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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  

 

 
 
Or follow the path below  

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

 
 
(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 
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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 
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The Effective Date will always be the current date (today’s date) 
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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 
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Verify the information using Job Data 
 

 
 
 
 

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. 
 

 


