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01 · ACCESS THE MODULE

Open the People directory
Use the employee directory to review workforce records and 
begin adding a new person.

1 Open People
Select People or Employees from the main Allora HR 
navigation.

2 Review the directory
Search, filter, and review active or inactive employees and 
contractors.

3 Choose an entry method
Use Add for an individual profile, or CSV for a 
recommended mass upload.
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02 · SELECT THE PROFILE TYPE

Choose a worker type
Choose the classification that matches the person's 
relationship with the company.

1 Click Add
Open the Add menu in the upper-right corner.

2 Select Employee
Use Employee for payroll staff with the applicable statutory 
benefits.

3 Select Contractor
Use Contractor for external workers who invoice for 
services and are not on payroll.
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03 · COMPLETE THE PROFILE

Enter the person's details
Provide the personal, employment, compensation, and work-
schedule information required for the profile.

1 Add personal information
Enter the name, email, gender, birthday, department, 
position, and other requested fields.

2 Set employment details
Complete location, hire information, reporting relationship, 
compensation, and any required identifiers.

3 Define the work schedule
Select working days and configure start, end, lunch, and 
break times.
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04 · CONFIRM THE RECORD

Review the completed profile
Once created, the profile becomes the central record for 
employment, payroll, documents, policies, assets, and activity.

1 Create the profile
Review the entered information, then click Add Employee 
or the corresponding contractor action.

2 Verify the overview
Confirm contact details, position, department, location, 
status, tenure, compensation, and benefits.

3 Maintain the record
Use Edit and the profile tabs to update employment data 
and related records when needed.
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05 · VIEW THE ORGANIZATION

Open the organizational chart
Visualize reporting lines after profiles and manager 
relationships have been configured.

1 Open Org Chart
Navigate to the organizational chart from the People 
module or main navigation.

2 Review reporting lines
Each card displays the person's name, position, 
department, and contact information.

3 Check the hierarchy
If a person is missing or misplaced, update the manager or 
reporting relationship in the profile.
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