Workday - Complete A Job Change

This scribe will provide an overview of how a Manager or Admin Support can process
a Job Change in Workday

1 In the Search bar, type in the Employee's name. The employee's name should
appear, Click the name.

Please note that if there are multiple Employees with the same name, both
could appear. Confirm that you choose the correct employee via their Employee
ID.

= MENU struc’tural Q  clark concrete ® O 480 a A

Clark Conerete

Tech 2 | Baltimore, MD

Welcome It's Tuesday, March 25, 2025

Awaiting Your Action Announcements Tef1

You're all caught up on your tasks. Introducing Workday
Services in Workday Phase 1
Go-Live include: * Recruiti

Important Dates

Timely Suggestions

Keep Your Home Contact Information Updated

B[]B|  We would like you to review your Contact Information and ensure its Update Contact Info - i
i at MAR Anniversary
P 26 Juan Perez Salguero - 4 years
MAR Anniversary
30 saullopez-16years
Darammandad far Vau APR Anniversary -
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2  From the Employee's Worker Profile, Click "Actions"

= MENU struc’tural Q  clark concrete ® 0O 484 & A&

@ Location Manager
Clark Concrete Battimore, MD John Lunn Job Details
Teth 2
] CostCenter 5] Company Employee ID 100399
40 Baltimere Structural 3 Structural Preservation Systems,

Supervisory Organization  Structural (Peter Emmans) > John Lunn
Job Tech 2
Business Title Tech2

og Job Frofile Tech2

od
Job Family SGI Job Family Group > Field.
Employee Type Regular

[i]  compensation
Management Level Individual Contributor

(% Pay
Time Type Fulltime

[ contact FTE 100.00%

[&  performance Location @ Baftimore, MD

Career Hire Date 03/24/2025
Original Hire Date 03/24/2025

Continuous Service Date  03/24/2025

Length of Service 0year(s), 0 month(s), 1 day(s)
Time in Position 0year(s), 0 month(s), 1 day(s)
Time in Job Profile 0year(s), 0 month(s), 1 day(s)

Contact Information - Public

Work Address

6955 San Tomas Rd Elkridge, MD 21075 United States of America
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3 Find the "Job Change" option and Click "Start Job Change"

= MENU structur’al Q clark concrete (

@ Location Manager
Clark Concrete AN John Lunn Job D¢
Tech 2
Employee
oo Cost Center dﬂ Company mploye
o 40 Baltimore Structural 3 Structural Preservation Systems,

Actions

i) S5

f

Start Job Change

@ 6955 San Tomas Rd Elkridge, MD 21075 United States of America
View All

Request Compensation..

~ Job

Compensation »

B B B &

Lunn
Job Change 2 % I Start Job Change

izati > 2
Urgenzaton Report No Show

®

Personal Data ?
Manage Probation Periods - unin

Recruiting > =
Location © Baltimore, MD

Talent >
Time in Position 0 year(s), 0 month(s), 1 day(s)
Time and Absence ?

Worker History >

Favorite >

Security Profile b4

a
Worker H o
5
Fredusntly Used Clark Concrete
View Worker History al
. Contact !
View Worker History by... View Team il
Work Address
v

Additional Data
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4  Click the "What do you want to do?" field to select the reason.

« If you are only changing the Employee's Manager, select "Manager Change"
« If you are only changing the Employee's Title, select "Title Change"

« For all other transactions, such as Promotion, Hours worked change, or full Job Change,
select "Complete Job Change".

Click OK

Start Job Change

Worker *

X Clark Concrete (o

What do you want to do? *

Search

Complete Job Change

(7) Manager Change

() Title Change
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First, decide the effective date. Workday will default to the following Monday, but
you can future date it further, or back-date/make it retro-active, if needed.

When do you want this change to take effect? * Current Information

© Next Pay Period (03/31/2025)

Clark Concrete
e Tech 2
() Select Date I MM/DD/YYYY [
. . 2 * as
Why are you making this change? + Position
Team
John Lunn
) Manager
Transfer Information John Lunn

Which team will this person be moving to?

X JohnLunn (s:0)

iii

~ Job Details

Who will be this person’s manager after the move?
Job Profile

X JohnLunn (9) Tech 2

Management Level
Individual Contributor

Job Details Job Category

m ( Save for Later ) ( Cancel )

6 Next, Click the "Why are you making this change?" field to choose a specific Job
Change Reason. Here, we are promoting the employee, so we will choose
Promotion.

When do you want this change to take effect? * Current Information

© Next Pay Period (03/31/2025)
Clark Concrete

- Tech 2
(_) Select Date MM/DD/YYYY E
Why are you making this change? * ~ Position
Search i=
i Team
Data Ch
ata Changes > John Lunn
Position Change >
Promation > i
John Lunn
Transfer >

Which team will this person be moving to?

X John Lunn (55)

Who will be this person's manager after the move?

% John Lunn (5<0)

lak Padaila

1
( Save for Later ) ( Cancel )
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~ Job Details

Job Profile
Tech2

Management Level
Individual Contributor

Job Category



7  Then we Click "Promotion" again.

When do you want this change to take effect? * I Current Information

© Next Pay Period (03/31/2025)
Clark Concrete

~ Tech2
QO Select Date M/DD/YYYY [
Wh, king this change? * -
y are you making this change ~ Position
Search =
7 Team
& Promotion John Lunn
() Promation
Manager
John Lunn

Transfer Information

Which team will this person be moving to?

X John Lunn (e++)

I + Job Details

Job Profile
Who will be thi: ' fter th ?
o wil is person's manager after the move’ Tech2

% John Lunn (:»-)

Management Level

Individual Contributor

Job Category

Tak Padalla
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8 If the Employee is moving to a NEW manager with this Job Change, indicate here
by updating the "Which team will this person be moving to?" field to the new
Manager's Name.

If you change this field, the "Who will be this person's manager after the move?"
field should auto-populate.

o Next Pay Period (03/31/2025)

Clark Concrete

s Tech2
(_) Select Date ‘ MM/DD/YYYY E
Why are you making this change? * +~ Position
» Promotion =
Team
John Lunn
Manager
Transfer Information John Lunn

Which team will this person be moving to?

| X JohnLunn (5+5)

~ Job Details

Who will be this person's manager after the move? Job Profile

] Tech 2

| * John Lunn (5+2)

Management Level
Individual Contributor

Job Details Job Category
Field
What will this person's new job profile be? *
I X Tech2 (=) = Job Exempt
— No
Job Title
Tech2

> View More Details

m ( Save for Later ) ( Cancel )

Business Title
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9 If the employee is moving into a new job with this Job Change, indicate so here by
updating the "What will this person's new job profile be" field to the new profile.

Note: Job Profile = Job Title

‘Which team will this person be moving to?

X JohnLunn (5++)

~ Job Details

Who will be this person's manager after the move? Job Profile

‘ Tech2

x JohnLunn ()

Management Level

Individual Contributor

Job Details Job Category
Field
What will this person's new job profile be? *
X Tech2 (&%) = Job Exempt
o No
Job Title
Tech 2

> View More Details
Business Title

What is the job title? Tech2
Tech2
Pay Rate Type
What is the business title? * Hourly
Tech 2
Select a Pay Rate Type ~ Administrative Details
Hourly
Employee Type
Regular

Administrative Details
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10 We are promoting this employee from a Tech 2 to a Tech 3, so we Click into the
employee's current title to begin the change.

Which team will this person be moving to?

| x JohnLunn ()

+ Job Details

Whe will be this person’s manager after the move? Job Profile

Tech 2

| X JohnLunn (=)

Management Level
Individual Contributor

Job Details Job Category
Field
What will this person's new job profile be? *
X Tech2 (%) = Job Exempt
= No
Search
Job Title
Tech 2
Business Title
Tech 2
Pay Rate Type
Hourly

[ Tech2
» +~ Administrative Details

Select a Pay Rate Type
Hourly Employee Type

Regular

m ( Save for Later ) ( Cancel )
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11  Then we type in "Tech 3" and select. Confirm the field updates as expected.

Which team will this person be moving to?

X JohnlLunn (5=%)

~ Job Details

Who will be this person's manager after the move? Job Profile

X JohnLunn (5=) ] Tech 2

Management Level

Individual Contributor

Job Details Job Category
Field

What will this person’s new job profile be? *
Tech3 () " Job Exempt
X Tedl (@D 3
— No

Job Title
Tech 2

> View More Details

Business Title

What is the job title? Tech2
Tech 2
Pay Rate Type
What is the business title? * Hourly
Tech2
Select a Pay Rate Type ~ Administrative Details
Hourly
Employee Type
Regular

Administrative Details

( Save for Later ) ( Cancel )
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If the employee is moving to a new Location with this Job Change, indicate so here
by updating the "Where is the new location?" field to the new Work Location of the

Employee.

Administrative Details

Employee Type *

% Regular

Notify By

‘8313‘\/2325

Work Location

Where is the new location? *

X Baltimore, MD (++)

Worker Time

What is the time type for this position? *

O Fulltime

() Parttime

Default Weekly Hours

0

m C Save for Later ) ( Cancel

Made with Scribe - https://scribehow.com

Employee Type

Regular

~  Work Location

Location

Baltimore, MD

~ Worker Time

Time Type

Full time

Default Weekly Hours
40

Scheduled Weekly Hours
40

FTE%
100%

11



13 If the employee's Work Hours are changing, indicate so here by updating the
"What is the time type for this position" and the "Scheduled Weekly Hours" field to
the new data for the Employee.

Do not update Default Weekly Hours!

~ Worker Time

Work Location Time Type
Full time

Where is the new location? *

p Default Weekly Hours
X Baltimore, MD (:«+ = 40
Scheduled Weekly Hours
40
Worker Time i
100%
What is the time type for this position? *
D Fulltime
) Parttime
Default Weekly Hours
a0
o
‘Scheduled Weekly Hours FTE %
100%
40

enter your comment

( Save for Later ) ( Cancel )
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14  Once all data fields have been updated and confirmed, Click "Submit"

~  Worker Time

Work Location Time Type

Full time

Where is the new location? *

Default Weekly Hours

X Baltimore, MD (++2) i

Scheduled Weekly Hours

40
Worker Time s
1
What is the time type for this position? * %
o Full time
() Parttime

Default Weekly Hours

‘ 40
Scheduled Weekly Hours FTE%
100%
40
enter your comment

m ( Save for Later ) ( Cancel )
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After you click Submit, you will see a pop -up that includes the next step in the
process. If you do not take action immediately, the next step of the process
will be saved in your Workday inbox task list. The process will not fully
launch until all the steps are completed.

15

In this example, the Employee's Organization Assignments will need to be
updated.

These should only change if the employee is moving to a new Company (Legal
Entity) or Cost Center (Division #), or if the employee's Worker Classification is

changing.
= MENU structural Q) clark concrete ® O Q =]
e need more information omplete thi

Complete Job Change % e 2h;:.;§ SRR \

Clark Concrete

Tech 2 o 5
Organization Information Current Information

L

Select Company * Clark Concrete

I Tech2
Start Job Change | % 3 Structural Preservation Systems, LLG (++: =

Change Organization

Assignments Select Cost Center *
~ Organization

Compensation | X 40 Baltimore Structural (-

Company

Review and Submit 3 Structural Preservation Systems, LLC

Cost Center

Other
40 Baltimore Structural
Select Worker Classification * | Worker Classification
X Craft/Shop (=) = G Sheep
Business

Select Business * Structural Business

X Structural Business (::+

. P
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16  Once all data fields have been updated and confirmed, Click "Next"

= MENU struc’tural Q clark concrete

Complete Job Change -
Clark Concrete
Tech2

B

Organization Information

Select Company *

®

Start Job Change

* 3 Structural Preservation Systems, LLC (=)

Change Organization
Assignments Select Cost Center *

Compensation % 40 Baltimore Structural (&)

Review and Submit

Other

Select Worker Classification *

X Craft/ Shop (:+2)

Select Business *

X Structural Business (-

s
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Current Information

Clark Concrete
Tech2

~ Organization

Company

3 Structural Preservation Systems, LLC

Cost Center
40 Baltimore Structural

Worker Classification

Craft / Shop

Business

Structural Business

£
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17 Again, a pop-up will appear. If you do not take action immediately, the next
step of the process will be saved in your Workday inbox task list. The
process will not fully launch until all the steps are completed.

Next, the Employee's Compensation will need to be updated.

= MENU struc’tural Q@ clark concrete ®
Complete Job Change le
Clark Concrete
Tech2
& Total Base Pay
Total Base Pay Compa-Ratio Position in Range
Start Job Change
25.00 USD Hourly 0 0.00%

Change Organization
Assignments

Compensation

" - Primary Compensation Basis
Review and Submit

Basis Basis Details

(empty) 0.00 USD Hourly
Guidelines

Total Base Pay Range Compensation Package

0.00 - 0.00 USD Hourly General Compensation Package

Compensation Grade
Hourly

Compensation Grade Profile
Hourly USA
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18  Scroll down to locate either the Hourly or Salary section of this page.

= MENU struc'tural Q clark concrete

(empty)

Complete Job Change le

Clark Concrete
Tech 2 o
Guidelines
& Total Base Pay Range
0.00 - 0.00 USD Hourly
Start Job Change

Change Organization
Assignments

Compensation

Review and Submit

®

0.00 USD Hourly

Compensation Package

General Compensation Package

Compensation Grade
Hourly

Compensation Grade Profile

Hourly USA

Hourly

Plan Name

Hourly Plan

Assignment Details
25.00 USD Hourly

Effective Date
03/24/2025
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17



19 Click into the Hourly or Salary Box

= MENU struc’tural Q clark concrete
(empty)
Complete Job Change I«
Clark Concrete
Tech2
Guidelines
&

Total Base Pay Range

0.00 - 0.00 USD Hourly
Start Job Change

Change Organization
Assignments

Compensation

Review and Submit

Hourly

Plan Name

Hourly Plan

(=) = (o)
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0.00 USD Hourly

Compensation Package

General Compensation Package

Compensation Grade

Hourly

Compensation Grade Profile
Hourly USA

Assignment Details Effective Date
25.00 USD Hourly 03/24/2025

18



20 Navigate to the Amount Field and enter the new compensation amount.

= MENU structural

Complete Job Change I«
Clark Concrete
Tech 2

&

Start Job Change

Change Organization
Assignments

Compensation
Hourly

Review and Submit Plan Name

Total Base Pay Range
Amount Change
Percent Change
Currency *

Frequency *

> Additional Details

Assignment Details

Q clark concrete

Hourly Plan
0.00 - 0.00 USD Hourly

Compensation Grade
Hourly

Compensation Grade Profile

Hourly USA

I 25,00

{ 0.00

0

‘ X USD
‘ X Hourly

25.00 USD Hourly

(s ) ( caca )
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Next
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21

In this example, we will update the Employee's pay from $25.00 per hour to $30.00

per hour.

= MENU structural Q clark concrete ®
Compensation Grade

Complete Job Change . Hourly

Clark Concrete

Tech 2 Compensation Grade Profile
Hourly USA

&
Start Job Change

Change Organization
Assignments

Compensation

Review and Submit

Hourly

Plan Name

Hourly Plan

Amount %

Amount Change

Percent Change [ 0 ‘
Currency # { X USD EE]
Frequency * ‘ % Hourly = ‘

> Additional Details

Assignment Details 25.00 USD Hourly

(s ) ( camat )
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22 After entering the new compensation amount, you will see the Amount Change
and the % change. Once the pay has been updated and confirmed, Click "Save".

= menvv | struc'tural

Complete Job Change I«
Clark Concrete
Tech 2

&

Start Job Change

Change Organization
Assignments

Compensation

Review and Submit

Made with Scribe - https://scribehow.com

Q clark concrete

Hourly

Plan Name Hourly Plan
Total Base Pay Range

0.00-0.00 USD Hourly

Compensation Grade

Hourly

Compensation Grade Profile

Hourly USA

Amount * I 30.00

Amount Change ﬁ | 5.00

Percent Change H | 20

Currency * | X UsSD

Frequency % ‘ X Hourly

> Additional Details

Assignment Details 30.00 USD Hourly

[ ) )
=0

®
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23  After you have populated all information, click Next

= MENU struc’tural Q clark concrete ®

Complete Job Change le
Clark Concrete

Tech 2 Guidelines
& Total Base Pay Range Compensation Package
0.00 - 0.00 USD Hourly General Compensation Package
Start Job Change Compensation Grade
Hourly
Change Organization
Assignments Compensation Grade Profile
Hourly USA
Compensation
Review and Submit
Hourly
Plan Name Assignment Details Effective Date
Hourly Plan 30.00 USD Hourly 03/31/2025
MODIFIED 25:00U8D-Heurly MODIFIED ©3/24/2025

24  The last screen will be to Review and Submit the changes that have been made.

= MENU struc’tural Q  clark concrete

Complete Job Change -

Clark Concrete

pachi2 Start Job Change
@ o
Start Details
Start Job Change Effective Date
03/31/2025

Change Organization

. Worker
Assignments

Clark Concrete

Compensation Reason

n i Promotion
Review and Submit

Transfer Information

Team after Change
John Lunn

Manager(s)

John Lunn

Job Details

Job Profile

Made with Scribe - https://scribehow.com
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25 To review: The Job Profile change of "Tech 2" to "Tech 3" is shown here. If any

errors are caught, you can navigate back to correct the data fields by using the
menu on the left side of the screen.

= MENU struc'tural

Complete Job Change
Clark Concrete
Tech 2

&

() Start Job Change

Change Organization
Assignments

() Compensation

| @® Review and Submit

Made with Scribe - https://scribehow.com

Q clark concrete

Job Details

Job Profile
Tech3
MODIFIED Feen2

Management Level

Individual Contributor

Job Category
Field

Job Exempt
No

Job Title
Tech3
MODIFIED Feeh2

Business Title
Tech 3
MODIFIED Feeh2

Pay Rate Type
Hourly

Administrative

m Save for Later

®
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26 The Compensation change of $25.00/hour to $30.00/hour is shown here. If any
errors are caught, you can navigate back to correct the data fields by using the
menu on the left side of the screen.

= MENU struc'tural Q  clark concrete ®
Complete Job Change -
Clark Concrete
Tech 2 Compensation
&

Start Job Change Total Base Pay

Total Base Pay Compa-Ratio Position in Range
30.00 USD Hourly 0 0.00%

MODIFIED 25-88-U5B-Heury

Change Organization
Assignments

d) Compensation

é) Review and Submit Primary Compensation Basis

Basis Basis Details

(empty) 0.00 USD Hourly

Guidelines

Total Base Pay Range Compensation Package

0.00 - 0.00 USD Hourly General Compensation Package
Compensation Grade
Hourly
Compensation Grade Profile
Hourly USA

Hourly

«<D
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27 Once all data is confirmed, Click "Submit" at the bottom of the page.

= MENU struc'tur’al

Complete Job Change
Clark Concrete
Tech 2

&
Start Job Change

Change Organization
Assignments

Compensation

Review and Submit

Q clark concrete

Guidelines
Total Base Pay Range
0.00 - 0.00 USD Hourly

Compensation Package
General Compensation Package
Compensation Grade

Hourly

Compensation Grade Profile
Hourly USA

Hourly
Plan Name Assignment Details
Hourly Plan 30.00 USD Hourly
MODIFIED 2500USDHourly
enter your comment
s
‘=
Process History
John Lunn Just now

Change Job- Saved for Later

Submit Save for Later
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Effective Date
03/31/2025
MODIFIED £3/24/2025
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28 The Job Change will route for approval. Once fully approved, the Job Change Data
will show on the Worker's profile on the Effective Date.

= MENU struc’tural Q clark concrete ® O L
X
5 Location .
Clark Concrete @ e il Success! Event submitted
Tech2 Up Next: lan Dunn | Approval Chain by Manager | Due Date
03/27/2025 100399

& Cost Center
40 Baltimore View Details

¥eation  Structural (Peter Emmens) == John Lunn

Job Tech2
Business Title Tech2
e Job Profile Tech 2
ol
Job Family SGI Job Family Group > Field_Craft
Employee Type Regular
m Compensation
Management Level Individual Contributor
B Py
Time Type Full time
[l comact FTE 100.00%
m Performance Location © Baltimore, MD
Career Hire Date 03/24/2025
Original Hire Date 03/24/2025

Continuous Service Date 03/24/2025

Length of Service 0 year(s), 0 months), 1 day(s)
Time in Position 0year(s), 0 month(s), 1 day(s)
Time in Job Profile 0year(s), 0 month(s), 1 day(s)

Contact Infoermation - Public

Work Address

@ 6955 San Tomas Rd Elkridge, MD 21075 United States of America

29 To review the current status of an Employee transaction like this, navigate to the
Worker's profile and click Job, then click Worker History. Locate the transaction
you just completed and click into the Process. It will show where the next approval
currently sits.

= menu structural Q clark concrete D A

Clark Concrete Job Details Organizations Service Dates Manager History Support Roles Job History Worker History § Additional Data

L
P |
- ~ 7,
| View Worker History by Category )] —
% Py
Worker History 17 item:
Business Process Effective Date Initiated On Due Date Completed On 5
03/28/2025 03/28/2025 11.56:21 AM 03/29/2025 03/28/2025 11:56:21 AM s

03¢

5 03/26/2025 111233 AM

03/26/2025171:12:33 AM

03/20/2025 10:03:45 AM 03/21/2025 03/20/202510:03.:45 AM s
03/19/2025 03/19/2025 02:28.47 PM 03/19/202502:28:47 PM 8
03/19/2025 03/19/2025 10:49:09 AM 03/20/2025 03/19/2025 10:49:09 AM

03/719/2025 10:57.50 AM 03/19/2025 10:57:50 AM -

03/19/2025 10:57.50 AM 03/19/2025 10:57:50 A $
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