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1.

Access the
Add Employee Option

Add New Employee
To begin adding employees, navigate fo the
Employee Management section within Synclo.

Quick Add Bulk Add

Detailed Add =
Essential details only Upload multiple at once Complete profile
Sfe ° % ~2 min 1 SV file
ps:

."-] ~10 min

Open the Employee Management module

Click "Add New Employee”

Choose the method for adding employees




2.

Quick Add Employee

Quick Add allows administrators to add employees
quickly using only essential information.

Typical fields:

- Employee Name
* Email Address

Department

* Designation

This method is ideal when quickly onboarding
employees while adding detailed information later.
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Quick Add Employee

Add employee with essential details

) Quick Add Form

Fill in the essential details

Personal Information

Full Name

Personal Email Address

Date of Birth

yyyy/mm/dd

Employment Information

Department

Designation (Select grade first

Date of Joining

yyyy/mm/dd

Work Mode

lal Mark Break

Phone *

Reporting Authority

Employment Type

Full-Time

Duration of Probation Period

With Grade Structure ‘D




2.1

Quick Add with Grading

If your organization uses employee grading
structures, the Quick Add form will include a grade
selection field.

Fields may include:

Employee Name - Designation
Email Address - Grade
Department

2.2

Quick Add without Grading

If grading is not enabled, the Quick Add form will
appear without grade options.

This version only includes essential employee details
required to create the employee record.
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Quick Add Employee
Add employee with essential details

@ Quick Add Form
% Fill in the essential details

Personal Information

Full Name

Personal Email Address

Employment Information

Department
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3.
Bulk Add Employees

Bulk Add allows organizations to import multiple
employees at once. Bull Add Employees

Upload multiple employee records using a CSV file. How it wor

Typical process: &, Step 1: Download Template

T, Step 2: Upload Filled Template

1. Download the employee import template

2. Fill in employee details in the template

3. Upload the completed file

4. Synclo automatically creates employee profiles

This method is recommended for onboarding large

feams.
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4.
Detailed Employee Setup

Detailed Add allows administrators to create
complete employee profiles with full information.

The detailed process includes multiple sections such
as personal information, job defails, salary
configuration, academic history, work experience,
documents, and access permissions.

4.1
Personal Information

This section captures basic employee identity details.

Information may include:
Full Name - Contact Details
Date of Birth - Address
Gender




Add Family Member

Family member information can be added when
required for HR or benefits records.

Add Emergency Contact

Emergency contact details ensure the organization

has a contact person available in emergency
situations.

Information may include:

Contact Name
Relationship
Phone Number

Add Family Member

ame ’
,
| Full name

Relation *

Date of Birth

yyyy/mm/dd




4.2
Job Details

The Job Details section defines the employee’s role S

6’ Mark Break

5 Synclo

within the organization. e = .o T

Without Grade Structure

Typical fields include:

Job Details

Department * Designation *

B Company Policies

2\ Employee Management

Department o

Add New Employee Job Role

mployee Profile Updates

* Designation

Reporting Authority

* Reporting Manager
* Joining Date e
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43
Salary and Benefits

This section defines the employee’s salary structure
and payroll configuration.

5 Synclo

Information may include:

- Salary components

Attendance

Management

Performance

Allowances

- Bonuses R ESS——

2?) Help Desk Management

Learning Management

Payroll group assignment

< Collapse

Detailed Employee Onboarding

Complete employee profile with all information

o Salary & Benefits
Cor | ure compensation and benefits

Basic Salary Information

Basic Salary *

Gross Salary

Allowances

RN,
N

AR

lal Mark Break

Salary Frequency *

Manthly

No allowances mapped to this grade

[Z Goto Grade Setup

=

With Grade Structure c




4.4
Academic Details

IEP Mark Break
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. . l . Detailed Employee Onboarding
Employee academic history can be recorded here. S —

Typical fields: e - o

owances & Benefit:

I ns 1_ i 'I' U 'I'i on ; Third Party f cations :‘-\cademili | D.JETE.'IISI I :i_ —

Company Pc

% Employee Management o ——

* Degree

Performance

Management

.
* Field of Stu i
y Co catio
Facilities Management
Help Desk Management
.

Graduation Year

Learning Management

% Approvals Previous Skip

¢ Collapse
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Cp Mark Break

Work Experience

Cancel

Detailed Employee Onboarding

Previous work experience can also be recorded.

Typical information:

With Grade Structure ()

- Company Name ) WorkEperionce S

+ Job Title

* Duration of Employment

Responsibilities

Previous Skip
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4.6

Documents ——

Synclo

Detailed Employee Onboarding

Complete employee profile with all information

Administrators can upload important employee
documents such as:

With Grade Structure c

Typical information:

Documents —
I 1 required employee documents e e S
s e . 2 CV//Resume * . %%i;_t
- Identitication documents
Management
+ Contracts
P o . [l Facilities Management > ID Card - Front *
- Certifications —
Learning Management
.

Legal paperwork > oo

ID Card - Back *
< Collapse




4.7
Access and Permissions

Access settings determine which parts of the system
the employee can access.

Configurations may include:t

* Role assignment
- Module permissions

* Login access
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Attendance

Management

Nl Facilities Management

2?) Help Desk Management

Learning Management

< Collapse

Detailed Employee Onboarding

Complete employee profile with all information

Access & Permissions

Cor |_: system access and user

System Access

Note: Username and Work Email ar

Username

User Role & Permissions

User Role *

Previous

6’ Mark Break

Waork Email Address *

With Grade Structure c
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4.8

Preview and Invite

f Synclo O Mark Break

Detailed Employee Onboarding

Before finalizing the employee profile, administrators o
can review all entered information. -.

With Grade Structure D

Once confirmed:

2. Employ

Attendance

- Click “Invite Employee”

Management

- The employee receives an invitation email

1.0 acc eSS II.I‘] e Sysll-em d ? Conj‘jt f Salary & Compensation

Salar 51 Salary Frequen
Monthly

U Access & Permissions

Job Details

ning Dat Employee

< Collapse




Employee
Successfully Added

After sending the invitation, the employee profile
becomes active within Synclo. i
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COnb izard ersona lob Detalls Salary & Academic Nor Soeuments Access &
ormation e Benefits Details Experience il Permissions
Company Information
L L] ture
Allo
Thin ons
Company Policies >
@ Edit

2 anagemen

* Assign projects EMPLOYEE

- SUCCESSFULLY
Track attendance o ADDED

L]

[l Facilities Management > Contact

- Manage payroll i

$ Salary & Compensation

oasic saldly Gross Salary
- SN/A

P Learning Management 2

MO n i'I'O r em p | Oyee pe rfO rm a n ce S [:':'J Access & Permissions

8 System Settings

L]




Your team Is set up.

Manage your team with confidence using Synclo.

(:v Synclo



