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HOW TO ADD NEW EMPLOYEE PROFILE 
1. Go to Employee Profile -> Administration -> Employee Profile (Admin). 

 

Figure 1.1 

 

2. Click the “Add” button as screenshot highlight below. 

 

Figure 1.2 
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3. Fill in all the require information.  

 

Figure 1.3 

 

4. After employee detail has been filling up on figure 1.3, scroll down for other optional 

information to fill up. Click on the tab will expand and show you the information for you to 

fill in.  

 

Figure 1.4 Optional information 
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Optional Information: 

 

Figure 1.5 Passport Information 

 

 

Figure 1.6 Work Permit Information 

 

 

Figure 1.7 Visa Information 

 

Optional Information but important to be filled: 

 

Figure 1.8 Payment Info 
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Figure 1.9 Job 

 

 

Figure 1.10 Statutory 

 

Supervisor Assignment: 

 

Figure 1.11 Supervisor Information 
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5. Once all the information is being filled, click “Save” button.  

 

 


