
MSS – Requesting a Position Department Change

1. From the My Team tab, click 
Show More

Note: To enable On-Call Paycodes for 
DBT and TFCO staffed positions, the 
position’s department will need to be 
changed to Dialectical Behavior 
Treatment and Satellite or Treatment 
Foster Care Oregon respectively

2. Under Workforce Structures,
click Request a Position Change
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3. Search for and select the desired 
position to be updated

4. Enter the start date for the 
position change

5. Select Position Data Change

6. Click Continue
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7. Change the department to either
Dialectical Behavior Treatment 
and Satellite or Treatment Foster 
Care Oregon accordingly

8. Click Submit

Note: The position change request 
will be routed to the Director and 
CHRO for review and approval.

End of Procedure


