

	
	Purdue Global Quick Reference Guide
Processing a Department Change Reclassification Request



This QRG outlines the Department Change Reclassification process for an employee in SuccessFactors.
Hyperlinks & Jump Links – Searching for an Employee, Taking Action, Processing a Department Change Reclassification

	What is a Department Change Reclassification?

	A Department Change Reclassification occurs when an employee remains in their position, but the position is moved to a different department.

	Department Change Classification Process

	The Initiator will process the Department Change Reclassification Request.  Once complete, it will NOT go through workflow.  

	[bookmark: _Heading_2]Access SuccessFactors

	Visit OneCampus and select Employee Launchpad or from the Employee Self-Service web page click SuccessFactors

Log in using Purdue Career Account ID and Password.
	https://one.purdue.edu/ 
[image: ]       

https://www.purdue.edu/hr/global/pgnew.php
[image: ]


	From the SuccessFactors home page, type the name of the employee in the Search field on the navigation bar. 
	[image: ]





[bookmark: _Searching_for_an]

	Searching for an Employee

	As the employee’s name is being typed, multiple matches will be displayed. 
Scroll down to the correct employee’s name and click to select.
	[image: ]

	This will display the employee’s Employee File.
	[image: ]

	[bookmark: _Taking_Action][bookmark: _Taking_Action_1]Taking Action

	There are two options available to begin processing a Department Change Reclassification. 
The first option is found on the SuccessFactors home page. 
Once the employee has been located, hover over their name to view their employee information on a separate pop up window. 
Next, click Take Action to display action options.
	[image: ]

	Once the action options are 
displayed, select Change 
Job and Compensation Info to 
begin processing the 
Department Change 
Reclassification. 
	[image: ]

	The second option is found on the employee’s Employee Profile. 

Click Take Action to display action options.
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	Once the action options are displayed, select Change Job and Compensation Info to begin processing the Department Change Reclassification.
	[image: ]
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	[bookmark: _Processing_a_Lateral][bookmark: _Processing_a_Department]Processing a Department Change Reclassification

	Select Job Information by placing a check mark in the check box.

Next, manually input the date (mm/dd/yy) the job change should take effect or click the Calendar icon to display a calendar. 

Click the day the job change should take effect to populate the date field. 
	[image: ]

	
Once the date field has been populated, the field options associated with all selected change types are displayed. 

All of the field options will not be displayed immediately. 

[image: ]Note: Many fields will be pre-populated based upon existing employee data. 

[image: ]Note: Items with a red asterisk* indicate that a field is required in order to complete the job change. 
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Scroll down to the Organizational Information header. 
Enter department code or name and select. 
[image: ]Note: Once a field has been re-populated, the previous entry will appear below with a strike through. 
	[image: ]

	Next, if not pre-populated by the Department selection, update the Location (Building).
Enter the location code or name and select. 
	[image: ]

	Once all updates are complete, review and click Save. 

[image: ]Note: The Department Change Reclassification Request will NOT be routed through workflow. 
	[image: ]

	Optionally, view the Org Chart to verify that the change applied as expected.

On the SuccessFactors Home screen, select Company Info from the Home drop down menu.
	[image: ]

	Use the search feature or other tabs to locate the department to be reviewed.
	[image: ]





© 2018 Purdue University
Last Updated 10/23/2018
Page 7 of 7
image1.png
Employee Launchpad
Successroctors




image2.png
https://www.purdue.edu/hr/global/pgnew.php

Find Info For v Apply News Presid

E PURDUE Human Resources

UNIVERSITY. MISSIC N, AND STRATEGIC FORYOU

HOME  BUSINESS @ PURDUE  BENEFITS/WELLNESS ~ CAREERS @ PURDUE  HIRING @ PURDUE  MANAGER RESOURCES ~ WOR

Purdue Global > Employee Self-Service @ Purdue Global

Employee Self-Service @ Purdue Global

Employee Self-Service outlines the tasks employees can do. Employees can update personal informationfin SuecessFactors as wl s access the rec

off requests, access tax information and review pay statements via the ADP Tile within SuccessFactors. New employees should review the New Emy

SuccessFactors, ADP within SuccessFactors and APL.

Pl PR




image3.png
EUBDUE o - oo 1]

My Team

A Recognize and
Reward someone

@





image4.png
Home v

5 ToDo

Caleb L Waddell (cwaddel)

Graduate Teaching Assistant

Employee Directory





image5.png
7> My Employee File v

it . LaTasha Polk (admin149) v PURDUE

Caleb L Waddell | Parieadsr |6 AsotToday [ Takection
(ewaddel) v

Graduate Teaching Assistant
Biological Sciences (00000068), College of
Science (4018)

LILY (2755) (US/Eastern)

Local time: Friday, 09:18:56 PM

Employee Files

i

PROFILE PERSONAL INFORMATION EMPLOYMENT INFORMATION PAYROLL INFORMATION TIME OFF COMPENSATION ST

Basic Information @ Education
User Info

Username cwaddel
User ID 00062067
PUID -

First Name Caleb
Middle Name L

Last Name Waddell





image6.png
Caleb L Waddell (cwaddel)

[ noemail@successfactors.com

Graduate Teaching Assistant
Qs (2553)

Manager: Christie L Sahley

Direct Team
Reports Size &

 Take Action

org
Chart

Q caleo Wad

Caleb L Waddell (cwaddel)
Graduate Teaching Assistant

Employee Directory




image7.png
Caleb L Waddell (cwaddel) x

[ noemail@successfactors.com

Graduate Teaching Assistant
LILY (2755)

Manager: Christie L Sahley

Direct Team 8 99
Reports Size Chart

[Change Job and
Compensation Info

forminate

Employment Details
‘Add: Concurrent Employment
Manage Alternative Cost
Distribution

Generate Document Give abadge




image8.png
7> My Employee File v

jat . LaTasha Polk (admin149) PURDUE

5 Caleb L Waddell 2 teaer | AsofToday
(ewaddel) v
Graduate Teaching Assistant ’

Biological Sciences (00000068), College of
Science (4018)

LILY (2755) (US/Eastern)
Local time: Friday, 09:18:56 PM'
noemail @successfactors.com

Employee Files  Help & Tutorials

TR

PROFILE PERSONAL INFORMATION EMPLOYMENT INFORMATION PAYROLL INFORMATION TIME OFF COMPENSATION ST





image9.png
Employment Details
Add: Concurrent Employment
Terminate

Manage Alternative Gost Distribution
Generate Document

Give a badge

PrinVPDF




image10.png
Change Job and Compensation Info

v You May Also Change

Job Information
Change employee's ob data, ime information etc

Job Relationships
Specify the employer's HR Business Partner, legal advisors and others besides the primary manager.

CGompensation Information
Change the salary, bonus, elgibilty or beneits, etc





image11.png
Change Job and Compensation Info

v You May Also Change
+/| Job Information:
Haige GAEIG)&E's ob data, tme informatin efc

Job Relationships
Specify the employer's HR Business Partner, legal advisors and others besides the primary manager.

CGompensation Information
Change the salary, bonus, elgibilty or benefts, etc

*When would you like your changes to take effect?

Enter Date. ‘

February 2018 >

L
-~
gy e i s
..

s Hsga

4 5 6 7 8 9 10
o1z 13 14 15 16 17

18 19 20 21 2 28 2

25 26 27 28 1





image12.png




image13.png
ange Job and Compensation Info

V! You May Also Change
| Job Information
Change employee’s job data, tme informatin efc

Job Relationships
Specify the employer's HR Business Partner, legal advisors and others besides the primary manager.

Compensation Information
Ghange the salary, bonus, elgibiy for benes, etc
*When would you like your changes to take effect?

Feb 02, 2018

Position Information

Incumbent of Parent
Position *Position Position Entry Date Time In Position

No Selection ~ ~ Graduate Teac. v a Nov 01,2017

0 Years 3 Months 2 Days

Organizational Information




image14.png
Change Job and Compensation Info

Organizational Information

*Company *Business Unit Division
Purdue University (PUR) v West Lafayette (WL) v College of Science (4018)
Department *Location Cost Center
PBiological Sciences (00000068) LILY (2755) v WL Biological Sci (4018003000) v
Biological Sciences (00000068)
Chemistry (00000131)
College of Science Administration (00000144) *Fund
“College of Science Administration (00000144) (efauit (91010000) v
Computer Science (00000161)
“*Employment Type
Dept Earth, Atmospheric, & Planetary Sci (00000196)
v Student 12 Month Salaried
Mathematics (00000345)
ExempUNon-Exempt  Pay Grade

Physics and Astronomy (00000419)




image15.png
hange Job and Compensation Info

Organizational Information

*Company *Business Unit
Purdue University (PUR) v West Lafayette (WL)
Department
College of Science Administration (00000144) v
‘Biologieat Sciences (09000068)

Job Information

Supervisor Location Group
Christie L Sahley (sahley) West Lafayette (WL)
Position Title *Employee Class

Graduate Teaching Assistant Graduate Student

*Job Classification

Job Title

Division

~ College of Science (4018)

Cost Center

JiLY (2755) WL Biological Sci (4018003000)
COIMBUS Country:USA

COMC (2122)
City:Hammond Country:USA

COMP (2668)
City:West Lafayette Country:

CQs (2553)

Gity:West Lafayette Gountry:\&;

CREC (2686)
City:West Lafayette Country:U.

CRTN (2862)
City:West Lafayette Country:U.





image16.png
Change Job and Compensation Info

Organizational Information

*Company *Business Unit Division
Purdue University (PUR) v West Lafayette (WL) v College of Science (4018)
Department *Location Cost Center

e Adrinistration (00000144) v | | cas@sy v | | Folege of Science (3004015000) v

Job Information

Supervisor Location Group *Fund

Christie L Sahley (sahley) West Lafayette (WL) v HR Payroll Default (91010000) v
Position Title *Employee Class “*Employment Type

Graduate Teaching Assistant Graduate Student v Student 12 Month Salaried

Job Title *Job Classification Exempt/Non-Exempt





image17.png
Finish Your Profile

25)

Complete
Due Anytime

News
Notice of Right to Parti...

Home
SAP Jam

Goals

Performance & 3605
Compensation
Development
Careers

Succession
Recruiting
On/Offboarding
Payroll

Company Info
Employee Files
Reporting

Admin Center





image18.png
~Ompany info

Org Chart  Position Org Chart  Company Structure Overview




