
 

 

How to request the transfer of a Nandoca who is returning to 
work in a different restaurant from furlough leave 
 
1. Using the search bar in Workday, type in the name of the Nandoca you wish to transfer (move to a different 

restaurant)  

 

 

2. Click Actions > Job Change > Request Transfer 

 

 



 

 

 

3. Complete the mandatory fields with the correct information 

• Update the When do you want this change to take effect with the correct effective date the Nandoca is 
transferring  

• The Why are you making this change box will auto populate with Move to Another Manager  

• Enter the name of the proposed new manager in the Who will be the manager after this change field 

• The which team will this person be on after the change field will auto populate with the team directly 
reporting to you. Update this field if you need to. 

o If you initiated this process as a Patrao this will auto populate with the Supervisors/AM org, not 
the Nandocas org.  

o Nandocas must be transferred to another Nandoca org. Supervisors and AM’s must be 
transferred to Supervisor/AM org. 

• Start typing the correct location the Nandoca will be located after the transfer (this should be aligned 
with the team location from the previous field). Click Start 

 -

 

 

 

 



 

 

 

4. Click Submit 

 

 

5. The process has now gone to the Nandocas current manager for approval. If the current manager is on Furlough 

leave, PST will approve the transfer. There is nothing you, or the Nandocas current manager need to do. 

The transferring Nandoca will receive a letter to inform them of their change in T&C’s. 

 


