
 
 

 

 

User Guide 
Employee’s Supervisor 

How To Add/Edit/Delete Supervisor. 
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HOW TO ADD SUPERVISOR   
1. Go to Employee Profile -> Administration -> Employee Profile (Admin). 

 

 

2. Select the employee name that you wish to assign/add supervisor.  

 

 

3. After select the employee, click on [Supervisor] tab. 

4. Click  button to add/assign supervisor. 
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5. Select the supervisor from the list on ‘Assign To’. 

6. After select the supervisor will show the supervisor information. 

 

 

7. Once you have selected the supervisor, it will auto show the supervisor information (a) as 

screenshot below.  

8. Insert the ‘Effective Start Date’ for the supervisor.  

(FYI: If there is new join employee will always show the hire date of the employee on effective 

start date and you may assign a future supervisor for the employee by insert the future date). 

9. Once done, click  button. 
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10. If assign future supervisor will show as below.  
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HOW TO EDIT SUPERVISOR   
1. Go to Employee Profile -> Administration -> Employee Profile (Admin). 

 

 

2. Select the employee name that you wish to edit the supervisor.  

 

 

3. After select the supervisor, click on [Supervisor] tab. 

4. Click button. 
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5. Select the supervisor list that your wish to update if there is wrong supervisor been assigned. 

6. Or you may update the effective start date for the supervisor assignment if there is wrong 

date been assigned.  

7. Click  button. 
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HOW TO DELETE SUPERVISOR   
1. Go to Employee Profile -> Administration -> Employee Profile (Admin). 

 

 

2. Select the employee name that you wish to delete the supervisor.  

 

 

3. After select the supervisor, click on [Supervisor] tab. 

4. Click  button. 
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5. Click  to confirm delete the supervisor. 

 

 

6. After delete the supervisor will show no record as screenshot below.  

 


