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How to Initiate a Transfer, Promotion/Demotion or Change Job
in Workday

PURPOSE
The Job Change - Transfer, Promote or Change Job process in Workday is
used when an employee changes primary position due to:

Transfer

Lateral/Demotion/Promotion

Full-time to Part-time/Part-time to Full-time

Regular to Interim/Interim to Regular/Temporary to Regular

This process must be initiated by the new manager that employee will report to
after the change.

PROCEDURE

Note If you are initiating this process for an adjunct transferring to a Full-time
regular to Full-time temporary position, then follow the steps listed below and
remember to manage period activity pay to remove current courses and add
as load in BCConnect

Step 1 Login to Workday

Step 2 Type the name of the employee in the search field at the top of the screen
and click enter

ﬁ | Q Type employee’s name here |

Step 3 Click on Actions button next to employees name

. Senior Professor | South Academics
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Step 4

Select Job Change > Transfer, Promote or Change Job
Illustration for submitting a Job Change for
a worker in your supervisory org:

Actions

Worker

Academic Faculty
Benefits Contact
Business Process > »

Compensation

s
Expenses - =

Job Change Transfer, Promote or Change Job
Manage Work = " -ess
s

Change Location

Organization
Payment Add Job

Payroll
End Additional Job

Y

" s Blvd. Pembroke Pines, FL 33024
Payroll Interface _ .

erminate Employee
Personal Data

EOes = 5 Switch Primary Job

Recruiting
Talent
Time and Leave

Job

Union Membership

R

Waorker History

Step 5

You may be prompted to select the Job for worker. If so, select employee’s
primary job by clicking on the prompt = icon

- E]

Note

Select employee’s current primary position, not the position you want to
move the person into

Step 6

Click OK

Step 7

Review the information listed on the Start screen
Click on the pencil icon to enter or modify information (Note: A red
asterisk (*) denotes a required field)

Field Description

When do you The beginning of the next pay period defaults in. If a
want this different effective date is desired, click on the pencil icon
change to take and edit

effect
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Why are you
making this
change

Click on the prompt

icon and select an appropriate

reason for the job change

Reason Description

Transfer a change to supervisory organization
with no change in job band

Change a change to a different location only
Location
Promotion a change to a higher job band
Demotion a change to a lower job band
Lateral a change in title with the same band
Full-time to a change of status from full-time to
Part-time part-time
Part-time to a change of status from part-time to
Full-time full-time
Regular to a change of status from regular to
Interim Status | interim
Interim to a change of status from interim to

Regular Status

regular

Temporary to

Regular

a change of status from temporary to
regular

Continued
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Which team
will this person
be on after
this change If there is no change, verify that the information is correct;
Where will this | If there is a change, use the pencil icon + to edit

person be
located after
this change

Start

When do you want this change to take effect? #

0871572019

Why are you making this change? *

% Part Time to Full Time

Who will be the manager after this change?

Which team will this person be on after this change?

Where will this person be located after this change? *

X South Campus

Do you want to use the next pay period?

Step 8

Click Start

Note

If the job change reason is a promotion or demotion, please ensure you have
already worked with Compensation to establish a new job profile/description

Step 9

Review and verify all the information entered

Step 10

Click Next
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https://connect.broward.edu/departments/admin/HumanResources/Pages/Contacts.aspx

Step 11 | Review the information listed on the Job screen

Position

If the person is changing positions, click the pencil
icon to enter the new position here. Note: if you do
not see the new position in the drop down, ensure a
Job Requisition has been completed and the position is
in the Staffing tab of your supervisory organization
with an effect date not after the job change date

Job Requisition

Populates automatically based on the position selected

Close the Current
Position

Leave Blank

Is the current
position available

Check box if the position will be filled by two
employees simultaneously for training (succession) or

Business Title

Business Title

Assistant Professor

for overlap other purposes prior to the incumbent’s job change
date
Continued
[[oob | Job
|
sert Position
Attachments Job Profile
u1 2 | N ; P
LI

Step 12 | Click Next

Step 13 | Under Location Details on Location screen, review the Location, Work

Space and verify Scheduled Weekly Hours. Use the pencil icon < to edit
if needed
Step 14 | Click Next
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https://broward.adobeconnect.com/p8ym37z3ew3/

Step 15

Review the Details. You should not have to make any adjustments
because the data is based on the position the person is transferring into.
If an item does not look correct, please contact the Compensation
department

Details

Job Classifications

Additional Job Classifications

Location Academic

Annual Work Period

Work Period Percent of Year

Disbursement Plan Period

Step 16 Click Next
Step 17 Scroll to bottom of page, Attachment screen appears , click Select files to
attach document (e.g. justification memo, updated organizational chart,
etc.) for the job change
Please refer to Attachment job aid for detailed procedure on how to attach
document
Step 18 Click Submit
Step 19 Review and verify all the information entered
Step 20 Enter detailed Comments (required)
Step 21 Click Submit
Up Next Next screen appears with the next approver
Up Next
Review Change Job
Due Date 08/24/2016
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https://broward.adobeconnect.com/p2ew1h5bjsd/

Approval Click on - icon to expand Details and Process and click on Process tab
Path & to view the progress of the approval path and the remaining process
Remaining
Process
> Details and Process
For Doe, James (99587)
Owerall Process Frocess
Overall Status In Progress
Due Date 04/06/2016
Details Process
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