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SUPER MANAGER – CHANGE MANAGER ASSIGNMENTS 
 
Changing manager assignments (meaning which employee is supervised by which manager) is 
easy in EmTrak.  Back to your main page, this time selecting Change Manager Assignments. 

 
Now, if I want to change Jeremiah Johnson so that Phil Stone is his manager, I simply click on 
Jeremiah and select Phil Stone from the pull down menu.  I click NEXT and it’s done.   
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If you scroll down that page, note that this is EmTrak’s version of an organizational chart.  It notes 
who reports to which manager, including which managers report to which senior managers.  In this 
example, Clark Gable reports to Jim Adams, Jim Adams reports to Jim Smith.  That means that 
when Jim Smith enters EmTrak, he will see both Jim Adams and Clark Gable and all of their 
employees. 

 
Manager assignments can also be changed at the Employee Page.  First, go to your main page 
and click on VIEW EMPLOYEES,  then click on that individual employee’s name. 

 
Notice on this sample we created 
employee Jimmy Johnson, we 
assigned him to Sales and 
assigned his manager as Willy 
Loman.  Click on EDIT 
EMPLOYEE (as you see in blue 
on this form). 
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Now you can change Jimmy from Willy Loman to Pam Jones as his manager.  Click on NEXT and 
this is saved.  When you reopen CHANGE MANAGER ASSIGNMENTS, you will notice the change 
already made for you. 

  
 
 
 
 
 
 
 
 
 
 
 
 
 


