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s d GETTING STARTED ~

Once a new employee has been added to Facilities Connect, they can be added to a Facilities Connect

From th e Facilitie s Connect homepage, locate the hamburger menu:

Click on the Portfoli o section .
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DIRECTIONS:
Upon clicking , the Employe es screenwil | open:

Usethe available Search Fields to locate a specific employee.

Oncelocated, click anywhere onthe Employee Record line to open.

Upon clicking, the Employee Record will openin anew window.

Click the Revise button to edit the employee record.
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DIRECTIONS:
First, update the employee’s Primary Organization:

Scroll down the record and locate the Primary Organization section; click onthe Find button to search
available
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DIRECTIONS:
Update the Primary Organization (continued):

Usetheavailabl e Search Fields tolocat e the desire d Workgroup.

Click onthe radio button beside the Workgroup to select.

Click the OKbutton to confirm and save the updated
Workgroup.
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DIRECTIONS
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Confirm the Labor Rate and Fiscal Year (continued):

Beside the Rate field, use the Search button to locate the correct Fiscal Year Period.
Click onthe radio button beside the Fiscal YearPeriod to select.

Click the OK button to confirm and save the updated Fiscal Year
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DIRECTIONS:
E Confirm and save the changes to the Employee Record:

@ Usetheavailabl e Search Fields tolocat e the desire d Workgroup.

@ Click anywhere onthe Workgroup Record line to open.
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Upon clicking, the Workgroup Record will openin anew window.

@ Click the Revise button to edit the record.
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Toadd an Employee to the Team Member List (continued):

Upon clicking, the Employee selection window will pop-up inside the TeamMember List.

Usetheavailabl e Search Fields tolocat e the desire d Employee.

Click onthe Checkbox beside the
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DIRECTIONS
To save all changes made to the Team Member List :

@ Click onthe Activate button .
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