GAT Knowledge Base

Set users manager in bulk

On-boarding, Off-boarding & Modifying - https://gatlabs.com/knowledge/tech-tips/set-users-manager-in-bulk/

Introduction

Within GAT Flow Google Workspace Admins and GAT Flow Delegated Auditors are able to set

users managers in bulk.

Launch GAT Flow and navigate to the type of workflow you want to create. For this example, we

will create a simple workflow.

Define Workflow Type

Navigate to Create workflow section of GAT Flow. Under Define Workflow Type section, enter

the workflow Basic Information as follows:

Workflow name - enter a name for the workflow

Workflow description (optional)- enter a description of the workflow

Type - select the workflow type
o Modify OR Onboarding- Modify users OR Onboard users

Run immediately after approval (selected by default) - pick up a date when the workflow is

to run if applicable. More details here

Next - click on the button to proceed
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Create Workflow @

@ Define Workflow Type (i}

Basic Information
x

Add manager to users

Settings

Conditional flow
Include suspended users
. Run immediately after approval

Additional Options @

Notification Recipients

Search for a User

Modify

Search for a User - select the users to be added to the workflow. Under the Add user section

there are the following options to use:

Select user by:

e User - Search and select individual user(s)

Group - Search and select a Group of users
Org. unit - Search and select Org. Unit of users
Classroom - Search and select Classroom

Import users - add users through import
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Choose Actions

Choose Actions - set up the workflow actions by clicking on the “+” button on the left side of the

workflow diagram to Add action.

O FLow

Back to the previous Ul Create Workflow o

Action Sets

B hmpte @ Define Workflow Type (D Search for a User o Choose Actions
Create Workflow

Workflows Start

Workflow Approvals

Event Workflows

0O mR 3 < E S

Recurring Workflows Finish
Flow HR BETA

ASs,  Domain -

El Log -

&S Webhooks & SIEM -

8 Configuration =

0 Help & Support -
Terminology

Contact Support

Send approval request

V:0.272.0 API: 160 © 2025 GAT Labs (3

Page 3 of 8



All the options available for Modify OR Onboarding type of workflow will be displayed.

Utilize a quick search option and type the keyword that allows for quick action return, e.g. “

manager”.

Select Set user manager action.

© Select Action

Enter action name
manager]
Email

Move email delegation

User

Manage Flow user delegation

Remaove user manager

[ —

The action will be added to the workflow.
Set the users Manager by selecting the one form the drop down list.

Once ready, click on Send approval request button to send the workflow to the Security Officer

for verification.
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Create Workflow @

@ Define Workflow Type

(D Search for a User

@ Choose Actions

Set user manager @

Manager *
abraham@

B @

Finish

Send approval request

A pop-up window will be displayed where it can be confirmed to proceed with the request.

Confirm e

Do you want to send request to approve?

Cancel

Confirm

Note: If you have pre-approval enabled you can proceed without an approval email. More details

can be found here

The request will be sent to the Security Officer for approval.
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The user com requests workflow process approval.
Workflow name: Add manager to users

Click here to see request and approve or deny

Link not working? Copy and paste this link into your browser:
hittps /gs generalauditiool com/

GAT Labs
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The Security Officer can review and approve or deny the workflow.
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Once approved, the workflow will run, and the selected Manager will be assigned to all users

selected to this workflow.

Results

To review the status of the workflow and see its details, navigate to Workflows and find the

relevant workflow in a table.

Click on Detail icon to see more details.
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Workflows @
+ Newview ¥ Workflows | X
Status - Name - Type =  Jobstatus v  Workflowtags ~  + More
Status i Name i Type i Job status 3 Affected users
Approved Add manager to users Modify Done christc

The Status of the request can be as follows:

e Requested - send to Security officer for approval

e Approved - the Security Officer has approved the request

e Job status - will show the status of the current workflow job

o Scheduled - when is set to run

o Done - when the workflow has been completed

o Partially done - when completed partially

= Eye icon - click on the eye icon to view more details

+20
com

Workflow tags :

*  Workflow

Yo Advanced =m I 9 C
Submitted by

- i

Records per page 25 =  1-25of many >

e Details icon - the icon on the right side of the workflow will show all details for the Flow

request

o Save as action set - save the Workflow as an action set for easy later use

o Edit - edit the workflow and apply changes

The Workflow Details section allows you to drill down into the workflow by clicking the number

under each status column, such as “Done” (shown below), to view more details
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Workflow Details @

Workflow name
Add manager to users

Description

Workflow type
Modify

Status.
Approved

Job status

- Done

- Modified by

.com

Search

Email

christo,

abraha

new.tw

tommy.

amelia.

new.ze

paul.pc

@ Click on the number to see more details

Search
Action Status
Set user manager Done

=

Done

Failed

o

Filker by status *
All statuses

Partially done In progress
0 0

Records per page 5 ~ 1-lof1

The action is now executed and the Manager is set for the selected users. This can be verified via

the admin.google.com console.
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Q, Search for users, groups, settings or devices

Users > Christy Scolt > User information

: Christy o

christopher

Active

Last signn: Hasnt signed in
Created: 22 Jun 2023

Organisational unit

GAT Labs > Flow

RESET PASSWORD
UPDATE USER

ADD ALTERNATIVE EMAILS
ADD TO GROUPS

EMAIL

SUSPEND USER

ARCHIVE USER

RESTORE DATA

DELETE USER

CHANGE ORGANISATIONAL UNIT

User information e

User details

Contact information

Alternative email addresses (email

alias)
@ Help

Employee information o

Email (Home)

Add a secondary email

Phane (Home)
Add a phone number

Address (Home)
Add address

Alternative email
Add ahternative email

Employee ID
Add an employee ID

Job title
Add a job title

Type of employee
Add a type of employee

Manager's email
abraham@

Department
Add a department

Cost centre
Add a cost centre

Building ID
Add buiding 1D
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