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DEMO – Hire New Employee

1. (M) Go to: People > Maintain > Personal Information [Tab]. 
Data Entry: Enter New Employee Personal Information

2. (M) Go to: People > Maintain > Assignment [Tab]. Data 
Entry: Enter Employee Assignment Information

3. (O) Go to: People > Maintain > Contact Information [Tab]. 
Enter Employee Phone and Mobile Number. 

4. (O) Go to: People > Maintain > Home Address [Tab]. Enter 
Employee Phone and Mobile Number. 

5. (O) Go to: People > Maintain > Attachments [Tab]. Enter 
Employee Phone and Mobile Number. 

6. (O) Go to: People > Maintain > Beneficiaries [Tab]. Enter 
Employee Phone and Mobile Number. 

7. (O) Go to: People > Maintain > Bank Account [Tab]. Enter 
Employee Phone and Mobile Number. 

8. (M) Go to: People > Maintain > User [Tab]. Data Entry: 
Enter Employee User Account Information

Environment: https://demo.eben001.com/
Access as: Client Admin 

https://demo.eben001.com/


(M) Go to: People > Maintain > Personal Information [Tab].

Action- Enter all required fields- Click Submit

System Behavior- System will save one Employee record and 
generate Employee ID and allow you to Enter 
User Information.

Notes- Security Profile Should Show the Company 
Name



(M) Go to: People > Maintain > Assignment [Tab].

Action- Enter Assignment Start Date- Select Organization Unit where the Employee 
works- Select Employee Manager- Click Submit

System Behavior- System will save one Employee Assignment 
record and generate Employee Assignment ID 
and allow you to Enter User Information.

Notes- Without an active assignment, User will not be 
able to access his/her account.  - If you select Manager Not required, Employee 
will be exempted from all internal approval 
workflows. 



(O) Go to: People > Maintain > Employee Address [Tab].

Action- Select Geography - Enter the address details of the Employee Home 
Address. - (O) Select User company address to use 
company address instead of the Employee 
Home address. 

System Behavior- System will save one Employee Home Address 
record.

Notes- If you select User Company address, the system 
will use the company address in all 
communication from and to the Employee. 



(O) Go to: People > Maintain > Attachments [Tab].

Action- Click Add.

System Behavior- Open Employee Attachments Page. 

Action- Enter Employee Attachment Name. Example, 
Passport Copy, Driving License etc..- Select File you would like to attach. - Click Submit

System Behavior- System will save one Employee document 
attachment. 

Notes- Only the Employee will be able to access 
Employee Attachments. 



(O) Go to: People > Maintain > Beneficiaries [Tab].

Action- Click Add.

System Behavior- Open Employee Beneficiaries Page. 

Action- Enter Beneficiary First Name- Enter Beneficiary Last Name- Enter Beneficiary Relationship to the Employee- Enter Beneficiary Gender

System Behavior- System will save one Employee Beneficiary.

Notes- Beneficiary Birthdate is required if the 
Beneficiary is the Employee Child. 



(M) Go to: People > Maintain > User [Tab].

Action- Enter Employee email address.- (O) Click Generate Password.- (O) Update Password Manually.- Click ”Submit”.

System Behavior- System will send an activation email to the new 
Employee email address. 

Notes- The password generated is a temporary 
password. - Password must be alphanumeric.- The default account status is “Pending User 
Agreement acceptance”. It will not be 
changed to active until the user has activated 
his account via the email link and accept T&C 
of use. - The Employee Should activate the account by 
generating new password



(M) Go to: People > Maintain > Bank Account [Tab].

Action- Enter Employee Bank Name- Enter Employee Bank Branch- Enter Employee Bank Account Name- Enter Employee Bank Name- Enter Employee Account Number- Enter Employee Bank Account IBAN

System Behavior- System will save one Employee Bank Account

Notes- Employee Bank Account is optional information. 
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