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Employee Add – Manual 

NOTE:  This method of entry is only necessary if there is NOT a Demographic Interface from 
the client to HR Ease or if you are adding a person for the purposes or Onboarding. 

1. From the main Administrator Dashboard page, click on the Tab called “Employee Admin”

2. Click on the “Employee Add” tab.  Enter data.  Fields labeled in green are required.  Then click “Save”.



3. IMPORTANT NOTE:  If your employee will be in Onboarding, check the “In Onboarding” box and the

appropriate onboarding screens will be included in their custom data path.  Additionally, if the box by

“Test Person” is checked, the information entered will not be transferred to the Carriers and no charges

will be incurred.

4. After successfully adding employee, you will briefly see a screen with a large check mark and the message

“Employee Added”.  You will automatically be transferred to the next page.



5. You can create a custom path for each employee by checking/unchecking the box under “Assigned?” to

add or remove data collection screens.  After making your screen selections, click “Next”.



6. You will now be at the Employee “Profile” page.  If the employee will NOT be in Onboarding, you can

add/update their information by selecting “Edit” in any of the Profile Sections.



7. After clicking “Edit”, you can update their information and then click “Save”.

Note:  After opening a “Profile” section, you will be required to complete all fields marked with an * in

order to successfully save your information.  Also, you are required to complete the “Demographic

Information” fields of SSN, Gender, Date of Birth, and Employee Number before you can save updated

Profile information and continue.

“Contact Information” Screen Example 



“Demographic Information” Screen Example 



8. After each section’s changes are saved, you will be brought back to the “Profile” page where you can

continue to add/update by clicking “Edit”.  If finished, click “Next” to continue updating employee.



To schedule a live demo:
Please call 800.400.1968 or email us at info@abelhr.com

and a member of our staff will be glad to assist you.




