
 

 
Process for a job profile change  
Step 1: Initiate the Job Change on the Worker profile. 

Update the job profile. 
• Type worker’s name in the search box and go to the Worker profile. 
• Select the Actions button → Job Change → select Change Job. 
• For the reason, select Data Changes → Job Profile Standardization. 
• Select Start. Under Job Profile, update the job profile to a standardized job profile from 

the job catalog.  
• Go to Summary and select Submit.  

 
 
 

 
 
 

 



 

 

 

 
 

 



 

 
 

Step 2: Initiate an Edit Position Restrictions action. 

To edit position restrictions, go to the position of the incumbent to start the EPR process. 
• From the Worker profile, you will see the Position in the summary under Job Details; OR 

you may search for the position in your search bar 
• Select the Actions button next to the position, select: → Position → select Edit Position 

Restrictions. 
• For the Position Change Reason, select Edit Position Restriction>Reallocation. 
• Change the Job Profile to a standardized job profile in the job catalog and select Submit.  
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