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Restricting Full Edit Access to the Supervisor’s Personal Time Card: 

Some companies do not want their Supervisors to have full edit access to their personal time 
card.  You can now assign supervisors time card edit options for their personal time card without 
giving them full edit access to their time card.   

Supervisor’s Personal Time Card with Full Edit Access – If you want your supervisors to have full 
edit control for their personal time card, assign the supervisor as a member of the same department 
they supervise with edit access.  See office as an example. 

 

To restrict Supervisors from having full edit access to their personal time card by giving them 
access to request time card change request page or add entry page, and still keep the full edit 
access for only their supervised department employees.  In other words, not giving supervisors 
full edit access to their personal time card.  Assign the supervisor as a member of a department that 
they do not supervise with edit access then assign in the Employee Maintenance | Employee Access 
to make your Time Card Edit page selection.   The administrator or assigned supervisor with edit 
access can approve the supervisor’s time card request. 

1. Go to Department Maintenance | Assign Department to assign the supervisor as a 
member of a different department than the one they supervise.  
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2. Go to Employee Maintenance | Employee Access page to select either the time card 
change request or add entry page then save changes.  

 

 

 
Your feedback is very important to us. Let us know of your needs.  Have a great day. 
 
Easy Time Clock   
Customer Service 


