Workday - Approving a Job Change

The following Scribe will provide an overview of how Manager's and HR can approve
Job Changes

1 If you have a Job Change that is awaiting your approval, you will be notified by the
"Awaiting Your Action", or your Inbox Icon in the top right corner

= menv  struc’tural Q  search

Here's What's Happening

It's Tuesday, March 25, 2025

Awaiting Your Action Announcements Tef1

Intreducing Workday
Promotion: Clark Concrete Services in Workday Phase 1
B My Tasks - 26 minute(s) ago Go-Live include: * Recruiti..
DUE 03/27/2025

& Goto My Tasks (1)

Important Dates
Timely Suggestions

APR Anniversary
18 Ana Quijada - 12 years
Keep Your Home Contact Information Updated B0 1o Team Calendar
Gl ] a|

We would like you to review your Contact Information and ensure it's Update Contact Info
up to date
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To take action, either Click into your Inbox in the top right, or click in the Task
beneath "Awaiting your Action"

= MENU struc’tural Q search

Here's What's Happening

It's Tuesday, March 25, 2025

Awaiting Your Action

Announcements Tofl
Intreducing Workday
Prometion: Clark Concrete Services in Workday Phase 1
a My Tasks - 26 minute(s) ago Go-Live include: * Recruiti..

DUE 03/27/2025

& Goto My Tasks (1)

Important Dates

Timely Suggestions APR Anniversary
18  Ana Quijada - 12 years

Keep Your Home Contact Information Updated Go to Team Calendar

EiE We would like you to review your Contact Information and ensure it's Update Contact info
up to date

Made with Scribe - https://scribehow.com



3 You will be directed to your inbox. Locate the Job Change you wish to take action

on.
= menv structural Q search
N All ltems Titem v @ L7 Created:03/25/2025 Due: 03/27/2025 | Effective: 03/31/2025
| ‘ Q  search: All ltems ‘ ‘ T ‘ Review Promotion: Clark Concrete

8l8  Advanced Search

L
Q Promotion: Clark Concrete 03/25/2025
Due: 03/27/2025 Start Job Change

< Effective: 03/31/2025

= Start Details
Effective Date
03/31/2025
Worker
Clark Concrete

I'_é Reason
Promotion

84
Transfer Information
Team after Change
John Lunn
Manager(s)
John Lunn

<
0]

( Send Back ) ( Deny )
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4  You will be able to view data entered by the Initiator of the Job Change.

First, confirm that the Effective Date, Worker, and Reason is correct

= MENU struc’tural Q search 0O 4 é a
Start Job Change 1 Alert

+ All ltems am
Start Details

. G 1,

Q  Search: All item: 'y B

03/31/2025
%1% Advanced Search

Woarker

©

@ Promotion: Clark Concrete 03/25/2025 Y7 Clark Concrete

Due: 03/27/2025

Reason
e Effective: 03/31/2025 T
i
Transfer Information
Team after Change
B John Lunn
‘9+ Manager(s)
John Lunn
Job Details
Job Profile
Tech3
MODIFIED Fesh2
v
L] »
0]
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5 Next, confirm that the Job Details (Job Profile and Job Title) are correct.

= MENU struc'tural

| All ltems 1 rem
; ‘ Q Search: All items t,
e Mo
fl4  Advanced Search
@
¥ Promotion: Clark Concrete 03/25/2025 Yy
Due: 03/27/2025
Effective: 03/31/2025
g ective: 03/31/.
4
2
@
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Job Details

Job Profile
Tech 3
MODIFIED Feel2

Management Level

Individual Contributor

Job Category
Field

Job Exempt
No

Job Classifications

6 - Craft Workers (EEO-1 Job Categories-United States of America)
MODIFIED

Workers' Compensation Code from Job
Profile

5213 - Concrete Noc (United States of America)

Job Title
Tech 3
MODIFIED Feeh2

G ) Comn )




6 Next, confirm that the Work Location and Worker Time Details are correct.

— ..
= mew struc'tural Q search
| All Items 1 e
Z ‘ Q  Search: All ltems ‘ ‘ 1, ‘ Work Location
%1% Advanced Search Location

@ Baltimore, MD

=

= Promotion: Clark Concrete 03/25/2025 Ty
Due: 03/27/2025

- Effective: 03/31/2025 Worker Time

=
Time Type
Full time
Default Weekly Hours
40

F‘W Location Weekly Hours
40

84
Scheduled Weekly Hours
40
FTE %
100%

4
®

( Send Back ) ( Deny )
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7

Next, confirm that the Compensation Details are correct.

= wmew struc’tural

+

All Items
‘ Q  Search: All ltems:
4§ Advanced Search

Promotion: Clark Concrete
Due: 03/27/2025
Effective: 03/31/2025

*

03/25/2025 ¥

Q Search

Compensation

0 o P2

Total Base Pay

Total Base Pay

30.00 USD Hourly
MODIFIED 2508455 Houry
Position in Range

0.00%

Guidelines
Total Base Pay Range
0.00 - 0.00 USD Hourly

Compa-Ratio

Compensation Package
General Compensation Package
Compensation Grade

Hourly

Compensation Grade Profile
Hourly USA

Hourly
Plan Name
Hourly Plan
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Assignment Details
30.00 USD Hourly
MODIFIED 2500USDHourdy
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8 Finally, take action on the Job Change by choosing to either Approve it, Send Back
to the initiator to make changes, Deny it.

= MENnU struc’tural Q search

4 All ltems 1iem

Q 4| enter your comment
Search: All tems % =

| - - - (F ’:I

%18 Advanced Search

@ Process History
¥ Promotion: Clark Concrete 03/25/2025 Y

John Lunn Due 04/01/2025
DHle:08/ 2772080 Change Job— Submitted
Effective: 03/31/2025

«

Review: Current Manager— Not Required

_ Review: Receiving Manager— Not Required
Review: Receiving Manager— Not Required

F'W Approval by HR Partner— Not Required

Approval Chain by Manager— Not Required

Approval Chain by Manager— Not Required

Approval Chain by Manager— Not Required

lan Dunn Due 03/27/2025
Approval Chain by Manager— Awaiting Action
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9 If Changes need to be made, Click "Send Back".

= menv  struc'tural Q search

- All ltems iem

enter your comment

Q  Search: All ltems T,

*i8  Advanced Search

® Process History
= Promotion: Clark Concrete 03/25/2025 Y

: John Lunn Due 04/01/2025
Due: 0502772025 Change Job- Submitted
Effective: 03/31/2025

Review: Current Manager— Not Required

Review: Receiving Manager— Not Required

Review: Recelving Manager— Not Required
FZ’ Approval by HR Partner— Not Required
Approval Chain by Manager— Not Required
Approval Chain by Manager— Not Required

Approval Chain by Manager— Not Required

lan Dunn Due 03/27/2025
Approval Chain by Manager— Awaiting Action
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1 Select Who to Send back to, provide a reason, and then Click "Submit". Reason is

required

Send Back

To % X John Lunn — Revise Job Change

Reason *

Cap ) Comi )
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&

12

If the Job Change is denied, Click "Deny".

MENU struc’tural

All Items

Q  Search: All tems

1item

+

#ls  advanced Search

Promotion: Clark Concrete
Due: 03/27/2025
Effective: 03/31/2025

03/25/2025 Yy

Q Ssearch

Process History

John Lunn Due 04/01/2025
Change Job- Submitted

Review: Current Manager— Not Required
Review: Receiving Manager— Not Required
Review: Receiving Manager— Not Required
Approval by HR Partner— Not Required
Approval Chain by Manager— Not Required
Approval Chain by Manager— Not Required

Approval Chain by Manager— Not Required

lan Dunn Due 03/27/2025
Approval Chain by Manager— Awaiting Action

Provide a reason and then Click "Submit".

Deny

Selecting Deny may terminate the entire business process. Please enter your reason for terminating the business process below

Reason #

(e ) (o )
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13

If all data is accurate and the Job Change is approved, then Click "Approve"

= menv  struc'tural

4|

(&
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All Items

‘ Q Search: All Items

“i&  Advanced Search

Promotion: Clark Concrete
Due: 03/27/2025

Effective: 03/31/2025

Q Ssearch

Process History

John Lunn
Change Job- Submitted

Review: Current Manager— Not Required
Review: Receiving Manager- Not Required
Review: Receiving Manager— Not Required
Approval by HR Partner— Not Required
Approval Chain by Manager— Not Required
Approval Chain by Manager— Not Required

Approval Chain by Manager— Not Required

lan Dunn
Approval Chain by Manager— Awaiting Action

Due 04/01/2025

Due 03/27/2025

( Send Back ) ( Deny )
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