
Change Location via Quick Actions

1
Select the Show More link is under 
the same column as of the Quick 

Actions

2 Select the Browse Catalog button.  
This will open a new browser tab.
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3
Key the employee’s name or employee number 

in the Search Person field on the Change 
Location Page
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4 Key in the date for “When does the location 
change start?”  

The calendar icon may also be selected, and 
the date selected from the calendar



Change Location via Quick Actions

Click on the Continue button.

Note: Enter the action reason in 
the “Why are you changing the 

location?” Drop-down list. 
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6 On the Location page, select the 
new location from the list of values. 

Users may also key in the search 
criteria.

6
Select Continue and move to 
Comments and Attachments
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Note: The Comments and Attachments section may be skipped 
as the transaction will be auto approved. 

Select the Submit button to push the location change into 
CV360’s database.
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