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Employee Job ChangeEmployee Job Change

StartStart
PI/Designee identifies the need for a job 
change and if funding is available on the 

grant.

PI/Designee identifies the need for a job 
change and if funding is available on the 

grant.

HR Business Partner completes compliance 
review and approval of budget impacted 

employee changes in WD

HR Business Partner completes compliance 
review and approval of budget impacted 

employee changes in WD

Approved?Approved?

Yes

Approved?Approved?

SPO Post-Award reviews to ensure 
request is in compliance with the 

terms and conditions of the award

SPO Post-Award reviews to ensure 
request is in compliance with the 

terms and conditions of the award

Position budget specialist reviews to 
ensure department funding is 

available in adaptive planning and 
adherence university policy

Position budget specialist reviews to 
ensure department funding is 

available in adaptive planning and 
adherence university policy

Position budget specialist reviews the 
position's budget, submits costing 

allocation, and submits budget 
amendments, if needed

Position budget specialist reviews the 
position's budget, submits costing 

allocation, and submits budget 
amendments, if needed

EndEnd

Compensation team conducts a market 
analysis review and validate the request 

details matches WD 

Compensation team conducts a market 
analysis review and validate the request 

details matches WD 

Approved?Approved?

Is job position related to 
a grant?

Is job position related to 
a grant?

YES

Funds AvailableFunds Available
HR initiates transaction in WD and 

sends a job change letter to the 
employee

HR initiates transaction in WD and 
sends a job change letter to the 

employee

HR Business Partner completes compliance 
review for approval of non-budget impacted 

employee change in WD

HR Business Partner completes compliance 
review for approval of non-budget impacted 

employee change in WD

Approved?Approved?

PI/Designee completes the employee job 
change request questionnaire in the 

Workday system.

PI/Designee completes the employee job 
change request questionnaire in the 

Workday system.

NO

NO

NO

NO

NO

YES

NO

Is Funding AvailableIs Funding Available

Yes

No

Does job change have 
budget impact?

Does job change have 
budget impact? NOYES

YES

YES

YES

Key:
SPO - Sponsored Programs Office
HR - Human Resources 
PI - Principal Investigator
WD - Workday

• Key control

Key:
SPO - Sponsored Programs Office
HR - Human Resources 
PI - Principal Investigator
WD - Workday

• Key control

Budget Impacted Employee Change:
• Job Reclassification 
• Promotion
• Demotion
• Transfers
• Change in Effort (i.e. employee's is changing from part-time to full time or 
vise versa) 

Note:  This is not the exhaustive list of budget impacted employee job 
changes.

Budget Impacted Employee Change:
• Job Reclassification 
• Promotion
• Demotion
• Transfers
• Change in Effort (i.e. employee's is changing from part-time to full time or 
vise versa) 

Note:  This is not the exhaustive list of budget impacted employee job 
changes.

Non-Budget Impacted Employee Change:
• Change of Location 
• Change to employee's supervisor 

Note:  This is not the exhaustive list of non-budget impacted employee job 
changes.

Non-Budget Impacted Employee Change:
• Change of Location 
• Change to employee's supervisor 

Note:  This is not the exhaustive list of non-budget impacted employee job 
changes.
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