Cenn

Status Changes ).

Community

MENTAL HEALTH

NNNNNNN * EATON * INGHAM

Cenne o~



Mana

Request

» New Position

Position Change

Promote
Transfer

Terminate

Cenne

ger Status Change Requests

Approval Workflow

Manager HR Finance
& Specialist Specialist
Manager Director m

HR

Manager Specialist

HR

Manager Specialist

HR
Specialist

Manager

']

& i

Community

MENTAL HEALTH

NNNNNNN * EATON * INGHAM




Manager Submits a Transfer Request

Me My Team

QUICK ACTIONS

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

Seniority Dates

\‘)
4

Direct Reports A Community
MENTAL HEALTH

" Employment Contracts

CLINTON * EATON * INGHAM

AK marieli.velez@metaformers.com

1. Loggedinasa System Engineer
Manager, select
gefr, Stanley Hudson
My Team, then SH Rashida.Tsoka@metaformers.com

. System Engineer
select the desired

Status Change.
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Manager Submits a Transfer Request Cont.

What info do you want to manage?

3.  Select the applicable tiles to

. . Managers Salary
build the online form that
will be filled out to complete ¢
he status change : : o
t . Compensation Direct Reports Communlty
MENTAL HEALTH
4, Clle Continue, CLINTON « EATON * INGHAM
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Manager Submits a Transfer Request Cont.

© \Whenand Why

*When does the transfer start?

8/13/2020 te

Why are you transferring Alex Karev?

In Lieu of Layoff

5. Enter the data into each Why are you making changes to direct reports?
SeCtion Of the fo rm. Change of Location of Manager - )
|
py- 4
6.  Click Continue to move to Continue .
. Community
the next section. MENTAL HEALTH

CLINTON * EATON * INGHAM

(2) Transfer

(3) Managers

(4) Salary

CKn NE meta



Manager Submits a Transfer Request Cont.

(1) When and Why

© Transfer

*Business Unit

al Health Authority of Clinton, Eaton, Ingham Counties BU| -

Job

Business Title

System Engineer

Department

Continue
Information Systems

Location
Jolly
3) Managers

)

A - 4
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. Salary
7. Complete each section

accordingly.
5) Compensation

8.  When finished, click Submit
to send for approval. 6) Direct Reports

Comments and Attachments
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Remaining Status Change Functions

Note: Other Status Change transactions

function very similarly as Transfer and ]
will be covered in more detail during Ly

training.
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