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Move a Current Direct Report to a R Sandwell

N eW M an ag er . Metropclitan Borough Council

This guide outlines the steps to required to move one of your current direct reports to
report to a new line manager.
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1. Navigate to My Team

999

3. Change the reporting
line to a new manager

2. Select the employee to be
moved to a new manager

m Fusion enables you to change the line manager for your direct reports.

To begin the process, navigate to the My Team tab and select the My Team tile.

Good morning, Tracy Nevin

Page 1



| The My Team Overview page is displayed, and a list of your team members is visible.

Select the three-dot icon next to the name of the employee that you wish to move to another reporting line,
and then choose the Change Manager option from the drop-down list.

View By me Sort By | Name

Position Name Business Unit
Location Name User Person Type
Primary Email Cost Center

Primary Phone Department Name
Billing, Sheleer

Position Name Business Unit
Location Name User Person Type
Primary Emai Cost Center

primary Phone Department Name

Position Name Business Unit

| The Change Manager page is displayed.

In addition to simply processing the change of line manager, you can select one of the four options presented
and this will enable you to make additional changes or add more information at the same time as changing the
line manager.

What info do you want to manage?

Additional Assignment Info ‘ ‘ Add Direct Reports ‘ ‘ Document Records Comments and Attachments

The options are:
Additional Assignment Info — this option would be selected if the team member was at risk of redundancy.
More details relating to their ‘at risk’ situation may then be added.

Add Direct Reports — this option would be selected if the team member was going to take on some direct
reports of their own at the same time as moving to a new manager.

Document Records — this option would be selected if the change of line manager generated any formal
documentation to be added to the colleague’s record.

Comments and Attachments — Select this option if you wish to add a comment relating to this change to the
team member’s record.
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m In our example, the user has selected the Comments and Attachments option.

Next, select the Continue button.

Ow P o

Change Manager

What info do you want to manage?

Additional Assignment info Add Direct Reports Document Records | Lnnw\ems and Attachments ‘

m The When and Why section is displayed. Add a date for when the change of manager is effective from.

The What’s the way to change the manager? field defaults to Manager Change.

In the Why are you changing the manager? field, select an option from the drop-down list.

Select the Continue button to move to the next section.

Change Manager

g e—

. When and Why

“When does the manager change start?

Why are you changing the manager?
[ 2570972024 fo |

Roason

[Manager change 7 Addition of Assignment for Manager
‘Addition of Confingent Work Relationship for Manager
Addiion of Contingent Worker for Manager .
‘Additon of Employes Work Relationship for Managee ======

‘Adition of Employment Terms for Manager

Seniority Dates
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The Maintain Managers section opens.

Select the Pencil icon next to the current manager's name.

Change Manager

(1) When and Why [ 7 e

. Maintain Managers

+ Add

E14451, ACTIVE

Seniority Dates -

Overtype the current manager’s Name with the name of the new manager, then select the new manager
from the drop-down list.

Next select the OK button.

Change Manager

T d

(D When and Why / tan

. Maintain Managers

\ fxl “\lcm .

e
Lian Shaw Line mar
Name Business Tae otk Emal Person umber o |
LS Lian Shaw Housing Partnerships and Programme Manager  sendmailtest dscard@orade com 14460
LS Lian Sharman 263
Zq M5 Michia Shaw sendmai-test discard@oracle com 92697
LB LanBelingham N 2504

Seniorf G5  GumeerShaw  Headtea

sendmai-test-discard@oracle com 38622

LT Lian Taslim Elactions Officer sendmai-test-dscard@orade.com 6676

LianTack
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m The line manager details have been updated.

Select the Continue button.

= ORACLE

Change Manager

(1) When and Why
. Maintain Managers
+ Add
G LwanSna:« Line manager rl ‘

Seniority Dates

m In this example, the user chose to add the Comments and Attachments section at step four in this process, so
the Comments and Attachments section is now displayed.

You may add a free-format comment in the Comment box or attach any documents relating to the change.
Once all fields have been completed, select the Submit button.

The request is forwarded to HR for approval.

-

() When and Why [# ]

(%} Maintain Managers [ e | I

@ comments and Attachments

Comments e

Due to Lacy's secondment, her reporting line s to be moved to Lain Shaw.

w Drag files here or click 1o add snachment

Seniority Dates

That brings this Quick Reference Guide to a close.
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