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Manage and Edit Staff

This guide provides a simple process for managing and editing staff records, with
steps for searching, filtering, and exporting data—saving time and improving
accuracy.

1 Select "Staff".
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2 Select "Manage".

3 Type a staff name or ID in the master "Search" box.
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4 Type a staff name or ID in the staff anage "Search" box.

5 Use the fields to filter results.
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6 Select the staff record you like to view or edit.

7 Select "Columns" to choose fields to customize your view.
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8 Select "Export" to create a CSV file of staff.


