
HCM Department Manager -

Request Manager Change
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NOTE: This process is only available to the

HCM Department Manager of your

department. It is also for changing a

student's or part-time faculty's line

manager.

HCM Department Managers, click 'My

Team' to begin a student or part-time

faculty transfer.
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Click 'Show More.'
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Click 'Change Manager.'
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Select your employee from the list

below. Alternatively, you can enter

your employee's name in the search

field.
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You will not click 'Direct reports'

when changing a manager.

Comments and attachments can be

added if desired, but are not

required.
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Click 'Continue.'
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Select the effective start date of

the manager change.

Following this, the 'What's the way to

change the manager?' field will auto-

populate.
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Click 'Why are you changing the

manager?' and make your selection

from the dropdown that appears.
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Click 'Continue.'
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Click the edit icon (i.e., the pencil) for

the Line manager entry.
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Enter or select the name of the

employee's new line manager.

11/15

Back Next



Click 'Save.'
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If you have no further information to

add, you can click 'Submit.' If you

have enabled additional fields, click

'Continue.'
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Add any comments or attachments

here.

NOTE: You must click 'Save

Comment' to save your comment.
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Click 'Submit' once you are satisfied

with your changes.

Alternatively, you may click 'Cancel'

to discard your changes.

15/15

Back Next



Congratulations! You have requested a manager change.

This will now have to be approved by HR Central. Await a

bell notification saying so.
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