How to forward Employees to another Supervisor

1. Click Actions

= - [ Ze TUON4UD WOTKTOICE.SYmMpPIr.cCom/tmy/ Ve portal Uetault.aspx

:‘s'ymplr“'.w’\..’ORKFORCE | Clock In/Out My Schedule~  MyTime Manage Employees~  Staffing v Reports  Actions

Filtar:

2. Click Auto Forward Assignments
W  Approval
%Tﬁ nsrgé:‘t]ig gsts

Vv Employee
=
I e o Auml'\:gsri\ggrrgent B’Messages

3. On the left panel, click Employee Forward

:Sympir WORKFORCE | ClockIn/Out My Schedule~ My Time  Manage Employees

Auto Forward Assignments do not exist for you.

Actions

Employee Forward

Supervisor Forward

Bookmarks v

4. Enter begin date for access
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5. Enter date of proxy access should end or leave blank for indefinite access
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6. Click next on left panel
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7. Type in Supervisor’'s name and click Search
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8. Click plus sign next to name to add
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9. Click top box to default and check all employees to forward or select individual employees
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0ose the employees to auto-forward to Mark Bercheni, then click 'Forward Selected":
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10. Click forward selected on the left panel
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11. To verify, go back into actions, auto forward assignment.
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12. Forwarded employees will be listed.
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