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1. Select Job Change > Transfer, Promote or Change Job to display the Change Job page.
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2. Click the Edit icon [image: ] to enter or modify the information. Red asterisks denote required fields.
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3. Click Start. A progress bar displays near the top of the page to help guide you through the process. 
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4. Click Next to move through the various sections, or click Summary to edit using a single-page view.
[image: ]
5. Once all edits are made, click Submit.
[image: ]



6. Click the Details and Process arrow [image: ] to view next steps in the Change Job business process. The Status field indicates whether there are any required actions or steps to complete.

[bookmark: _GoBack]
Transfer, Promote, and Change Job
If a promotion or other job change is within the same department, it is a one-person task. If it involves a transfer between departments, it is a two-person process.
· The manager in the outgoing supervisory organization initiates the transfer of the employee.
· The manager in the incoming supervisory organization performs another set of actions to receive the employee.
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When do you want this change to take effect? *
11/21/2016

Why are you making this change?

Who will be the manager after this change?
Joseph Burdett

Which team will this person be on after this change?
Asco Hauling (Joseph Burdett)

Where will this person be located after this change? *
@ 6022-Asco Hauling Main Ofc
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