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This Job Aid walks through the steps to determine who your Line Manager is and information 
about your Direct Reports if you are a Line Manager.   
 
This Job Aid can be used by ALL employees. 
 

Step Action 
1. Access the GUS Cloud Training Resources document on the PSU HRS website 

(http://pittstate.edu/office/hr/gus-cloud-training-resources.dot).  Note the 
“Audience” for each video.  This will indicate who needs to watch the specific 
video. 
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2. Many videos are intended to be watched by All Employees.   
 
Other videos are intended to be watched by employees in positions that fit specific 
criteria.   
 
The 5 categories for employee videos for Time & Labor and Absence Management 
are: 
 

1. Hourly Employees with Benefits 
2. Hourly Employees – No Benefits 
3. Salaried Employees with Benefits (Note:  Faculty earn sick leave only) 
4. Salaried Employees – No Benefits 
5. Line Manager 

 
3. To see who your line manager is, logon to Gus Cloud.   

  

 
 

4. On the GUS Cloud springboard, select the Navigator icon. 
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5. Select “Personal Information” under “About Me.” 
 

 
 

5. To see who your Line Manager is, click on the Employment Details tab on the left 
side of the screen. 
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6. You will see the name of your Line Manager in the Job Details section.   
 

 
 
 
 

7. To see information on your Direct Reports (Line Managers only), click on the 
Navigator icon 
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8. Click on “My Team” to see information on your Direct Reports. 

 

 
 

9. You will be taken to the My Team page with a card for each of your Direct 
Reports. 
 
Click on the employee’s name.   
 

 
 
Note that student employees may have more than one assignment.  Student 
employees with multiple assignments will only appear on the My Team page for 
the Line Manager of their primary assignment. 
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10. You will be taken to your Direct Report’s Employment Details page.   
 
Look at the Assignment Category.   
 
If you see the word “Exempt,” the employee is paid Salaried.  
If you see the word “Non-exempt,” the employee is paid Hourly. 
If you see the word “Benefits-Eligible,” the employee has benefits. 
If you see the word “No Benefits,” the employee does not have benefits. 
 

 
 

 


