
Submitting Employee Change Form Qmlativ

Google Chrome 26 Steps

1 Click My Tasks and Processes

2 Click Start a Process

3 Click Start next to Employee 
Change Form
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4 Select your employee

5 Click Select

6 Click Employee Change Form 
Link
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7 Click Ok

8 Select new assignment type

9 Add effective date of change
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10 Click all boxes of employee 
information that changes due to 
this request.

11 FTE Example

12 Budget Code Example
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13 Assignment Title Example

14 Replacement Name and/or 
Position ID required if changing 
assignment

15 Building Change Example

Should be completed in Frontline 
unless situation listed on form.
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16 Click Complete and Next

17 Select if change will require any 
updated Information Systems 
security changes.

18 If yes, select boxes to notify IS of 
required changes.
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19 Click Submit Form

20 MOST IMPORTANT STEP!!!!!!!!

Close thank you tab only.

21 Return to open Task window and 
select Administrator
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22 Make sure all tasks are marked 
as Done.

23 Click Mark Step as Complete

24 To check on form status

Click Completed
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25 Find Form

26 You can view what step the form 
is on and who it is currently 
assigned to.
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