
Revise Change Job is created in 
Workday for Transfer or 

Promotion

Hiring Manager or HR 
Partner initiates Revise 

Change Job

Verifies hire date, 
compensation, one-time 
payment, and hire reason

Current Manager 
Approval

HR Partner 
Approval

Department Head 
Approval

Receiving HR 
Professional:

Assigns Costing 
Allocation

Cost Center Approver: 
Cost Center Approval

Change Job/Transfer
Successful!

Revise Change Job Event 
in Workday

for Transfer or Promotion

Receiving Manager 
Approval

Payroll Partner: 
Review Pay Group 

Assignment

Offboarding Process
(Current HR 
Professional)

Onboarding Process 
(Receiving HR 
Professional)

This workflow is intended to assist 
the HR Professional in continuing 
from the recruitment process to 

hiring or rehiring a Staff Member.

HR Professional
 will need access to the 

following systems/roles for this 
process:

Workday/HR Contact & 
Recruiting Coordinator roles

Workday/HR Contact & 
Recruiting Coordinator roles

Additional Information Available

HR Professional Actions

Actions of Others - May Require 
HR Professional Follow-up

Color Key
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