
MSS – Requesting a Position Name Change

1. From the My Team tab, click 
Show More

2. Under Workforce Structures, 
click Request a Position Change
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3. Search for the position

OR 

Click Show Filters

4. Use any of the filters to identify 
the position being changed

Note: The example to the right 
illustrates a search for the position 
using Position Code.
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5. Click into the position title

6. Enter the effective date of the 
position name change

7. Enter the reason for the change 
request (Position Data Change)

8. Click Continue
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9. Click in the Name field and 
update the position name 
accordingly

10. Complete any other updates 
needed for the position change

11. Click Submit

End of Procedure


