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Change Talent Manager



Upon completion of the Change Talent Manager lesson, you will be able to:
Lesson Objective:

Objective
• Update an employee’s Talent Manager by processing a manager change 

Note to Approver: The approval notification will specify whether the change is for  Talent 
Manager or Line Manager.
Approvers must always REJECT a proposed “Line Manager” change.



• This lesson guides users through selecting an employee and 
updating their Talent Manager by choosing the effective date, 
appropriate action, and action reason. Users will search for and 
identify the employee, apply the Talent Manager change, and 
assign the new manager.

• The process includes reviewing all updates for accuracy, 
confirming the new Talent Manager is correctly reflected, and 
submitting the manager change transaction.

Focus 



Navigation My Client Groups 
Quick Actions 
Show More 
Employment 
Change Manager



Select My Client Groups tab

From Quick Actions section, select Show More 
link from the drop-down list2
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Select Change Manager

3 Locate Employment section
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In Search field, key in 
employee’s name, 
person number, or 

assignment number

Select employees directly from Change Assignment page instead of using search 

Apply filters under search bar to simplify search to find an employee 
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Select Employee from search result
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Enter Effective Date of 
Talent Manager Change

Change Talent Manager



Select Talent 
Approver 

Update from 
What’s the way 
to change the 
manager? field
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Select Talent 
Approver Update 
from Why are you 

changing the 
manager? field

Click Continue

Change Talent Manager
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Select Edit button in 
Managers Section
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Use name drop-down 
list to select 

replacement Talent 
Manager
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Use the name drop-down 
list to select the 

replacement Talent 
Manager
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Click Save 
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Talent Manager name 
details are reflected 
on Managers page 

Click Continue
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View details about Seniority dates 
and Click Continue 17
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• The learner can now search, filter, and select the correct employee for a Talent Manager change. They 
understand how to apply the effective date for the change. This ensures the change is applied to the 
correct employee at the right time.

• The learner can now enter the correct Action and Action Reason and apply a Status Change. They 
understand how the system classifies the update as a Manager Change. This ensures the assignment 
and manager updates remain aligned.

• The learner can now update the replacement Talent Manager from the Managers section. They 
understand how to verify that the updated manager name is reflected correctly. This ensures the new 
manager is properly assigned.

• The learner can now review Seniority details and submit the transaction successfully. They understand 
the importance of final review before submission. This ensures the Talent Manager change is completed 
accurately.

Conclusion 
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