
  
Human Resources.  

 

How to update line management in myTeam (HR) 
 

 
In myTeam (HR) you can now update line management reporting relationships between staff and their 
managers. This would mean you can amend members of staff line manager; this will take effect 
immediately. You can also add a second line manager (where applicable).  
 
Replacing a Line Manager: 
 
Click on update line management in myTeam (HR) 
 
*Please note you need to be in myTeam (HR), if you have access to myTeam you will need to speak to a 
colleague in your Department who has myTeam (HR) to administer the changes. (try your Departmental 
Recruiter in the first instance) 

 

 
 
Once on the below screen you will need to highlight the blue cube to the side of the member of staff 
you wish to change their line management reporting: 
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Then click on “update line management”:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The below will then load up in a new window (this is the screen where you choose the new line 
manager), highlight the cube to the side of the new line manager you wish to replace the existing line 
manager with and click “replace”: 

 
 
 
 
 
 
 
 
 



 
You will then see a success tick and the change has now been made, you can review the action in the 
below table:  

 
 
Adding an additional manager:  
 
Once on the below screen (following the above instructions) instead of clicking “replace” click  the “add 
manager” tab, highlight the additional line manager from the list below by clicking on the blue cube and 
click “add”: 
 

 
 
 
You can also remove a secondary manager by clicking on the “remove secondary manager” tab, 
highlight the cube to the side of the manager you wish to remove and click remove.  


