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Add an Employee in Ministry Contacts
This guide provides a straightforward process for adding employees to Ministry
Contacts, ensuring that you can effectively manage your team within the platform. By
following the steps outlined, you can customize user permissions and roles,
enhancing your ministry's operational efficiency. Utilizing this guide will save you time
and help maintain a secure and organized team management system.

1 Login to your account at https://login.ministrycontacts.com

2 Click "Settings" in the bottom left corner.

https://ministrycontacts.com
https://login.ministrycontacts.com/v2/location/m5XNcfe3NP1d4DKQ16eg/dashboard
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3 Click on the "My Staff" tab.

4 Click the "Add Employee" button.
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5 Fill out their information. The email you enter will be used for their login email.
You can also create their password under "advanced settings" - otherwise they will
create their own password when they log in.

6 You can control their user permissions. You decide what they can, and cannot see
from their account.
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7 Select their permissions by toggling them on and off.

8 You can also set their user roles under this tab. Select if you want them to be an
account admin or user.
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9 Once done, click save. They will get sent a login email to sign into their account at
login.ministrycontacts.com


