Steps To Complete Reports To and Performance Review Changes

If an employee’s reporting line changes, the department/budget manager (or delegate) completes
the steps below to update the Reports To and route the change for approval.
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In the left menu,
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job under Current
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When a reporting line changes, performance reviews must be reassigned to the new supervisor. The
system now allows the new supervisor to take ownership of the review.
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Please refresh the page to see performance reviews that you have just taken ownership.
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The review for JIM is currently assigned to D o ver ' reparts to

you.

Please choose an action:

® Assign the review to me (take ownership)
O Keep the review assigned to David Nolan (no action)

Save Cancel

On the review,
select Assign
the review to
me (take
ownership)
and choose
Save.
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The review will
then appear
under Team
Performance
Reviews.

For questions about Reports To changes, contact hrtech@tcu.edu. For performance review

questions, contact hremployeesuccess@tcu.edu.




