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About the Document

name HA-HR-4400-M. Employee Status Change Form

owner HR

access & use All Staff

whatitis A formused to record changesto an employee’s employment matters.

¢ Employees, HRand Managers use the form to communicate changes
related to employeesandto obtain approvals for changes where

necessary.

who uses it ¢ HRand Payroll ensure that the formis completed to comply with approval

and audit processes.
+ A copyof the completed formis keptin the employee’sfile.

Working with the Document

¢  Grayshadedform fields are input placeholders. To replace the textin these form fields, click
ONCE on the field and type your new content.

¢ Toinsertacheckinside a check box, double-click onthe check box and underthe Defaultvalue
heading, select Checked.

¢ Table cells will expand to accommodate any length of text.

+ Ifrequired, copyand paste to add additional rows to the tables. Place the cursor in a row, right-
click, and selectInsert> Insert Rows Below. Or, to copy and paste a row, selectthe entire row
and press Ctrl + C, then place cursor in the first cell of the destination row and press Ctrl + V.

¢ Delete table rows youdon’tneed. Selectthe unusedrows, thenright-click and select Delete
Cells. Inthe Delete Cells dialog, select Delete entire row and click OK.

Instructions — Completing the Employee Status Change Form

1. Complete this form electronically.

2. Save a copy of this mastertemplate formto an appropriate directory.

Copyright © ConnectsUs Intranet Inc. 1/2 Document #: HA-HR-4400-1-1.0
Thisis a generic template for reference only. Consult current legisationin your areatoensure compliance. Document Owner: HR
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