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SUPER MANAGER – ARCHIVE EMPLOYEES 
 
Let’s assume you have an employee who resigned, or more significantly, was fired.  You would 
want easy access to all of their information, documentation of all that occurred. Included with that 
might be an Exit Interview (covered in detail in the chapter entitled INTERVIEWING MENU).  This 
feature is a simple way to archive those employees, yet maintain access. 
 
Go to your main Super Manager’s menu and click on ARCHIVE 
EMPLOYEES.   
 
A list of all the current employees comes up.  In this case we are 
going to archive Richard Simmons.   

 
Place a checkmark by Richard’s 
name, hit the NEXT button, and he 
is archived.  To see his records, 
simply click on the button at the 
top entitled OPEN EMPLOYEE 
ARCHIVE. 
 
 
 

You will notice that Richard is now on the list of Archived Employees.   
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Click on his name and you can see all of his records by clicking on VIEW and clicking on the 
appropriate topic. 

 
 
 
Is there a time when I would DELETE an employee? 
The most direct answer is NO.  You have the option of deleting employees by selecting the trash 
can besides their name when you click on VIEW > EMPLOYEES.  Let’s get rid of Gary Weems 
(nothing personal Gary).   

 
 
This basically removes Gary from the employee list, but his records still remain available (such as 
through VIEW > ANNUAL EVALUATIONS).  If you choose to archive Gary, then it is easy to 
access his records, but they don’t clutter up existing employees.   
 
Final answer – I can’t see any value in deleting employees – I would simply archive (kind of like 
saving old check registers!) 
 


