
 

Attach a photo by selecting the edit pencil and 

then choose a file from your computer. (This 

needs to have been previously downloaded) 

Advance to the next step by 

clicking the “next” button 

Choose one of the 

options from the 

“Question We’ll Ask” 

drop down list to 

satisfy the required 

field. 

 

Adding New Staff 

Select the “Add New Staff” link.  This will take you to the “Name and E-Mail” form.  

   

Step 1.  

Fill out the Name and Email form required fields.  Required fields are marked with an astrisk * 

 

 

Step 2.  

Enter a username and password for the staff member.  Note:  The password has to be at least “Good” as illustrated 

below in order to be saved.  The staff member will be required to change this password when they first log-on to 

BlueStep 

    

 

Step 3.  

 



 

Enter staff cell phone and carrier if you 

would like staff to get “text alerts” 

Fill out contact information.  No required fields on this form so data entry is optional. 

  

Step 4.  

Fill out personal information.  No required fields on this form so data entry is optional. 

 

 

Step 5.  Fill out Employment Info 



 

Email and Text Notifications are sent to the staff 

member Email or Cell Phone carrier. 

Alert Notifications are displayed on screen while 

staff is logged onto BlueStep.  See Alert Notification 

illustration above. 

Alert Notification Bar Located on the 

Top right hand corner of the screen 

Select Security Group (Staff is required) Security 

group permissions can be viewed as Simple or 

Detailed by selecting the radial buttons. 

When finished click the “Save” button 

 

  

 
A New Staff record has now been created.  To enter additional information, select the staff record and click any link 

located on staff navigation menu. 
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Example 2 
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Example 2 

 


