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To add a new staff member go to General (1) > Staff Details (2) > Add (3) 
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The following screen will appear…. 
 
Enter data simply by typing or selecting values from the drop down lists. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
The Name/Surname/DOB/Gender and Join Date fields are mandatory fields. The 
Reference number will be generated automatically. 
 
Work through the tabs until you have entered all of the necessary information.  
 
Then click Save at the bottom right of the screen. Your new Staff record can now be 
found on the Current Roll of your Database. 
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To edit an existing staff record go to General (1) > Staff Details (2) > Search for the Staff 
record you wish to edit & click Edit (3)  
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Existing data in each field can simply be deleted and replaced with new information, 
working through the tabs as seen in the previous section of this document. 
 
Once the necessary changes have been made, click Save at the bottom right of the 
screen. Your changes will now be saved to the Staff record. 
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To Transfer a staff record to the former roll, go to General (1) > Staff Details (2) > Search 
for the Staff record you wish to transfer & click Move to Former Roll (3) 
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Enter a Leave Date and click OK…. 
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…You will then be asked to enter the Contract End Date, the Destination is optional.  
 

 

 
 
 
 
 
 
 
Click Save. The Staff record will now be moved to Former Roll. 
 
 
 
 



   
 

 
 
 

The delete staff member function is not currently active.  
 
If you have staff records that need to be deleted, please feel free to email me the name 
and reference number of the record you wish to be deleted and I will keep a note of 
them for when the function becomes available. 
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