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Position Management — Update ‘Reports To’ for City Leadership

You now have the ability to update the Position Management ‘Reports To’ field in HRIS for your department. This will
assist with keeping the ‘Reports To’ information current (real time data).

Run the Employee Listing and/or Position Management Report to obtain the following information you will need in
order to make the change(s):

» The position number(s) for each employee you plan to update with a new ‘Reports To’
» The position number for each supervisor you intend to enter as the ‘Reports To' for the employee(s)
» The employee ID and/or name of the incumbent(s)

To access the page you can click the Update Reports To (M) link on the Management Center page

Important Links

E" Update Beports To (M}
Update Reports To Only

Or follow the path below

HRIS Home | Organizational Development | Position Management | Maintain Positions/Budgets |
Update Reports To (M

hizin Menu = Orgasnizetional Developmernt = Position Manadetnent =

Maintain Positions/Budgets Exit "iaintain PositionsBudosts" Folder
Idertifies postions within organization, budgets for postions, and allovys for creation of job requisitions
E" Upiate Reports To (M} E AddUpdate Position Info
Update Reports To Cnly Enter the dezcription, work location, and other information about &
position.

(NOTE: You may only have one way to access the page or you may have both ways)

When you click the Update Reports To (M) link a search page will open. The easiest way to access the position
you want to update is by entering the position number. However, you can also enter data in the various search fields



Update Reports To (M)
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value

Position Number: hegins with | »
Description: hieging with |
Position Status: = W w
Business Unit: hegins with | » &)
Department: hieging with | o]
Job Code: heginsg with |« i
Reports To Position Mumber: | begins with | w
[ lcase Sensitive
Search | Clear | Basic Search Save Search Criteria
Position Number Position Number that you will be updating
Description Job Title
Position Status Approved, Frozen or Proposed
Business Unit Always MPLMN
Job Code Job Code
Reports to Position Number Returns all positions that report to the position
number you entered

The Position Data page will be displayed as view only with the exception of the ‘Reports To’ field



{ Description
Position Information

Position Humber: Q0o0236s

Headcount Status: Filled Current Head Count: 1 ot of 1
Effective Date: 08/ 7/2006 Status: Artive

Reason: ZRT Change Repts To Position Action Date: 08 7r2006

Position Status: Approved Status Date: 01/0151901 Key Position

Job Information

Business Unit:  MPLMMN Minneapalis MM

Job Code: 054260 HR Senior Associate-C Manager Level:
Reqg/Temp: Regular Full’Part Time: Full-Time Employment Class: Cettified
Union Code: CHR Unrepresented-City
Title: HR Senior Associate-C Short Title: HRSrAzs0c
Redg Region: USA United States
Department: MPLS214 Hurman Resources Department Company: MPL City of Minneapolis
Location: Ca156 HR Enterprise Services
Reports To: 00003628 (G HR Principal Consultant
P A o I DUV

The Effective Date will always be the current date (today’s date)



If you are going to change the data enter the ‘Reports To’ position in the open field and tab out of the field. Click the
Save button that appears on the bottom of the page. The Save button only appears when you update the data in the
‘Reports To’ field

Title: HR Senior Associate-C Short Title: HRSrAssoc
Work Location
Feq Region: LIS LInited States
Department; MPLSE14 Human Resources Department Company: MPL City of Minneapalis
Location: Ca146 HR Enterprize Services
Reports To: 00003434 O Director HRIS Administration-C

Salary Admin Plan: CHR Graile: 124 Step:

Standard Hours: 40.00  Work Period: Wy Wieekly

Mon Tue Wed Thu Fri Sat Sun
a.00 8.00 a.00 8.00 a.00

*Eysa

FLSA Status: Maonexempt Eargaining Unit: 8888

Save




Verify the information using Job Data

EMF D: ,
First [ 1 or 36 D La

Michelle Marie Howard

03334945

EmplRcd® 0

ob Information Find

Effective Date: Q&1 82006 Effective Sequence: 1] m Job Indicator:  Primary Joh +
Action / Reason: Fosn Chi Change Repts To Position Current ’}

Job Code: 054260 HR Senior Associate-C Entry Date: 03/05i2008 'J
Supendasor Level: A
Superasor ID: {
Reports To: oooo3494 Director HRIS Administration-C 050163 Sandra L Allshouse )’
Regular Temporary: Regular FullPart: Full-Time - L

Empl Class: Cerified ‘Officer Code: Mon-Swam | Ny
Regular Shift: R Shift Rate: i /J/

U S Y S S aal el I o

Effective Date Current (today’s) Date — If the effective
date is in the past you will need to contact
HRIS Administration to have the change

made

Action/Reason Posn Chg/Change Repts To Position

Reports To Reports To data changed

NOTE: If you see Use Position Data on the employee record it means that the Override Position Data is
being used and the employee job data record will not be updated. You will need to contact HRIS
Administration in order to have the job data record for the employee updated to reflect the change you
made in the ‘Reports To’ position field.

Michelle Marie Howard EmMP D 0333495 EmplRcd % 1

First E 1af 2 [} Las

Find

HR. Status: Active Payroll Status:  Active }
‘Effective Date: 08/28/2006 5}  Sequence: 0 *Job Indicater | Primary ol s
Action / Reason: Fosition Change v Change Repts To Positio v f
Current
Last Start Date: 02/05M 996 Termination Date: (’
Expected Job End Date j
Position Number: ooonzZ36s Q  HR senior Associate-C Position Entry Date: 03/05/2008 EE’)
Use Position Data | Position Management Record 1
‘Regulatory Region: usa | Q United States //
- O R o yogem i A P g e



