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Fast & Easy Way to
Update “Reports To”

REQUESTOR

 Look Up Employee
 Find New Manager
 Click Submit

REVIEWER

 Click link provided in email
 Approve/Deny
 Click Submit
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Manager Self Service

Key things to know before you get started 
 Requestor may only change an employee’s reporting relationship to a Manager with existing direct 

reports

 Requestors are able to see other managers across the system

 Approval from “Reviewer” (Requestor’s Supervisor – who must have completed MSS web based 
training) and HR are required

 Requestors are able to search by Position Number, Title, Employee ID, Name, Business Unit, 
Department

 Automated email notifications are sent at different stages of the process to:

 Requestor
 Reviewer
 Human Resources (generic email address)
 Employee
 New Manager

3



Manager Self Service
Allows Requestors to update “Reports To” in PeopleSoft.  
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Manager Self Service
Requestor is able to update direct or indirect Reports to 
information
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Click Here to Update Direct Reports

Click Here to Update Indirect Reports



Manager Self Service
Click on the “Reports To” field to select Manager
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Manager Self Service
Search Criteria provides ability to see Managers across the system – return values should 
be used to ensure correct person is being selected.  After Manager is identified click the 
“Name” of the employee selected.
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Manager Self Service
Requestor has ability to add comments
After the appropriate “Reports To” is identified, click on Submit
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Manager Self Service
A message with status of the transaction will appear on top of page
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Manager Self Service
Automated email is sent to the Requestor confirming successful submission
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Manager Self Service
Automated email is sent to Reviewer requesting approval
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Manager Self Service
Reviewer will click on Approve/Deny link 
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Manager Self Service
Reviewer can Approve or Deny request and may add comments
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Manager Self Service
Reviewer clicks on Submit
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Manager Self Service

 Upon Approval automated email is received by submitting Requestor, 
employee and HR mailbox

If transaction is denied, automated email is received by Requestor.
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Manager Self Service
HR & Non-Employee Administrators can monitor and manage Reports To requests 
by logging into PeopleSoft and navigating to Guided Self Service Requests:
Nav Bar > Workforce Administration > Self Service Transactions  > Guided Self Service Requests
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1.HR Employment & Non-
Employee Administrator will 
enter date and 
2.Click on Search for 
transactions 

For Human Resources Use Only



Manager Self Service
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HR & Non-Employee Admins* 
are able to view “Before 
Approval” & “After Approval” 
statuses; “Reporting Change 
Approval Chain” status; and 
any comments added by 
Requestor or Reviewer.

Top view of page

For Human Resources Use Only

*All Non-Employee 
transactions will be handled 
by Central Office HR. No local 
HR action required. 



Manager Self Service
HR Employment & Non-Employee Administrators take action on request and 
clicks Save. Email confirmation is sent to new Manager 

18Bottom view of page

For Human Resources Use Only



Manager Self Service
HR can view update in Job Data:

Nav Bar > Workforce Administration > Job Information > Job Data
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For Human Resources Use Only



END PROCESS
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