Promotion/Demotion/Mutatio Request Flow
1. Emma (ordinary Employee)
2. Mary (Line Manager of Emma)
3. Daisy (Head of Department)
4. Anne (HR.my Administrator)

1. Request Form – Line manager fill the employee data changes (promotion/demotion/mutates employees), then Send to Approval
2. Request Form must be approved by Head Of Dept and then HR 
3. [bookmark: _GoBack]The Request form is made by the Line Manager and then Head of Dept will review and approve or reject it
4. If the Request Form is rejected by the Manager, write the reason.
5. If the Request Form is rejected by HR, write the reason
6. If the Request form is approved by the Manager, then HR wiil review and approve or reject it
Example:
· Emma wil be promote from Junior Cashier to be Senior Cashier
· Marry logs in her Employee Web Account to make a Promotion Request for Emma to new her positon (her department, and branch still same)
· Daisy will receive email notification, and logs in her Employee Web Account to review Marry’s Promotion request form, and then she aprroves
· Anne wil receive email notification after the promotion request form aprroved by Daisy
· Anne logs her account as a HR Administrator, and then review all the detail promotion request form., and then she approves
· If the promotion request is rejecetd by Daisy or Anne, Marry will receive email notification



