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How to Add an Employee

1 Log in to your contractor landing page. Click "Manage Contractor Employees"
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2 Click "Add New Employee"

3 Enter the new employee's legal information (first name, last name, social security
number, address) and any other relevant information.
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4 To enter employee classifications, click "Add"

5 Select the classification, craft, and whether the employee is an apprentice or
journeyman.
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6 Select whether the employee's current level is "Apprentice" or "Journeyman"

7 If the employee is a journeyman, validate how the employee obtained the
journeyman certification
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8 Click "Add"
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9 Verify that all information is accurate.

Click "Submit"
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10 Click "(Ctrl + s)"


