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Managers may initiate a job change for an employee at any time. This could include 

compensation changes, business title changes, promotions and transfers, and ending 

employment. 

Compensation Changes 

Follow the steps below to request a compensation change for one of your employees: 

1. From the employee’s profile, select “Actions” -> “Compensation” -> “Request 

Compensation Change” 

 

2. Select the appropriate reason for the change 
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3. From the Compensation screen, expand the Hourly or Salary box (whichever applies to 

your employee) and indicate the new pay rate. You can change this in three ways: 

a. Change the Amount box to the new pay rate (ex. $51,500.00) 

b. Input an Amount Change (ex. $1,500.00) 
c. Designate a Percent Change (ex. 3%)  

Note: Changing one field will update the others. (In the image below, the only area 

changed was the Percent Change field, but the other fields updated accordingly.) 

 

4. Once submitted, the compensation request is forwarded to the following places for 

approval: Human Resources, Fiscal Officer, and Department Head. 
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Business Title Changes 

Follow the steps below to change an employee’s business title: 

1. From the employee’s profile, select “Actions” -> “Job Change” -> “Change Business 

Title” 

 

2. Indicate the desired Business Title in the box under Proposed 
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3. Once submitted, the business title will be updated based on the effective date entered 

Promotions 

Follow the steps below to promote an employee (remaining on your team): 

1. From the employee’s profile, select “Actions” -> “Job Change” -> “Transfer, Promote or 
Change Job” 

 

2. Indicate the reason for the change and click “Start” (the rest of the form will pre-fill) 
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3. The screens that follow will allow you to change all aspects of the employee’s job, 

including their job profile, job title, scheduled weekly hours, and compensation. The 

screens will pre-fill with the employee’s current information and you may change any or 

all of the items (as they apply to your situation).  
4. Once submitted, the request is forwarded to the following places for approval: Human 

Resources, Fiscal Officer, Manager’s Manager, and Department Head. 

Transfers 

Follow the steps below to transfer an employee (now reporting to another manager): 

1. From the employee’s profile, select “Actions” -> “Job Change” -> “Transfer, Promote or 

Change Job” 

 

2. Indicate the reason for the change, then modify the other fields with information 

regarding the manager, team, and location for the employee after the transfer 
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3. On the “Move” screen you will indicate if you intend to backfill the now open position 

and, if so, whether it should be open for overlap (which would allow a new employee to 

be hired and begin working in that role prior to the existing employee’s transfer out) 

 

4. Once submitted through the recap screen, the task will pass to the receiving manager to 

determine the employee’s new title, compensation, and other job details (they will 

receive an Inbox item)  

Ending Employment 

Follow the steps below to end the employment of one of your employees: 

1. From the employee’s profile, select “Actions” -> “Job Change” -> “Terminate Employee” 
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2. Indicate the reason for the employee’s departure in the Primary Reason field 

3. Upon entering the Termination Date, the Last Day of Work and Pay Through Date will 
automatically fill with the same date – change as needed; You may also enter a 

Resignation Date if the employee resigned 

4. Under Eligibility, indicate if the employee is not eligible for rehire (note: the system will 

default to “Not Eligible for Rehire – No” which means the employee is eligible for rehire) 

5. Indicate if you intend to backfill the now open position and, if so, whether it should be 
open for overlap (which would allow a new employee to be hired and begin working in 

that role prior to the existing employee’s last day of work) 

6. Once submitted, the process will forward to the Human Resources department for 

review; upon approval, you will receive an Inbox item with the Employee Exiting 
Checklist to complete prior to the employee’s last day of work 

 


