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Overview: 

This job aid provides step-by-step instructions on how to change an employee’s location, 

title, promote/demote an employee and transfers from the perspective of the HRBP.  

 

This job aid covers the following: 

 Change Job Location 

 Change Business Title 

 Promote an Employee 

 Demote an Employee – Voluntary 

 Demote an Employee - Involuntary 

 Transfer an Employee to a New Manager 

 
 

Change Job Location  

1. From the Workday homepage, use the Search bar and type Start Job Change and select 

the Task.  

 

    

 

2. Enter the employee’s name into the Worker field or use the prompts to select a worker. 

The Job field will autofill once you select an employee. 

Complete the What do you want to do? field with Location Change. 

Click OK.  
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3. Click the pencil icon to enter the Start Details including the date the change is to take 

place and the new location. 

 

 

 

4. Review the details and click Start.  
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5. Click Submit. 
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Change Business Title  

1. From the Workday From the Homepage use the search bar and type Change Business 

Title, select the Task.  

 

 

 

 

 

2. Type the employee’s name into the Worker field or use the prompts to select a worker.  

Select the employee whose business title you wish to change.  



Job Changes   

Audience: Department HR Partner  

Page 5 of 14 
 

Click OK.  

 

 

3. Select the Effective Date of the change.  

Input the Business Title that you are changing to. (You will see the current title displayed 

under Current).  

Click Submit.  

 

 

Promote an Employee 

1. From the Workday homepage, use the Search bar and type Start Job Change and select 

the Task.  
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2. Enter the employee’s name into the Worker field or use the prompts to select a worker. 

The Job field will autofill once you select an employee. 

Complete the What do you want to do? field with Promotion. 

Click OK.  

 

3. Click the pencil icon   to select the date of the change and to update Start Details, 

as needed. Click Start.  

 

4. Click the pencil icon   to update the following sections as needed:  

a. Start Details 

b. Position, Job Profile, and Business Title 
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c. Scroll down to Location Details 

d. Job Classifications, and Administrative 

 

 
 

5. Once updates are complete, click Submit. 

 

 

 

 

 

 

Demote an Employee - Voluntary 

1. From the Workday homepage, use the Search bar and type Start Job Change and select 

the Task.  
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2. Enter the employee’s name into the Worker field or use the prompts to select a worker. 

The Job field will autofill once you select an employee. 

Complete the What do you want to do? field with Demotion-Voluntary. 

Click OK.  

 

3. Click the pencil icon   to select the date of the change and to update Start Details, 

as needed. Click Start. 

 

4. Click the pencil icon   to update as needed:  

a. Start Details 
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b. Position, Job Profile, and Business Title 

c. Scroll down to Location Details 

d. Job Classifications, and Administrative 

 

 
 

5. Once updates are complete, click Submit. 

 
 

 

 

 

Demote an Employee - Involuntary 

1. From the Workday homepage, use the Search bar and type Start Job Change and select 

the Task.  
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2. Enter the employee’s name into the Worker field or use the prompts to select a worker. 

The Job field will autofill once you select an employee. 

Complete the What do you want to do? field with Demotion-Involuntary. 

Click OK.  

 

3. Click the pencil icon   to select the date of the change and to update Start Details, 

as needed. Click Start.  

 

4. Click the pencil icon   to update as needed:  

a. Start Details 

b. Position, Job Profile, and Business Title 
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c. Scroll down to Location Details 

d. Job Classifications, and Administrative 

 

 
 

5. Once updates are complete, click Submit. 

 

 
 

 

 

 

Transfer an Employee to a New Manager 

1. From the Workday homepage, use the Search bar and type Start Job Change and select 

the Task.  
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2. Enter the employee’s name into the Worker field or use the prompts to select a worker. 

The Job field will autofill once you select an employee. 

 
 

3. Complete the What do you want to do? field with Move to New Manager Within 

Department. 

Click OK.  

 
 

 

 

 

 

 

4. Click the pencil icon   to select the date of the change and to update Start Details, 

as needed. Click Start.  
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5. Review and edit the sections, as needed, by selecting the pencil icon.  
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6. When review is complete, click Submit. 

 

 

 

 

 
 


