
Location Change 
 
If you have an Employee who will perform the same assignment in a different location from where s/he 
currently works and the Department number for which they work is not changing, you will use the SMT 
Location Change action.   
 

Use this action only if your Department has multiple Locations where employees could be 
assigned (Special Education, ESL, some schools and some Central Office Departments).  
 
You may also move existing Vacant positions from one location to another.  

  

Step 1: Enter the Effective Date for 
the Location Change. 
 
 
 
NOTE: You must enter the Effective 
Date before you select any action. 
The Effective Date will become 
display-only after the action is 
selected. 
 
 
Step 2: Select Location Change 
from the Action list.   

 

 

 

Step 3: Enter the new Location ID 
for the Employee. 
  
 
 
Step 4: Click OK to save the 
changes and return to the Staffing 
Summary page. 
 
NOTE: When you click Apply or OK, 
you will receive a message that tells 
you the change you requested took 
effect.  Ex:  “Location change has 
occurred.  FTE at this location is now 
0.000.” 

 

 

 

 



Step 5: Note the new FTE balances 
at the top of the page. The FTE 
allocation, if one existed, moves 
with the position to its new 
location. 
 
 

Note that the  next to  

the row has changed to a , 
indicating a change.  
  
The changed row will have a blank 
FTE for the original location. 
 
 
 
 
 

Step 6: Click on the  in the 
changed row to see the system-
generated notes about the 
Location Change. 
 
 
 

 

 

 

Step 7: View the note about the 
Location Change. Add a new note if 
desired. 
 
 
 
Step 8: Click OK to save the 
changes and return to the Staffing 
Summary page. 
 
 
 
NOTE: To verify the location change, 
go to the new Department / Location 
combination. 

 

 
 

 

The action is complete! 
 
 

You have now moved an employee or vacant position to a different 
location within the same department. 

 


