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Change an Employee’s supervisor

Purpose You may need to change the supervisor of an employee at some point.

1) Navigate to the employee card (menu > set up > set up > employee)

2) Inthe employee card, locate the Supervisor island. In this island, click in the employee number
island and search for the new person assigned to be their supervisor (ctrl +G).
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3) If the person you have assigned to be a supervisor is not currently assigned as a supervisor in
Maconomy, you need to assign that role to them.

4) To do so, navigate to Menu > Set up > Access Control > Users

5) In this window, look in the table part to see if the user who you have chosen to be a Supervisor
is actually attached to the role (in Maconomy, a supervisor may also be referred to as Line
Management in the table part). They should have Line Management attached to them. If not,
click in the blank row in the table and do a search to locate the role of line management.

1% meru [ 1l sove [ [-| [ > «] <] » [¥
Fi CIIpIUyEE NO, T | AUTTITIS 0T g 0 -
N x|
Database Relation _
Relation Mame Cormpany Mo, 30
Hame advertising Agency 2
Period 1/1/2003 |
Access Code Expiry Date  1/1/20 T
|~ Derived Dimensions Access Code Blacked
Overwrite
Dimn. Comb. Mo,
Company No., 30 v
Arcount Mo v T
Al windows
Change Password
Paortal administrator
TimeandEzpenseEntry
AccountManagement
FrojectManagement |
LineManagement
lil FinancialManagement

‘ HRManagernent
‘ HREmployes
‘ DailyTirneEntry
| ResourceManagement
TrafficManagement
all windows|

f’,f start & 2 windo... - | /2 Installed ... 9 laval... - B Morning-... M5 2 Micros... = E_ ‘(Jmm:: L

6) Hit Enter to save your changes. The user has now been set up to be a Supervisor and will
receive appropriate To Do’s for expense and time approval.



