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Workday Update – Assigning/Moving Matrix Members  
It’s that time of year when many employees are shifting duties from maintenance to construction
and materials inspection. In Workday, matrix managers will need to shift these employees within the
appropriate matrix.

Note:  Do NOT Create Request for Cost Center or Change Position’s Manager/Location or
use any other Workday process to add or remove workers from a matrix location.  

A new job aid has been created to walk you through the matrix reassignment process. Follow the
steps in the job aid to assign/remove intermittent and permanent shared workers at the
beginning/end of a season.  This will allow the appropriate Manager/GSS to enter/approve time
sheets and time off requests.

Thank you,

The Workday Team
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