
Changing Employee to PRN
This process details changing an hourly employee with an FTE status to PRN or Resource 
status, no other changes should be made during this process. See All Other Change Job SOP 
for instructions on multiple change job details.

Important note: if an employee is not already hourly, you will need to contact HR to ensure a 
job profile has been created with hourly details.

For questions on this process please email hrworkday@maryfreebed.com
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Login to Workday 29 Steps

STEP 1

Search for the Worker who is moving to PRN/Resource Status and click on the 
Worker object to navigate to the worker profile. 
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STEP 2

Click on the Job tab to review the current worker job details. 

Pro Tip: Job Profiles that end in .H are hourly, .S are Salary.
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STEP 3

Click on the Actions button under the Worker Profile. 

STEP 4

Hover over Job Change and select 'Transfer, Promote or Change Job'
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STEP 5

Click on Edit pencil or directly on the field you need to update. 
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STEP 6

Select the appropriate effective date

Job changes are not longer limited to beginning of pay periods. You may select a future 
date, current date, or previous date. IMPORTANT: previous dates may impact benefits for the 
employees, choose wisely.
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STEP 7

Click on Submenu Data Changes
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STEP 8

Select Data Changes > Click on PRN (Resource) Status Change radio button

Again, you are not permitted to make an other job detail changes during this process so no 
other changes should be made on this page.
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STEP 9

Click on Start
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STEP 10

If you need to change the job profile from Salaried to Hourly you will need to
 contact recruitment@maryfreebed.com, otherwise no change to job profile
 should be made. 
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STEP 11

Click on Next

STEP 12

Click on Edit
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STEP 13

Reduce scheduled weekly hours to 0

Note if you need to make location change as well please stop this process and refer to "All 
Other Job Changes" SOP.
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STEP 14

Click on Next
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STEP 15

When moving an employee to resource you need to update their 'Time Type',
 click on the edit button under "Administrative"
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STEP 16

Under Time Type select All > Resource
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STEP 17

Notice the FTE has updated to 0% based on the weekly scheduled hours
 updated under the Location section. DO NOT update Location weekly hours
 or default weekly hours - these are NOT scheduled hours. 

16 of 42



STEP 18

Click on Next
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STEP 19

Often when moving to PRN, we have a set PRN rate. To update the
 compensation click on the edit button. 

Please contact the Total Rewards team or Recruiting at recruitment@maryfreebed.com for 
assistance with compensation changes.
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STEP 20

Enter the appropriate hourly amount
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STEP 21

You will see that the amount change and percent change automatically
 populate. 
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STEP 22

Click on Next
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STEP 23

Review all changes made, and scroll down to the document/comment
 section. 
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STEP 24

Enter a comment detailing the reason for the change to PRN. 
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STEP 25

All job change submissions require an attachment. 

You can attach the email the employee used to request the change, approval from leadership, 
or simply a word document detailing the reasons for the change.
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STEP 26

Enter a description of the document you uploaded

Note multiple documents may be added.
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STEP 27

Select a document category. Typically in this scenario you will select 'Other
 Documents'. 
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STEP 28

Click on Submit
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STEP 29

You have now submitted your request and it is pending HR review. To view the 
status of your request follow steps in the next section other wise skip to step 
36. 

# Viewing Pending Requests and Worker History 6 Steps
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STEP 30

Click on Actions on the worker profile who's request you want to view. 

STEP 31

Hover on Worker History and Click on View Worker History by Category
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STEP 32

On the staffing tab you will see all historical and future job changes. 

In this example we see the Data Change is "In Progress"
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STEP 33

To view more specific details, click on the hyperlinked Business Process
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STEP 34

Under the Event Details tab, you may review a summary of what you submit-
ted. 
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STEP 35

Click on the Process Tab to view the current pending steps or future steps of 
the Business Process.

In this example the BP is awaiting action with an HR Partner role.

# Post Approval Tasks 8 Steps

Once HR approves your job change you will have a few tasks automatically populate in your 
workday inbox.
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STEP 36

Click on the workday inbox icon to navigate to your pending tasks OR...

STEP 37

Click on the tasks awaiting your action on your home page in workday. 
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STEP 38

Once you are in the inbox, select the task you would like to complete.

Note the To-Do for Complete Manager Internal Transfer tasks triggers for all Change Job 
processes, you may not actually need to complete any of these to dos, but please review 
closely, complete steps as needed and click 'submit' when you are finished.
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STEP 39

Assign Work Schedule (optional), click submit after selecting the appropriate
 work schedule OR if no changes in shift wizard need to be made, follow the
 next steps on how to skip. 

Navigate to the assign work schedule task, note this may not be needed if the worker's 
schedule will remain in shift wizard (or remain unchanged). Though it is always a good reminder 
to check with your timekeepers and update Shift Wizard as necessary!
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STEP 40

To Skip taks, click on the gear icon at the top of the task. 

STEP 41

Click on Skip This Task
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STEP 42

Enter a Skip Reason

STEP 43

Click on OK
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# Viewing completed Job Change Business Process 7 Steps

You have now completed this process, to view your changes follow the steps below.

STEP 44

Search for the worker and select their worker object. 
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STEP 45

Click on Actions

STEP 46

Hover over Worker History > Click on View Worker History by Category
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STEP 47

Note we now see the data change is marked as successfully completed. 

STEP 48

Navigate back to the worker profile. 
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STEP 49

Click on Job

STEP 50

Click on Job Details, if the change is future effective you will not see the Job 
Details change until the effective date comes to pass, if it was immediately 
effective you should see the updated Job Details in the worker profile. 
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