
DEPARTMENT LOCATION CHANGE 
 
Select My Client Groups 
Select Show More 
Select Change Assignment 
Search for Employee Record 
 
Action Details – When and Why 
When does the assignment change start: Select the effective start date 
What’s the way to change the assignment: Change Location 
Why changing assignment: Change Location 
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Assignment Details 
Update the location field 
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Add comments and any attachments 
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