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Manager Submits a Transfer Request

1. Logged in as a 
Manager, select 
My Team, then 
select the desired 
Status Change.

2. Select the employee for which the status change will apply.



Manager Submits a Transfer Request Cont.

3. Select the applicable tiles to 
build the online form that 
will be filled out to complete 
the status change.

4. Click Continue. 



Manager Submits a Transfer Request Cont.

5. Enter the data into each 
section of the form.

6. Click Continue to move to 
the next section. 



Manager Submits a Transfer Request Cont.

7. Complete each section 
accordingly.

8. When finished, click Submit 
to send for approval.



Remaining Status Change Functions

Note: Other Status Change transactions 
function very similarly as Transfer and 
will be covered in more detail during 
training.


