
Entering a Teacher Transfer Request 
 

Log in to your Employee Access (for help with your login or password contact the 
Information Systems Help Desk at 801-567-8737).  In Jump to Other Dashboards, 
select Task Manager.  In Task Processes, select Teacher Transfer Request. 
 

 
 

Follow the instructions in the upper right hand side of the screen by clicking Open. 
 

 
 



Fill out all information on the form.  At least one school must be selected for transfer, or 
up to six may be entered. When complete, click Save. 
 

 
 
 
 
Click Next at the lower right side of the form.  Click Add to enter an optional note.  Click 
Next.  Step 3 allows an attachment to be added, however, the principal at the school will 
not see the attachment.  Resumes must be emailed separately to the school principal.  
Click Next to advance to Step 4. 
 

 
 



To complete the Teacher Transfer Request task, click the Submit Transfer Request 
button. 
 

 


