
1 - Click on the "Human
Resources" tab.

2 - Click on "Request
Employee Position
Change, Transfer, or
Additional Assignment"
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"Additional Assignment" - for employees currently in your location



3 - Click on "Add
Assignment"
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4 - Input "Start date" and
press enter
*********************************
Please remember, only 15
days into the future/180 days
in the past
*********************************
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5 - Input the
employee number

6 - Input the "Position
ID" number, which can
be found in the Position
Control Report - Press
enter

Created by HR Information Services - DAG

XXXXX

4



7 - If the information is correct, click the "Save" button
***************************************************************
If the information is not correct, press the enter button
and re-enter the information.
***************************************************************

7.1 - You can add an attachment before
"Saving" the request. Please note, this
request will be then be sent to the
"Universal Workflow" list so that an
attachment can be added before approving
and submitting through workflow.
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8 - After pressing the "Save" button, you will be provided a
"Request ID" number, please write-down this number to "View
Status of Employee Position Change, Transfer, or Add
Assignment"
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