University Performance Management
Maintain Reporting Relationships Tool

The Maintain Reporting Relationships tool is used to maintain Manager — Employee and HR
Administrative — Manager relationships for use in University Performance Management. The
manager — employee relationship is used to create performance review documents as well as update
the manager of the review in the case of employee transfer.

The tool is located on the Duke@Work > Mylnfo > MyTeam tab

Universal Worklist Mylnfo []

Home | MyProfile | MyBenefits | MyTime | MyPay | MyExpenses | MyTeam

Home :.'=- H-:ume = MyTeam

Ihis Nk 15 used by LWJHS and University employees using the
and attendance/staffing and scheduling system to approve
employee requests, edit time cards, view Laborviews and repor
manage schedules (applicable departments) and approve emph
time cards.

Go to the Time and Attendance System

Manage My Employee's Time (Electronic Time Reporting)

Approve Current Period Biweekly Timecards - 07/28/2014-08/10/2014
- Approve Timecards for Biweekly Staff in University Departments

- Approve Timecards as the primary approver

- Approve Timecards as a backup approver

Approve Exempt Time Off (University Depts)

- Approve Time Off for Monthly Staff in University Departments

Review Approval Roles

- Review your backups approvers.
- Review the people you backup.

Performance Management - DUHS
Peformance Reviews
Performance Feviews.
IManage Expected Job Results (07/01/2014 - 06/30/2015 Reviews)
2015 DUHS Performance Management Expected Job Results
(EJRs)
Administrative Delegate Maintenance

This function allows a manager to add an administrative delegate for
performance management.

Performance Reviews - Delegates
Performance Management (Delegates)

Performance Management - UNIVERSITY
Maintain Reporting Relationships!

University Peformance Management Maintain Reporting
Relationships

Pedormance Reviews
Performance Reviews.

To launch the tool, click on “Maintain Reporting Relationships” link.
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L= . ]
= Maintain Reperting Relationships - SAP MetWeaver Portal - Windows Internet Exg
L e e ey —— |

ZF https://ept.oit.duke.edu/irj/portal’MavigationTarget=ROLESS3AS2F2Fportal_o

Maintain Reporting Relationships
[

Manager HR Administrative Support Upload Spreadsheet

There are three tabs to the tool:
1. Manager - used to create and maintain manager to employee reporting relationships
2. HR Administrative Support — used to create and maintain HR administrative support to

manager relationships.
3. Upload Spreadsheet — used to upload manager and HR administrative support relationships
via spreadsheet

Instructions for using the Maintain Reporting relationships tool

Manager Tab

The manager tab is used to create performance management reporting relationships. The user will
select a manager and then build the list of direct reports. The reporting relationships are position to
position so when there is movement in/out of a position, no further administrative action is required
for performance management.
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Select Manager — enter the DUID of the manager

January 2015

Or click on the icon next to the DUID and search by name:

Select Manager

DUID: (309768

Al Values: Personnel number

Search Criteria

.| Last name: & | | &
First name: < | | =
| | Start Search || Reset |
<[ >
Cancel
Duke DEVELOPMENT
HUMAN RESOURCES

LEARNING & ORGANIZATION

Page



University Performance
Management Tool

Manager tab layout

)
Maintain Reporting Relationships | History , Back Forward [E] Manager S
information
_./ HR Administrative Support | Upioad Spreadshest
Header Data
Select Ma - DUID: Duke Manager 00309768 PSA: EXEMPT o001
Org UntiDesc: SAP-A ive Sy 50000103 Postion/Desc: ANALYST, T, SENIOR 50005487
DUID: | 00308768 Personnel Area: CENTRAL ADMIN MANAGEMENTCTR 1010 Emait DUKE.MANAGER@DUKE EDU HR
Administrators
HR Administrative Support 1 HR Administrative Support 2
Unique ID: Name: MARY SIMPSON Unique ID: (00000000 Name:
Insert Row | [ Export Direct reports
Employees
| Name Unigue ID | Position | Payrol Area Org Key Org Unit BFR Org Name
| GEORGE THROUGHGOOD 00003267 50560420 UM DDKK 50000483 6056103000 NSOE ESP Div
j BARRY BROWMN 00008114 50018392 UM DDSO 50000905 6860203025 Chid & Fam Mental Health & Dev Neuro
| >
®100% v
To add direct reports (employees) to a manager
1. Click &nsetRov:to add new direct reports
Inzert Row || Export
Employees
| Name | Unigue ID | Position Payroll Area Org Key Org Unit BFR Org Name
:‘ BARRY BROWN 00008114 50018382 (UM DOS0 50000905 6850203025 Child & Fam Mental Health & Dev Neuro
:I GEORGE THROUGHGOOD 0000326 50560420 UM DOKK 50000483 6056103000 NSOE ESP Div
[ ‘00000000 ) 00000000 00000000

A new row is added with 00000000 for DUID, click into the field and key in the DUID, hit enter.
The new employee is added to the list.
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Employees
Name Unigue ID Position Payroll Area Org Key Org Unit BFR Org Hame
BARRY BROWMN oo00s114 50018392 Um DDSso 50000905 5860203025 Child & Fam Mental Health & Dev Neuro
GEORGE THROUGHGOOD 00003267 50560420 Um DDKK 50000483 5056103000 NSOE ESP Div
MARY SIMPSOM 00009126 50937913 UM DD31 50000850 6860201525 Medicine-Endocrinology and Metabolizm

Click to save the employee assignment.

Note: There is no “delete” function for manager — employee assignments. Once an employee has been
assigned to a manager, that relationship must exist, i.e. you cannot create an orphan assignment
(employee with no manager)

Maintain Reporting Relationships

@ Duke Unigue ID not found (OAM).

Note: If you encounter this error message, it is because you do not have security rights to the
employee that you are attempting to insert.
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HR Administrative Support Tab

The HR Administrative Support tab is used to create a relationship between an HR administrative
support staff person and manager to provide performance review access to the HR administrative
support person. To begin, click the HR Administrative Support Tab. Fill in the DUID. Next select and
enter the Manager. Behind the scenes, the tool will create a relationship between the manager
position and employee position.

HR Administrative Support tab layout HR Admin

Relatio @:.r =LY Data

I https://ept.oit.duke.edufirj/portzl?NavigationTarget=ROLES%3A%2F %2 portal_content %2 Fedu.duke pet.adrmin folder. Duke_Main_Folder%2Fedu.duke.f ESSSk2Fedu.duke f Views%2Fed @@

Maintain Reporti

Maintain Reporting Relationships | History , Back Forward

Hanager J’é HR Administrative Support s Upload Spreadsheet
e—

Header Data

Select Administrator DUID: KARENV POOLE 00194385 PSA: EXEMPT 0001
Org UnitiDesc: SAP-Administrative Systems Management 50000103 Position/Desc: ANALYST, T 50030845
DUD: |00194385 Personnel Area: CENTRAL ADMIN MANAGEMENTCTR  CENTRAL ADMIN MANAGEMENT CTR Emai KAREN POOLE@DUKE.EDU M ana ge rssu p p Y rted

by the HR Admin

Managers
‘ Name | Unique D ‘ Position | Payroll Area | Org Key | Org Unit ‘ BFR Org Name
Duke Manager 00309768 50005487 UM oGy 50000103 3224000801 SAP-Administrative Sy

| B10% -

To add managers to the HR administrative support person
2. Click finsert How to add managers to the HR administrative support

Finsert Row | [ Delete Row | [ Export |

Managers
| Name | Unigue ID ‘ Position | Payroll Area | Org Key | Org Unit | BFR | Org Name [
l:‘ Duke Manager 00309768 50005487 um DDGV 50000103 3224000901 SAP. ative Sy
] 00000000 00000000

A new row is added with 00000000 for DUID, click into the field and key in the DUID, hit enter.
The new manager is added to the list.

| Insert Row || Delete Row H Export |

Managers
| Name | Unigue ID | Position | Payroll Area | Org Key Org Unit BFR Org Name [
l:‘ Duke Manager 00309768 50005487 um DDGV 50000103 3224000901 SAP. inistrative Sy
JOSEPH N NEELEY 50034260 UM DDGV 50000103 3224000901 SAP-A

Click to save the manager assignment.
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Upload Spreadsheet Tab

Create an Excel spreadsheet in the following format, and save it to your computer.

University Performance

Column A B C
Field Contents HorM Position Number Position Number
Description H = HR Administrator If Column A = “H” this If Column A = “H” this
M = Manager should be the position | should be the position
number of the HR number of the
Administrator Manager
If Column A =“M"this | If Column A =“M" this
should be the position | should be the position
number of the number of the
Manager Employee
Example:
g Home Insert Page Layout Formulas Data Review View
=l & cut Calibri S oA =_[_] »- =wn
53 Copy -
Pafte 7 Format Painter £ U~ W &viv EEE FEEFE =M
Clipboard Font Alignment
F11 - =&
A B C D E F
1 H 50673108 50011468
2 H 50673108 50031995
3 H 50673108 50034260
4 H 50673108 50030379
5 M 50022099 50806046
6 M 50022099 50432709
7

Creation of Spreadsheet

The Active Employee Roster report can be used as the source for your spreadsheet. This report can be
found by navigating in Duke@Work to iForms > Reporting > HR Reports > click on “Active Employee
Roster” report.
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List of all employees that are currently in an active 0
status for a specific org unit(s).

When the report is launched, the user will be able to select from the list of Organization Unit numbers
listed. If the user desires to run for ALL organization units they have access to, just click “Ok”.

Available Variants: | [~|[Save |[Save As._| [ Delete | Show Variable Personalization

General Variables
Variable Current Selecti D

Org Unit (Authorization) 6860506500 - Duke Molecular Physi:

QNG | [Cancel]

S

The report results may be exported to an Excel Spreadsheet by clicking on Export/Print Options, and
selecting Excel option.

Active Employee Roster

I Active Employee Roster

I Query Options

Export/Print Optionss Query Personalization, Refresh Query.

The system will ask you what you want to do next:
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03152010 532984

— Do youwant to open or save HR_ACTIVEROSTER 1.xls from bjp.duke.edu?

Cpen Save hd Cancel 3

Click Open to open up the spreadsheet. See above for required spreadsheet upload format.

When spreadsheet is ready for uploading, go to Duke@Work and click the MyTeam link:

MyTeam

- View and approve your employes’s timecard.
- Access the Time and Attendance/Staffing system

Quick Link
Approve Exempt Time Off (University Depts)

Performance Reviews
Manage Expected Job Results (07/01/2014 - 06/30/2015 Reviews)

Adminiztrative Nelrrate Maintenanres

Scroll to the “Performance Management — UNIVERSITY” section of the page, and click the “Maintain
Reporting Relationships” link:

Performance Management - UNIVERSITY
Q Maintain Reporting Relationships
University Performance Management Maintain Reporting Relationships

Performance Reviews
Performance Reviews.
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University Performance
Management Tool

To upload Your spreadsheet, click the “Upload Spreadsheet” tab on the Maintain Reporting
Relationships tool:

- Manager HR: Administrative Support 4 Upload Spreadshest
Select Manager %

ouiD:
HR Administrative Support 1 HR Administrative Support 2
Employees
Name Unigue ID Position Payroll Ares Ong ey Org Unit BFR Org Name

Click the Browse button to search for your spreadsheet:
Maintain Reporting Relationships Il H

Manager HR Administrative Support  © Upload Spreadsheet

Upload File E e Test Model ]

When your file appears in the Upload File field, click the Upload button (this could take several
seconds). By default, Test Mode is checked. You may uncheck this box to run without testing.

Maintain Reporting Relationships

Manager HR Administrative Support © Upload Spreadshest
Upload File [C:\UsersicsZBd\Deckiog| Bowee Test
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When the upload is complete, you will see the relationships inserted successfully, and if errors occur,
they will be listed at the bottom.

Manager HR Administrative Support  © Upload Spreadsheet
Upload File i — Test Mode]_|

| Relationships Inserted Successfully

Typs Pernri Position 1 Permr 2 Pasition 2 [=]
M 00108585 50022059 00491828 50432709

|:| b 00570388 50673108 00100611 50011488

|:| b DO5TO3SE 50873108 00188409 50031995

|:| H D05T02S8 S0ETIOE DozE2169 50024280

|:| b DO5TO3SE 50873108 00114242 50030379

Mumbser of Relstionships Inssrted 5

Relationships With Errors

Typs Pernri Position 1 Pernr 2 Position 2 Error Reason

LEARNING & ORGANIZATION Page
DEVELOPMENT 11

January 2015 DU.ke

HUMAN RESOURCES




