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INTRO TO CONTINGENT WORKERS

The job class codes are called job profiles in WorkDay and have been slightly altered for Contingent Workers.

= Volunteers are employee’s in an unpaid status.

Volunteer A —Volunteer that does not need accesses.
Volunteer B — Routine Volunteer with full privileges including UNR e-mail.
Volunteer C —Volunteer with library access and NetID/NSHEID only.

Events — Event Volunteers. Not required to be entered into Workday when approved by Risk Management. Event volunteer sign in sheet
required.

= Affiliates are not volunteers because they work for or are affiliated with another organization.

Affiliate |- Affiliate with NetID/NSHEID and on-line library access only.
Affiliate 2 — Affiliate with full accesses including UNR e-mail.

= Adjuncts are teaching staff.

Clinical Adjunct Faculty— Adjuncts through the Office of Community Faculty. Full privileges including UNR e-mail and Grants-In-Aid.
Adjunct Facuity - Adjunct Faculty with full privileges including UNR e-mail and Grants-In-Aid.
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= Contingent Workers, like employee’s will be entered by the department into WorkDay.
 Risk Management will no longer have the access to enter in Contingent Workers for all departments.

= The only paperwork required for Contingent Workers is the Terms of Agreement form which can be located on the
BCN Risk Management Website.

= Affiliates are not required to fill out the Terms of Agreement form.

= TheTerms of Agreement Form will need to be uploaded into WorkDay.
= ALL Contingent Workers are to be entered into WorkDay for accurate tracking and compliance purposes.
= Contingent Worker Contracts will be maintained and terminated by the Department.

= Social Security Numbers are required to enter in Contingent Workers.



CONTINGENT WORKER ROLE WOrkeay

Once the department has entered the Contingent Worker into WorkDay and the contract has been approved, the
Contingent Worker will need to complete the on-boarding process in WorkDay.

= An email will be sent to the Contingent Worker to generate their login.

= They will need to complete the following steps in WorkDay.

= Approve the demographic information entered by the department.

= Enter in Emergency Contacts.

= Acknowledging the required policies.

Please ensure to input an email address when contracting the Contingent Worker.
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CONTRACTING A CONTINGENT WORKER

= Login to WorkDay with NetlD/Password

= Type “Contingent Worker” into the search
bar on the Home screen.

= Select Enter

Note —You have an inbox on the top right of
the screen that will issue prompts throughout
this process.
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CONTRACTING A CONTINGENT WORKER

A list of search results will appear.

= Select “Contract Contingent Worker”

= You will see a prompt to enter in a Supervisory\.

Organization.

= Select the appropriate Supervisor Org from the
drop down list or type in a supervisor.

= Note — Ensure the POOLED Structure is
selected for the appropriate supervisor.

= Select if it is a pre-hire or new-hire.

= Select “OK”

‘Aras, oy encs oy frampancy
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Enter In the Name of the Contingent Worker.

| would recommend selecting “Allow for
Duplicate Name” in case another worker has the
same name.

Legal Name Information is a tab and Contact
information is a tab.

Once you complete the “Legal Name
Information” select “Contact Information” to tab
over.

Required fields are marked with a red asterisk.

The top section is optional.

<« C | @ Secure | ittps//implworkekaycom/ it d sk /2597588 himld

Contract Contingent Worker

v Contract Contingem We  x Wl

Source
Referved by =
Comment
pel Yy O UNR Human Worker Ci ion POOLED (Adria White)
Allow Dupiicate Neme

Legal Name Information

Contact Information

Country % X UnHed States of America =

Prefix X Dr.
FirstName  * Ellen
Middle Name

LastName * Hopkins

Suffix
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CONTRACTING A CONTINGENT WORKER

w Contract Contingent We X WIS
| & Secuss | hitpsydmplworkday cominshed/d/ ik 225788 K

= Enter in the demographic information by selecting ¢ ¢
the appropriate box. m— = :

Comment
= Phone,Address, Email — Required. :
Supervisory Organization UNR Human { Worker C POOLED (Adria White)
= If you miss a field an Error will generate. sowoureseae 18 R
= You will need to correct the error prior to moving Lepeame iomaten, @) Contat frmatin h
forward. e

Country Phone Code | x Untied States of America =
1

= Ensure you enter an Email address so the '
contingent worker gets notified to complete =

Phone Number & SRR
onboarding. Proe Extnmon
Phone Device @ |
= When you have finished the contact information S ——
select “OK” e . X W
' Primary Work

Primary Home

Ilen Car
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% Contrad Contingent We X

®  You are now on the contract page.

€ © | & Ssture | batps Simplwerkday com/ieleid sk 2ETISER ik

»  Enter in the Contract Start Date.

Comract Start Dale * o7 /01/2017 "%

= Enter in the Contingent Worker Type. e ghcieredslaiadi
= Select“Contingent Worker Type in the drop down box”. pbibels
Contingent Worker Type % ; x Adiunct/Clinical Faculty =
= Select the appropriate category. Jb ot T I
. Adunct Faculty
= Select the appropriate Job Profile. Tine e * X e =
Location * X University O Nevada, =
Reno

m  Select full time or part time.

Work Space

i

= Select Location.

Contract Details

Independent Contingent Worker

®=  Enter in end date under Contract Details

Supphier

Defsuit Paymenl Terms =

= At the bottom of the screen there is a location to add files.

P . Contract End Dale 1273172007
This is where you will upload the Terms of Agreement — .
form. oy :
u Select “Smeit”. Save for Later Cancel

= —
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= The next screen will advise you have
submitted the contract and need to
“Change Personal Information”. Select
“Open”.

= Enter in the Contingent Worker’s personal
information.

= Select Submit.
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The next screen will advise you have submitted the personal
information and prompt you to “Edit Government IDs”. Select

“Open”. \

= Select the Plus sign to drop down the entry box for “National ID’s”.
= Enter in the Country

= Enter in the ID type “SSN”

= Enter in the SSN Number

= Add other ID information as needed.

= Select “Approve”

P4A-UAT
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CONTRACTING A CONTINGENT WORKER ™"

The next screen will advise you have submitted ID Change and
prompt you to “Change Organizational Assignments”. Select “Open”.

Changa My Grmrrrenem 102
Adna Winte et

= Scroll down to “Cost Center” under “Organizations”.
= Enter in the appropriate “Cost Center”.
= Select “Submit”

= The Contingent Worker has been entered.

= Remaining Steps:

= Managers Manager Approval gt

= Contingent Worker Completes Onboarding

Organizations
Company

ompany +
Ummeratly of Nvrads Reno 4
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MANAGERS MANAGER APPROVAL

= The manager of the administrator who entered the J et x - = s ’
C | & Secure | hittps;fimplumshiay.com)iivhe ' A

Contingent Worker will receive an inbox message.

= An Action will be waiting advising them to Approve the
. . Viewng A1 Sor By: Newest Contract: Ellen Hopkins - UNR Human
entered contract information.

Resources-Insurance Worker Compensation
ot Gommesstn POOLED (b POOLED (Adria White) (i)

Review

b 27 mirarie(s) a0 - Due 09/1472017, Effectve 07/01/2017

Mnﬂ:ﬂu\mmw For m‘)‘ Res: Insurance Worker C POOLED (Adva
. . Inswance Worker llon POOI Adria Fertiiocsss I R —
= To review the contract the manager will need to scroll . e

OveraliSulus I Progress

down to see all of the content. Once reviewed select St o ot Cas g meows 099207
“Approve”.

Dfepngein Tt TR0 Ele s AT

Details to Review
Contingent Worker Detalls

Time Otf Comection: Lisa
dradsivp P w3 fran e 2
Propossd Organization LN Hau i e o ct-Jnpanamce Wirke: Dimrgampaton POOLED (Adsi
Wi
Benefi Change - Vokunlary Benefil Plans : Heather o
Ersking on 08/01/2017 Conrect Dee o07/01/2017

Contrect Worker Resson  Comract Contingent Worber > Intial Engagement

= Remaining Step: Contingent Worker completes onboarding. g s o o e Mo Pty
ARl AT Job Profie J001461 - Volunteer Adjonct Facuty
Review and Complete PEBP Paperwork: Leave University Of Nevada, Reno

Request: Bre Simmons (On Lesve)

Locatin
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CONTINGENT WORKER ONBOARDING

» An email will be sent to the Contingent Worker to | C . e L Ly
« OB B <« C | @ Secure | https:/implworkday.com/nshe2/d/home himld ﬁ| i
initiate login.

On behalt of: Ellen Hopkins [C) [

Visil your prolile, manage account details
i gign ol

Seareh for people, tasks, reports and more

= The Contingent Worker will need to login to WorkDay
and go into their inbox.

= NetlD/Password

Access all of your aclion iterns and natifications

Let's get started!

= They can also review where they are in the process by
selecting the “Onboarding” worklett.
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CONTINGENT WORKER ONBOARDING

F & Enles Your Personalinfc. x {3 i =

& C | & Secure hittps/Tmpl workdaycomynphe/diuni hiedinbor/nttisinbos S5 LT LIS el

» A message will be waiting to instruct them to review — - e S T
and update their demographic information. LTy

e bt e Onboarding for Ellen Hopkins [C] (asons 3

13 minule(s) ago - Effective 07/01/2017

Enter Your Personal information & Contacl Detalls:
POD91179 Volunteer Adjunct Faculty - Elen Hopiins (C] i,
Jamry ) e Bileetv 07700, 2007

The fiedds with an acterisk {4) are required as well ac the following fieids:

o Gender

« Primary Home Address
« Primary Home Phone
o ArcaCode

You will need 1o remove the area code from Phone Number fieid and insert R in Area Code fieid

= Once reviewed and entered they will need to select CiagogREsenahiniowIiich
“Submit”.

Gender

Gender
Female

Dste of Birth

Date of Birth P
1211972 %

m Save for Later Close
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Another message will initiate in their inbox to prompt
them to “Change Emergency Contacts”.

Once the information is entered they will need to
select “Submit”.

The last message will request they review and
acknowledge the NSHE required policies.

Once reviewed and the check box ““| Agree” is marked
they will select “Submit”.

Onboarding is complete!

/ ( Change Emergency Con % \"-_ _ J " 5 . ST .
<« @ @ Secure | hitps//implworleckay e/ b2 il inbon nilolliban 25051 r133hindd | i

~

W Q sewen On behaif of: Ellen Hopkins 6] [

Change Emergency Contacts
Viewing: Al A Ellen Hopkins [C]
pr= 27 secondis) 890 - Due 09/14/2017

Change Emergency Contacts
27 vevunds) age T 091412017

(Cactions )

Primary Emergency Contact

27 emrvedame |t 120N § s RR20T Lo Mo

Name

Relph Hopkinrs

Courdry #

X United States of America

Prefix
X Dr.

First Name +
Raiph

Middie Name

| == Mome &
Save tor Later Cancel
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END CONTINGENT WORKER CONTRACT

Search “Contingent Worker” in the Search Bar.

Select “End Contingent Worker Contract” from the list of

search results.

Enter in the Contingent Workers Name

Select the Appropriate Contingent Worker Name.

W Search Resulls - Workde X

& S O @ Secure | ttp il wonkcksy com/n

People

Processes

Ali of Workday
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peh il fgecont ke
Coptmaetil Warkers in My irganpat
imwt ortingie weorkoes 1 e s 8 organzaten. inciuding thelr work, contract end date, and thelr lenwre with the company

Contingant Workers with Explring Contrests
Dupbeys rtormassn en contrges! weddis Whoss contradts iing before & d d workes name,
positen, cormict e dute MRRAGA MO RGT] STEITon, Wk, o pay ke

All Comtingent Wotkers
View & het it w2 cerifignel workers. Detalis inctude the worker's name, startus, type, supervisory organization, poeiion, cost cerder,
original hire date. supplier, comtract atert and and dates, pay rale, pay frequency

sl Tox futhoity Farm Type to Contirigent Workes
Comract Contingent Worker

Conviried Employes Coptrects Aot

This pepert diaphiys o0 dch® of s Ehasges msmmsmmnmmwmnmmm
Date

Emargenty Comasis for Worker

Vi b st ey corkactl. Including the conlact person's name, refstianship, contsct priority, languages spoken, phone
number, and emall address Ensbles you lo confim, edkt, 8dd, of delete emergency comacts

Employee Contracls
View the coniracts associsted with a spectfic employee Regquired prompts: Employee Optons! prompis none

Employees with Conirasty
iesr o bt of amgloyees el e contracts Detads [} ste,
2t [ype. ALt andi end date, a5 wel es the slstus. Required prompls: none Option

job trtle, position, comrect ID

End Contingent Worker Contract
Most Recent Compieted Emergency Contact Business Process for Workers

Scorecard Metric Detalls - WO Contingent Worker %
View delails for metrics using the Workday Contingent Worker % metric calaudation

View Tax Authority Form Type for Contingent Worker
WIP R156 (TCH-1835) Contingent Workers Report - HCM - CR (NSHE)

View 2 lisL of al contingert workers Detalts Include the worker's futr. situs, i sppsmisary Srpan e, POSITOn, COR! cee,
mmmmwmﬂmwmmnwmgwﬁw

"
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END CONTINGENT WORKER CONTRACT

Y & Ena Contingent Worker  x g
= Enter Contract End Date. et Ao o

linphenailbilin | mla

3 End Contingent Worker Contract Ellen Hopkins [C] + samon
\ " P0091179 Volunteer Adjunct Faculty A
» Select Reason for separation. Corodou * 1273112017 2

Reason &

ak2FTEAT Ikl

> Additional Information

» Enter in Additional Comments and documentation as T
needed. Attechments
Drop files here
Select fles

» Select Submit . [

Onbenait of: Adrawhite 5




END CONTINGENT WORKER CONTRACT
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= A notice will be sent to the Manager’s Manager

= Once the Manager’s Manager reviews the contract end
they will select “Approve”

= The Contingent Worker Contract has ended.

€ C @ Secure | hitps/Amplworkday.comy i

IrtpaTERItR= ) TAEE

Actions % Nchive
Viewing: Al Sort By: Newsst

End Contract: Ellen Hopldms [} -
S encnckeagn e MAAATZ01, Briection 1212017

Schedule Benefils Enroliment Clasa: Onboerding for
Mark Flores

sdadaag URTSN7 TN I een e L3j3y 201Y

Time Oft Correction: Lisa Taylor
Adaed Ay [ OH LT, Cibeative (1 47200 ¢

Benefil Change - Vohuntary Benefit Plans : Hesther
Erakine on 08/01/2017

1daglsingr T DIV Lot ve Lot} 1010

Leave Request: Migle Vaiunle

Sdyglayama Ffert 202,042007

Review and Complete PEBP Paperwori: Leave
Request: Bret Simmans (On Leave)

V5 Gy i | Herian U2 212017
Schedule Benefits Ervoliment Class: Onboarding for
Chwistopher Englich

12 dayial ago Dor IS, Efeciie DVRIGHT

Demafil Phanne - 4 rminirteativs Cnraetian » Aulnners

RS TLI Wl

O betalf of: Migie Voturte

Review Contingent Worker End Contract ]
Ellen Hopkins [C] (astens )

P0091179 Volunteer Adjunct Faculty Cacors)
54 second(s) sgo - Due 09/14/2017; Effective 12/31/2017

Comtract EndDate # 1273172017 = |

Reason * % Voourtary = Valantary

- Additional Information

Secondary Ressond i
Last Day of Work i =

Notify Worker By 124510 iy =

Regrettable

gy, enier your comment

i [




