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Updating the Reports-To Supervisor on Position Management 
 

This process is used to update the reports-to supervisor for an employee through updating the 
employee’s position on Position Management. Through updating the reports-to supervisor on Position, 
it will normally flow onto the employee’s Job Data. 

1. Navigate to NavBar> Navigator> Organizational Development> Position Management> Maintain 
Positions/Budgets> Add/Update Position Info 

 

2. Search for the position using one of more of the criteria. Be sure to click on Correct History 

button prior to searching as multiple updates may be needed (see step 11). 

• Note: If you do not know the position number, you can check the employee’s Job Data 

to get the position number. 

• Business Unit should default to your organization (LEG or OHA). 
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Example of where to find the position number on Job Data: 

 

 

3. Click on the button to add a row. 

4. Enter the Effective Date of the reports-to change. 

5. Change the Reason to RTC (Reports-To Change). 
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6. Scroll down the page to the Work Location section. Change the Position Number of the Reports 

To line. 

• Use the magnifying glass to look up position numbers, if needed. 

(3) 

(4) 

(5) 
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7. Click OK to save. 

8. A warning message will pop up. Click OK to save the change. 
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9. Once completed, double-check the employee’s Job Data screen to ensure the update was 

applied. 

10. Navigate to the Budget and Incumbents tab, the employee currently in the position will be 

listed below. Copy the employee’s ID number. 

• Open a new window to navigate to Job Data. 

 

11. Using the new window, navigate to Job Data by going to Main Menu> Workforce 

Administration> Job Information> Job Data. 

12. Paste the Employee ID into the Employee ID field. 
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13. Verify the effective date is the same as the date updated in Position. The Action/Reason will be 

auto populated with the following. 
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14. Navigate to the Job Information tab and verify the Reports-To section is updated with the new 

supervisor. 
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Additional Notes Regarding Job Data and Position Updates 

1. The standard is that information that is on Position Management should be in sync with the 

employee’s Job Data and employment records. 

2. Do not use the Override Position Data button that is found on Job Data. Using this button causes 

a “disconnect” with Position Management, meaning that any updates made to their position 

with this override button active will not flow to Job Data. 

 

3. To know if the employee’s position data is being overridden or not, the Override Position Data 

button will say ‘Use Position Data’ instead and a lot of the fields will be open (e.g. become 

editable, if Position data is being overridden). 

When Position data is not being overridden 

 

When Position data is being overridden 
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4. To update the position data for an employee whose Position data is being overridden on Job, 

you will need to complete the update on Position Management first. 

a. In this scenario, a reports-to update was made effective June 1, 2021. 

Add a row on Position Management, then change the Effective Date and Reason. 

 

Then change the reports-to position number and click Save. 
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b. You will see a message that there was no update to the incumbent (EMPLID) because 

position data has been overridden. 

 

5. Then, the update will need to be made manually on Job Data using a similar Action/Reason 

combination. 

Job Data view prior to the update. 

 

Add a row, then change the effective date, action, and reason. 
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Then manually update the position reports to number to update the reports-to for this employee, 

then click Save. 

 


