Transferring Workers to a different
Manager

This process will walk you through how to transfer an employee to a new manager, this should
only be used when an employee is moving managers (and possibly locations) but NOT moving
cost centers or other job change details.

To update multiple job details at once please refer to the All Other Job Change process.

42 Steps  View most recent version (4
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Login to workday 0 Steps (4

# Current (sending) Manager Tasks 21 Steps

STEP 1

Search for your worker and select the worker object.

Top Results { People (2) H Tasks and Reports (0) H All Cal

People

[Trav Swift-Kelce]
employee
’ Program Manager_1136.S | OP Otsego_7371.1 (Cl

Munson Rehabilitation - Cadillac

Employee ID Local Time

100031 Wednesday 1

2 of 33


https://impl.wd12.myworkday.com/maryfreebed2/d/home.htmld
https://impl.wd12.myworkday.com/maryfreebed2/d/search.htmld?q=travis+kelce&state=searchCategory-all%3Adefault

STEP 2

Note the current manager, only the current manager can initiate this transfer
process.

® P a 2

Manager
Christopher Hope

igi Supervisory Organization
OP Otsego_7371.1 (Christopher Hope)
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STEP 3

Click on Actions

Trav Swift-Kelce

Program Manager_1136.S

STEP 4

ition Ti
| Position Title

Program Manager_113

Hover over Job Change and Click on Transfer, Promote or Change Job

ogram Manager_1136.5S

Actions

Enter Time

Compensation
Job Change
Manage Work
Organization
Personal Data
Recruiting
Talent

Time and Absence

[I Transfer, Promote or Change Job ]

Change Location

End Jobs
Report No Show

Terminate Employee

Manager

Location

_7371.1 (Christopher Hope)
anager_1136.S

Christopher Hope

© Mary Free Bed at Munson Rehabilitation - Ca
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STEP 5

Click on the edit pencil or click on the object you need update.

= MENU Mery fieeped Q travis kelce
Change Job TravswiftKelce G
Start
Start Details

When do you want this change to take effect? *

12/15/2024

Why are you making this change? *

Who will be the manager after this change?
Christopher Hope

Which team will this person be on after this change?

OP Otsego_7371.1 (Christopher Hope)

Where will this person be located after this change? *

Mary Free Bed at Munson Rehabilitation - Cadillac

Do you want to use the next pay period?

Yes

=

STEP 6

Select the appropriate effective date for this change.

ob TravSwiftKelce (9

®

fPa a

=
1

Start

Start Details

[When do you want this change to take effect? *

81/12/2825 [

Why are you making this change? *

|

Do you want to use the next pay period?

0

Who will be the manager after this change?

% Christopher Hope (+++) =
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STEP 7

For a manager change you will select Transfer > Move to another Manager

For location change only, please refer to 'Location Change', for a combination of changes
please refer to "All other job changes"

When do you want this change to take effect? *

81/12/2025 [£]

Why are you making this change? *

Search

& Transfer

1:7:\ Move to Another Manager

Who will be the manager after this change?

X Christopher Hope (>++) =

Which team will this person be on after this change?

x OP Otsego_7371.1 D) =
(Christopher Hope) b
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STEP 8

Search and select the new manager.

Dedrcn KesuiLs

Tricia Wing

. Program Director | Munson Medical Center
Out_8352.1

Jaeden Wang
D @ Nutrition Services Representative | Nursing
Admin_6100.3

D Ralph Wang
Physician | Executive - Medical_8200.3

)

wing ] X

X Christopher Hope (5++)

Which team will this person be on after this change?

x OP Otsego_7371.1 =
(Christopher Hope) GD)

Where will this person be located after this change? *
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STEP 9

Note by selecting a new manager you have automatically updated the

Supervisory Orginization.

Cancel

[ 81/12/2025 [ \

Why are you making this change? *

[ X Move to Another Manager

Do you want to use the next pay period?

L]

Who will be the manager after this change?

X Tricia Wing (-=9)

|

Which team will this person be on after this change?

% MFB OP Cadillac_7368.1 fon
(Tricia Wing) o

Where will this person be located after this change? *

% Mary Free Bed at Munson =

Rehabilitation - Cadillac =
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STEP 10

You can update a location during this process if applicable BUT you cannot
update cost center.

If cost center needs to be updated please stop this process and use "All Other Job Changes"
process instructions.

Why are you making this change? *

* Move to Another Manager

Do you want to use the next pay period?

L]

Who will be the manager after this change?

| X Tricia Wing (*++)

iii

|

Which team will this person be on after this change?

x MFB OP Cadillac_7368.1 —
(Tricia Wing) e

il

‘Where will this person be located after this change? *

% Mary Free Bed at Munson - =
Rehabilitation - Cadillac —

Cancel
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STEP 11

Review your changes.

@ Change Job Trev swiftKelce

Start

Start Details

When do you want this change to take effect? * “a
81/12/2025 [

Why are you making this change? *

% Move to Anather Manager =

Do you want 1o use the next pay period?

O

Who will be the manager after this change?

x Tricia Wing () =

Which team will this persen be on after this change?

% MFB OP Cadillac_7368.1
(Tricia Wing)

Where will this person be located after this change? %

% Mary Free Bod at Munson ) =
Rehabilitation - Cadillac

STEP 12
Click on Start

vwnicn weam wil uis

MFB OP Cadillac_73!

Where will this persc

Mary Free Bed at Mu

Do you want to use t
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STEP 13

Important: You must change this to "Move headcount to new manager”

Even if you plan to back fill after this transfer you must move the headcount, you will need to
contact recruiting to create a new position, requisition, and posting to back fill after you move
the employee.

Implementation - maryfreebed2

On behalf of: Christopher Hope.

= MENU Q travis kelce ® EP a A

o
Change Job Trav swiftkelce &

Move

Opening

Wihat do you want to do with the opening left on your team? *

1 plan to backdill this headcount

Is this position available for overlap?

Yes
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STEP 14

Select "Move this headcount to the new manager"

Opening

What do you want to do with the opening left on your team? *

I plan to backfill this headcount v

select one

1 plan to backfill this headcount

Move this headcount to the new manager

Close this headcount

STEP 15
Click on Next

«-»
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STEP 16

For ALL Job changes you must select a file to upload.

This can be the employee request to transfer or leadership approval or a basic summary for
the request, but a document MUST be submitted to move forward.

ents

Drop files here

or

(=]

m ( Save for Later v ( Cancel )
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STEP 17

Enter the description of the document.

enter your comment

O

Attachments

ECF example-10_6_2024.pdf
v Successfully Uploaded!

Description Transfer request ||

Category * =

m ( Save for Later ) ( Cancel )

STEP 18

Select 'Other Documents' as the category.

enter your comment

O

Attachments
ECF example-10_6_2024.pdf
v Successfully Uploaded!
Description Transfer request ’

Category * [ X Other Documents ]

m ( Save for Later ) ( Cancel )
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STEP 19

Leave a brief summary/comment as to why this transfer has been requested.
(Optional, but helpful)

Opening

What do you want to do with the opening left on your team? * 4

Move this headcount to the new manager

Is this position available for overlap?

No

A
[ ) il Iray is moving to Cadillac and has requested to be transferred to the Cadillac location and will now
o report to Tricia Wing.

Attachments

ECF example-10_6_2024 pdf mj
' Successfully Uploaded!

Description | Transfer request }

Category %

% Other Documents

m ( Save for Later ) ( Cancel )
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STEP 20
Click on Submit

ECF example-10_6_2024.pdf
v Successfully Uploaded!

Description ‘ Transfer request

Category * | x Other Documents

Upload

{m]( Save for Later ) ( Cancel )
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STEP 21

You have now submitted as the sending manager... the receiving /proposed
manager is up next.

Q travis kelce ®

pe

Location "
® Mary Free & You have submitted
Up Next: Tricia Wing | Review: Receiving Manager | Due Date

12/06/2024

Position Titl anization
E 4

Program Ma View Details 1.1 (Christopher Hope)

# Receiving Manager Tasks 8 Steps
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STEP 22

Log in to workday and notice that you have some pending tasks for a transfer
request. You can click directly in the task from here.

Hello There It's Wednesday, December 4, 2024

Awaiting Your Action Announcements 1of1

Welcome to Policyl
Transfer: Trav Swift-Kelce you have questions

2] My Tasks - 28 second(s) ago "ﬂ

DUE 12/06/2024

& Go to My Tasks (1)

Important Dates

Team Highlights DEC Anniversary ¥y
6

Becca Cataldo - 1 year

& Ashley Gehring

DEC  Holiday
25 Christmas Day
&  BeccaCataldo
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STEP 23

OR, you can click on the inbox icon to navigate to your 'My Tasks' inbox.

My Tasks

STEP 24
Select the Transfer Review Task.

My Tasks e All Items 1item ﬁ {C}'} |_-| Created: 12/
Q  search: All items ‘ N Review: Receiving Mi
| ltems
le Advanced Search i
ved Searches ™ Transfer: Trav Swift-Kelce 12/04/2024 Yy Start
Due: 12/06/2024
Effective: 01/12/2025 Start Details
ters N
When do you want this chang¢
@ 01/12/2025 added
chive
Why are you making this chan
@ Move to Another Manager ac
Ik Approve

Who will be the manager after
@ Tricia Wing added

snana Nalanstiane
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STEP 25

Review the submission, note all blue dots indicate a change to data.

'&‘H Q search o~ & &

. = = N

1

3

- All ltems 1em

[

Q  Search: All ltems . Start

%4 Advanced Search B
Start Details

™ Transfer: Trav Swift-Kelce 12/04/2024
w When do you want this change to take effect? * 74

Due: 12/06/2024 ® 01/12/2025 added

Effective: 01/12/2025
- Why are you making this change? *
@ Move to Another Manager added

Who will be the manager after this change?
® Tricia Wing added
x Christopher Hope removed

Which team will this person be on after this change?
@ MFB OP Cadillac_7368.1 (Tricia Wing) added
x OP Otsego_7371.1 (Christopher Hope) removed

Where will this person be located after this change?
© Mary Free Bed at Munson Rehabilitation - Cadillac

Do you want to use the next pay period?
® added

Job Guide Me -

AN o o

STEP 26

Note any comments left by the sending manager.

K

enter your comment
P
‘ )

A 4

12/04/2024 Yy

View Comments (1)

~

Alexus Brandenburg on behalf of

Christopher Hope Just now
Trav is moving to Cadillac and has requested to be
transferred to the Cadillac location and will now report
to Tricia Wing.

Process History

Christopher Hope Due 12/11/2024
says, "Trav is moving to Cadillac and has requested to
be transferred to the Cadillac location and will now
report to Tricia Wing.”

Change Job— Step Completed
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STEP 27

You can also click on any attached documents to review information.

Tricia Wing Due 12/06/2024

Review: Receiving Manager— Awaiting Action

Attachments

ECF example-10_6_2024. pdf
Uploaded by Christopher Hope Just now

Description Transfer request ’

Category * | x Other Documents

ar
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STEP 28

If all looks correct, Click on Approve. If data needs to be updated, click send

back with a comment detailing what needs to be updated. This will go back to
the sending manager.

Uploaded by Christopher Hope

Description Transfer request

Category *

fur

Upload

* Other Documents

@« )
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STEP 29

Now that both managers have approved, the business process has been sent
to HR Partner for review and approval. Once approved move to step 30.

Q search

e All ltems

Success! Event approved

Up Next: HR Partner | Review Change Job | Due Date
12/06/2024

View Details

~ You have no actions at this time.

# Post Approval Receiving Manager Tasks 3 Steps
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STEP 30

Navigate to your tasks either through the home page or via your 'My Tasks'
Inbox.

Hello There

It's Wednesday, December 4, 2024

Awaiting Your Action Announcements 1of1

Welcome to Policyl

Complete Manager Internal Transfer Tasks: Transfer: Trav Swift-Kelce you have questions

) My Tasks - 17 second(s) ago "ﬂ

DUE 12/06/2024

Assign Work Schedule for Transfer: Trav Swift-Kelce - Program Manager_1136.5
E) My Tasks- 17 second(s) ago
DUERTZ/0S/2028 Important Dates

5 Goto My Tasks (2)

DEC Anniversary ¥y
6

Becca Cataldo - 1 year

s b DEC  Holiday
Team Highlights 25 christmas Day

[T,
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STEP 31

Note you will always receiving an internal transfer to do task for ALL job

changes under your purview. Some of these to do steps may not be applicable,

complete the ones that are and submit when you are finished.

For

Overall Process

Overall Status

Due Date

MFB OP Cadillac_7368.1 (Tricia Wing)
Transfer: Trav Swift-Kelce
Successfully Completed

12/11/2024

Instructions

1) Submit Network User Form for New Hire: https://itportal. mfbhosp.org/

2) Reach out to New Hire with Welcome Message

3) Ensure New Hire workspace is ready

4) Ensure New Hire has schedule for first week

5) Complete other housekeeping items for New Hire (competency checklists, preparing
team members, etc)

6) Submit Workspace Request Form, if applicable, for additional space and/or relocation
from an existing space: https://app.smartsheet.com/b/form/caZc1b6db83ba6bcabe 592
bb56030b

enter your comment
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STEP 32
Assign a work schedule

Note on ShiftWizard Scheduling! if an employees schedule will be managed in ShiftWizard
(even if they are salaried), you will need to assign them the "Shift Wizard Schedule". This will
automatically send a task to the appropriate manager/timekeeper to update shiftwizard. See
instructions for timekeeper in following section.

If no changes need to be made you can simply click submit.

Search

& All Work Schedule Calendars

urrent Work Schedule F
© Full Time Salaried Staff 8 Hour Shift

() International Standard M-F 40 Hour
~ Week

enter your comment

C:n Shift Wizard Schedule

rocess History

Tricia Wing Due 12/05/2024
Assign Work Schedule— Awaiting Action

# Timekeeper/Manager tasks for updating Shift... 10 steps
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STEP 33

Timekeeper should log into their workday account and navigate to 'my tasks.'
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STEP 34

You will see To Do to check your notifications on details to update data in

ShiftWizard.

My Tasks

| ltems

wved Searches

ters

chive

Ik Approve

inage Delegations

«

All ltems
Q  Search: All Items

8% Advanced Search

1 item

shiftwizard Data Audit Notification:
Assign Work Schedule for Transfer:

Trav Swift-Kelce - Program
Manager_1136.S on 01/12/2025

Effective: 01/12/2025

12/04/2024 Yy

fz {é} I-I Created: 12/

Complete To Do  shi

= r—
it PDF
[

For MFB OP Ca

Overall Process  Transfer: Tr

Overall Status Successfull
Due Date 12/11/2024
Instructions Employee h

and comple

sure to take
as necessa

enter your comment
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STEP 35

Click on your Notifications Bell.

Notifications

4 | Effective: 01/12/2025

ard Data Audit Notification

7368.1 (Tricia Wing)
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STEP 36

Review the details outlined in the Shift Wizard notification for assign work
schedule. Update ShiftWizard.

Note you may need to connect with the previous time keeper or manager to ensure all
infomation has been updated in ShiftWizard.

Q Ssearch I;p é 2

Assign Work Schedule for Transfer: Trav Swift-Kelce - Program Manager_1136.S on 01/12/2025 i B T

L

1 minute(s) ago

rav Swift-Kelce is anew hire or has an upcoming job change. Please ensure the employee’s data is updated in ShiftWizard. You may need to connect with the previous
imekeeper and/or manager on transition details. Job Change/Hire will be effective 202501 12

[not available]

Current Cost Center: 7436 Munson Health Care Charlevoix Hospital

New Cost Center: 7436 Munsen Health Care Charlevoix Hospital

Current Location: Mary Free Bed at Munson Rehabilitation - Cadillac

New Location: Mary Free Bed at Munson Rehabilitation - Cadillac Current Job Profile: Program Manager_1136.S New Job Profile: Program Manager_1136.S Current

Company: Mary Free Bed Rehabilitation Hospital

New Company: Mary Free Bed Rehabilitation Hospital

Details  Assign Work Schedule for Transfer: Trav Swift-Kelce - Program Manager_1136.S on 01/12/2025
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STEP 37

Once Completed, click the radio button to 'complete' your notification.

= MENU

Mary Free Bed
Rehabilitation

Notifications

Q Ssearch

Viewing: All v Sort By: Newest

From Last 30 Days

STEP 38

Assign Work Schedule for Transfer: Trav Swift-Kelce

- Program Manager_1136.S on 01/12/2025

ShiftWizard Data Audit Notification ®
1 minute(s) ago
Expiring Time Off for Employees!

O
2 day(s) ago
Please enter your time for last week.

O
5 day(s) ago
Expiring Time Off for Employees! o

9 day(s) ago

Navigate back to your tasks.

Assign Work Schedule for Transfer: Trav Sw
1 minute(s) ago

Trav Swift-Kelce is anew hire or has an upcoming job change. Pl
Timekeeper and/or manager on transition details. Job Change/t
[not available]

Current Cost Center: 7436 Munson Health Care Charlevoix Hosp
New Cost Center: 7436 Munson Health Care Charlevoix Hospita
Current Location: Mary Free Bed at Munson Rehabilitation - Cadi
New Location: Mary Free Bed at Munson Rehabilitation - Cadilla
Company: Mary Free Bed Rehabilitation Hospital

New Company: Mary Free Bed Rehabilitation Hospital

Details  Assign Work Schedule for Transfer: Trav Swift-Kelce -

m Manager_1136.S on 01/12/2025 E T I,

e's data is updated in ShiftWizard. You may need to connect with the previous
10112
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STEP 39

Select the ShiftWizard task, enter a comment if necessary, and submit.

Due Date 12/11/2024

Instructions Employee has an upcoming job change. Please refer to your notification
and complete this task once the ShfitWizard system has been updated.
sure to take note of effective date and coordinate with employee's previi
as necessary.

enter your comment

. |I connected with Tricia and updated in shift |I

wizard. |

STEP 40

This Process is now Complete

Again, the receiving manager will not be able to review worker history and pending changes
until the effective date has past. The current manager can navigate to the worker profile, select
actions>Hover over Worker History>click view worker history by category, and select 'staffing'
tab. This will show you all Data changes completed and in progress.
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STEP 41

Click on View Worker History

Manage Work > v Job

Organization > o
Organization OP Otsego_7371.1 (Christopher Hope)
.. Personal Data >
Business Title Program Manager_1136.S
N™=S  Recruiting »
Toed . Manager Christopher Hope
ontaci
Time and Absence > Location © Mary Free Bed at Munson Rehabilitation - Ca
Perso
Worker History > [I View Worker History ] -month(s), 7 day(s)
areer View Worker History by Category
Favorite »
View Manager History
Integration IDs >
Security Profile N View Employee History

Worker Request >

STEP 42
Click on Worker History...

=wew [ @ (i ® P e 2
View Worker
View Worker History by Categary
Worker History 22 items & . = /@ S B L
r .
Business Process Effective Date Initiated On Due Date Completed On Status Assigned To
Transfer. Trav Swift-Kelce 01/12/2025 12/04/2024 0113.08 12/11/2024 12/04/2024 0115:50 Successfully Completed Trav Swift-Kelce
PM
Legal Name Change: Trav Swift-Kelce 12/03/2024 12/03/2024 09:57:43 12/07/2024 12/03/2024 09:58:52 ‘Successfully Completed
PM PM
‘Assign Work Schedule for Data Change: Trav. 12/03/2024 12/03/2024 08:31-52 12/04/2024 12/03/2024 08:33:25 Successfully Completed
Swift-Keloe - Program Manager_1136.5 on
2032020
Compensation Change: Trav Swift-Kelce - 12/03/2024 12/03/2024 08:31:52 12/05/2024 12/03/2024 08:31:52 Canceled
Program Manager_1136.5 PM PM
Assign Organizations: Trav Swift-Kelce 12/03/2024 12/03/2024 08:31:52 12/05/2024 12/03/2024 08.31:52 Canceled
PM PM
Data Change: Trav Swift-Kelce 12/03/2024 12/03/2024 08:30:39 12/10/2024 12/03/2024 08:31:52 ‘Successfully Completed Trav Swift-Kelce
PM PM
Data Change: Trav Swift-Kelce 12/03/2024 12/03/2024 06:10-07 12/10/2024 12/03/2024 08:26:42 Canceled
PM PM
Preferred Name Change: Trav Swift-Kelce 12/03/2024 1003:41 12/04/2024 12/03/2024 1003:41 Successfully Completed
PM PM
Preferred Name Change: Trav Swift-Kelee 12/03/2024 100206 | 12/04/2024 12/03/20241002:06 | Successfully Completed
PM PM
L J
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