
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.
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Login to workday 0 Steps

# Current (sending) Manager Tasks 21 Steps

STEP 1

Search for your worker and select the worker object. 
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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. 
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https://impl.wd12.myworkday.com/maryfreebed2/d/inst/1$247/247$2637.htmld#TABTASKID=2998%2431865


STEP 3

Click on Actions

STEP 4

Hover over Job Change and Click on Transfer, Promote or Change Job
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STEP 5

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

STEP 6

Select the appropriate effective date for this change. 
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https://impl.wd12.myworkday.com/maryfreebed2/d/inst/247$2637/rel-task/2997$4819.htmld


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"
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STEP 8

Search and select the new manager. 
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STEP 9

Note by selecting a new manager you have automatically updated the
 Supervisory Orginization. 
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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.
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STEP 11

Review your changes. 

STEP 12

Click on Start
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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.
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STEP 14

Select "Move this headcount to the new manager"

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.
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STEP 17

Enter the description of the document. 

STEP 18

Select 'Other Documents' as the category. 
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STEP 19

Leave a brief summary/comment as to why this transfer has been requested.
 (Optional, but helpful)
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STEP 20

Click on Submit

16 of 33



STEP 21

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

# Receiving Manager Tasks 8 Steps
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https://impl.wd12.myworkday.com/maryfreebed2/d/inst/1$247/247$2637.htmld?refresh=true&ref=%2Fmaryfreebed2%2Finst%2F1%24247%2F247%242637%2Ehtmld#TABTASKID=2998%2431865


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. 
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https://impl.wd12.myworkday.com/maryfreebed2/d/home.htmld


STEP 23

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

STEP 24

Select the Transfer Review Task. 
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https://impl.wd12.myworkday.com/maryfreebed2/d/task/2998$44084.htmld


STEP 25

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

STEP 26

Note any comments left by the sending manager. 
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STEP 27

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

21 of 33



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. 
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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. 

# 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. 
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https://impl.wd12.myworkday.com/maryfreebed2/d/home.htmld


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. 
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https://impl.wd12.myworkday.com/maryfreebed2/d/task/2998$44084.htmld


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.

# 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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https://impl.wd12.myworkday.com/maryfreebed2/d/home.htmld


STEP 34

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

28 of 33

https://impl.wd12.myworkday.com/maryfreebed2/d/task/2998$44084.htmld


STEP 35

Click on your Notifications Bell. 
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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.
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https://impl.wd12.myworkday.com/maryfreebed2/d/unifiedinbox/initialinbox/2998$23221.htmld


STEP 37

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

STEP 38

Navigate back to your tasks. 
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STEP 39

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

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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https://impl.wd12.myworkday.com/maryfreebed2/d/task/2998$44084.htmld
https://impl.wd12.myworkday.com/maryfreebed2/d/inst/247$2637/rel-task/2998$2650.htmld


STEP 41

Click on View Worker History

STEP 42

Click on Worker History…
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https://impl.wd12.myworkday.com/maryfreebed2/d/inst/autocompletesearch/247$2637.htmld#TABTASKID=2998%2431865
https://impl.wd12.myworkday.com/maryfreebed2/d/inst/247$2637/rel-task/2998$2650.htmld

