
 

 

  
 
 
 
 
 
 
 
 
 

User Guide 

Employees | Changing Employees Home Site 

N.B – To perform this task you must have user access at 
the employer’s realm and editor access to the site. 
This task is to be performed at the realm level 
 
STEP ONE | Change an employee’s home site 
 
Click view on next to the employer company in the Works For table. 
 

 
 
 
Click the Locations tab 

 



 

  

  
Click edit 
 

 
 



 

  

 
 
You need to choose the work location in the tick box and the homesite in the 
dropdown. Click continue. 
 

 
 


