Update Reporting Relationships through the Manager Self Service CMS HR portal

Outside of the Budget, Planning & Administration office, both College and Division analysts can
process batch updates to their area’s “reports-to” through the CMS HR Manager Self Service
portal. This portal gives the analyst access to make updates to employees with individual
position numbers. However, for ‘pool’ positions, such as student workers and lecturers, these
employees share a position number and will need to have their “reports-to” updated through a separate
process (see Budget Planning & Administration forms).
1. Verify you have access, by going into CMS HR — Main Menu — Manager Self Service —
Sacramento Self Service.
a. If you don’t see the path, then you don’t have access. Request access by placing a CARS

request.
2. Once access is gained, go to “Update Reporting Relationship”.
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3. Start by looking up the employee’s EXISTING reports-to/supervisor.

Maintain Reporting Relationship

Current or Previous Supervisor Employee ID-RCD-POS

Suparvisor I POSE:| Name:

Posiion No. & Tille: Department:
Retrash

Diract Reports For %1 a0 Pt oo 2 oLam
Narme Employee 1D Rod Job Tite Departrrent Notes
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New Supervisor Employee 1D-RCD-POS 8

Supervisor D-POSY: Q Name:

Posiion No & Title: Department:

Effective Dite: 100172019 3 (Snter efective date of Reports-To change;
Submit

Notes By subemitting this change, all selected employees will report to the new sspervisor as indicated above.

Lock Up Supervisor ID-POS# (Usually casiest to scarch by name or
pasition number)

Supervisor/Manager 1D:[ begins with v

Employee ID: begins with v
Last Name: [ begins with v |
First Name: begins with v
Position Number: begins with v
Effective Date: B 5]
Depariment. Degins with v
Leook Up Clear Cancel | Basic Lookup

Search Results
Only the first 300 results can be displayed
View 100




4. When the existing supervisor is selected, the system will bring up all of the employee’s that
report to them.
5. Select the individuals to update (aka to change who they report-to).

Supervisor ID-POSH: 2 Name; Paul Serafimidis

Position No. & Trle: (0008924 Fac Svcs Admin Department: Facities Management
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6. Now it’s time to select the NEW supervisor/reports-to. Click on the search tool to find the new

supervisor.
New Supervisor Employee ID—RC%
Supervisor ID-POS#: Q Name:
Position No. & Title: Department:
| Effective Date: 10/01/2019 ’;.:] Enter effective date of Reports-To change)

Submit

Note: By submitting this change, all selected employees will report to the new supervisor as indicated above.

Look Up Supervisor ID-POS#

Supervisor/Manager ID: | begins with v

Employee ID: begins with v

Last Name [ begins with v lskall |
First Name begins with v | eriy

Position Number: begins with v

Effective Date [= v| ]
Department begins with v
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7. Verify the effe?ive date.

Supervisor ID-PQS#: 0-00012172 |Q Name:
Position No. & Titl

l Effective Date: 109/0172019 |51 | (Enter effective date of Reports-To change)

Erik Skall

00012172 Administrator | Department: Grounds Maintenance

8. Clickon
9. Click OK
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11. You will know CMS is finished processing when you see the message below.
12. Click Refresh and you are done.

Refresh
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“* Selected employee(s) above have been updated successfully. Please click Ui

New Supervisor Employee ID-RCD-POS #

ybutton fo verify. ***

Supervisor ID-POSH: 00012172 |Q - — Erik Skall
Position No. & Title: 00012172 Administrator | Department: Grounds Maintenance

Effective Date: 09/01/2019  |[5] (Enter efiective date of Reports-To change)

Last
Notes






