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FAQs for HR and Payroll Teams: Change Job 
Staff, Student and Temporary Only 

What are the different actions that are handled through the Change Job process? 
There are various reasons available in Workday that corresponds with why you would change an 
employee’s job.  It is important to select the correct reason.   If you are increasing someone’s salary, as a 
result of a job change, the reason should be Promotion.    
 
Data Change: Change End Employment Date: Change in end date for a fixed term employee.   
Data Change: Change in Weekly Hours: An increase or decrease in scheduled weekly hours (FTE change).  
The business process calls the Propose Compensation sub-process since monthly compensation will 
usually change.  
Data Change: Change Work Location: Change in work location only. 
Data Change: Job Profile Update: A job profile change that involves no compensation change.   
Data Change: Post Doc: This job change reason should be used for Postdoctoral Researchers who change 
from a Scholar to a Fellow (or vice versa).  
Demotion (Various Reasons): Use when decreasing employee’s compensation (other than when 
reducing weekly hours). 
Job Transfer: A transfer to a comparable position in a new supervisory organization (transfers do not 
involve compensation change). 
Lateral Move: A move to an open position in the same supervisory organization (lateral moves do not 
involve compensation change). 
Promotion: Any job profile change that involves a compensation increase.  
 
For more information, see the Change Job quick reference guide.  
 
Will there automatically be a “bridge of service” for temporary employees converted to permanent 
employees? 
This will not happen automatically, however the benefits team will ensure the service dates are updated 
when an employee is moved in to a permanent position.   
 
Beyond the change job, are there any other actions I need to take in Workday when an employee 
moves from a benefits-eligible to non-eligible jobs? 
No, there are no additional actions that need to be taken, however it is important to ensure that the 
appropriate reason is selected at the onset of the Change Job business process.  For employees that are 
going to become non-benefits eligible due to a change in scheduled weekly hours, ensure the Data 
Change: Change in Weekly Hours reason is selected.  
 
What happens if you accidentally put an end date for a position? 
Workday will only allow you to enter an End Employment Date if the employee has been hired in to a 
position with a fixed term Employee Type.  
 
Will disciplinary information appear in worker history? 
Disciplinary information will not be tracked in Workday at the current time.  This information may be 
tracked in Workday at a later date (i.e. when Talent Management is implemented).  
 
 

https://workday.uchicago.edu/sites/workday.uchicago.edu/files/uploads/qrg/QRG_Change%20Job.pdf
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Will transfers or promotions be able to see their old job profile, including compensation information? 
No, employees will only see their compensation history which will include the reason why compensation 
was changed.   
 
Do long term employees who never got an initial background check who transfer or get promoted 
need to get a background check once they're offered a new position? 
Yes, they should receive a background check.  
 
What job details can I see about an employee who is no longer in my organization due to a change 
job? 
You will not be able to see job details of workers that have left your organization.  If you are in need of a 
report that will show you this information, please contact that Workday Knowledge Center.  
 
What do you do if you don’t want to backfill someone’s old position after doing change job? 
During the Change Job process, Workday will ask if you want to close the position the employee is 
vacating.  If you chose not to close the position, it will become a vacant position in your supervisory 
organization once the effective date of the job change is reached.   You may act upon that position (i.e. 
edit the position restrictions) when it becomes vacant or before it becomes vacant if you would like to 
start the recruiting process for the replacement.   
 
Remember, the UChicago Job requisition number needs to be entered in to the position if you have 
submitted a requisition in UChicago Jobs by initiating the Edit Position Restrictions business process.  
Once the position’s restrictions have been updated and approved, you will be able to hire or transfer an 
individual in to the vacant position.   
 
Is a staff to faculty position always considered a promotion?  
Yes, the individual will become eligible for CRP and this should therefore be categorized as a promotion.  
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