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LALAAYI Adding personnel to a company 

There comes a time that as a company owner you want to employ a new staff member to lighten your 

workload. LALAAYI has a built in personnel system to manage that for you.  

Here is what you do: 

 Company Owner: enters the new Manager or Worker’s details and submits the record. 

 LALAAYI: records the person as pending and notifies the Super Administrator. 

 Super Administrator: checks the submitted details, then accepts or declines the person. 

 After acceptance of the new member, he can log in and edit/update his personal details. 

Log in as the Company Owner, select Personnel and confirm the displayed company is the company adding 

the new person. The Personnel page shows active Owner, Manager and Worker counts.

 

In the “Add manager or worker” card, the Company Owner selects Manager or Worker and completes the 

required fields (marked by a red asterisk and yellow background). The current screen requests first and last 

name, date of birth, personal tax identifier, username, initial password, personal/login email, home address 

and city/country, plus employment start date. Private and business contact fields are also available. Check 

all entries for accuracy before submitting. This is the existing form; it is not an email invitation.  
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When selecting “Add person”. LALAAYI records the request as pending Super Administrator approval and 

sends a notification to the site Super Administrator. The submission itself does not approve or activate the 

new person. 

The Owner can see submitted personnel in the “Awaiting Super Administrator approval” section. Verify 

the name, employment type, username, requested date and Pending approval state. Do not resubmit simply 

because approval is still pending. 
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The Super Administrator opens the relevant approval page or notification and checks the person’s 

submitted details and associated company. The reviewer decides whether the request is valid and complete.  

  

The Super Administrator accepts or declines the new person. For a decline, record or communicate the 

reason where supported by the current application. We will confirm the precise effect of each decision and 

the emails issued during live testing; do not treat a submitted request as approved. 
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The company owner received an email confirmation about the approval or declining status of the new user. 

 

At the same time, the new farm worker will receive an email informing him that his account is approved 

and that he can log in into LALAAYI. 
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The new farm worker goes now to the LALAAYI log in page and enters his account details as they were 

submitted by the Company Owner. 

 
 

 
The first time the new farm worker logs in, he sees the above notification, informing him to check his email 
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and confirm his email address. 

 

In the email he clicks on the green button “Yes, it’s me” 

 
Once he confirms the log in attempt, he can log in and finds himself on the dashboard of his account. 

The new test worker clicks on the “My profile” button in the top menu. 
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He can now edit/update his personal details. He can now enter his tax code, his bank and his personal bank 

account number. Again, compulsory fields have Yellow backgrounds and a red star. Fields that can’t be 

edited/updated have grey backgrounds. These fields can only be edited/updated by the Company Owner or 

the Company Administrator.  
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After the test worker chooses the tax code from the drop down list and ticks the checkbox to confirm the 

tax code change he enters his password and clicks the brown “Submit tax code change” button. 

 

The green bar at the top tells the test worker that his tax code declaration is saved. 

 

Scroll down to the bottom card and enter the bank name and bank account details. 
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Place a tick in the tick box to confirm the bank account details for wage/salary payments. Then click the 

green “Save payroll bank account” button. 

 

The green bar at the top, tells you that the bank details are saved and that the changed will take place from 

the listed date. 
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When you click the “My profile” button in the top menu, you will see that the Employee Payroll Details are 

updated. It also shows the date from which the updates will be effective. 


