Use this process when a team member is transferring to a new store location/manager.

1. From the home page, scroll down to view “Team Highlights” section. Click on Team Org Chart.

Team Highlights

& Brittany Robinson

& Esmir Drnda

8  Lynsey Porter

2. Once you are in your Org Chart, hover over the employee’s tile for the ellipses to appear and

click the ellipses.
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Esmir Drnda
Payroll and Benefits Specialist
@ Corporate - Pine Ridge

3. Another menu will pop out when you click the ellipses. Hover over Job Change and click Start

Job Change.

Job Change
Manage Work
Organization
Payment
Payroll

Payroll Interface

Start Job Change

Transfer, Promote or Change Job
Change Business Title

Change Location

Add Contract

Add Job

Assign Collective Agreement
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4. Onthe next screen, you need to specify your selection for the type of change, choose the
selection, “Change Location” and click “OK”.

Start Job Change

Worker *

» Esmir Drnda -

i

What do you want to do? #

¥ Change Location [3 =

Make & locathon change. Youll be able 10 0Cess these job sections:
- Administrative

- Job Classifications

« Location Detalls

5. Onthe next screen:

Enter the date the transfer is effective

Who will be the manager after this change? Skip this.

Which team will this person be on after this change? Enter the name of the
Supervisory Org. By entering this information first you are ensuring that all managers
attached to that Supervisory Org are assigned to the employee.

Enter the location where the employee is going.

Click the check mark.

Review and click Start

*When entering transfers, manager, supervisory org and location should align or they will
not be approved.

Start Details

When do you want this change 1o take effect? = &y

03/84/2024 [

Why are you making this change? *

Change Location

Wha will be the manager after this change?
® Chelsea Plethe =
*x Michels Long -

» Sophis lsass -

Which team willl this person be on after this change?

» Store Management : Store .. S
013 - Duk Park

‘Where will this person be located after this change? *

® Stooe 013 - Oak Park =

Do you want to use the next pay persod?

uuuuuuuu
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6. 1.0nthe Location section ensure the location where the employee is going is showing and
ensure the scheduled hours are correct.
e Sales Associate- 10 scheduled weekly hours
e Team Sales Lead- 20 scheduled weekly hours
e Full Time- 40 scheduled weekly hours

Location

Location Details

Location * L= N

® Stone 013 - Qak Park -

Scheduled Weeldy Hours

40

Wiork Shift

]

You should not need to change anything in the Details section but if you notice that
something is incorrect, update the information or email payroll@rallyhouse.com for
assistance.

Click Submit and the task should be sent to the receiving manager to approve.

Once the task has gone through the approval chain, the employee will be sent onboarding
tasks to complete.

RALLY HOUSE
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