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Data Integrity Team  
Workday Foundations

• Worker Data
• Hire Process

• Job Change
• Additional Jobs
• Compensation Change

• Terminations



Prior to starting the Job Change

• Requisition Details
• Check Position & Compensation Data
• Verify Start Date
• Double check for any upcoming or needed comp changes (COLA, merit, allowances, etc)
• PERS Status Check
• Start Job Change

Please keep in mind once you begin this process you will no longer be able to make 
changes to the prior compensation or position. Please be sure to review history before 
making a job change.



Job Change



Job change reasons

Internal or external?

All temp to LD or Perm are a lateral

Seasonals can use regular job change reasons now



Associated roles – Job change

• HR Partner – Ready for hire, Job change
• Agency Payroll Partner (both sending and 

receiving) – Adjust time off balances, 
Assign Work schedule

• Sending manager – Review job change
• Current Manger – Review job change



Review

1. Review will be approved by both the sending manager and receiving manager.

They cannot change the information here, but if they see a discrepancy they may 'send back'.

2. The next approval will be that of the HR Partner – the HR Partner should review:
• Date of hire, location, job class codes, and compensation.
• Do not use the “X” to remove the current Location, instead use the menu prompt or type in 

the search field to select the new location. Clicking on the X will remove the job 
classifications.



Review



What to do after you have done it all

If you discover a mistake – Things YOU can correct

Additional Job Classifications (Edit Position)

Required:
• Pay Basis Code
• Timesheet Code
• Overtime Code
• Holiday Code
• PERS Class Plan
• Service Type Code

Job Details (Edit Position)

• Employee Type
• Job Profile
• Job Title
• Business Title
• Time Type
• Location
• Scheduled Weekly Hours

Optional:
• Job Share
• Concurrent Job Number
• PERS Plan
• Underfill
• Internship

Other

• Comp - Grade Profile, Step, 
Salary (Request Comp Change)

• Probation Period

 Make sure the effective date of any correction you make is the same as the job change date
 If you get an error with an effective date you are trying to use, send in a help case
 PLEASE leave comments with details of what you updated any time you use Edit Position



What to do after you have done it all

Correcting a Probation Period

Don’t use Manage Probation Period

Use Business Process > Correct



What to do after you have done it all

If you discover a mistake – Things you need to submit a Workday Help Case for assistance

• Job Change Date
o If we need to correct a job change date for you, do not adjust other service dates first.  Once we 

correct the hire date, we will ask you to review service dates and adjust as needed.
o Please remind hiring manager that if there is ANY change to a job change to notify HR immediately

• Job Change Reason
• Position - If job changed to wrong position, we will have to rescind the job change so you can move the 

employee to the correct position
• Grade Profile – AA to AP, etc. (if the hire date is not 1st of the month)
• Union/Repr 

o Don’t try to remove an incorrect union by using an end date that is the same as the start date
o Benefit code is directly linked to whatever Union is assigned

If you initiate one of these Business Processes and then remember its not something you can do, please 
cancel the action and then send in a case.  We cannot finish those actions for you.



Questions?



Reports for Job Change Audit

HCM | Employee Internal Job Changes

HCM Employee Job Changes to Other Agencies



Next up…..

Additional Jobs, reclass, primary job swap
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