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Columbia University HR System Training  
Quick Guide: Maintain Reporting Relationships in PAC 

 
 

This Quick Guide provides you provides the high-level steps on how to review and update reporting 
relationships in PAC. Positions are created and modified in TalentLink and any reporting relationship 
changes made in PAC will be applied to the position in TalentLink the following day. Access the Maintain 
Reporting Relationships in PAC Training Guide for detailed information. 

 

 

Review Existing Reporting Relationships 
Generate the Active Positions and Incumbents Report accessible through the reports section of the HR Manager 
Resources page on myColumbia. This report lists the active positions and the incumbents in those positions in your 
department(s) along with the manager to whom that position reports. Note any missing reporting relationships or those 
that require a change. 

 

 

 

 

 

 

 

Navigate to the Reporting Structure & Location Page 
Department Time Administrators (DTAs) can access this page from the TLAM WorkCenter’s Manage My Department 
tab and then the Reporting Structure & Location sub-tab. 
 
 
 
 
 
 
MSS Users (and DTAs) – Go to my.columbia.edu, click the HR Manager tab, click the PAC icon and navigate to: 
Manager Self Service > Job and Personal Information > Reporting Structure & Location. 
 
 

 

 

 

 

 

 

  

https://humanresources.columbia.edu/content/maintain-reporting-relationships-training-guide
https://humanresources.columbia.edu/content/maintain-reporting-relationships-training-guide


 
    January 2024 

 

 

Locate the Employee/Position 
Enter search criteria such as the Employee ID or name into a field to locate the 
employee and the correct position, if multiple. You will only see and be able to 
update data for employees whose positions are in departments to which you have 
access. 
 

 

 

 
 
 
 
 
Enter the New Reporting Information and any Optional Updates, if needed 
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