
Other Job Changes
In this example we will walk through how to update an workers job details when multiple details 
need to be changed such as manager, location, cost center, FTE decrease (increases are not 
allowed through this process and will be denied) and compensation.

If your timekeeper assignment needs to change for the employee please contact hrwork-
day@maryfreebed.com

If the employee needs to change job profiles, increase FTE, move from hourly/salary, receive 
a promotion/demotion, this must be submitted through recruiting as PCC approval may be 
needed and new position may need to created in workday. Contact recruiting@maryfree-
bed.com for further instruction.
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Login to Workday 0 Steps

# Submitting the Job Change Request 32 Steps

STEP 1

Search for the Worker and click on the worker object. 
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STEP 2

Click on the Job tab to review job details, this will give us a review of what the 
worker's current fte, management level, location, eeid, and time type, and 
supervisory orginization. 
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STEP 3

To view cost center click on the organizations tab. 

STEP 4

Click on Actions to open the 'Related Actions' menu. 
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STEP 5

Hover over 'Job Change' and select 'Transfer, Promote or Change Job'

STEP 6

Click on Edit pencil or any of the start details to begin editing. 
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STEP 7

Enter the appropriate effective date for the job details being changed. 

6 of 46



STEP 8

Under "Why are you making this change?," select Data Changes > Change Job
 Details

Change Job Details is the 'catch all' for when a worker has multiple changes happening in 
one event. For just a manager changes use 'Transfer', for just a location change, use 'change 
location', for just an FTE decrease use 'FTE Decrease', for just a change to resource status, 
use 'PRN (resource) Status Change.' You can find SOPs on all of these specific job change 
processes.
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STEP 9

If Manager is changing, search and select the appropriate receiving manager. 
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STEP 10

Note by changing manager, you will see that the worker's team (supervisory
 organization) has updated to the new manager's supervisory organization (sup
 org)
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STEP 11

If location is changing, search and select the appropriate new location, then
 click start. 
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STEP 12

If you have changed managers, workday needs to know if the position is
 moving or if you will be backfilling this head count. If you will be backfilling
 STOP this process, and contact recruitment@maryfreebed.com for next
 steps. 

If you are transferring to another manager but plan to create another role under your cost 
center/sup org, you will need to have recruiting build a new position.

You may continue this process by following the next steps and selecting 'move this head-
count...', and if needed follow up with recruiting later and they will build a new requisition and 
position under your sup org.

11 of 46



STEP 13

Select Move this headcount to the new manager and click Next
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STEP 14

Review Job Profile details, note you are not allowed to change profile in this
 process. 

If a job profile change needs to be made you must request this through recruit-
ment@maryfreebed.com, this includes changes from hourly to salary or vice versa.

13 of 46



STEP 15

Click on Next
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STEP 16

Review/Update current location and scheduled weekly hours 

You may decrease FTE in this process by decreasing the amount of scheduled weekly hours. 
However all FTE and schedule weekly hours increases must be submitted through recruit-
ment@maryfreebed.com and are subject to PCC approval.
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STEP 17

Click on Next
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STEP 18

If an FTE decrease has taken place, you may need to update the time type to
 'Part Time' or 'Resource', you should see FTE has automatically updated based
 on the number of scheduled weekly hours you submitted in the previous step. 

Time Type:
Full time = .75 FTE and up (30 weekly scheduled hours or more)
Part time =.1 FTE - .749 (4 - 29 weekly scheduled hours)
Resource = 0 FTE (0 weekly scheduled hours)

Again, if an employee is moving from salary to hourly (exempt to nonexempt) this change must 
be submitted through the recruiting process by contacting recruitment@maryfreebed.com.
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STEP 19

Click on Next
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STEP 20

If the employee is changing from Mary Free Bed Hospital to Mary Free Bed
 Orthotics and Prosthetics or vice versa, you need to update company and
 select the appropriate company. 

This is an imperative step for accurate payroll processing.
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STEP 21

To change cost center, search and select the appropriate new cost center. 

STEP 22

Review your changes and click on the check mark to Save
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STEP 23

Click on Next
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STEP 24

If your employee is decreasing their FTE they may have a compensation
 change, especially if they are salaried or moving to PRN they may receive a
 PRN rate. Always check with Total Rewards on any compensation questions. 

A 1.0 employee's salary is calculated by taking their hourly rate and multiplying by 2080. To 
calculate a change if this employee was moving to a .5 from a .75 we would do the following 
equation:
Current FTE and salary to hourly rate: .75, $80,000 | 80,000/(2080*.75) > 80000/1560 = $51.28
New FTE and Salary from hourly calc: .5 FTE | $51.28*2080*.5 = $53,331.2
NOTE: always reach to Total Rewards team with questions on compensation changes.
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STEP 25

Click on Next
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STEP 26

On the summary page review all changes made and make an edits as
 necessary. 
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STEP 27

Please enter a comment to provide the HR team context as to the changes
 being made. 
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STEP 28

REQUIRED: all Job Changes in workday require an attachment, sometimes
 this is a VP approval, other times it can just be an email or other document
 outlining the change request. 

Click Select Files to upload the appropriate documentation needed. All Compensation 
changes require leader approval.
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STEP 29

Enter a description of the documentation you provided. 
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STEP 30

Select the appropriate document category. 

Offers or Other documents will typically be what you select.
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STEP 31

Click on Submit
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STEP 32

Next up in this process is the receiving manager, the next section will go 
through those instructions. However the next steps review how you as the 
current manager can view the status of the worker's job change business 
process (BP). 

If the job change did not require a change in manager, this process will automatically route to 
the HR team for approval. Skip to step 43.

# Viewing status of Job Change Business Process 6 Steps
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STEP 33

Click on Actions

STEP 34

Hover on Worker History > Click on View Worker History by Category
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STEP 35

Under Staffing tab, you should see a list of all Job changes. 

In this example we can see the process in 'In progress' under the status column
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STEP 36

To view more details on the BP, Click on the hyperlinked BP
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STEP 37

Event Details tab will give you a summary of the changes requested, to view 
process steps, click the 'Process' Tab. 
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STEP 38

In this example we can see the receiving (proposed) manager is up next and 
'awaiting action'. 

# Receiving Manager Instructions 4 Steps

If the job change did not require a manager change you can skip this section.
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STEP 39

Navigate to your workday task inbox 
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STEP 40

Select the appropriate task, review the information and any comments made
 by the 'sending' manager or whomever submitted the job change. 
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STEP 41

You can click on any attachments to review what was submitted. 
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STEP 42

Once ready you can click approve OR Send Back

If a correction needs to be made you can click send back and enter a comment as to why, this 
will send the task back to the sending manager/submitter to review/edit and resubmit.

# Remaining Tasks after HR and/or Receiving Man… 10 Steps
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STEP 43

Click on your workday inbox icon. 
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STEP 44

Select the first task you need to complete. 

Note for all job changes, a manager internal transfer task populates. Review the applicable to 
dos, noting that some may not be necessary based on the type of job change submitted.
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STEP 45

Click on Submit once all necessary tasks have been complete, it is encouraged
 to leave a comment for historical record keeping purposes. 
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STEP 46

Update work Schedule or Skip step if not necessary

For any job change, workday will automatically send you or the assigned timekeeper a task 
to update their Work Schedule. This work schedule indicates if they will be assigned shifts 
through Shift Wizard or if they are part of the administrative work force and will be salaried 
and auto populating hours.
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STEP 47

If no change needs to be made click the gear icon on the top of the task. 

STEP 48

Click on Skip This Task
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STEP 49

Enter a Skip Reason. 

STEP 50

Click on OK
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STEP 51

Notice the Task/Event has been skipped. 

STEP 52

Your process is now complete. You may navigate back to worker history to
 view the  completed process. Note the Worker profile will not update with
 the changes until the effective date has come to pass. 
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