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Updating Supervisors in Munis

To add or change an employee’s supervisor, you will use Employee Master. To access the
Employee Master, go to:

Human Capital Management > Human Resources > Employee Job/Pay Classification >
Employee Master

1. From the Employee Master screen, click the Search button.
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2. You can search for the employee using their Employee Number or Name.
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3. Once you have found the employee whose Supervisor needs to be added or updated,
go to the Address tab and click the Update button found on the menu ribbon.
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4. Type the supervisor's Employee Number in the Supervisor field, or select the three
ellipses for field help.
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5. Once the correct supervisor has been selected, click the Accept button on the menu
ribbon.
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The supervisor has now been changed and you will be taken back to the Main tab of the
Employee Master screen.



