
Job Change
Action: System Admins
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Go to Job Change under Actions 
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Edit details by clicking edit pencil
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Add details for * items
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Add details 
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Add details 
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Edit Job Profile and Business Title
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Update Location
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Update Details 
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Add Attachments (if needed)
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Employee 
documents 
should be 
uploaded to 
Alchemy.



Update Organizations 
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Update Compensation 
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Validate/ Add Guidelines
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Validate salary info
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Click Next to Review Summary
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Press submit
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Open Details
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Review  and Submit
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