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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

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.



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

https://support.dolceclock.com/help/invite-employees

