workday.

Change Worker Location

1. Enter employee name in the Workday search bar

to display their profile page. Q  Andrea Jones (9

2. On the profile page, click on the Actions button

in the towards the top of the left-hand navigation.

3. Select Job Change from the
resulting menu, then select Change - 3 \
Location from the submenu. gl Start Job Change
Manage Work > Transfer, Promote or Change Job

hange Business Title
Organization >
Payment ’ g I

Add Job
avrol >

Reyrol Launch Onboarding

Payroll Interface > Report No Show
Terminate Employee

Personal Data ?

Provisioning Groups > Manage Probation Periods

S g
4_ You are brought to the Iocation When do you want this change to take effect? *
change form. The effective date o7 / 01 / 2026 [

defaults to the next pay period.

Do you want to use the next pay period? (07/01/2026)

If you wish to enter an alternative Why are you making this change? *
effective date, click the calendar icon X Change Job Details

and enter the date you want the
change to take place.

iii

Work Location
Where is the new location? *

* Portland Campus (-

Select a work space at this location

X Portland Campus > Schnitzer Center (511) > Schnitzer Center 265 (+=-) =

5. If the location change includes a move to a new campus, click the menu icon under Where is
the New Location field, then click All Locations from the list, and finally indicate the new
location. Alternatively, you can search by the city name to obtain the desired location.

Where is the new location? * i 2
Where is the new location? *

iii

X Salem Campus

X Salem Campus

Search

Work Location & Al Locations

Where is the new location? * » Locations by Country > . Off Campus
FA0, ki All Locations > Port :
% Salem Campus — ‘ * ortland Campus

Locations by Location Hierarchy >

o Salem Campus
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Change Worker Location

6. Next, select the new building and room to which the employee will be relocated. Click on the
menu icon next to the current location. You are presented with two search choices, Work
Spaces by Building, and Work Spaces by Office.

Select a work space at this location

* Salem Campus > University Services Building > University Services Building 110 (:-+) 1=

Search
Work Spaces by Building »
Work Spaces by Office >

To search by Work Spaces by Building, click on the field. You are presented with an
alphabetical list of buildings at the campus location. Select the appropriate building. Upon
taking that action, you will be presented with a list of rooms within the building. Select the
room where the employee will now be working.

& Work Spaces by Building & Salem Campus > Art Building

Salem Campus > Art Building = . Salem Campus > Art Building .
Salem Campus > Atkinson Annex Salem Campus > At Building > Art 102 (o=
Salem Campus > Atkinson School

Salem Campus > Art Building > Art 200 [+«
Salem Campus > Baxter Hall
Salem Campus > Art Bullding > Art 203 (-«

Salem Campus > Art Building > Art 205 (+»+

Salem Campus > Carnegie

VANE. NN NN

Salem Campus > College of Law

You can also save a step by selecting Work Spaces by Office. Selecting this option will
immediately produce the entire list of buildings with offices. This list is quite lengthy for the
Salem campus, so be prepared to do some scrolling if you chose this method!

& Work Spaces by Office

Salem Campus > Art Building > Art 102 > ;

Salem Campus > Art Building > Art 200 >
Salem Campus > Art Building > Art 203 )
Salem Campus > Art Building > Art 205 )
Salem Campus > Art Bullding > Art 206 >
Salem Campus > Art Building > Art 304 )

7. Add any comments or attachments as desired | enteryour comment
and click Submit to finalize the location O
change.

Attachments
Drop files here

or

Select files
w (Save for Laler) (Ca ncel)
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