
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”. 

  

3. Start by looking up the employee’s EXISTING reports-to/supervisor. 

   

https://www.csus.edu/administration-business-affairs/internal/aba-forms.html


2 
 

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).    

   

6. Now it’s time to select the NEW supervisor/reports-to.  Click on the search tool to find the new 
supervisor. 
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7. Verify the effective date.   

   

8. Click on Submit. 
9. Click OK. 

   

10. Be patient while CMS is processing.   It may take a minute or two… 

   

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

   


