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Description automatically generated]Change Work Location
Managers and HR Partners


Change Work Location (Initiating Manager)
1. Access the task called Start Job Change
2. Select the employee, choose the Change Work Location template, and click Ok.
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3. Choose the desired Effective Date – it must be the beginning of a pay period.
4. Select the new location and click Submit to route for HR Partner approval.
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5. Once HR Partner approves, check back in your My Tasks inbox for a task called “Edit Additional Data” and confirm that the Workplace Type is correct. Change if necessary and press Submit.
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[bookmark: HR]Change Work Location (HR Partner)
1. Access the Data Change task in your My Tasks inbox.
2. Review the location change submitted by the manager. If edits are required, click the blue “Make Changes” button at the top of the form.
3. Confirm the accuracy of the change and click Approve.
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4. If the employee is moving from an onsite location to a Remote location, HR Partner will immediately receive a task called “Update Remote Employee Work Address.”
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5. Scroll down to the Work Contact Information section and under Alternate Work Location click Add. Select the check box next to “Use Primary Home Address” and click Submit. 
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6. The subject employee will receive a task to confirm their home address is accurate.
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Employee Visibility Date: you can set a date where the employee can see this event. If you leave it blank, it willdefauit to the Effective Date

Effective Dates:

Please click this link for payroll calendars

Us: Effective Date must equal a Pay Period Start Date
Mexico: Effective Date must be a Monday

Reminder: Review the Medline Approval Matrix to ensure you have the proper approvals to move forward with this process.
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‘ X Evelyn Medina (=)

What do you want to do? *

‘ X Change Work Location

“This template will allow you to update your employee’s work location. You may also be prompted to update the Workplace Type (onsite, hybrid, or remote)
based on your selections.

If the change you are about to initiate will require updating any other fields, please select a different template or enter a Zendesk ticket.
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