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This document outlines how to change the ‘Reports To’ data in the University's HR
Management System (HRMS).

The HRMS uses position hierarchy for workflow related to Absence Approval. Every position
in the HRMS must report to another position with an active incumbent.

When a staff member does not have a supervisor in HRMS all leave and training
applications, once submitted by the staff member, bounce to HR Systems instead of being
sent to the relevant supervisor which can result in a delay in applications being approved.
This can be simply fixed by ensuring that all staff report to a position with an active
incumbent.

When a supervisor changes positions or leaves the University the reporting line can be
broken. HR Practitioners are responsible for maintaining the ‘Reports To’ data for people in
their area.

For example:

The Brumbies Working Group is a small group formed to provide leadership to the team. The
CEO of is Andrew Fagan, the head of the Working Group is Captain Stirling Mortlock and the
members of the group are Clyde Rathbone, Gene Fairbanks and Adam Ashley-Cooper.

It would be represented as follows —
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Where a situation arises that a supervisor changed, the ‘Reports To’ field in Position
Information need to be updated and then be pushed through to Job Data by ensuring
the Update Incumbent box is ticked.

Therefore when Stirling Mortlock is transferred temporarily to Andrew Fagan position for a
period of time, HR Practitioners need to update the ‘Reports To’ field for Gene, Clyde and
Adam’s position. They need to reports to position 532 instead of 533.

1.
Navigate to the Position Information page
Main Menu>Organisational Development>Position Management>Maintain
Positions/Budget>Add/Update Position Info

2.

Enter the position number for the people that you wish to update and click the Search button.

If you are unsure of their position numbers you can access them through Job Data — Work Location
Page.
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=l | Job Information || Payroll || SalaryPlan || Compensation

Gene Fairbanks EMP

Add/Update Position Info

Find an Existing Value [ Add a Mew Yalue

ID: 1234567 Empl Rcd# 0

Work Location Find First - 1 of 25 D1 Last

HR Status: Active Payroll Status:  Active GoToRow =l
*Effective Date:  |04/08/2011 [ Sequence: a *Job Indicator; | Primary Job
*Action: | Pay Rate Change Reason: | Mass Salary Change (EA Incr)

Current
Last Start Date: 11/04/2006 Termination Date:
Expected Job End Date el
Position Entry Date: 23/07/12009
Position Humber: 00013654 @ HR System Support Coordinator
Position Management Record

Enter any information you have and click Search. LeaveX{elds blank for a list of all values.

Limit the number of results to (up to 300) |300

Position Number: | begins with v (15654
Description: begins with |» |
Position Status: _ |

Business Unit:

begins with .|

pepariment oeons i ]
Job Code: begins with [v||

AP

Reports To Position Number:| begins with . |

[ include History [CJcorrect History []case Sensitive

S _
Search || Clear | Basic Search [@F Save Search Criteria
-—

Insert a new row by pressing the Plus button in the upper right hand corner of the page.
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" Specific Information || Budget and Incumbents |

Find | View Al First KN 4 of 1 I st
Position Number: 00015654 =

Headcount Status:  Filled Current Head Count: 1 out of 1
*Effective Date: | 14/09/2010 Eﬂ *Status: ,
Reason: POS A position Action Date: 14/09/2010

*Position Status: | APProved [v] Status Date: (08/032007 | [ key Position
Job Information

*Business Unit: |ANUID &, Australian National University

*Job Code: GBADM 2, anU Officer 8 (Administration)
“Regifemp: | Regular [ “FulllPart Time: | Full-Time [w]
*Title: |HR System Support Coordinator Short Title: SysCo'Ord Detailed Position Description
4. . . .
Enter a new Effective Date — the Date that the ‘Reports To’ change is taking effect from.
*Effective Date:  |09/01/2012 |
5.
Enter the Reason as RPT — Change to Reports To
Reasom: |RPT @, Change to Reports To
6. . "
In the ‘Reports To’ field, update the position number to the new Reports To and press Tab on your
keyboard.
Reports To: 00000532@, CEO
1.

Click the Specific Information Tab and tick the Update Incumbents checkbox.

Page 4 of 14

May 13

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider Code: 00120C



Quick Guide

| Australian
“"'-"" National

University

A e, - B )
Description Specific Information Budaget and Incumbents

Position Number: 00015654

Headcount Status: Filled Current Head Count: 1 out of 1
Specific Information Find | View Al First & 1 of 2 DI Last
Effective Date: 09/0142012 Status: Active
’—1 | [ update Incumbents |
Max Head Count: | [include Salary PlaniGrade
Mail Dy 1D:
anrop | Budgeted Position
Work Phone: ] confidential Position
Health Certificate: | E| [JJob Sharing Permitted
Signature Authority: | E| [ available for Telework

Click the Save button.

5 save |

You will receive a warning telling you that the Job Data for the Incumbent will be updated. Click OK

Warning -- The Jab Data for the incumbent will be updated to reflect position
changes you have made. (24000,27)

. 0K | Cancel

10.

If no further errors are received then you have successfully updated the Reports To for the position.

If you encounter the “Unable to Update Incumbents Job Data” error, proceed to the Manually Update
Job Data section of this document.

11.

Check the persons Job Data by clicking on the Budget and Incumbents tab. It is important to check
the persons Job Data to make sure the change has gone through.

" Description | Specific Information RS0 &t ATl =

12.

In the Current Incumbents section click the Job Data link. This will transfer you straight to the Job

Page 5 of 14

May 13

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider Code: 00120C




Quick Guide

% Australian
==z National
University

Data for the Incumbent.

You can also navigate there — Main Menu>Workforce Administration>Job Information>Job Data

Current Incumbents Customise | Find | B First Kl 4.0f 4 I3 | ast
Empl ID Empl Red# Full/Part ﬁm‘( Job Data MName

Full- )
1234567 0 Time 35.00 Job Data | Gene Fairbanks

13.
Check that the Position Data row you just entered has been recorded. Where there are future dated
rows you may need to use the arrows to scroll through the rows. You are looking for a row with the
same Effective Date and an Action/Reason of Position- Change to Reports To. The Position
Management checkbox will also be ticked.
Work Location Job Information Payroll Salary Flan Compensation
Gene Fairbanks EMP ID: 1234567 EmplRcd# 0
Work Location Find First 1 1 of2 O Last
HR Status: Acive Payroll Status:  Active GoToRow  [+][=]
Effective Date:  09/01/2012 [ I Sequence: o O *=Job Indicator: |P””"E'WJ°b s
“pction: Position Change M Reason: | Change to Reports To o I
Future
Last Start Date: 28/09/2011 Termination Date:
Expected Job End Date e
Position Entry Date: 28/09/2011
Position Number: 00022334 @, HR.S Test Admin
| Position Management Recordl
14.

Click the Job Information tab. This page will display the details of the ‘Reports To’/Supervisor
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Work Location Job Infarmation Payrall Salary Flan Compensation

Gene Fairbanks EMP 1D: 1234567 Empl Red #: 0
Job Information Find First - 1072 D Last
Effective Date: 09/01/2012 Effective Sequence: 0 ] Job Indicator:  Primary Job GoTo F’-'C"““"|
Action: Fosn Chg Reason: Change to Reports To
Future
Job Code: G4ADM AMU Officer 4 (Administration)  Entry Date: 28/09/2011

Supervisor Level:

Reports To: 00000532 CEO 9995999  Stirling Mortlock

*RegularTemporary: | Regular "I *Full/Part: Full-Time vl
coticerCoder [None[¥]

15.

On this page you also need to check the Full/Part time indicator and the Standard hours. Every time
a position is updated and Job Data is subsequently refreshed the Full/Part time indicator and standard
hours get refreshed from Position Data. It is important that you check this especially if the person
works part-time.

*RegularTemporary: _ l*Fu”part; Full-Time vI I
“Officer Code: | None [v]
*Superannuation FullUniSup _ Shift Rate: |

Plan:
Shift Factor:

Standard Hours
Standard Hours; 35.00

If the indicator and hours are incorrect you will need to insert a new row with the same effective date
and sequence 1, and then update the relevant details.

16.

Click the Salary Plan Tab and check that the Salary Grade and Step is correct.
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Work Location Job Information Payroll Salary Plan Compensation

Gene Fairbanks EMP ID: 1234567 EmplRcd# 0

Salary Plan Find First - 1 of 2 I ast
Effective Date: 09012012 Effective Sequence: ] m Job Indicator: Primary Joh GoTo Row:
Action: Fosn Chg Reason:  Changeto Reports To

Future

Salary Administration  [GNRL®, », | Grade: 4 @b, GradeEntryDate |28/09/2011 5
Plan:
Includes Wage Progression Rule: Step: [ 1@, Step Entry Date 28/09/2011 |

If it is all correct you can exit Job Data.

17.

End of Procedure.

Manually Update Job Data

Occasionally an error is received when updating Position Data indicating that the Update
Incumbents has failed.

Errar updating incurmbent with Employee D 41229490, Employee Record # 3.
(1000,1358)

An errar accurred when updating one or moare incumbent{s) through the
update incumbent function. Check the Cl log for mare informatian.

O

This error occurs in rare circumstances and usually is due to a change in the Salary
Administration Plan.

When this error occurs it is necessary to manually update the incumbents Job Data. Follow
the steps below to fix.
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1.
Error Received.
Errar updating incumbent with Employee |0 4122990, Employvee Record # 3.
(1000,1358)
An error occurred when updating ane ar more incumbent(s) through the
update incumbent function. Check the Cl log for more information.
Ok
When the error is received the changes will not save until you un-tick the Update Incumbents button.
2. g . .
In Position Data click the Update Incumbents button to un-tick the checkbox.
Description b EN it il Budget and Incumbents
Position Number: 00015654
Headcount Status: Filled Current Head Count: 1 out of 1
Find | View All First 020 Last
Effective Date: 09/01/2012 Status: Active
Incumbents
I | Ol update Incumbents |
Max Head Count: | | [Cinclude salary PlaniGrade
Mail Drop ID: | Budgeted Position
Work Phone: [ confidential Position
Health Certificate: | M [Job Sharing Permitted
Signature Authority: | M [ Available for Telework
3. )
Click the Save button.
. Save
4. . . . . . .
You will receive a warning message saying that the incumbents Job Data will not be updated.

Page 9 of 14

May 13

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider Code: 00120C



Quick Guide

g Australian
w2y National
University

Incumbent data will not be updated unless Update Incumbents flag is on.
(1000,160)
Ifyou wish to use the auto-maintenance features of Pasition Management, the
Lpdate Incumbents flag must be turned on. Ifyou wish the carrent
incumbents' data to be updated, oo to AddfUpdate Position Info and check the
Lpdate Incumbents checkbox on the Specific Information page. Leave
checkbox unchecked ifyou do notwant incumbent changes to be made.
Ok
Click OK to continue with the save. Wait for the save to be successful before moving on.
5.
Update Job Data. Click on the Budget and Incumbents tab.
Description Specific Information Budget and Incumbents 1
6.
In the Current Incumbents section click the Job Data link. This will transfer you straight to the Job
Data for the Incumbent.
You can also navigate there — Main Menu>Workforce Administration>Job Information>Job Data
customize | Find | B | %% First K1 1074 I3 L ast
Empl ID Empl Rcd# Full/Part ﬁm‘( Job Data MHame
Full- )
1234567 0 o 35.0 Gene Fairbanks
7.
Insert a new row by pressing the Plus button in the upper right hand corner of the page.
Job Information | Payroll || SalaryPlan || Compensation
Gene Fairbanks EMP ID: 1234567 Empl Rcd #: 0
HR Status: Active Payroll Status:  Active GoToRow =
*Effective Date: 04/08/2011 E'J Sequence: ’_U m *Job Indicator:
*Action: | Pay Rate Change M Reason: | lass Salary Change (EA Incr) M
Current
Last Start Date; 11042006 Termination Date;
Expected Job End Date e
8. )
Enter a new Effective Date — the Date that the ‘Reports To’ change is taking effect from and
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corresponding to the Date entered in Position Information.

*Effective Date:  |09/01/2012 |[2]

Enter an Action — Select Position Change from the drop down menu and a Reason — Select Change
to Reports To from the drop down menu.

Work Location Job Infarmation Payrall Salary Plan Compensation

Gene Fairbanks EMP ID: 1234567 Empl Rcd# 0

Work Location Find First K 4 of 2 I3 Last
HR Status: Active Payroll Status:  Active GoToRow|  [+][-]

Effective Date;  |02/01/2012 [H] I Sequence: 0 m *Job Indicator: |Primary_lob e

*Action: Position Change M Reason: | Change to Reports To ~

Future

10.

To make sure that Job Data refreshes the position information we need to force it to look at Position
Information again. To do this, note the Position Number and then delete it from the field and press tab
on the keyboard.

Position Humber: |':”:”:'22334 03 HRS Test Admin Hote position number 22334

Position Number; | Qﬁ Position details cleared

11.

Re-enter the Position Number and press tab on the keyboard. This forces Job Data to look back at
the position information for this number and bring across current details.

Position Number; |':":”:'22334 Q‘A HRS Test Admin

12.

Click the Job Information tab. This page will display the details of the ‘Reports To'/Supervisor - check
that they are bringing back the updated details.
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Work Location Job Infarmation Payrall Salary Flan Compensation

Gene Fairbanks EMP ID: 1234567 Empl Red #: 0
Job Information Find First ) 1072 D Last
Effective Date: 09/01/2012 Effective Sequence: 0 ﬁ JobIndicator:  Primary Job GoTo Row:
Action: Fosn Chg Reason: Change to Reports To
Future
Job Code: G4ADM ANU Officer 4 (Administration) Entry Date: 2810972011

Supervisor Level:

Reports To: 00000532 CEO 9995999  Stirling Mortlock

*RegulariTemporary: | Regular  |v]| “FulliPart: Ful-Time  [v]
*Officer Code: ,

13.
Check the Full/Part time indicator is correct. Update if necessary.
Even when a person is working part-time, the position will be set up as fulltime. When Job Data is
refreshed from position it will bring across the fulltime status of the position. For this reason it is
important to check the indicator and update, especially if the person only works part-time.
*RegularTemporary: lﬂh’Part: Full-Time h’_l I
*Officer Code: Mone VI
*Superannuation _ Shift Rate: |
Plan:
Shift Factor:
14.
Check the Standard Hours is correct. Update if necessary.
Even when a person works part-time hours the position will be set up as standard fulltime hours —
35hrs/week. When Job Data is refreshed from position it will bring across the standard fulltime hours
from the position. For this reason it is important to check the standard hours and update, especially if
the person works part-time hours.
Standard Hours: 35.00
15.

Click the Salary Plan Tab. Re-enter the Step here. If you are unsure of what the step should be use
the arrows in the top-right of the Salary Plan group box to scroll back to the previous row to check.

Page 12 of 14

May 13

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider Code: 00120C



Quick Guide
Australian
National
University

AT
T

i Work Location ([ Job Information i Bayroll Compensation b
Anne HRSCromwell EMP ID: 5048107 EmplRcd# 0
Find First 1 1 0f2 D Last
Effective Date: 09/01/2012 Effective Sequence: 0 G Job Indicator:  Primary Job | GoTo RW|
Action: Posn Chg Reason:  Changeto Reports To
Future
Salary Administration  |GNRL 2, 2, | Grade: 4 |@ ,  GradeEntryDate |28/09/2011 ]
Plan:
Includes Wage Progression Rule: Step: l_“% Step Entry Date 28i09/2011 [
16. . . . .
Click the Compensation Tab and check that the Compensation Rates are correct. If you believe the
compensation rates are incorrect click the Default Pay Components button. This will bring back the
rates for the Salary Grade and Step entered on the Salary Plan tab.
i Work Location e Job Infarmation e Payroll he Salary Plan \
Gene Fairbanks EMP ID: 1234567 Empl Rcd#: 0
Compensation Find First E 10f2 b | Last
Effective Date: 09/01i2012 Effective Sequence: 0 g Job Indicator:  Primary Job | GaTo RW|
Action: Fosn Chg Reason:  Change to Reports To
Future
Compensation Rate: 28.0606125 |AUD @, *Frequency: H @, Hourly
» Comparative Information
Hourly 28.060612 AUD Monthly 4 269.500113 AUD
Fortnight 1,964.242840 AUD Annual 51,234.001351 AUD
Pay Components Customize | Find | B | % First 0 4074 1 Last
i Amounts e Changes [ Conversion
N ) Rate Code
Rate Code Seq Comp Rate Currency Frequency Points Percent Grou
1|HOURLY @, 0 za_oaoauﬂlaun H =]
| Calculate Compensation |
17. |
Click the Save button.
[F save |
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18.

End of Procedure.
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