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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.
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2 From the Employee's Worker Profile, Click "Actions"
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3 Find the "Job Change" option and Click "Start Job Change"
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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
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5 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.

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.
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7 Then we Click "Promotion" again.
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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.
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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
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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.
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11 Then we type in "Tech 3" and select. Confirm the field updates as expected.
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12 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.
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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!
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14 Once all data fields have been updated and confirmed, Click "Submit"
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15 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.

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.
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16 Once all data fields have been updated and confirmed, Click "Next"
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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.
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18 Scroll down to locate either the Hourly or Salary section of this page.
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19 Click into the Hourly or Salary Box
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20 Navigate to the Amount Field and enter the new compensation amount.
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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.
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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".
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23 After you have populated all information, click Next

24 The last screen will be to Review and Submit the changes that have been made.
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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.
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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.
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27 Once all data is confirmed, Click "Submit" at the bottom of the page.
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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.

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.


