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Move Worker’s Second Position 

 Move Worker’s Second Position 
Moving the worker’s second position (+) will have extra steps. This job aid walks you through the additional 
steps of moving a worker’s second position. 
 

Move the Worker per the Move Worker job aid. 
Up Next will display. The HR Partner will receive and inbox item to 
approve the action. 

Inbox Item 
The HR Partner will review and can Approve, Deny, or Cancel the move. If in agreement, click Approve. 

Change Organization Assignments 
Up Next will display. Click Open. Click on Use Worker’s Current Organization Assignment and click on the 
Worker you want to move. 

 
 
 
 
 

 
 
 
  
     
 
 
 

Click Submit. 
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