"Change of Position" Requests

Before proceeding, please write-down the appropriate "Pers. Assgn" you will be
changing.

a. The "Pers. Assgn" can be found under the "Human Resources" tab and
clicking on the "Display Employee Information" section.

b. Input the employee number and press enter.
c. Click on the drop-down box in the "Pers. Assgn" section.
d. Locate the assignment you would like to change.

e. Please write down the assignment number (8-digit number) for your
reference as it will be needed to proceed.
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PLEASE FOLLOW ALL STEPS 2

Backend Land=cape Employes Self Service eRecruiting Human Resources Procurement Finance Reports

MDCPS Overview | Univerzal Worklizt

MDCP5 Overview

Universal Worklist
mO

b 1 - Click on the "Human

Resources" Tab

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

Employee Self Service eRecruiting Procurement Finance

& Reguest Emplovee Position Change, Transfer, or Additional Assignment Displav Emplovee Information
B Work Locations can request changes and/or addition of assignments. Work Locations can view employee’s information.
= View Status of Employee Position Change, Transfer. or Additional Assignment @ Waintain Emplovee Data
Work locations can enter Injury Date for Workers Compenzation and Objects on
=) [ Work Locations can check the status of a pending reguest. %&? i ury e s

Decentralized Termination
E& Work Locations can terminate assignments.
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Request Employee Position Change, Transfer, or Additional Assignment
Creatg3 - Click on
[}"Change of

Tpeciag Position..."

.

> Change of Position, Adjudicate Pay

Use this option to transfer an emplovee to another position, where eligihility, qualificationsfcedifications,and pay will be
agsessed by the appropriste departments.

Add Assignment

IUse thig aption to create an additional Pat Time position assignment for an employee atvour location. You can search for
emplovess in different locations; howewer wou are limited to filling positions at your specific site.

| Move Instructional Employee to an Equivalent Vacant Position (Mo Pay impact) |

Use this option to move an Instructional Full Time employee fram one position to another of equal standing This is not pay impacting

| Equivalent Instructional Position Trade for 2 Employees (Mo Pay impact) |

Use this option to swap the positions of two Full Time Instructional employees simultaneously, when hoth exist in positions of equal
standing.

Created by HR Information Services - DAG



4 - Input start date:
Please remember
only 15 days into
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Employee Self Service

5 - Click in "Act.

eRecruting

Reason" box

Finance Reports

Request Employee Position Change, Transfer, or Additional Assignment

Change Of Position
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"double-box" icon
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Finance
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Request Employee Position Change, Transfer, or Additional Assignment
 Change Of Position
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Request Employee Position Change, Transfer, or Additional Assignment

Change Of Position

TR T y |
9 - Input the position ID number...
Please note: Use the position ID _ o
number you obtained through Action Type 22 Position Change
R o " ActReason @J Lateral hove
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Transactions | Repors

Request Employee Position Change, Transfer, or Additional Assignment
Change Of Position
[Menu [} [save || Back || Cancel | | System ] |

10 - Click on the drop-down box and select the
appropriate "Personnel No." you will be changing -

Start Date B2/11/2011 Action Type EPosition Change press enter
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RequestDetails ‘curd Please note: Make sure the "Personnel No." which
i I . . .
Parson ID 258424 |DAVID GARCIA / Perslcan be found in the "Display Employee Information”
Parzonnel Mo. { g Pers ;
———— —Elscreen under the "Pers. Assgn" dorp-down box is
Position [UQUSTBSU FT Salary Active Dl Posi " " . .
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["1Include Attachments
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Employee Self Service:

Human Resources Procurement Finance

eRecruiting

Request Employee Position Change, Transfer, or Additional Assignment

 Change Of Position
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DAVID GARCIA Persan ID 258424 |DAVID GARCIA
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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....
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If all the information is correct, please click on the "Save"

button, if the information is not correct, press "Enter" and you Created by HR Information Services - DAG

will be able to edit any information needed.
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Transactions | HReports

Request Employee Position Change, Transfer, or Additional Assignment
Change Of Position
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|Req|_|est submitted successfully with the following Request ID. |
ooo15298

nployee [Equivalent Position Employee Information

1253424 I

12 - Pease write-down the i !gmggg e .
"Request ID" number to view the 53219576 COMM-SCH ACT/COMM-SCH ACT LEADER I
status of your request through {E S
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e=|Position Change, Transfer, or o N
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