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Keep in mind                  Information Needed 

 

 

 

 

 

 

 

 

Steps: 

1.  From the Employee Profile, click on the Related Actions Icon  to display the menu of Available Actions.  Hover over 

Job Change and click on Switch Primary Job. 

 

 

 

 

 

 

 

 

 

 Employees that have multiple jobs in Workday will have one of 

the jobs marked as Primary.   

 In order to end an additional job, the job must not be marked as 

Primary.  

 Always consult the All Jobs tab to determine if the primary job is 

current.  If the existing primary job has an end date in the 

past, initiate a Primary Job Switch to make the current job 

Primary. 

 A Work Study position must always be primary in order to 

appropriately split the wages between the department account 

and the grant account. 

 Primary Job Switch will NOT kick off a benefit enrollment event 

to the employee.  Use the Change Job business process if 

benefit eligibility is changing. 

 Employee name 

 Proposed primary job 

 

 

 The employee must have more than one job for this option to display.  
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2. Use the Edit Icon  to expand the Date and Reason section. 

 

3. Use the Prompt Icon  to select the Reason and use the Calendar Icon   to select the Effective Date.   

Successfully Selecting an Effective Date for a Primary Job Switch 

 Workday will often return an error for the Primary Job Switch due to the effective date indicated.  

o Workday will not allow you to indicate an effective date within the current pay period if a payroll calculation draft 

has been initiated.  

o It will also not allow an effective date that is prior to the current pay period, as pay results for that pay period would 

have already concluded.  

If you receive this error, you will need to use the start date of the next pay period. 

 

 If an effective date is selected that is not at the beginning of the pay period, then this will create a sub-period in the payroll 
results. A payment will be made for each sub period in the pay period (meaning an employee would get their total wages 
paid across multiple direct deposits or in multiple checks).  

 
To avoid this, select an effective date that is the start of the next pay period.  

 

 Please reference the Payroll Closing and Pay Dates Calendar to reference the start and end of the pay period. 
 

https://finserv.uchicago.edu/pdf/2016PayrollDeadlines.pdf
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4. Click the Save Icon   to save your changes. 

 

5. Use the Edit Icon  to expand the Proposed Primary Job section and use the Prompt Icon  to select the Proposed 

Primary Job.  If only one other job exists, that job’s information will populate automatically. 

 

6. Click on the Submit Icon   to submit this task. 

 

If the proposed primary job is staff or temporary staff the process will route to HR Operations for approval.  

If the proposed primary job is academic, the process will route to the Academic HR Administrator. 

If the proposed primary job is for student, the process will route to the Student Employment Administrator for 

approval.  

 

 

If an employee will continue working the non-benefits eligible role, but pick up a benefits eligible role, please contact the Workday 

Knowledge Center (workdaysupport@uchicago.edu, 773-702-4433) and Susan Jaros, Benefits Analyst (sjaros@uchicago.edu) to 

ensure the most appropriate procedure is used.  
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