Job Change- Demotions in Workday

Revised Feb. 2025

Job changes, to include demotions, must be completed through accepting the new
position from an offer letter. The offer includes the new pay rate, and position title. It will
be effective on their “Hire Date” which is the date they move into their new position.

Process Steps

The Demotion process includes the following steps:

1.Manager confirms the position is posted internally- partner with Recruiting for
support, if needed.

2. Team member applies in Workday, NOT the career site.

3.Manager creates an offer with “Demotion” (reason) and offer letter.

4. Team member accepts demotion offer.

5.Manager or Recruiting completes “Make Offer Decision” Task by moving team
member to “Ready for Hire”

6.Payroll processes the job change, replacement requisition automatically sent to
Recruiting.

Confirm the position is posted internally in Workday

To begin the demotion process, the employee must complete the Workday
application.

Please ensure that the job you are demoting them in to is posted internally, this
can be view on the Job Postings section of your requisition. You can also access
a link to send them to apply, this will require them to be logged in to Workday

already.
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Demotions (job Change) in Workday - Internal
Applications

January 2025

Confirm the employee has applied in Workday, NOT the career site.

To begin the demotion process, the team member must have completed the Workday

application. Please ensure that your job is posted internally. Internal applications can
be accessed via the Jobs Hub on the main menu.
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Demotions (Job change) in

Workday:

Move Candidate to Offer Stage

Select the candidate within your requisition and select “Move Forward”
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Demotions (Job change)

in Workday:

Initiate Offer - 4 steps

1) Enter the first day the team member will work in in their new job as “Hire Date“ and
select "Data changes” for "Hire Reason.” The Hire Date must be the beginning of a
new pay period.

Confirm Location and click “Next.”

Details
Target Hire Date (Job Requisition)
07/08/2024
Hire Date *
Hire Reason *
Hire Reason —
. Search =
[pearch o
Data Changes 3 |have a value. & Data Changes have a value.
Lateral Move >
. Data Changes > Change Job Details
Prometion >
Transfer 3 (O) Data Changes > Change Location
WD
Document Language

% English (United States) =

Job Details
‘ Total Base Pay

2) On the Compensation screen, enter pay rate in —
the “Assignment Details” field and click Next &IV HOaY | cid

Guidelines
Compensation w
0 G TS el I
o 13.00- 1500 S0 Howrly added
Compenzation Package

« Gendral Compensalion Package added

3) Click Next to skip the One-Time Payment screen

Grade
» Sales Associate added

Next “ Grade Profite
w Sales Associate Tier 1 added

One-Time Payment ~

0 © Salary
4) Review the information and click Submit to move Fou
to the Generate Document step R
1300 USD Hourly  added
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Demotions (Job How to Create and Send

change) in Workday:

Generate Document

Use the task “Generate Document” for Offer Letter to check the location, pay rate

and start date.

Click “Submit” to send the offer letter to the candidate.
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® Generate Document for Offer azsrzozs vy [l youthe pasition of Sales Associate . reportingto (Manager)  at  Store 045 - Allentown in
uun (Default Deﬁnltion}‘. Offer Letter Allemown, Pennsylvania.  Subject 1o your agreement 1o he lemms below, you will commence work
on 03/26/2024 |
Updated: 03/25/2024
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You shall receive a base howry rate of §°(Pay), which will be paid ona Hourly  basis, loss appli-
cable statutory deductions and withheldings. This hourly rate will be subject to all applicable taxes
and deductions, and adjustment pursuant to the Company’s employes compensation policies and
practices in effect from time to time.
18 Gempletion
Under the Immigration Reform and Control Act (IRCA), owr company is required to verify the identity
<D ) &

Make Offer Decision

After new hire accepts their offer, Manager will receive this task.
Selecting “Ready for Hire” completes the offer process.

Make Mew Offer

Decline v

Email Recruiting@RallyHouse.com with any questions when creating offers.
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Demotions (Job change) in Workday: Review

Revise Job Change

Select the edit button on the top, right corner of the data change task

Revise Job Ghange Data Chsnge:_ =

@

Start

Start Details

Emplayment Agreemant &
otter for Job Application: [ 0rermal - JR104965 Sales Associate (C160405)

Initiated From
Job application: [ 0nteral) - JR104965 Sal (C160405) on 01/17/2025

Whent do you want this change to take effect?

01/20/2025

Wiy are you making this change? *
Change Job Details

Select the option to use the next pay period
This will correct the effective date to the beginning of the next pay period, if
not already set to this date.

Why are you making this change? *

® Change Job Details

Do you want to use the next pay period?

Review and Click Submit
The Job change will be sent to the Manager, and then Manager's Managetr,
to approve. Following the approvals, Payroll will process the demotion.
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Email Recruiting@RallyHouse.com with any questions when creating offers.
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