Updating Employee Contact
Information (Email & Phone

Number)
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From the Top Toolbar, select Employees

Either search for the Employee’s Name, or click on the Employee from the Employee List

Rory Demo
TEOng'"_'}ﬂ Dashboard Scnedu\aswepolls share Files S gf

Employee List

‘ 4 of 67 Schedules v‘

v Newly Imported Employees
Vify Tat | Emil - 50% Only One, 50% Both

Name
Unassigned (employes piace hoider, @

Ana Balcarcel
Balcarcel, A

Jennifer Hill

il J)

© Dan X's Tacos (Uptown) [Locations -> N
FOH
¥ Dan X's Tacos (Uptown) [Locations -> Name] FO
Uy Tat | Emoil - 9% Only One, 9% Both

Name
Unassigned (employee piace hoider) t4

lad Gonzal P
(Gonate ©Z&
Al .
Yuming Haung 2 &

e 4

Phone seraverty  Language

English v

English v

Language

engish |
engiish |

english /|

Permissions Active

Tech support &

E—

Import Employses From Pos/Payrol =]

Active Inve Al Unactivated

Select the Profile Tab > Here, you'll see all contact information related to that employee.

To update or enter the email address, click inside the email address field and enter the

new email.

To update or enter the phone number, click inside the phone number field and enter the

new number.
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After making any changes, be sure to click Update Account. This step is required for the
changes to save.

“Information Saved” Once you see this message at the top of the screen, you're all set.

Next, you can follow the steps outlined in this article to Invite Employees to their
account: https://support.dolceclock.com/help/invite-employees
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