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I. Add or Transfer to an EIN   

 Adding or Transferring an employee to a new EIN  

Login to Centrally HR (CHR) and go to My Teams 

 

 

 

 

 

1. 1. Go to HR 

2. Go to HR Actions 

3. Click on Available tab 

4. Click on Start.  
 Choose EIN Transfer, if employee is transferring to a different   location/EIN.  

 Choose HIRE EMPLOYEE, if adding a new location/EIN for an employee.  
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5. Choose 

Employee Name.  

Note: Effective 

date is when this 

profile can be 

accessible, and 

may be prior to 

hire date.  

7. Enter 

Effective date.    

6. Click down 

arrow to choose 

NEW Employer 

Identifcation 

Number (EIN).  

8. Click 

Continue.   

9. Choose new EIN Pay 

Period Profile  
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10. Click Sync.   

11. Click Save.   

12. Click Managers tab.   

13. Type or search for Managers.           

Note: Manager 1 approves Timesheet, and Manger 

2 is the Location HR/Finance Manager. It can be the 

same person for some locations.  

 

14. Click Save.  
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HR Action shows Completed. 

 

 

 

 

12. Primary EIN appears here.   

12. Click Submit.   
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An email confirmation will be sent to initiating manager to confirm EIN transfer.  
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II. SWITCH Primary EIN 

When an employee with existing 2 or more EIN is switching Primary EIN. 
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III. Next Steps 

A. Add Base Compensation in Employee Profile similar to New Hire Process.  

B. Add applicable Earnings, Deductions, Tax Info, and Direct Deposits similar to New Hire 

Process.  

C. Once A & B is completed, terminate Employee from old EIN if applicable.  

D. Print employee profile for record keeping.  

 


