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Request Line Manager Change



Upon completion of the Request a Line Manager Change lesson, you will be able to:
Lesson Objective:

Objective
• Request and submit a line manager change by updating the parent position correctly and routing 

the request for approval.

The line manager change is processed through a position change request by updating the Parent 
Position. Coordinators must ensure they are selecting the correct child position and not the parent 
position by mistake. Using position codes and filters is strongly recommended for accuracy.

This process is strictly used to update the position hierarchy (line manager) and not the Talent 
Manager. Any Talent Manager updates must be handled through the Change Manager process. All 
position details must be carefully reviewed before submission to avoid rejection.

Legislative information, comments, and supporting documents can be reviewed and added before 
submitting the request. Once verified, the request is routed for approval, and incorrect parent 
position selection may result in rejection.



• Request Parent Position change via Workforce Structures, using 
filters and position codes to identify the correct position and avoid 
errors.

 
• Validate the position number and ensure correct parent position 

selection to prevent rejections. 

• Choose the appropriate reason for Parent Position change used 
strictly for position hierarchy and line manager updates, not Talent 
Manager changes.

• Enter accurate Position Details, select the new Parent Position, and 
verify the line manager before submission to ensure the hierarchy is 
updated correctly.

Focus 



The talent manager change cannot be completed using the steps in this reference 
guide.  The steps listed within this document  is solely used to change the Parent 

Position “Line Manager.”

If you wish to update the Talent Manager, Navigate to the homepage and expand the 
“Show More” section. Search for the Employment Section and Select “Change 

Manager”

Troubleshooting



This position request flow should only be used for position hierarchy (manager), 
interchangeable positions, and/or standard hour changes

Troubleshooting



Navigation My Client Groups 
Quick Actions 
Show More 
Workforce Structures 
Request a Position Change



Select the My Client 
Groups tab

From the Quick Actions section, select the 
Show More link from the drop-down list2
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4 Select Request a Position Change under the 
Workforce Structures  section

Locate the Workforce Structures section3
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Select the Position from 
the search result

From the Search field, key 
in the Position name, code, 

parent position, or 
incumbent 
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The Coordinator can use the filters under search bar to ease the search
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Payroll Coordinators should use the Filters to locate the correct Parent and Child 
Position. 

Using the Basic search function may provide multiple positions, and could result in 
spending additional effort, and manually searching through multiple position files. 

Troubleshooting
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Select the Filters button to search 
the position 7

• Coordinators must validate the correct Position number. 
• Use additional filters to drill down search criteria. 
• It is recommended to use Position Code Field to search 

positions for requested change.
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Select the queried Position 
Click See Results 

Key in the Position Code in the Position section of Filters8
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Ensure you do not select the parent position by accident
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Check the boxes for the sections to 
be included in the process under 

Info to Include page

Select Continue to move 
to the next section
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Key in the date for 
“When does the 
position change 

start?”  

Select the Parent 
Position Change 
action reason in 
the “What’s the 
reason for this 
request?” drop 

down list.

The calendar icon may also be selected, 
and the date selected from the calendar. Select Continue to move to the next section15

Request Line Manager Change



Enter the appropriate Position Details for 
the requested position change
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Ensure every field on this page is correct before submitting.
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Payroll Coordinators will change the Parent Position “Line Manager” in the Position 
Details section. If you’re unsure about the new position number, please reach out to 

your HR Generalist.

Coordinators can also run a position detail report to get a listing of the department’s 
active positions.

Troubleshooting



Enter and select the New Position 
number in the Parent Position drop 

down box

Select Continue to move to 
the next section

Coordinators must ensure they 
are submitting the correct line 
manager in the Parent Position 
field. If the correct Line Manager 
isn’t submitted, the request will 
result in rejection.
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20Select Continue to move to 
the next section
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Review the Legislative 
information
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Use the Comments and 
Attachments section to key 

comments and add 
documents associated to 

the position change request
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Select Submit to route the position change 
request for approval
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Once Submitted, the Position Change Request will undergo multiple levels of approvals 
and system updates, before reflecting in CV360. 

Payroll Coordinators  should expect a 48-hour turnaround before verifying the change 
CV360. If the request is denied, reach out to your department Generalist for details. 

Troubleshooting



• The learner understands the importance of using Filters instead of Basic Search. They know how filters 
help locate the correct Parent and Child Position. This reduces the risk of selecting incorrect positions.

• The learner understands why the Position Code field is recommended for searches. They know this 
provides more accurate search results. This ensures they are working with the correct position record.

• The learner now understands when this position request flow should be used. They know it applies only 
to position hierarchy, interchangeable positions, and standard hours. This prevents misuse of the 
process.

• The learner understands that Talent Manager changes cannot be done using this process. They know 
that Change Manager must be used for Talent Manager updates. This ensures the correct process is 
followed.

• The learner can now enter and validate the new Parent Position correctly. They understand the 
importance of selecting the correct Line Manager. This prevents rejection of the request.

• The learner understands the importance of carefully reviewing all Position Details before submission. 
They also understand how comments and attachments support the request. This ensures the request is 
properly documented and routed for approval.

Conclusion 
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