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Reports To Changes
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NYC

HOSPITALS Fast & Easy Way to
Update “Reports To”
REQUESTOR REVIEWER

" Look Up Employee = Click link provided in email
" Find New Manager ® Approve/Deny
" Click Submit = Click Submit
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HOSPITALS 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
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Manager Self Service

Allows Requestors to update “Reports To” in PeopleSoft.

Manager Dashboard

Click on "Update Team Information”
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Manager Self Service

Requestor is able to update direct or indirect Reports to
iInformation

< Manager Self Service Update Team Information

Request Reporting Change
» Search Options

Select Employee

N

Name / Title / ID - Record Directs / Total Status / Type

N A _
Assistant Director (CO) - L1 Click Here to Update Direct Reports Aave
0000610086 - 0 Employee
o S o)

. . : ] Acti
Dir. Operations (EDP) Click Here to Update Indirect Reports 2 o
100003402 - 0 6/8 Employee

i e A -
Assistant Director (CO) - L1 - Active
100000277 - 0 619 Employee

Manager will select the employee
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Manager Self Service

Click on the “Reports To” field to select Manager

Next »

Request Reporting Change
@
Pssistant Director (CO) - L1
Job Detail
Work and Job Information
*Transaction Date  |03/12/2019
Instructions: Please click on "Reports To" field and on next page "search criteria” in order to update the Manager.
New Information Current Information
Position Title  Assistant Director (CO) - L1 00000495 Assistant Director (CQ) - L1
Job Title  Assistant Director (CO) - L1 HHO0927 Assistant Director (CQ) - L1
Reports To | Sr Director Q | 00000001 Sr Director
Manager Name i i S T —

Changes Made
* Required Field

®

Review & Submit

00000495

HHO0927

00000001
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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.

iv Search Criteria Show Operator|

Position Number
(begins with}

Description
(begins with}

Position Status
Empl ID
(begins with) Q

‘Name Manager can search using any field
(begins with) available.

Business Unit Q
(begins with}

Department
(begins with}

Job Code
{begins with}

Reports To Position Number
(begins with)

w Search Results

Only the first 300 results can be displayed,|
|_ H | 300 rows

Department Job Report=ATo
&

Business e
Code & P/?smon Number

Unit &

Position
Status &

Position
Number &

.
[

Description < EmplID < Name & Descr <
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Manager Self Service

Requestor has ability to add comments
After the appropriate “Reports To” is identified, click on Submit

A e
Assistant Director (CO) - L1 @ °
Job Detail Review & Submit
Review and Submit
Transaction Date  03/12/2019
New Information Current Information
Position Title  Assistant Director (CO) - L1 00031719 Assistant Director (CO) - L1 00031719
Job Title  Assistant Director (CO) - L1 HHO927 Assistant Director (CO) - L1 HH0927
Reports To® Ast Vice President 00000082 Sr Director 00000001
Manager Name® (A [P p—

Comments

@ Changes Made
* Reguired Field
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Manager Self Service
A message with status of the transaction will appear on top of page

< Guided Self Service Request Reporting Change

“ Your transaction request for % S S S has been successfully submitted for approval.

AN Y e - (e

Assistant Director (CO) - L1

Reporting Chg Approval Chain

: Pending
Reporting Chg Approval Chain
Pending

C]

GSSByPosnSupervisor
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Automated email is sent to the Requestor confirming successful submission

-
*

Submitted - Request Reporting Change - - Your request was submitted for approval

ﬂ We remaved extra line breaks from this message.

Enterprise Vault

Your request was successfully submitted. This request requires approval(s) before it will be saved to the database. You will be notified when it is approved or denied.
Transaction Name: Request Reporting Change Employee Name: == Employee Id: 000061006
To view the status of this request, go to:

https://hrms.nychhc.org/psp/hrprd/EMPLOYEE/HRMS/c/EL MANAGER FLHR MSS CT VW.GBL?Page=HR M55 CT FE&Action=U&EMPLID=000061006&EMPL RCD=0&ACTION DT §5=2019-
03-128EFFSEQ=1&EXTRA PROCESSID=GSSReportingChgEmployee&PROCESSID=GSSReportingChgEmployee

This communication was sent via Oracle Workflow Technology. Please do not reply to this email.
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Automated email is sent to Reviewer requesting approval

-——-0riginal Message-——

From S — — S —
Sent: Tuesday, March 12, 2019 9:19 AM
To: S S o

Subject: Invitation - Request Reporting Change- - Arequest is awaiting your approval

A request is awaiting your approval.
Transaction Name: Request Reporting Change Employee Name: b i~ Emiployee [d:  =Heeediies

To approve or deny this request, go to:

hittps://hrms.nychhc.org/psp/hrprd/EMPLOYEE/HRMS/c/EL MAMNAGER FLHR MSS CT APPR.GEL?
Page=HR M55 CT APPRE&Action=US&EMPLID=100028310&EMPL RCD=0&ACTION DT S5=2019-03-
12&EFFSEQ=1&EXTRA PROCESSID=GS5ReportingChgEmployee&PROCESSID=GS5ReportingChgEmployee

This communication was sent via Oracle Workflow Technology. Please do not reply to this email.

Reviewer will click on hyperlink above to Approve/Deny request
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Reviewer will click on Approve/Deny link

< Manager Self Service Review Transactions

Review Transactions

This page allows you to view the status and relevant information for any transaction you either submitted for approval or
have reviewed yourseli. For each request you can get detailed information by selecting the hyperlink.

Approval Status|Pending my review v

Approval Process |(GSSReportingChgEmployee Q,
Approval Transactions Find First ‘4 10f1 '*' Last
Transaction Name Submitted By Submitted On Behalf OF Submitted On Thread Status
Reporting Change Approval 3112019 - 1:13 PM Pending Approve/Deny
Transaction Details /)
Transaction Date Effective Sequence Empl ID Employment Record Number
2019-03-11 2 000004274 0
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Reviewer can Approve or Deny request and may add comments

Reporting Change

| < HCM Approval Status |

ER i L L
Coordinating Mgr- L B 1
ny ‘

Summary

Transaction Date 03/11/19 Requester s &oamaie

Proposed Changes

Description After Approval Before Approval

Dir of Patient Relations Lv 2 - P03958

Reports To Sr Director - 00000001

[ e T -

Manager Name

w Unchanged Job Information
Position Number Coordinating Mgr - L B - P99339
Job Title Coordinating Mgr - L B - HH1210

~ Requester Comments

testing comment box

Approver Comments

Approval Chain >
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Reviewer clicks on Submit

Approve

You are about to approve this request.

Approver Comments
| approve this update




NYC
HEALTH+
HOSPITALS

Manager Self Service

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

-——-Original Message-——

From: S s :

Sent: Tuesday, March 12, 2019 11:34 AM

To: S i : B N

Cer " gkl " i " i Dbl

Subject: ATTENTION — Reports-to Change Transaction: 100041744, b |
Good day:

A reports to change in PeopleSoft/ manager Self Service (MSS) has been made for <Employee Name>, eff <date of event=.

Employees Employee 1D: J3G00OCOOGGOOOOK Employee's Name: XXOGOG0OOCOOOMK Employee's Position Number: JOGOO0OO0000C0M

New Manager Employee 1D: X00000000000000000 New Manager's Name: JOC0000000000000 New Manager's Position Number: JXCO00000000000

RESPONSIBILITIES:

Managers: Please visit the Manager Self Service tab at the top of PeopleSoft. Click the "My Team" icon and make any changes in your reports to structure, if it's incorrect.
HR/Facility Performance Managers: Please transfer the current evaluations for the affected employee to route to the new manager listed.

If you hawve any questions regarding this action, please contact your local Human Resources Department.

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

Guided Self Service Requests
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Search Criteria

1.HR Employment & Non-
Empl 1D[Begins with V] o -
—— ~ Employee Administrator will
Transaction Date[= /] 5 enter date and
Effective Sequence[= V| 2.Click on Search for
Name[begins vith v| :
Last Name begins wi ] transactions

Second Last Name begins with_v|
Alternate Character Name
Middle Name[begins with V|
Transaction ID
Acton|begins with v/

Status Indicator begins with

o p

<]

Search Clear | Basic Search [2° Save Search Criteria

X[ .
B
e S e B e U e T e U




NYC
HEALTH+ For Human Resources Use Only
HOSPITALS

Manager Self Service

< Employee Self Service Request Reporting Change

Request Reporting Change

Administrator action is required for this transaction. Select one of the options under Administrator
Actions and then select Save

Transaction Details

Transaction Date 03/11/2019
Status ini is P

Ercive soquencs 2 HR & Non-Employee Admins*
— are able to view “Before
(@  This employee s in a position confralled by Position Management. Position Data will be updated as a result of this transacion. Ap p roval n & “Afte r Ap p roval ”

After Approval Before Approval

Position Title Coordinating Mor - L B Po9339 Coordinating Mor - L 8 Pou339 Statuses, ‘ Reportl ng Change
Job Title Coordinating Mar - L B HH1210 Coordinating Mgr - L B HH1210 Approval Chal n” StatUS, and

Reports To 00000001 Dir of Palient Relafions Lv 2 P03958

Manager Name 100012848 000068727 any CO m m e n tS a-d d e d by

Reporting Chg Approval Chain Req uestor or ReV| ewer.

:Approved ()View/Hide Comments
R;p:::;v(:;j Appn.wd Chain
M *All Non-Employee
Comments transactions will be handled
Tapprove trsupiae by Central Office HR. No local
AR e at03/11/19 - 1:13PM HR aCtion reqUired'

testing comment box

Top view of page
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HR Employment & Non-Employee Administrators take action on request and
clicks Save. Email confirmation is sent to new Manager

Administrator Processing

Administrator #
Ed

Comment

* Required Field

Administrator Actions

Current Transaction Status Administrator Action Required

®) Select this option to approve the transaction and automatically update the database.

O select this option to approve the transaction. You will be required to manually update the database. 1. Will automatically update job
data inPS

2. Transaction is approved but
update an job data will be made
ewe manually _

— 3. Request denied

O select this option to cancel the transaction.

Go To Job
Go To Position Data

Monitor Approvals

\a" Retumn to Search

Bottom view of page
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HR can view update in Job Data:
Nav Bar > Workforce Administration > Job Information > Job Data

For Human Resources Use Only

< Guided Self Service

quests Job Data

Work Location || Job Information | Job Labor || Payroll || Salary Plan | Compensation

e EmplID 000004274
Employee Empl Record 0
Work Location Details (7 Find First ‘4 10f1 ‘b Last
*Effective Date 03/11/2019  x [5] Go To Row [+ [=]
Effective Sequence 0 *Action [ Position Change v
HR Status Active Reason | Reporis To Change v\
Payroll Status Active *Job Indicator | Primary Job v
Current ]
Position Number P93339 Q Coordinating Mgr - LB

Override Position Data

+ Position Management Record

Regulatory Region USA
Company HHC
Business Unit
Department
Department Entry Date 06/16/2017

Location

Last Start Date 07/09/2001
Expected Job End Date Il

Job Data Employment Data

Establishment ID HHC Q

[Flsave | |[2 Returnto Search ||=]Motify | &% Refresh

United States
NYC Health & Hospitals

Health & Hospitals Corporation

Eamings Distribution

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation

Position Entry Date (01/28/2011

Date Created 03/11/2019

Benefits Program Participation

Update/Display | ] Include History
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