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Managers/Supervisors can set their position as the default, via the Manager Search Options page, to have their 
direct reports automatically show when they access Manager Self Service pages. 

 

 
 

 
 

 
 

 
 

           

Log in to the PeopleSoft Portal via the district Website.  Click on the EMPLOYEES link in the top menu bar.  In 
the EMPLOYEES menu on the left, click on MYSDCCD PORTAL.  Log in using your User ID and Password. 

Click on Manager Dashboard to access the Manager Self Service tiles. Select Manager Self Service from the 
Manager Dashboard, and then click on the Manager Search Options tile. 
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Enter the supervisor position number in the Reports To Position Number field, then click the blue Save button 
at the bottom of the page. 


