
Made with Scribe - https://scribehow.com 1

How to Move a Worker in Workday

1 Type Move Worker in the search bar
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2 Click "Move Workers (Supervisory)"

3 Enter the effective date of the manager change, plus the current sup org.
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4 Click "OK"
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5 If assigning to one sup org, enter in the top sup org box.

If there are multiple sup orgs are being assigned, use the sup org next to
individual employee names.

6 Check box next to employee name, then click Submit
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7 Whoever is initiating this manager change will receive the Workday task to
Change Org Assignments. Click "Open"

8 Required fields: Company, Cost Center, Worker Classification and Business. Check
box next to employee name(s) or select-all if it applies to multiple employees.
Then click Submit
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9 You should see the manager change take effect on the worker profile. Note: the
change will only take effect as of the effective date you submitted.


