
Step 1. Update the supervisor or time  
approver for one or multiple positions.

Step 2. Visit the HR Web Page 
and click “Submit an HR request”

Step 4. Click Supervisor UpdateStep 3. Click Manager’s Toolkit

 bookmark the Supervisor Update form for easy access

SUPERVISOR UPDATE

https://td.unh.edu/TDClient/60/Portal/Home/?ID=adf8372d-c136-4df8-805c-40993ae86fca
https://td.unh.edu/TDClient/60/Portal/Requests/ServiceDet?ID=522


Step 7. Review all information  
and hit submit. Wait for an update  
from HR.

Step 5. Click Submit a Request

Step 6. Fill out all required information

SUPERVISOR UPDATE


