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Adding a New Supervisor in ADP® Time & Attendance

4 )
Identify a Supervisor
Identify a supervisor to increase their employee access.

Assign a Supervisor to an Employee
Assign an employee to a supervisor to grant supervision.
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|dentify a Supervisor

Note: Before proceeding, add the employee you want to set as a supervisor.

1. Select People and Process > Employee > Edit Employee.

HOME PEOPLE AND PROCESS REPORTS SETUP

T| m Timecard Annual Summary
Scheduling Add Employee Employee Information
Payroll Time Off Requests Attendance
> Employee Accrual Balances Delete Employee
Indh Holidays Accumulator Balances

2. To locate the employee you want to identify as a supervisor, click Search.

Edit Employee *

© 10570 Adams, Alex * E <status is active> vy

EMPLOYEE INFORMATION

First Name * | Alex LastName * | Adams

Emall alex.adams@xyz.com ] Hire Date 04/03/201 i
Click the icon to send registration emall

GENERAL TIME TRACKING SETTINGS

What pay class does this employee belong to? HOURLY -
Is there an employee who is allowed to manage this employee’s time? Cm
Does this employee manage time for other employees? Cm
Does this employee manage time for all employees? @

What time zone is this employee in? Eastern Standard Time -
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3. Click the Position ID of the employee you want to set as a supervisor.

Employee Lookup
Search In: For:
All Columns v 57 found
POSITION ID LAST NAME =« FIRST NAME
o
078 Anthony Marybeth
2043 Barr Mancy
Bonowich Anthony
389349 Fisher Samuel
095 Freeman Olivia
83948 Hammer Trevor
383904 hightower sandra
2041 Hoffmann Kristina
2026 John Joanne
15 Jones lan B. -

4. Click the toggle for Does this employee manage time for other employees to change it
to Yes and then click Save.

Edit Employee

© 11057 © Bonowich, Anthony *- la | <status Is active> vT

EMPLOYEE INFORMATION

FirstName * | Anthony | LastName *  Bonowich

Email ‘ anthony.bonowich@xyz.com |h;:§ Hire Date ‘ 08/24/2015 ﬁ|

GENERAL TIME TRACKING SETTINGS

What pay class does this employee belong to? HOURLY -
Is there an employee who is allowed to manage this employee’s time?

Does this employee manage time for other employees?

Does this employee manage time for all emplayees?

What time zone is this employee in? Eastern Standard Time >
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Assign a Supervisor to an Employee

Note: Before proceeding, add the employee and supervisor.

1. Select People and Process > Employee > Edit Employee.

HOME PEOPLE AND PROCESS REPORTS SETUP

T| m Timecard Edit Employee Annual Summary

Scheduling Add Employee Employee Information
Payroll Time Off Requests Attendance
> Employee Accrual Balances Delete Employee
Indh Holidays Accumulator Balances

2. To locate the employee you want to assign a supervisor to, click Search.

Edit Employee

© 10f57 © Adams, Alex * E <status Is active> v

EMPLOYEE INFORMATION

First Name * | Alex Last Name =  Adams

Email alex.adams@xyz.com l'd Hire Date 04/03/201 i
Click the icon to send registration emall

GENERAL TIME TRACKING SETTINGS

What pay class does this employee belong to? HOURLY -
Is there an employee who is allowed to manage this employee’s time? Cm
Does this employee manage time for other employees? Cm
Does this employee manage time for all employees?

What time zone is this employee in? Eastern Standard Time -
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3. Click the Position ID of the employee.

Employee Lookup
Search In: For:
All Columns v 57 found
POSITION ID LAST NAME «  FIRST NAME
076 Bonowich Anthony
Fisher Samuel
095 Freeman Olivia
83948 Hammer Trevor

4. In the Is there an employee who is allowed to manage this employee’s time field,

click the toggle to change it to Yes and then select the supervisor's name. Then click
Save.

Edit Employee

@ 120f57© Fisher, Samuel *- Q <status Is active> v

EMPLOYEE INFORMATION

First Name *  Samuel Last Name = | Fisher

Email cherrie.markwood@adp.com S Hire Date 05/30/2016 B4

GENERAL TIME TRACKING SETTINGS

What pay class does this employee belong to?

HOURLY -
Is there an employee who is allowed to manage this employee’s time? Anthony Bonowich -
Does this employee manage time for other employees? Cm
Does this employee manage time for all employees? Cm

What time zone is this employee in? Eastern Standard Time -




