Quick Reference Guide

Creating an Assured Employee

Navigate to Assured
List

+ Select Tools > Assured. The
system displays a list of
companies you have access to.

Navigate to

Employees

Select Employees from the left
side menu. The system displays a
list of employees associated to all
of the companies within your
scope.

Add a New
Employee

Method 1: Create a new
employee
1. Click [Add].

2. Fill'in the required fields.
3. Click [Save].

.ﬁ When copying an employee, the system will not copy the selected employee’s
assigned security roles if the employee:
* Is assigned a security role that is no longer active
* Is assigned a broader security role (with more rights) than you possess
» Is assigned a security role that is outside your administrative scope
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Method 2: Copy an existing
employee
1. Select the checkbox next to
the employee you would like
to copy.
Click [Copy].
3. Fillin the required fields that
have not been copied.
4. Click [Save].
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