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IS L&D	Oracle Direct Input
The Change Organisation is used when an employee is moving to a new organisation/cost code and their job remains the same.
Changing Organisation Details
	· Log onto DI.
· Open the Fast Path folder.
· Click on Change Organisation from the available list of actions.
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	· Either search for an employee using the search field, click on My List and select an employee or, if you line manage an employee, they will visible in the lower part of the screen 
· Once you have located the employee, click on the Action button [image: action button].
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	· Select the date from which the change should be effective using the [image: calendar button] button to the right of the Effective Date field. 
· Click Continue.
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	· To change the Organization (i.e. the department/cost centre that the person works in), use the search [image: torch button] button to the right of the Organization field. 
· Click the Next button.

	

	· To change the Organization (i.e. the department/cost centre that the person works in), use the search [image: torch button] button to the right of the Organization field. 
· Click the Next button.

	· If necessary, change the person’s location using the [image: torch button] button to the right of the Location field. 
· Click on the Next button.
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	This screen allows you to edit:
· The selected person’s manager (i.e. the person they report to).
· The selected person’s direct reports (i.e. the people that report directly to them).
Note: This screen works in exactly the same way as described in the separate user guide entitled Change Manager.






· When you have completed all the necessary edits, click Next.
[image: Org change 5]
Note: The fields that you have updated will be indicated with a blue circle in the Proposed column. 
· Click Submit, if all the information is correct. (If it is incorrect and you need to make a change, click the Back button).
[image: confirmation screen2]
· [bookmark: _GoBack]Click Home to return to the Oracle Applications Home Page or Navigator to change to another responsibility.
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1) Information
Please enter an Effective Date on or after 01-Sep-2013.

Change Organisation: Effective Date Options

Employee Name ~ Patel, Dipesh

Organization Email Address
Job Administrator. Administrator
Grade D1417

Enter the date on which the changes should take effect, and press the Continue button.

Changes should take effect on the effective date as entered below.

Effective Date [01-Dec2014 [

(erample: 2-Nov-2014)
) Changes should take effect as soon as final approval is made.

Employee Number 1027952

Organization 77777 - IS Tr:

Manager Cowell, Jan
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Change Organisation: Assignment

Employee Name  patel, Dipesh Employee Number 1027952
Organization Email Address Organization 77777 - 1 Training Team
Job  Administrator.Administrator Manager Cowell, Jan

Grade p1417
= Indicates required field

lOrganization

Enter the new organisation/cost code and dlick Next.

Follow this link for further information.

= Organization Name (77777 - 15 Training Team Q

AddressLine 1 Tanners Lane
AddressLine 2 Barkingside
Town Tord
County  Essex
Post Code 166 106
Country - united Kingdom
More Detail
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Change Organisation: Change Location

Employee Name
Organization Email Address
Job

Grade

* Indicates required field

Cancel
Patel, Dipesh Employee Number 1027952
Organization 77777 - 1S Training Team
Administrator. Administrator Manager Cowell, Jan
D1417

* Location |ead Office Q@
Address Line 1 Tanners Lane
Address Line 2 Barkingside
Town Tord
County  Essex
Post Code 166 106
Country  United Kingdom
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Change Manager

Employee Name ~ Patel, Dipesh Employee Number 1027952
Organization Email Address Organization 77777 - 15 Trai
Job Administrator. Administrator Manager Cowell, Jan
Grade D1417

Manaoe Q
“Effective Transfer Date Tiew Direct REport Job. Report's Manager Remove
[orveczors  E® Q [Administrator. Administrator Patel, Dipesh F1

Add Another Row
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Change Organisation: Review
[(cancel ] [ Printable Page | [Back] [ Submit ]
Employee Name Patel, Dipesh Employee Number 1027952
Organization Email Address Organization 77777 - 1S Training Team
Job Administrator.Administrator Manager Cowel, Jan
Grade D1417
Review your changes and, if needed, attach supporting documents.
© Indcstes Changed T
Assignment
[current [Proposed
Department|77777 - IS Training Team 77701 - Information Services o
Worker is a Manager|No No
'Home Worker|No INo
Location Head Office Head Office
‘Grade Name|D1417 D1417
Grade Point/A014 |A014
Grade Step|1 i
Step Reason|New Starter New Starter
‘Payroll Hame|Barnardos Grade Range Payroll Barnardos Grade Range Payroll
Appointment Type|D b
Pension Indicator|00 00
Reason for Change in JobNS. NS
Work Hours|36.25 36.25
Frequency|Week Week.
Employee Category|Clerical (Clerical
Assignment Category|FullTime - Permanent FullTime - Permanent
Union Member|No INo
Probation Period 26 26
Probation Unit|Weeks \Weeks
Probation End Date 01-Mar-2014 01-Mar-2014
Notice Period|4 4
Notice Unit/Week \Week
Primary Assignment|Yes res
Location
[current [Proposed
'Home Worker|No INo
Location Head Office Head Office
‘Country United Kingdom United Kingdom
‘Additional Information
Attachments
To help approvers understand the request, you can attach supporting documents, images, or links to this action.
one{Add]
Approvers
DDetails|tine No. [Approver [Approver Type [order o [category [status Delete
> Show/1 Cowell, Jan HR People 1 Approver o
» Add Adhoc Approver
Comments to Approver
((Cancel | [ Printable Page | [Back] [ Submt |
Copyright () 2006, Orace. Al rightsreseved Privacy Sstement.
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Barnardos Supervisor Direct Input

71 Navigator v €2 Favorites v Home  Logout Preferences Help

=, | Confirmation

Your changes have been submitted for manager approval.

Home Logout Preferences Help
Privacy Statement Copyrght c) 2006, Oracle. All ights reserved.
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‘Alowance Alocation
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Change Organisation

‘Change Spinal Point NEW.
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There are no notifications in this view.

“TIP Vacation Rules - Redirect or auto-respond to notificati
“TIP Worklist Access - Specify which users can view and act u
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My List

Change Spinal Point: People in Hierarchy

Use My List to find and add new employees. My List should be created and updated before any action is performed.
If you wish to update information about an employee record, dlick on the Action button for their record.

&
Focus Name. Assignment Number
= Rawson, Sue
Barnes, Bernard 1027948
Barnes, Bernard 10279482
Blanks, Elenor 1027950
Cunningham, Chez 1027949

Primary

No
Yes
Yes

Yes

Grade

D1417
D1417
D1417
p1417

Job Hire Date

Administrator. Administrator 01-Sep-2013
Administrator. Payroll Assistant/Administration Officer 01-Sep-2013
Administrator. Administrator 01-Sep-2013
Administrator. Administrator 01-Sep-2013

Home | oanut Preferences Help

Person Type

Employee
Employee
Employee
Employee
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