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Job Changes

In Workday, the Job Changes business process allows managers to update a variety of job-related changes to an employee in their
Supervisory Organization. This includes tasks such as transferring to a new position, promotion, reclassifying the employee, change
employee location, work schedules, level, manager changes, & etc. After you initiate, the business process will route to HR and

Payroll for approval. Follow the steps below to learn how to initiate a job change in Workday.

Job Changes

From your Workday homepage:

1. Select the profile icon.

2. Select View Profile.

3. Select Team.

4. Select an Employee.

5. From the employee’s profile, click Actions.

6. Select Job Change, and then Select Transfer*,
Promote or Change Job.

7. Select the pencil icon to make edits.
8. Select Start once all edits have been made.

9. Select the pencil icon to edit required and optional
information on multiple pages, and then select Next

to continue.
10. After all edits are completed, select Submit.

* For additional details regarding Transfers, see page 2.
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In Workday, the Job Changes business process allows managers to update a variety of job-related changes to an employee in their
Supervisory Organization. This includes tasks such as transferring to a new position, promotion, reclassifying the employee, change
employee location, work schedules, level, manager changes, & etc. After you initiate, the business process will route to HR and
Payroll for approval. Follow the steps below to learn how to initiate a job change in Workday.
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In Workday, the Job Changes business process allows managers to update a variety of job-related changes to an employee in their
Supervisory Organization. This includes tasks such as transferring to a new position, promotion, reclassifying the employee, change
employee location, work schedules, level, manager changes, & etc. After you initiate, the business process will route to HR and
Payroll for approval. Follow the steps below to learn how to initiate a job change in Workday.

Job Changes —Work Location

Working remotely out of state (TN) requires manager

approval. The manager must submit a Job Change to Compensation

Job Change 0 Start Job Change

Manage Waork 5 Transfer, Promote or Change Job

change the work location of the employee to “remote—
STATE” in Workday.

1. From the employee’s profile, click Actions. Change Business Title

QOrganization

Tgminate Employee
N A VSN

2. Select Job Change, and then select Start Job Change.

Start Job Change X
3. Select Change Work Location from the drop-down
“St. Worker *

X Joe King (8514327) EEI

4, Click OK.

What do you want to do? *
5. Click the pencil icon to edit the details. I =
6. Edit the Start date (if necessary) and the Location. © crange Work Locaton e

O Change Scheduled Hours

Note: to edit the location, click the X to remove the

() Position Reclassification
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