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Changing a Job Assignment 
This job aid will provide an overview of how to change a primary job 
assignment with a pay change involved, including role changes, promotions 
and store transfers. 
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Changing a Job Assignment (With a Pay Rate Change) 
1.​ After logging in to Dayforce, navigate to the People section: 

 
 

 
2.​ From the list of employees, select the Teammate. 

 
3.​ On the main menu, select Forms: 

 
 
 
 
 
 
 
 

 
 
 

 
 

 FOR THE EXCLUSIVE INFORMATION AND USE OF RECIPE UNLIMITED CORPORATION 
July 2026 

 

https://docs.google.com/document/d/1BCSQUXKqkZ314ZQX5ai_LE_gUKCE6DIpqzIecMhYeFY/edit


   PAYROLL MANAGEMENT​
CHANGING A JOB ASSIGNMENT 

            
4.​ Of the available forms, in the Professional section, select Job 

Assignment and Compensation Change: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5.​ On the Job Assignment form, select the Effective Date of the 
change: 

 
 
 
 
 
 

6.​ In the Work Assignment section, adjust the Location (if required) and 
Position Title: 
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7.​ In the Pay and Rates section, adjust any applicable information for 
the employee, if required: 

 
8.​ In the Compensation Changes section, Select the Reason for the 

change and adjust the employee’s pay rate by dollar amount: 
 
 
 
 
 
 
 
 
 
 
 
 

9.​ Once complete, select Submit. 
 
 
If the form is being submitted for a transfer from one location to another, 

once the form has been submitted, send an email to 
payroll@recipeunlimited.com to activate the transfer process in RMS. 

 
 
 

 
 

 FOR THE EXCLUSIVE INFORMATION AND USE OF RECIPE UNLIMITED CORPORATION 
July 2026 

 


	Changing a Job Assignment 
	Changing a Job Assignment (With a Pay Rate Change) 

