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Step 1: In the Search Bar, enter the organization that will be superior to the organization you are 
creating.  

 

 

 

Step 2: Click on the Related Actions Brick (1), then click on Org Chart (2). 
 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

Creating a Subordinate Organization  

This Job Aid will walk you step by step on how to create a subordinate organization.  
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Step 3: Click the organization name (1), to open the related actions menu. From the related actions 
menu click Reorganization (2), followed by Create Subordinate (3).  

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
Human Resources                 Supervisory Organizations 
 

 3 | Page 
                                               Document Revised on 7/18/2018 

Step 4: Enter an effective date (note: the effective date defaults to the current date.). Click OK to 
continue. 
 

 

 

 

 

 

 

 

 

 

Step 5: Enter availability date (1), enter the organization name (2), select the Organization Subtype (3). 
Click Submit to continue.  
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Step 6: Click done to complete the process.  

 

 

 

 

 

 

 

  

 

This will take you back to the Org Chart, where you can now see your new subordinate organization.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Note: Anytime you complete an org action you will be taken back to the 
last org that you started in.  

 


