User Guide

Supervisor Profile

How to assign a group of employees to new supervisor
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HOW TO ASSIGN GROUP OF EMPLOYEES TO NEW SUPERVISOR

1. Go to Supervisor Profile -> Supervisor Profile (Admin).

i& Supervisor Profile

Supervisor Request Approval

Supervisor Profile (Admin)

Supervisor Profile (Supervisor)

2. Goto 3" 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.

Supervisor Profile  Assign Individual Employee |Asswgn Group of Employeesl Delegation Supervisory Authority

A

(#Denotes Required)

Please select supervisor(s) from list

Supervisor Name: = 1 -

Employee No.:
Email Address

Effective Start Date: » 1 [ | C

Please select employee(s) from list
Mama:




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.

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

Employee(s)].

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

button.

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

{#Denotes Required)

Plesse select suparvisor(s) from list

Supervisor Name: »

Employee No.:

Email Address:

A11005 | Pang Jian Jie v
AT1008

support@mywave.biz

Effective Start Date ¢ [ z020-03-17 [
Flesss select employes(s) from list
Search Employse Name:
0057 | JUSTIN REPORT
007 | JAMES BOND
0821 | 2222 A
1000273807 | PRAMANIL MD AMDADUL HAQUE

12351 | 22422

212112121
22| 2222211
22222 | YES HI

1118 | CHIN Al KUAN

111000 | 7865432435878

1126 | SAIFUL AZMAN BIN SAIFUL RIDZWAN
121231 | UAGHEDJGAUIGEGQGQEG
123412 | BRIAN EMP NOW

2081 | Muhamad Safig lzuan Bin Razali
2062 | SHAMIL AMBIA BIN AZM)

2087 | Mchammad Amirul Bin Ahmad Tajudin
2108 | Janet Jebamalar A/P Muniandy

2108 | Kaalicharan A/L S Ravi

212 | BRIAN YALATEK SIM

2228 | ABDURRAHMAN KAREEM BIN MOHD ZAMANI

Employee No.

Employee List
Cur

Add

Add All

Remove All

Effective Start Date

411011
411010

XIAD DELEGATE
PANG SIEW LA

2016-02-04
2013-04-01




