
JOB CHANGE REQUESTS IN UKG 
JOB CHANGE - Title and/or Job Description change within the same department. 

UKG Path for Change Requests: 
Dual Head Icon > HR > Checklists > Checklist 

 
 

 



 
Next, click Assign New > Select the Employee > Select the Job Change Checklist  

 

 
Select the employee and the effective from date. For the effective from date, 
please use the date you are making the request.  

 

 

The Job Change Checklist will open. Enter in the information once again and then follow prompts. 

 



 

Next, complete the requested information on the form and submit it. Anything 
with an “*” is a required field.  

 

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.  

 


