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1 - Click on the "Human
Resources" Tab

2 - Click on "Request
Employee Change,
Transfer, or Additional
Assignment"

PLEASE FOLLOW ALL STEPS 2
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3 - Click on
"Change of
Position..."
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4 - Input start date:
Please remember
only 15 days into
the future/180 days
in the past
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5 - Click in "Act.
Reason" box

6 - Click on
"double-box" icon

7 - Select the
appropriate
action... "05 -
Lateral move" is
the most common
action, press the
check mark.
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8 - Input the
employee number
and press enter
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9 - Input the position ID number...
Please note: Use the position ID
number you obtained through
your "Position Control Report" -
press enter
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10 - Click on the drop-down box and select the
appropriate "Personnel No." you will be changing -
press enter.
***********************************************************
Please note: Make sure the "Personnel No." which
can be found in the "Display Employee Information"
screen under the "Pers. Assgn" dorp-down box is
the correct "Personnel No." you will be changing.
***********************************************************
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11 - You will now see the "Current" Information of the
employee on the right, and the "New" information of the
employee on the left....
**********************************************************************
If all the information is correct, please click on the "Save"
button, if the information is not correct, press "Enter" and you
will be able to edit any information needed.
**********************************************************************
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12 - Pease write-down the
"Request ID" number to view the
status of your request through
the "View Status of Employee
Position Change, Transfer, or
Additional Assignment" section.
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