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Location (Business Structure) Transfers in the Schedule 
This job aid is to illustrate how to add a business structure transfer to a schedule. 
 

1. If a schedule does not exist, right click on the day and select Add Shift 

 

a. Enter the start and end time of the shift. Go to Step 3. 

2. If a schedule exists, right click on the scheduled shift, then select Edit, or double click on the 
scheduled shift. 

 

3. Select Add Business Structure to schedule the employee in a different job/department.  You can 
also add a Work Rule, for Charge Pay, Education, or Orientation shifts. In this scenario, the 
employee is working in a different department.  

 
  



 2 of 4 

4. For Business Structure Transfers, the system displays employee’s primary location and job and 
transfer options within primary location (dept) or for primary job (in this case, an RN).   

          

a. Scroll to find the job or replace the employee’s primary location with the number code or 
name of the department and click on the magnifying glass (in this example type “3S”). The 
RN job in Dept 3S-NICU will be displayed if RN remains in the Job field. 
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i. If the employee is transferring to a different job as well as department, enter that 
generic job code, or click the “X” to clear the employee’s primary job. When the 
magnifying job is selected, all the available jobs in the department will be displayed.  

 

b. Select the appropriate job, and click Ok 
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5. Select Apply to add the transfer.  Or select Add Work Rule, to add a work rule transfer if also 
needed, such as if the employee was being oriented in that department or working as a charge 
nurse.   

 

6. Select Apply to update the Schedule.  

7. The schedule will show in a different color, and the transfer arrows will display.  You can hover over 
the schedule to see the multiple segments and the transfer. 

 

8. Save the Schedule 
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