
Manage Transfers: Quick Transfer

Select the My Client 
Groups tab

Select the Quick Actions 
section and select the 
Show More link from the 
drop-down list
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Manage Transfers: Quick Transfer

Locate the Employment section

Select Transfer under the 
Employment section
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Presenter Notes
Presentation Notes
Note- For the Transfer quick action, like in Promotion an Employee moves from one Position to another, here in Transfer the Employee moves from one job to another



Manage Transfers: Quick Transfer
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Select the Employee from the 
returned results within the 
Recent Items list

From the Search for a Person 
field, key in the Employee’s 
Name or Employee Number 



Manage Transfers: Quick Transfer

Key in the appropriate Transfer Start Date in the 
When does the transfer start? field
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8 Select Transfer in the What’s the way to transfer
dropdown list



Manage Transfers: Quick Transfer

Select Intercompany Transfer from the Why are you transferring 
dropdown list

Select the Continue button7 8



Manage Transfers: Quick Transfer

Payroll Coordinators will use the Quick Transfer 
function when they aren’t aware which position 
the employee will be placed in without Salary 
Adjustment details.

Coordinators will delete the current position 
details and enter the correct cost center in the 
Department drop-down list.

Deleting the current position will open additional 
fields on the transfer page.

The Receiving Generalist will receive notification 
of the new employee and enter the correct Salary 
adjustment and position details.

Deleted the current position details from the Position drop 
down list
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Manage Transfers: Quick Transfer
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Enter the correct 
cost center in the 
department field



Manage Transfers: Quick Transfer

Select Continue11

Key the Additional Assignment Information if applicable. 

Presenter Notes
Presentation Notes
Note- We’re skipping sections 3 and 4. If the transfer doesn't involves change in salary, then you can bypass the Salary section and click Continue. 



Manage Transfers: Quick Transfer

Add the applicable documents to 
the transfer13



Manage Transfers: Quick Transfer

Enter the mandatory comment and 
attachment associated with the 
transfer.
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15 Select the submit button
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