Adding Users to Departments

A user may belong only to one department. That's why you can either transfer users to a new deparrtment or add them right away to a needed department.
To add users to a department:

1. Go to the Users section, open the Departments tab and left-click a department where you want to add new users.

szispringlearn Q Search... Q 4 &

Manage Users
Departments

ﬂ Users
Recreate your company's organizational structure to Import New Department

assign training to entire departments with a couple of

£= Roles
clicks.
Departments
,9.’\ e Department Name Total Users €§3
roups
olo Sign up Profiles My Company 67
Accounting and Finance -
Human Resource = oo
= Marketing -

roduct Development

:ih Product Develop: 46
ales Department

;i) Sales Dep: 20

2. On the Department Users page, click Add User.
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3. Complete the form with information about a user and click Save.
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General user information

First Name: Lisa

Last Name: Langdon

* Login: lisa.langdon

* Email: lisa.langdon@ispring.com
Phone: +1 800 640 0543

Job Title: HR Assistant

Country: United States

* Department: Human Resource

* Password: KWxv1K




	Adding Users to Departments

