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Change an Employee Status 

Steps: 

o My Company → Employees 

o Select the Employee 

o Employment Tab 

o Status 

Step 1 –  

From the Dashboard, click Employees under My Company on the left side. 

 

Step 2 –  

Find Status under the Employment tab and select the pencil icon to edit 

 

Step 3 – Select the new status from the drop down and select Save. 
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Note: For employee terminations, a Termination Date and Termination Reason is recommended. 

Termination Reasons will vary per company.  

 

 

 

 

 

Still have questions? Contact your Dedicated Client Service Team or email us: 

 

North Star Clients - csnorthstar@viventium.com 

Health Services Clients – cshealth@viventium.com 

Online Clients - csonline@viventium.com 


