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Brief Document Description 

Overview 
This guide is intended for Supervisors to change ‘Campus’ or ‘Reports to’ of their team 
members.  
 

About this Business Process 

This process is developed to provide the Supervisors the ability to change their staffs’ campus 
and reporting relationship details via the staff portal, through an online form.  
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Steps  

Step 1 Login in to Griffith Staff Portal 
Step 2 Select Request Campus/Reports to Change process 
Step 3 Complete Request Campus/Reports To Change’ form/questionnaire 
Step 4 Review and Submit Form 

 
 

Step 1 - Login in to Griffith Staff Portal 
 
Open the Griffith Home Page.  Click on Staff Portal in the top right hand corner of the screen. 
 

 
 
 
Log into the Staff Portal using your Griffith ID and Password. 
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The Staff Portal Page displays.  My Staff Page can be accessed in two locations within the Staff 
Portal. 
 
The first location is by clicking on My Staff Page under “Key Services”  
 

 
 
 
Alternatively you can select Employment from the left hand side navigation menu, and click My 
Staff Page under “Human Resource Management”. 
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A series of ‘tiles’ will appear on your Home Page once you have logged in to My Staff Page. 
 

 
 

This is a new process, to be completed by the Supervisor. To change Campus or Reports to 
details, go to the My Team home page.  
Note: This replaces the existing process of contacting HR Services to make these changes. This is 
not applicable to Casual, Sessional, Unpaid, and UniTemp staff members. 
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Step 2 – Select Request Campus/Reports to Change process 

On the My Team home page, select the ‘Related Actions’ icon to commence the process. 
  

 
 
Select ‘Job and Personal Information’ Action within the ‘Related Actions’ pop-up window. 
 

 
 
Click on ‘Request Campus/Reports To Change’ 
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Step 3 – Complete Request Campus/Reports To Change’ 
form/questionnaire 
 
The first question, ‘Are you changing Campus/Reports To details?’ will default to ‘No’.  
 

 
 

Select ‘Yes’ and Click on  
 

 

 
To change ‘Location’ 
 
Click on the Magnifying glass icon for ‘Location’ to change location details(for example, from 
Nathan Campus to Logan Campus) 
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Select ‘CAMLOG’ to change from Nathan to Logan campus. 
 

 
 
The updated Campus will show in the ‘Location’ field.  
 

Click on  to continue.  
 
Note: Any changes made, will be indicated with an orange dot . 
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To change ‘Reports To’  
 
Click on the Magnifying glass icon for ‘Reports to’ to change reporting details. 
 

 
 
Search for the new reporting manager’s details by the provided Search Criteria, and select 
from the Search Results to continue. 
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The updated reporting relationship details will show in the ‘Reports To’ field.  
 

Click on  to continue.  
 
Note: Any changes made, will be indicated with an orange dot . 
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Step 4 – Review and Submit form 
 
For change of ‘Location’ 
 
On confirming the change of location as correct, the next step is to ‘Review and Submit’ form. 
There is a section to add comments. 
To add attachments, click on Add Attachment at the bottom of the screen.  

Click on  to proceed.  
 

 
 
Submitted form will be sent to the required approvers for approval. 
 

 
 
Once the workflow is approved by HR Services, a notification via email will be sent to the 
supervisor. 
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For change of ‘Reports to’ 
 
On confirming the change of reporting relationship details as correct, the next step is to ‘Review 
and Submit’ form.  
 
There is a section to add comments. 
 
To add attachments, click on Add Attachment at the bottom of the screen.  
 

Click on  to proceed.  
 

 
 
Submitted form will be sent to the required approvers for approval. 
 

 
 
Once the workflow is fully approved, a notification via email will be sent to the employee. 
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Further information 
 
Email:  hrservices@griffith.edu.au 
Phone:  373 54011 
 

mailto:hrservices@griffith.edu.au
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