
Employer Dashboard 
Manual



View 
Employee

To view employees, Select “ View Employees”  
in the Side Menu



Create
Employee

To create New Employee, Click the create 
button 



Create
Employee

Enter the particulars of the Employee

* Mobile Number have to be prepended 
with country code



Import
Employees

To import Employees’ particulars, Click the 
import button



Import
Employees

Download the template to populate Employees’ 
particulars



Import
Employees

Upload the populated template file to import 
employees



Send
Inspection

To send inspection, Select “ Send Inspection”  
in the Side Menu



Send
Inspection

Select the employees to send inspection to, 
then click on send inspection



Edit
Inspection

Message

Enter the desired message in (1)

A preview of the message will be 
shown in (2)

Click “ Save”  to save the message 

(1)

(2)



Inspect
photos

To inspect photos, Select “ Inspect Photos”  in 
the Side Menu 



Inspect
photos

Approve or Reject the inspection by clicking the 
respective button



View
inspections

To view inspection records, select “ View 
Inspections”  in the Side Menu



View
inspections

To view a specific record, click on the view 
button



View
inspections

(1) Employee Details
(2) Inspection Details
(3) Alerts (if any)
(4) Inspection Photos
(5) Inspection Logs

(3)

(1) (2)

(4)

(5)



View
inspections

Change inspection 
status by selecting 
the status button



View
inspections

Add remarks to 
inspection by entering 
them in the input box


