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Transfer to Another Location 
This job aid explains how to perform location and job transfers at the clock.  The transfer could be to a 
different job in your own department or to a job in a different department. 
 

1. Select the Transfer soft key.    

               

2. Swipe your badge. 

3. Click on a recently used transfer or select Start Transfer.  

 
4. Select a location or job, or select Search. 
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5. Enter the numeric code (example 3070) or alpha numeric description and press Enter. 

 

6. Select the Job. 

 
7. Verify your entry selection and select Submit when finished.  
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8. A successful transfer message will be displayed.       
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