
Login to your individual account and select your facility account from the top navigation 

 

Click on Employees Tab 

 

Employees that are Self-Reported need to be reviewed and updated. Click Update. 

 

 

 



Update the Employment Record and select Save Changes 

 

 

 

 

 

 

 

 

 

 



If an employee no longer works at your facility, Click Update and select This Individual is no longer 
employed. Put in the last day of employment in the End Date. 

 

 

 

 


