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Enter position number, or if you do not

know the position number use the icon 

next to the box to search by title. After 

you have entered  the information hit the 

Next button.Next button.



Verify the position title and department

information as well as the current 

commitment accounting. Then enter the

Effective date for your change. After Effective date for your change. After 

you have entered  the information hit the 

Next button.



Now enter the new smartkey, account

and distribution percentage information. 

After you have entered  the information 

hit the Validate Accounting button.



Verify the smartkey and account

descriptions and enter a detailed

reason for the request. After you have 

entered the information hit the 

Submit button.Submit button.



After you have submitted a request the

confirmation information will be 

displayed. 



You will also receive an email 

confirming that you have successfully

submitted the request.



By clicking on the View Forms tab you 

will be able to view a summary of all of

the forms that you have submitted and 

their status (submitted or processed)



You will also receive an email when 

your request has been processed.


