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IS L&D	Oracle Direct Input
The Change Manager function on Direct Input (DI) allows you to change the following information for the people whose details you have permission to edit:
· Their manager (i.e. the person they report to).
· Their direct reports (i.e. the people that report directly to them).
Changing Manager Details
· Log onto DI.
· Select People Admin from the available items in the Navigator. 
· If you have an Admin login, go to My List.
· Click on the action [image: action button] button for that person.
· Select Change Manager from the available list of actions.
· Click Start.
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· Select the date from which the change should be effective using the [image: calendar button] button to the right of the Effective Date field. 
· Click Continue.
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· If you wish to change the selected person’s manager (i.e. the person they report to) select a new manager with the search [image: torch button] button to the right of the Manager field. 
· If you wish to add or remove the selected person’s direct reports (i.e. the people that report directly to them), use the table at the bottom of the page:

· If any direct reports already exist you can remove them by clicking on the  [image: remove button] button in the Remove column.

· If no direct report already exists there will be one empty row showing. You can add a report using the search [image: torch button] button to the right of the New Direct Report field in this row. 

· If you need a new row for an extra direct report, click on the Add Another Row button.
Note: You can assign each direct report a separate effective date if this is needed. The new manager field uses the effective date you specified in the previous step.
· When you have completed all the edits you require, click on the Next button.
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Note: The fields that you have updated will be indicated with a blue circle in the Proposed column.
· [bookmark: _GoBack]Click Submit.
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· Click Home to return to the Oracle Applications Home Page.
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Change Manager: Review
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Employes Name  Patel, Dipesh Employee Number 1027952
Organization Email Address Organization 77777 - IS Training Team
J0b Administrator. Administrator Manager Cowell, Jan
Grade D1417

Worker Name Current Manager Name Proposed Manager Name
Patel, Dipesh Cowell, Jan

Effective Transfer Date
Rawson, Sue o

01-Dec-2014

Attachments

To help approvers understand the request, you can attach supporting documents, images, or links to this action.
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13 Information
Please enter an Effective Date on or after 01-5ep-2013.

Change Manager: Effective Date Options

Employee Name ~ Patel, Dipesh
Organization Email Address
Job Administrator. Administrator
Grade D1417

Enter the date on which the changes should take effect, and Click on the Continue button.

Follow this Link for further assistance.

® Changes should take effect on the effective date as entered below.

Effective Date [01-Dec2014 [

(example: 26-Nlov-2014)

Employee Number 1027952
Organization 77777 - TS Training Team
Manager Cowell, Jan
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