Promotions in Workday

Revised May 2025

To promote a team member, they must accept their new position from an offer letter.
The offer includes the new pay rate that will be effective on their “Hire Date” which is
the date they will move to their new position.

Steps in Promotion Process

The Promotion process includes the following steps:
1.Manager confirms the position is posted internally.
2. Team member applies in Workday, NOT the career site.
3.Manager creates an offer with “Promotion” (reason) and offer letter.
4. Team member accepts offer and begins background check (for TSL positions and
above).
5.Manager or Recruiting (for TSL positions and above) completes “Make Offer
Decision” Task by moving team member to Background Check “Ready for Hire”
6.Manager and Manager’'s Manager review and approve promotion tasks,
7.Payroll processes the promotion, replacement requisition automatically sent to
Recruiting.
Confirm the position is posted internally in Workday

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

Please ensure that the job you are promoting 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.

= uBaw w Q Search

|
B

€3}

- JR10E223 Teamn Sales Lead (Open) -

E Recruting Start Date 047202024 - Today M Mt
Target Hirm Dt OASTUR00S - Todey 0 D U
frrem ]

@
[T ST,
.  Stora 135 @ beznime
(1)
Gwervem  Candidan Detads  Drgaeaions  Dusbecatons I
@
Py 48 [l w ol @ °
[ ourumny T Tamptits Psmag Coun Ennsinsd Possag US1, Arsea.
O e oENI Enarrple eSoction 29 WU, 1256 P @ =
[0 et e B e [ ouzwaM Enipe eection P11872, 1248500 L ————
Ererral_Caceer_Stw b Ty House Cobege-bal Team 5
L Lﬂ!.hthhndw ] Mo Last_RIONT ‘

[ T

=

RALLY HnuE

LocAL sTU|

Continued on
next page

Confidential ©2023 Workday, Inc.




Promotions in Workday - Internal Applications

Revised April 2024

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

To begin the promotion 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.

Internal Application

Includes the following_steps:_
1. Employee logs in to Workday.
2. Select Menu and then “Jobs
Hub”
3. Select “Browse Jobs
4. Search for the Location
5. Select the Position
6. Fill in/confirm Application data
7. Click Submit
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Promotions in Workday:

Move Candidate to Offer Stage

Select the candidate within your requisition and select “Move Forward”
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Promotions 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 "Promotion” for "Hire Reason.” The Hire Date must be the beginning of a new
pay period.

« Select “Make New Manager” if they are being promoted to a position with direct reports

(Store Manager and Above).

Select “Promotion > Promotion” for promotions to TSL, ASM, or other positions without
direct reports.
Confirm Location and click “Next.”
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Offers in Workday: How to Create and Send

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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Make Offer Decision

After new hire accepts their offer, Manager will receive this task.

Selecting “Ready for Hire” completes the offer process. For TSL and above
positions requiring background checks, Recruiting will process the hire.

Make Mew Offer

Decline v

Email Recruiting@RallyHouse.com with any questions when creating offers.
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Promotion Task in Workday: Review

Revise Job Change

Select the edit button on the top, right corner of the Promotion task
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This will correct the effective date to the beginning of the next pay period, if
not already set to this date.
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Review and Click Submit
The promotion will be sent to the Manager, and then Manager’'s Manager, to
approve. Following the approvals, Payroll will process the promotion.

Email Recruiting@RallyHouse.com with any questions when creating offers. RALLY HOUSE
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