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Welcome to the Employee Directory training. In this section we are going to go over
how to create a profile for your employees in the rewards program, how to set their
security levels and what they are, and how they will use their profile to login to the

Intranet. We'll also touch on some of the other buttons located in the black bar at the
top of the Intranet screen.

Zack Toler
Topics Include:

e Adding an employee to the directory e Logginginto the Intranet

e Removing an employee form the directory e Assigning Employee Security Levels
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