
Adding New Employees in SuperSalon
The following instructions apply to SuperSalon versions 5.6.5 and above. Though all descriptions are still 

accurate, users of earlier versions may wish to consult the Archived How-To & User Guides at the bottom 

portion of the Master List of Docs.
1.) Click the Manager Tab

2.) Select the Employees Submenu



4.) Select the Add New Employees Button

3.) Use your employee password to Authenticate (if needed).



6.) For Production employees enable ‘Performs Services’ by checking the box.

5.) Enter the employee’s name and employee number.



7.) Select and specify the following options as they apply:

Nick Name - If desired, an employee nick name can be entered. When entered, this is 
the name which will appear throughout SuperSalon when selecting stylists, accessing 
password protected areas of the software, etc. It may be left blank and the name will be 
displayed in the traditional “Lastname, Firstname” format. This can protect employee’s 
privacy, or can help if multiple employees have the same name.

Password - It is important for employees to select a password if you will be restricting 
access to some areas of the program. If the password field is left blank, then that 
employee’s password will also be blank. In other words, if they have permissions for a 
specific area, it will be accessible by selecting their name and leaving the password field 
blank.

Position - Select this button to assign a position to the employee.

Status - Active/Inactive – Employees set to inactive will no longer be available throughout 
the program. To re-activate an inactive employee, select the Inactive Employees button, 
then select an employee from the inactive list and set them to Active.

Department - Select which department the employee belongs to from the drop down 
menu.

Permission Group - Select Manager, Shift manager, Stylist, Receptionist or any other 
permission group you have created, then tell SuperSalon what access level this employee 
has. For instance, you might setup managers only to have access to edit time cards, 
but shift managers and managers may have access to the discount setup screens. 
Receptionists may be denied access to both of these.

Scheduling Group - If you have set up scheduling groups, use this button to assign the 
employee to a group.

Price Group - If you have set up price groups, use this button to assign the employee 
to a group.

Optimum Book Interval - If this feature is enabled, you can select an Optimum Book 
Interval for each employee. A visual indicator will be added on the appointment book.



8.) The Payroll section is where the employee payroll information is setup. You can also 
select any days they may receive an hourly bonus time. This is commonly used when 
owners wish to pay a premium for Sundays, etc.

9.) Specify a Payroll ID (If applicable)



10.) Specify Work Status Part-Time or Full-Time.

11.) Select the pay period that applies to the employee.



12.) Select a Payroll Method. Choose from Hourly or Salary. Hourly allows you to specify 
Production and Non-Production Pay. Salary is a fixed regular payment for the duration 
of the Pay Period the employee has been set to.

13.) Select any days employees may receive an hourly bonus time. This is commonly 
used when owners wish to pay a premium for Sundays, etc.


