OWNER (SETTING UP THE COMPANY)

Add office staff in one go

When new coordinators start, add them all at once: one line each — name, email, role. Each gets an
invitation to choose a password.

1. Under Add staff, paste the list — straight from a spreadsheet, or typed: name, email, role. A blank role
means coordinator. (Or upload a CSV.)

RECORDS

Staff

Who halds which role. A company always kesps at least one owner

The roles

Owner. Everyhing, including who helds which role.
Administrator. Everything but roles: rates, charges and margin, agreements, archiving for good
Coordinator. The day’s work: records, ordars, offers, allocation and overrides, credential checks. Mot rates, not archiving

Read-only. Sees the board, the schedule and the records. Changes nothing.

Add statt

ne person per line: name, email, role [owner, administrator, coordinator or read-only; blank is coordinator). Paste siraight from a spreadsheet, or upload a CSV. Each person gefs an invifation fo choose their own passwaord

fame, Email, Role
Alex Example, alex@example.com, Coordinator

Or upload a CSV | Choose File | No file chosen

NAME EMAIL ROLE SIGN-IN
Demo Coordinator coordinator@harlowpeak invalid Sand a sign-in link
Demo Owner owner@harlowpeak invalid Owner v Sand a sign-in link



2. Every line is checked as you type. A line marked in red says what to fix; nobody is added until every line
says Ready.

RECORDS

Staff

Who holds which rale. A company a

eeps at least one owner

The roles

Owner. Everylhing, including who helds which role

Administrator. Everything but roles: rates, charges and margin, agreements, archiving for good

Coordinator. The day’s work: records, ordars, offers, allecation and overrides, credential checks. Mot rates, not archiving.
Read-only. Sees the board, the schedule and the records. Changes nothing.

Add staff

e person per line: name, email, role (owner, administrate

oordinator or read-only; blank is coordinator). Paste straight from a spreadshest, or upload a CSV. Fach person gets an invitatior their own password

MName, Email, Role
Robin Invented, robin@harlowpeak.invalid, Coordinator
Casey Invented, casey@harlowpeak.invalid, Read-only

e
Orupload a €SV | Choose File | No file chosen
LINE NAME EMAIL ROLE
2 Robin Invented robin@harlowpeak invalid Coordinator
3 Casey Invented casey@harlowpeak.invalid Read-only
Add 2 people
3. Press Add 2 people.
RECORDS
Staff
Who holds which rale. A company a eeps at least one owner.
The roles
Owner. Everything, including who halds which role
Administrator. Evarything but roles: rates, charges and margin, agreements, archiving for good
Coordinator. The day’s work: records, orders, offers, allocation and overrides, credential checks. Mot rates, not archiving.
Read-only. Sees the board, the schedule and the records. Changes nothing.
Add staff
@ person per line: name, email, role [owner, administrator, coordinator or read-only; blank is coordinator). Paste straight from a spreadsheet, or upload a CSV. Each person gefs an invitation fo c their cwn passw
MName, Email, Role
Robin Invented, robin@harlowpeak.invalid, Coordinator
Casey Invented, casey@harlowpeak.invalid, Read-only
P
Orupload a C5V | Choose File | No file chosen
LINE NAME EMAIL ROLE
2 Robin Invented robin@harlowpeak invalid Coordinator
3 Casey Invented casey@harlowpeak invalid Read-only

Add 2 people




v Done. While the company may not send messages, nothing is emailed: copy each person's link and

send it to them yourself. It works once. They choose a password, and they are in.

RECORDS

Staff

Wha holds which role. A company always keeps at least one awner.

The roles

Owner. Everylhing, including who helds which role.

Administrator. Everything but roles: rates, charges and margin, agreements, archiving for good

Coordinator. The day’s work: records, ordars, offers, allecation and overrides, credential checks. Mot rates, not archiving.
Read-only. Sees the board, the schedule and the records. Changes nothing.

Add staff

Ona person per lina: name, email, role (awner, administrator, coordinator or read-only; blank is coardinatar). Paste straight from a spreadsheet, or upload a CSV. Each persan gets an invifation 1o choose their own password

MName, Email, Role
Robin Invented, robin@harlowpeak.invalid, Coordinator
Casey Invented, casey@harlowpeak.invalid, Read-only

Orupload a C5V | Choose File | No file chosen

LINE NAME EMAIL ROLE
2 Robin Invented robin@harlowpeak invalid Coordinator
3 Casey Invented casey@harlowpeak.invalid Read-only

]
i‘ Added 2 people. MNeothing was emailed — this company is not allowed 1o send messages yet. Send each person their cwn link below; i works once.

Mair Paias THAPAR Laarl furAREe Aver




Made 2026-10-07 from the system's own screens, in an invented demonstration company.



