Change Job

1  Sign-In to Workday

2  Click this icon and start typing "change job".

blementation - guesiservices3

hehalf of: Rhonda Wilson (016997)

| B GUEST QP é
= MENU | 8 GFRVICES Q &

Hello There It's Thursday, May 23, 2024

X Awaiting Your Action



3 Click the "Change Job" Task

Q change job ®

— Change Job
Task

Job Requisition Change History
Report

VIEW MORE

4  Click the "Worker" field.

Change Job

Worker # | Pearch




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

Change Job

Worker * | Search
My Team
Workers by Manager

Workers by Manager Hierarchy

Workers by Supervisory Organization
Hierarchy

Workers by Location

Workers by Location Hierarchy

6 Click the radio button for the appropriate employee.

Change Job

Worker * | Search

& MyTeam

@, (‘, Manager, Front Desk {Szlaried} |

Breckenridge Main
~ Delton Bailey (034172)
d Cook | Breckenridge Main

Eric Rasmussen (018721)
Bartender, Tipped | Breckenridge Main

Grant Folger (034194)
Front Desk Agent | Breckenridge Main




7 Click "OK"

Change Job

Worker # | x Grant Folger (034194) --

8  Click the "Start Details" section.

ol
Start
B
'—Q .
Start Details
@
When do you want this change to take effect? # Ve
0o 06/01/2024
Why are you making this change?#*

Who will be the manager after this change?

Rhonda Wilson (016997}

Which team will this person be on after this change?

Breckenridge Main



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

oo
oo
E

I‘E

O

When do you want this change to take effect? * oY v

Why are you making this change? #*

* |

Do you want to use the next pay period?

Who will be the manager after this change?

‘ % Rhonda Wilson (016997} - =

10 Click the "Why are you making this change?" field.

&
=a
S etail
When do you want this change to take effect? * @« v
la @5/083/2824 [
Why are you making this change? #*
% Isearch =

Do you want to use the next pay period?

Who will be the manager after this change?

| * Rhonda Wilson (016997} - =

0 D Co



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.
DI:I
ol
Start
B
=11
@
Data Changes > ba & 7
[I[l Lateral Move >
o
Promotion >
Transfer >
D¢ Search =
Do you want to use the next pay period?
L]
Who will be the manager after this change?
| * Rhonda Wilson (016997} - =
m m Cancal .
12  Click "Move to Another Manager"
DI:I
o0
Start
[
=Q
@
When do you want this change to take effect? # AN v
0lla mscouriod b
& Transfer
() Move to Another Manager
jﬁ’ Search =

Do you want to use the next pay period?

Who will be the manager after this change?

| X Rhonda Wilson (016997} - =



If you want to have the change effective at the beginning of the next pay period,
13 .
make sure to check this box.

Why are you making this change? #*

oo
oo
11

% Move to Another Manager

I‘E

Do you want to use the next pay period?

Who will be the manager after this change?
% Rhonda Wilson (016997} - H—
0l ( )
Which team will this person be on after this change?
¥ % Breckenridge Main - =

Where will this perscn be located after this change? *

% Breckenridge - =

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

Why are you making this change? *

oo
oo

i

‘ % Move to Another Manager

|

Do you want to use the next pay period?

Who will be the manager after this change?

O

‘ % Rhonda Wilson (016997} - = ‘

Which team will this person be on after this change?

‘ % Breckenridge Main - EE‘

Where will this perscn be located after this change? #

% Breckenridge - EE‘
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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.

Do you want to use the next pay period?

Who will be the manager after this change?

% Rhonda Wilson {016997) - =

Search

ange?
All Managers
Managers by Supervisory >
Organization
Managers by Supervisory > il
Organization Hierarchy ange:!

Managers by Location Hierarchy »

Check the box for the appropriate manager.

Why are you making this change? *

* Move to Another Manager

Do you want to use the next pay period?

Who will be the manager after this change?

% Andrea Castro (029578) - =

Search

& All Managers

|—j Alyssa Whigham {032509)
Crew Leader, Retail | Wakulla Springs Retail

Andrea Castro (029578)
Manager, Housekeeping {Salaried} |
Breckenridge Main

- Andrea Noer (013190)
[ ] @ Assistant Manager, Recreation (Salaried} |

Unrea Cantar




17  Click "Start"

Who will be the manager after this change?

&=

Andrea Castro {029578)

Which team will this person be on after this change?

0l Breckenridge Housekeeping

Where will this person be located after this change? *

% Breckenridge

Do you want to use the next pay period?

Yes

Ol - l&=»

18 Click "Next"

Move v

2

Opening
0l

What do you want to do with the opening left on your team? *

| plan to backfill this headcount

Is this position available for overlap?

Yes

OlNe=SY -



19 Click "Next"

[:_] Job Profile *
- Front Desk Agent
@

Job Title
olla Front Desk Agent
& Business Title

Business Title

Front Cesk Agent

OlNecwl - @

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.

E] Who will be the manager after this change?
za
Andrea Castro {029578)

Which team will this person be on after this change?

I]I]n Breckenridge Housekeeping

Where will this person be located after this change? #

% Breckenridge

Do you want to use the next pay period?

Yes

Ol - J&=» ©
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If "Location Details" information needs to be updated, click within this section to
update appropriately.

Location Details

Location #*

Breckenridge

Work Space

Scheduled Weekly Hours

40

Work Shift

(o) o

Click "Next"

Location *

Breckenridge

Work Space

Scheduled Weekly Hours

40

Work Shift

©

11



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

Change Job  Grant Folger (034194)

i
FEF‘
B
=Q
Details v
@
0l
Job Classifications
'if( Additional Job Classifications

OlNecwl - Q

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

= MENU

F¥ GUEST
& SERVICES Q @ P »

Change Job Grant Folger (034194)

o
[2]

Attachments v
@
0o
Documents
Add
b7

OlNe-SY - ©
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©

Click "Next"

Change Job  Grant Folger (034194)

FE
Attachments v

Documents

Add

©

In the "Company" and "Cost Center" sections, leave the default settings as is.
Click "Next"

Company

Company *

Guest Services Inc

Cost Center

Cost Center *

CCO07500 Breckenridge Lodging

Q

13
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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.

Salary

Add

Hourly

Assignment Details X8 N
20.00 USD Hourly

Plan Name

Hourly Plan

Effective Date
07/15/2023

Add

If applicable, click the "Amount" field and update the rate.

Compensation Plan KN Vv

Hourly Plan

Total Base Pay Range
10.63-17.82 - 25.00 USD Hourly

Amount *
qu.oo ’

Amount Change

©

14



29 Click "Next"

@

0l

OlNe=eY - ©

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

Commission
Q@ Add
0o

Other
=

enter your comment

@ C Save for Later ) ( Cancel ) .

15



31 Click "Submit"

&
Commission
Q Add
0o
Other
enter your comment

@ ( Save for Later ) C Cancel ) .

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.

0On behalf of: Rhonda Wilson (016997)

B GUEST Qo @
MENU | & SERVICES Q a

ﬂl:!
all You have submitted
Up Next: Andrea Castro {029578) | Review: Receiving Manager |
£ Due Date 05/25/2024
View Details
@
0l i ; .
Here's What's Happening It's Thursday, May 23, 2024
X ¢
. Awaiting Your Action

see

16



33 Click "Done"

— ¥ GUEST
= MENU | & SERVICES Qa M & a
oe B You have submitted Transfer: Grant Folger (034194)
o0
B
—Q
Up Next Do Another
O}
‘-’/ \‘-.‘ Andrea Castro (029578) Change Contingent Worker
- Details
|][|n Review: Receiving Manager Change Job
Due Date 05/25/2024 Change Location
Request Transfer

- > Details and Process

O ©

34 The new/receiving manager will now have a pending task in their Workday inbox.
Click the inbox icon to review.

plementation - guestservices3

hehalf of: Andrea Castro (029578)

-‘,‘-'}.' sks
| ¥ GUEsT
= MENU %;* SERVICES ° }

Here's What's Happening It's Thursday, May 23, 2024

Awaiting Your Action

17
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Click on the pending task. In this example, the new/receiving manager is
reviewing the transfer request.

¥ GUEST
SERVICES

My Tasks

All Items

Saved Searches

Filters

Archive

a @ &P a

|¢- A" Items 1 item
R Q  Search: All Items T
?H‘ Advanced Search ﬁﬁ( o)

b4 Transfer: Grant Folger (034194)

Due: 05/25/2024
Effective: 06/01/2024

05/23/2024 ¢

Review:
Receivil _

0@

If the "Position" is changing, click within this field to update the position

information.

Implementation - guestservices3

On behalf of: Andrea Castro (029578)

= MENU £

GUEST

gg SERVICES

@ My Tasks le

|

@

&

All tems

Saved Searches ~
Filters v
Archive

Q Search

Job
All Items ftem

Q Search: All ltems 1, Position
+

%‘.’ Advanced Search

Transfer: Grant Folger (034194) 05/23/2024 Yy
Due: 05/25/2024
Effective: 06/01/2024

Job Profile

q

L=

Guide Me

& e ol

18



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

Implementation - guestservices3

On behalf of: Andrea Castro (029578)

= e %illl‘tl\\:l ES Q search QQ P s
@ My Tasks le All ltems ftem

. Q  search: All Items T
| All ltems

‘,‘A‘,' Advanced Search

(2 saved Searches v Transfer: Grant Folger (034194) 0s/23/2024 Y
Due: 05/25/2024
Effective: 06/01/2024

£ Filters v )
Business Title
Archive d i
@ Send Back
—_ - -

38 Click "Approve"

Search Q.“ g a

enter your comment -
H 1item ‘.'/ B
ch: All ltems LN
= Process History

1ced Search Rhonda Wilson {016997) Due 05/30/2024

Change Job—- Step Completed
ant Folger (034194) 05/23/2024 Yy

Review: Current Manager— Not Required
024

Due 05/25/2024

101/2024 Andrea Castro {029578)

Review: Receiving Manager— Awaiting Action

@ ( Send Back ) Approve

19



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.

behalf of: Andrea Castro (029578)

¥ GUEST

MENU | &5 SERVICES

@ My Tasks

All Items

Saved Searches

Filters

Archive

Q Search

Success! Event approved

Up Next: HR Partner | Review Change Job | Due Date
05/25/2024

View Details

You have no actions at this time.
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