HOW TO SUBMIT A
CLASSIFIED

TRANSFER REQUEST?

*You must have access to your NMUSD email account to start the form.*

1) ACCESS NMUSD EMAIL

To fill out the form, you MUST have access
to your NMUSD email. Fill in your first
name, last name and email address.

Enter verification code for

2) ENTER VERIFICATION CODE [t

Check your NMUSD emalil for the
verification code. If you do not receive it,
check your spam or junk folder for an
email from forms@informedKl2.com.

Instructions 3) REVI EW INSTRUCTIONS

1. Enter your loyee information.
5

;_Il:hange in work hours and select the ReVI eW t h e i n St r u Ctl O n S to u n d e rSta n d
how to complete the form.

Please note tran: based on staffing needs and
site availability. Sub on o arantee ement.

4) EMPLOYEE INFORMATION

Yerlfy th{it yc?ur employee e
information is accurate and up T
to date.

EMPLOYEE INFORMATION

E—— 5) POSITION INFORMATION

Complete the Position Information
Date Permanent in Current Classification: SeCtlon by SeleCtlng your Current
il for Transte? Job title and work site.

6) TRANSFER REQUEST TRANSFER REQUEST
An sSWer a | | t ran Sfe r req u est Have you already submitted a transfer request this year? (07/01 - 06/30)
q ueStIOﬂS US| ng the Select the reason for transfer/change:

Please note hange in hours and/or months may ch.

available drop-down menus.

7) SELECT SITE/DEPARTMENT

Select all sites and/or departments you
would like to be considered for. You may
select multiple options.

8) C LI C K CO N TI N U E & four form has not been submitted yet. Please complete the following:
S E N D I O R E( : I p I E N I Please select next recipient for HR Review
NAME/EMAIL Customize message

Click 'Continue,' select 'Human

Resources' as the recipient, and then
click 'Send to Recipient.

Add people to notify

Once submitted, a copy of your form will be emailed to you for your records.
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