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How Pl or Manager Changes Job Details

1. Log in to Workday using your ID and Password.

2. In the Workday landing page, type Employee’s Name © in the search bar. Then click
on the Name @®. This will open the Employee’s profile screen as seen in Figure 2

below.
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Figure 1

3. Click on the Action button ©, scroll down and hover over Job Change @, scroll to
Start Job Change © and click on it. This will open a Start Job Change pop-up
window as seen in Figure 3 on Page 2.
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4. The Worker @ name will auto-populate. Choose What do you want to do by
clicking on the menu bars ®. Then click the circle ©, in our example, we are
choosing Change Job Details. Click OK O.

This will open the Change Job Details window where changes can be made as
seen in Figure 4 on Page 3.
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5. Click on the Pencil Icon @. This will open the section for edits to be made as seen in
Figure 5 below. Once the edits are completed, click on the Check Mark ® to save the
changes then click Start ©. This will allow you to proceed with the other sections to
make edits if needed.

Use the same procedure for all the following sections seen on Page 3.
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6. After completing all the edits, scroll to the bottom of the page to Submit as seen in

Figure 8 on Page 5.

Job

Job Profile

Job Peofile ®

Craduats Ressarch Azalstent -H
Job Tiie

Gracuats Ressarch Assletant -H

Location

Location Details

Location *

BOROUGH OF MANHATTAM C. C.

Schsduled Waeidy Hours

Work Shift

Compensation

Employee Visibility Date

Employes Visiillty Date

Future Dated Events

Effecthve Date

MU2026

Overall Blafes

Suceamshully Complatad

Raason

Emploves Compensation Event

Automatic Compansation Changs

Total Base Pay
Total Base Pay
20.00 LED Hourty

Position In Rangs

FX T
Guidelines

Total Bazk Pay Range

Compensation Package
Genaral Compensation Packags

Compensaticn Brade

Compensation Brads Profile

Flalkd OfMos ganaric job grada

Hourly

Azsignment Detalls

20,04 UED Hourty

Plam Mama

Hicazriy Plan

Effactive Date:

OEZT035

Actugl End Date

e T
IS

Allowance

Figure 6

Figure 7



One R~

One System. One Foundation.

7. The final step is to click on Submit ©.

The transaction is routed to the HR Partner for review then to the Grant Manager and
Assistant Grant Manager (currently known as PA and APA).

Please Note: If the job changes the employee’s status from PT-B to PT-A or FT, then
the final step is routed to the employee for completion. An example would be Ariana
Grande went from a PT-B employee working 19hrs weekly (38 biweekly) to PT-A
working 25hrs weekly (50 biweekly) this now has made the employee eligible for

benefits she was not eligible for before.
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