
Decreasing Employee FTE
This process is for decreasing worker FTE's - this should not be used to move to PRN status. 
For a move to PRN status, please follow that specific SOP. For changes that include multiple 
job details, like location or cost center along with a decrease FTE please follow the All Other 
Job changes SOP.
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Login to Workday 0 Steps

# Submitting the Decrease in FTE Request 20 Steps

STEP 1

Search for the worker and select the worker object. 
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https://impl.wd12.myworkday.com/maryfreebed2/d/home.htmld
https://impl.wd12.myworkday.com/maryfreebed2/d/search.htmld?q=angel+hair&state=searchCategory-all%3Adefault


STEP 2

Click "Actions" under the employee name, hover over Job Change>Click on
 Transfer, Promote or Change Job
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STEP 3

Click on the edit pencil or directly on the object you need to edit. 

STEP 4

Select the Effective Date of the FTE decrease. 
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https://impl.wd12.myworkday.com/maryfreebed2/d/inst/247$2640/rel-task/2997$4819.htmld


STEP 5

Select Data Changes > FTE decrease from the 'Why are you making this
 change?' menu. 
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STEP 6

No other changes are permitted in this process. Click Start. 
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STEP 7

You can review job details, note no changes are permitted in this section
 during this process. Click Next. 
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STEP 8

Location section is where we will update the workers scheduled weekly
 hours. 

Enter the appropriate scheduled weekly hours. Note FTE will automatically calculate in later 
steps.
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STEP 9

Click on Next
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STEP 10

When decreasing an FTE you may need to update Time Type. 

Full Time = .75 FTE + (30 scheduled weekly hours or more)
Part Time = .1 FTE - .74 FTE (4 - 29 scheduled weekly hours)
Resource = 0 FTE ( 0 weekly scheduled hours)
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STEP 11

Click on Time Type and select the appropriate time type. See guide above. 

DO NOT EDIT ANY OTHER HOURS IN THIS SECTION
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STEP 12

Note FTE has automatically updated based on the hours we input in previous
 steps.
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STEP 13

Click on Next

STEP 14

Click on Next as no compensation changes should be made in this process. 
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STEP 15

An attachment is required for all job change requests. 

Click select files to upload an attachment, this can be the employee request to decrease FTE, 
leader approval, or simply a word document outlining the request details.
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STEP 16

Enter a description of the document you attached. 

STEP 17

Select the document category, typically this will be 'Other Documents'
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STEP 18

Comments summarizing the change request are encouraged. 

STEP 19

Click on Submit
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STEP 20

You have now submitted the job change request for your worker. 

As you wait for HR to approve you can follow the next steps to view progress. Or you can skip 
to step 25 for instructions on how to complete remaining tasks after HR approval.

# Viewing pending Job Changes 4 Steps
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https://impl.wd12.myworkday.com/maryfreebed2/d/search.htmld?q=angel+hair&refresh=true&ref=%2Fmaryfreebed2%2Fsearch%2Ehtmld&state=searchCategory-all%3Adefault


STEP 21

Click on View Details on the pop up. 

STEP 22

Click on Details and Process
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STEP 23

Click on Process to view remaining steps in the process. 
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https://impl.wd12.myworkday.com/maryfreebed2/d/search.htmld?q=angel+hair&refresh=true&ref=%2Fmaryfreebed2%2Fsearch%2Ehtmld


STEP 24

In this example we can see review job change is awaiting action with an HR
 partner. 

# Post Approval Tasks 9 Steps
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STEP 25

Click on the 'My tasks' Workday inbox. 
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https://impl.wd12.myworkday.com/maryfreebed2/d/home.htmld


STEP 26

Click on the task to complete, we'll look at assign work schedule first. 

Shift Wizard Schedule should be used for all hourly employees who's schedules will be 
managed in Shift Wizard. It's recommended that you also work with a timekeeper to update 
Shift Wizard as needed.
Currently the only other option for scheduling is for salaried folks who will not be managed in 
shift wizard. (not applicable in this example)
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https://impl.wd12.myworkday.com/maryfreebed2/d/task/2998$44084.htmld


STEP 27

Click on Submit
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STEP 28

You will also receive a 'to do' for completing manager internal transfer tasks.
 Many of these to dos may not be applicable for this situation, complete as
 necessary, leave a comment and submit when you have finished all necessary
 tasks. 
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STEP 29

In this example we updated the employee to a 'Shift Wizard Schedule', so
 workday prompts us to audit Shift Wizard and ensure necessary updates are
 made. 

Note this will populate for assigned timekeepers for the sup org when applicable.
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STEP 30

Review the instructions, this tells us to refer to our notifications for more
 details. 
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STEP 31

Click on the notifications bell. 
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STEP 32

See the notification instructions for data to audit in Shift Wizard. Make the 
necessary updates in Shift Wizard. 
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https://impl.wd12.myworkday.com/maryfreebed2/d/unifiedinbox/initialinbox/2998$23221.htmld


STEP 33

Click the radio button next the notification when all changes have been
 completed. 

Pro tip: you can always navigate to hyperlinked details in the notification to find more details 
on the changes requested.
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