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HOW TO ASSIGN GROUP OF EMPLOYEES TO NEW SUPERVISOR 
1. Go to Supervisor Profile -> Supervisor Profile (Admin). 

 

 

2. Go to 3rd tab (A) [Assign group of employees]. 

3. Select the [Supervisor name] (B) that you want to assign for group of employees. 

4. Insert the (C) [Effective Start Date] that when the supervisor starts effective. 
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5. After select the supervisor name and insert the effective start date, click on (A) [Employee 

List] to select which employee that you want to assign for the selected supervisor. 

6. Click on the employee name and click (B)  to move to the right table (C) [Selected 

Employee(s)]. 

7. Once done added the employee to the right table [Selected Employee(s)], click  

button.  

8. Below table (D) show the employee that has already been assigned to the supervisor. 

 

 


