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Change Job

1 Sign-In to Workday

2 Click this icon and start typing "change job".
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3 Click the "Change Job" Task

4 Click the "Worker" field.
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5 There are multiple ways to search for a worker. Type their name, or as in this
example, click "My Team".

6 Click the radio button for the appropriate employee.
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7 Click "OK"

8 Click the "Start Details" section.
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9 Click the "When do you want this change to take effect?" field if you need to
modify the effective date of the change.

10 Click the "Why are you making this change?" field.
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11 Select the appropriate job change reason. For the sake of this example, we will
complete an employee transfer request by clicking "transfer" as the job change
reason.

12 Click "Move to Another Manager"
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13 If you want to have the change effective at the beginning of the next pay period,
make sure to check this box.

14 Click the "Who will be the manager after this change?" field.



8

15 There are multiple ways to search for a manager. Type their name in the search
field, or as in this example, click "All Managers" to view all managers' names.

16 Check the box for the appropriate manager.
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17 Click "Start"

18 Click "Next"
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19 Click "Next"

20 Once you select the appropriate manager, you will see that the fields "Which team
will this person be on after this change?" and "Where will this person be located
after this change?" will be auto-populated by a default setting. Update these fields
if necessary.
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21 If "Location Details" information needs to be updated, click within this section to
update appropriately.

22 Click "Next"



12

23 If "Job Classifications" information needs to be updated/added, click within this
section to update appropriately. Then click "Next".

24 If any documents need to be added, click within this section to add relevant
documentation.
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25 Click "Next"

26 In the "Company" and "Cost Center" sections, leave the default settings as is.
Click "Next"
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27 If you know the new pay rate and the pay rate information needs to be updated,
click within the "Hourly" section. If you do not know the new pay rate, you can
leave this section as is for the new/receiving manager to update.

28 If applicable, click the "Amount" field and update the rate.
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29 Click "Next"

30 Optional: If you would like to include a comment for this task, click the "enter your
comment" field and populate with your comment(s).
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31 Click "Submit"

32 At this point, the transfer has been submitted by the originating manager and is
pending review and approval by the new/receiving manager. You can click "View
Details" to view additional information about the submitted task.
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33 Click "Done"

34 The new/receiving manager will now have a pending task in their Workday inbox.
Click the inbox icon to review.
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35 Click on the pending task. In this example, the new/receiving manager is
reviewing the transfer request.

36 If the "Position" is changing, click within this field to update the position
information.
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37 If the "Job Profile" is changing, click within this field to update the job profile
information.

38 Click "Approve"
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39 The transfer request has now been approved by the new/receiving manager. You
can click "View Details" to see additional information about the approved task.

The job change request has now been submitted to Human Resources.




