CLASSIFICATION CHANGE REQUESTS IN UKG
CLASSIFICATION CHANGE: peak to flex, flex to full-time, etc. within the same department.

UKG Path for Change Requests:
Dual Head Icon > HR > Checklists > Checklist
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Job Title: 252 Video & Tech Director
Employee ID: TA17283727899 | Hired Date: 03/21/2023 (3 Months, 7 Days)
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Next, click Assign New > Select the Employee > Select the Classification Change
Checklist.
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Select the employee and the effective from date. For the effective from date, use

the date you are making the request.
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The Classification Change checklist will open. Enter the information once again

and then follow the prompts.
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Next, complete the requested information on the form and submit it. Anything
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with an Is a required field.
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Once complete, the form will then be sent to your Ministry Director for approval.
Upon the Ministry Director’s sign off, the request will route to HR for processing.
HR will be in communication regarding effective dates of change.



