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Review a Contractual Hire from JobAps

When the contractual position is competitively recruited in JobAps, you will have to process the hire
through the Hire Details. After the nightly integration occurs, go to your Workday inbox to review the
information and to complete the hire process in Workday.

Procedure:

1. Click the Inbox icon.

2. Click the Inbox %

3. Locate the Hire Event in your Actions tab.

hyperlink.

L1
\n) Information: The hire event will include the name of the person.

Review Employee Hire - Workday

® P Wl Truman (W2222221
workdoy

Review Employee Hire GRACE ADLER (% & .
SPS - Department of Design

8 day(s) ago- Due 10/04/2017; Effective 10/04/2017

Hire Date % 10/ 04

Reason X New Hire > JobAps

Job Details

Position

Job Requisition
Employee Type

JobProfile %

TimeType Fulltime
Location

Pay Rate Type

Additional Information
Job Title

Business Title

Location Weekly Hours

Defaut Weekly Hours

Scheduled Weekly Hours

4. Update the following fields:

Field Name Values

Hire Date The Hire Date should automatically populate the date that was
integrated from the Hire Details from JobAps. You may type of use

the " icon to change the Hire date of the contract.
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If the hire was done through the Hire Details from JobAps, then the
reason should be automatically populate.

NOTE: If this is a transfer that requires a compensation change,
then change the reason to Transfer — Transfer Contractual (non
conversion) to trigger a Propose Compensation event.

Position

The PIN will automatically populate from the Hire Details. Verify the
PIN is correct.

Pay Rate

Contractual employees are paid Hourly and not Salary. If Salary is

selected, then remove the salary and click the Prompt to select

Hourly.

Scheduled Weekly Hours

Changing the Scheduled Weekly Hours will update the FTE
percentage. Verify the hours the scheduled weekly hours the
contractual employee should work. DO NOT change the Default
Hours.

End Employment
Date:

Type or click the Calendar “* to select the date the contract will
end.

NOTE: This date must be at least 30 days from the current date.

NOTE: Benefits and Enrollment

1. If you are using Fiscal Year to end a contract and the
person’s contract start date is in April, May or June and it
will be renewed into the new fiscal year, then the
Employment End Date must be for the following fiscal year
to be eligible to receive Benefits.

Example: Contract employee’s start date is April 15, 2017. The
contract end date is June 30, 2018.

2. If you are using the calendar year to process a contract
and the contract will carry over into the new year, please
DO NOT use the last day of the current calendar year
(December 31st) as the Employment End Date. The
December 31st date will not trigger an Open Enrollment
event for the employee.

Company Service Date

Type the appropriate increment date for the employee (01/01/YYYY
or 07/01/YYYY)

Re: 7/16/2018
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Select files
5. Click the Select Files button to upload the contract in the Attachments section.

a. Locate the file on your computer to upload by double clicking on it.
b. Use the search prompt “— to selecta Category for the document.

Approve
6. Click the Approve - button.

7. Clickthe Done  button.

8. Click the Inbox icon.
I ‘ .
9. Select the Inbox L hyperlink.

Edit Government IDs - Workday

® G wérkddy \

I Actions Archive I o7 I

Edit Government IDs GRACE ADLER

Viewing: Al Sor1 By Newest 15 second(s) ago - Due 09/30/2017
Proposed IDs

1D Change: GRACE ADLE
National IDs A d e

[+] *Country *National ID Type Identification § lssued Date Expiration Date Issued |
Additional Government IDs h gl
+ *Country *Government ID Type Identification Issued Date Expiration Date Verification Date
Previous IDs
National IDs v«
*Country *National ID Type Identification # Issued Date Expiration Date Issued By Series. Verification Date Verified By
Additional Government IDs ) 4l
*Country “Government ID Type Identification £ lssued Date Expiration Date Vesification Date Verified By

Process History

Jack McFarland (W1112222)
Edit Government IDs- Awaiting Action

B - cancel
v

®100% v

10. Locate thalﬁ@\ge event in your Actions tab of your Inbox.

11. Click the plus o button to add a row under Proposed IDs

12. Click the search prompt

to select United States of America in the Country field.

13. Type or use the search prompt .~ to select Social Security Number in the National ID Type field.
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14. Type the social security number in the Identification # field.

& Caution: If you receive the following Alert message, then that means the SSN that you entered
already exists in Workday. You will not be able to move forward with the Hire process until you determine if
the SSN entered is correct or investigate whether or not the person already has an existing W number in

Workday.

Alert

1. Identification # (Row 1 Column 4
This naticnal identifier you entered is already in use. Verify that the information is accurate.

15. Click the Approve button.

s o L
16. Click the Done ' button.
17. Click the Inbox icon.

18. Click the Inbox 759% hyperlink.

Propose Compensation Hire - Workday
A  Q seon

Wl Truman (W2222221) |
workday.

Actions 5 Archive

Propose Compensation Hire GRACE ADLER (icens) 111155 Interior Designer (Unfilled) (asion LR -
Viewng Al Son By Newest 18 second(s) ago - Effective 10/04/2017
Propose Compensation Hire: GRACE ADLER- 111155 Compensation
Nutrition Program Trainee
Effective Date & Reason
Effective Date 2
10/04/2017
Reason

Hire Employee > New Hire > JobAps

Total Base Pay

Total Base Pay
© 34390.00USD Annual sdded

Primary Compensation Basis

Basis
Total Salary and Allowances

Basis Details
# 34390.00USD Annual sdded

Guidelines

Pay Range
© 34390.00- 44.288.00 - 54,186.00 USD Annwal sdded

Compensation Package.
® State of Maryland - Active SPMSadded

Grade

El - ocoue Close

~
®100% ~

19. In your Actions list, click the "Propose Compensation Hire:" task. HINT: The employee's name is
included in the task name.
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|
20. Click the Toggle Fullscreen Viewing Mode ¥  button.

1 of 5 - Workday

Salary

Unit Salary

Allowance

® Contract NTES added
m a4 A Y

R100% ~

21. On the Compensation screen, scroll down to the Salary section and click the > button to remove

the salary information.

22. Click the Delete button when prompted to confirm deletion.
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1 of 5 - Workday

Salary

Unit Salary

m = aidedateces N Y

N

23. Click the Edit s icon in the Hourly section.

[ i
\i) Information: If the Edit icon is not shown in the Hourly section, then click the Add

Add
button in that same section. Then select All Compensation Plan and then
click on Hourly Plan.
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1 of 5 - Workday

Compensation Plan
Hourly Plan

Total Base Pay
34,390.00 - 44,288.00 - 54,186.00 USD Annual

Amount *

1'15.oo|

Currency *

11

X uUsD

Frequency *

I

X Hourly

Additional Details ‘

24. Click the Additional Details Additional Details tab button in the Hourly section.

1 of 5 - Workday

Additional Details

Expected End Date
/DD / [

Actual End Date

Compensation Element

Base Pay

Grade
Standard Salary Schedule

Grade Profile
STD 0012

Re: 7/16/2018
Page: 9 of 39



Title: Hire Contractual Employee
Functional Area: Staffing

SYSTEM

pamly

25. Type or click the calendar “** icon to enter the Expected End Date of the contract. Do not enter
the Actual End Date as this will end pay on this date, even if a contract renewal is

processed.

v

26. Click the check icon to save the information in the Hourly section.

1 of 5 - Workday

Unit Salary

Allowance ‘
Assiy s

e —
27. Click the Edit / icon in the Allowance section.
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1 of 5 - Workday

28.

29.

30.

31.

32.

33.

34.

35.

Compensation Plan
Contract NTES

Amount *

| p.00

Currency *

X USD =

Frequency *

Il

X Contract NTES

Additional Details

Type the Contract not to exceed amount in the Amount field.

Click the Additional Details Additional Details tab button in the Allowance section.

Type or click the calendar = icon to enter the Expected End Date. Do not enter the Actual End

Date as this will end pay on this date, even if a contract renewal is processed.

Click the Save Allowance button.

You may enter a comment in the Comment section.

Click the Submit button.

Click the Done button.

[ i
\i) Information: The compensation must be approved. The approval routing is based on the
reason code selected when hiring the employee.

The System Task is complete.

Re: 7/16/2018
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Non Competitive Contractual Hire

If the contractual position did not have a recruitment process, then the hire is done directly in Workday
and not through JobAps.

If you are processing a rehire, then you will need to locate the Pre-Hire ID prior to starting the Hire
process.

Search for the employee.

Click on all of Workday

Locate the Pre-Hire ID next to the name and then click on the name.

Write down the Pre-Hire ID number. You will need this when you get to step 3.

el e

#H  Q EleHopper 1

Search Results View Pre-Hire Elle Hopper (actions)
Categories Search Results 2 items
Commen All of Workday Pre-HireID  AW1112222 4
Click on the hyperlink
Organizations Elle Hopper & Pretine . .
oo 3 Pre-Hire Profile
ayre Elle Happer (W1112222) Employee
People Work Address
Processes Tip: try selecting another category from the left to see o
Procurement 301 W. Preston Street Baltimore, MD 21207 United States of |

Recruiting
Security
Staffing

| All of Workday 2

Procedure:

Re: 7/16/2018
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Search Results - Workday

A a1 wdrkday Wartn Brenmer (W1111118)
Search Results

Categories. Search Results 0«

| Common

Tip: try seiecting another category from the left 1o see other resuits
Organizations

Payroll

Suafing é__——“’
A of Worey >

R100% v
1. Type the PIN in the Search field and click on the All of Workday A/ of Werkday ption,
Position Restrictions - Workday
#H Q2 Wl;l'k;fﬂy Martin Brenner (W1111119)
Categories Search Results 1 1erns
e All of Workday
Ovgestustions 222111 Research Lab Assistant Il (Unfilled) &2
Payroll
e T g o s S R Position Restrictions 222111 Research Lab Assistant || (Unfilled) @ &
Position Restrictions.
e S > 8PS - Trainining Unit
Pt Compensation
Recruiting Favorite >
Securty He Q2 - R P
Staffing Integration 1Ds >
Ry Job Application >
Job Change >
e
s
Roles.
100% -

Hire Employee

2. Click the Related Actions and Preview button next to the position, then hover over Hire

and click on Hire Employee

Re: 7/16/2018
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Hire Employee - Workday

A& Qzm Sk harin remer (W1111119)

Hire Employee

Supervisory Organization # DJS - Residential Services - Unit 2

Position

Cancel
®R100% v

3. Select one of the following options.

If Then

The employee is a new hire...
- Click the Create a New Pre-Hire radio button.

- Click the OK button.
- Go to the next step.

The employee is a rehire...
- Click the Existing Prehire radio button.
- Type the prehire ID in the Existing Prehire field.

— Clickthe OK | button.

- Go to Step 13.

Re: 7/16/2018
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Hire Employee - Workday

A& Qzm

Source

Referred by

Comment

artn Bremer (V1111119)
warkday artn Bremmer 9

Hire Employee

®100% ~

Legal Name Information

4. On the Legal Name

tab button, complete the following fields.

Field Name Description
First Name Type the first name of the employee.
Last Name Type the last name of the employee.

5. Click the Contact Information

6. Click the Add Address

Contact Information
tab button.

Add
button.

7. Complete the following fields of the employee’s HOME address:

Field Description
Address 1 Type the employee’s home address
City Type the city
State Type the State
Postal Code Type the zip code

Re: 7/16/2018
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8. Click the prompt menu = button in the Type field to select Home.
Add

9. Click the Add Email button.

10. Type the employee's personal email address in the Email Address field.

11. Click the prompt menu -~ button to select HOME for the email address.

12. Click the OK button.

Hire Employee - Workday

A 222111 Martin Brenner (W1111119)

workday

Hire Employee Elle Hopper SPS - Training Unit (Actions )

Additional Information

Attachments

Drop files here

or

Select files

m Save for Later ancel v
®100% -

13. Type or click the Menu i icon to enter the Hire Date.

14. Click the prompt menu = icon to select the reason.

15. Select one of the following options:

Reason Description
Benefits Only DO NOT USE
New Hire > Convert Contingent Select this option to convert a Contingent Worker (has a

W number with the letter C after it) to a State/Regular or
Contractual employee and needs a new W number.

Re: 7/16/2018
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NOTE: This is not the same as contractual conversion.

Fill Vacancy Select this option to hire a brand new employee to fill a
vacant PIN.
JobAps Only use this option if you were unable to complete the

brand new hire from the Hire Details page in JobAps.

New Position

Select this option if you created a brand new PIN and is
being filled for the first time with an employee.

Transfer from Non
SPMS

Select this option if the employee is a State employee
outside the SPMS agencies (agencies that do not use
Workday).

Rehire >

JobAps-Non
Reinstatement

Select this option if you were unable to complete the rehire
from the Hire Details page in JobAps.

JobAps-
Reinstatement

Select this option if you were unable to complete the rehire
from the Hire Details page in JobAps.

Non-Reinstatement

Select this option if the employee DOES NOT qualify for a
reinstatement

Reinstatement

Select this option if the employee qualifies for a
reinstatement

Settlement ORG
ONLY

DO NOT USE

Re: 7/16/2018
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Hire Employee - Workday

A Qo Workaay ari ranner 1111119)

Hire Employee Elle Hopper (&) SPS - Training Unit (Actions)

HireDate % 11/22/2017 %%

Reason X New Hire » Fil Vacancy —

Job Details

Position * X 222111 Research =
Lab Assistant il

Job Requisition  R0011111 Research Lab Assistant (Open)
Employee Type * Contractual - Contract (Fixed Term)
JobProfile % Research Lab Assistantli-1113

TimeType  * Fulltme

Location * Baltimore - 301 W. Preston St

PayRateType X Salary =

Additional In%\
Remove the Salary by

clicking on the X.

Attachments

Drop files here

o

Select files

R100% v

16. Remove the Salary in the Pay Rate field by clicking on the X = symbol.

17. Click the menu prompt -~ icon in the Pay Rate Type field to select Hourly.

Additional Information
18. Click the Additional Information tab button.

Re: 7/16/2018
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Hire Em B‘Iﬂpygg - Workday

JobProtle %

Gay St
Additional Information

Job Title Admin Offices Il

Business Title Admin Offices Il

Location Weekly Hours )

Default Weekly Hours 4

Scheduled Weekly Hours

FTE 100%

Job Exempt

Job Category

Job Classifications

Management Level from Job Profile

Job Classification
Company Insider Types

Workers' Compensation Code from Job Profile

Workers' Compensation Code Override

Work Shift

First Day of Work Nr22r2017 B

Time of Hire

Conti Date 24 a0 2007 See

Company Service Date

®100% -

19. Type of click the Calendar " icon to enter the date the contract will end in the End Employment
Date field.

20. Click the Submit m button.

21. Click the Done - button.

22. The System Task is complete.
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Edit Government ID

The next step in the business process is to enter or update the employee’s identification information —
including the social security number and any other additional identification, as required.

If the employee is a new hire, an employee ID (“W” number) is assigned to the hire. If the person is a
rehire, the Edit Government ID task will not trigger, because the person will go back into his/her W
number.

Access this task from your Inbox. Look for the “ID Change” task in your Inbox that includes the
employee’s name.

Procedure:
1. Click the Inbox icon.

inbox .
2. Select the Inbox hyperlink.

Edit Government IDs - Workday

rY — f Will Truman (W2222221)
N workday

Edit Government IDs GRACE ADLER &7
Sot By: Newest 5 second(s) ago - Due 09/30/2017

Proposed IDs
1D Change: GRACE ADLER

(+] *Country “National D Type Identification : tasued Date Expiration Date asued |

“Country *Government ID Type Identfication ¥ Issued Date Expiration Date Verification Date

Previous IDs

National IDs vym.

*Country “National ID Type Identification # Issued Date Expiration. Date Insued By Series Verification Date Verified By

*Country *Government ID Type Identification 2 Issued Date. Expiration Date Verification Date Verified By

Process History

Jack McFarland (W1112222)
Ed# Government IDs- Awaiting Action

m oy i
v

3. Locate the B(%anigé event in your Actions tab of your Inbox.

4. Click the plus 0 button to add a row under Proposed IDs

5. Click the search prompt "~ to select United States of America in the Country field.

Re: 7/16/2018
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6. Type or use the search prompt —  to select Social Security Number in the National ID Type field.

7. Type the social security number in the Identification # field.

/ . . .

«ﬁ Caution: If you receive the following Alert message, then that means the SSN that you entered
already exists in Workday. You will not be able to move forward with the Hire process until you determine if
the SSN entered is correct or investigate whether or not the person already has an existing W number in

Workday.
/N 18ker View All
Alert
1. Identification # (Row 1 Column 4,
This naticnal identifier you entered is already in use. Verify that the information is accurate.
i
8. Click the Approve button.
9. Click the Done " button.

10. The System Task is complete.
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Propose Compensation

The Propose Compensation is the next step in the Hire business process

NOTE: If you do not start this task after submitting the Government ID business process step, then you
can look for it in your Workday inbox.

Procedure:

1. Click the Inbox icon.

2. Click the Inbox M59% hyperlink.

Propose Compensation Hire - Workday
#

Vil Truman (W2222221)
workday

i od Propose Compensation Hire GRACE ADLER (iaes) 111155 Interior Designer (Unfilled) (i LR T

Viewng: Al SonBy Mewest 18 second(s) ago - Effective 10/04/2017
Propose Compensation Hire: GRACE ADLER- 111155 Compensation
Nutrition Program Trainee

Effective Date & Reason

Effective Date

10/04/2017

Primary Compensation Basis

Basia

34390.00USD Annual sdded

Guidelines

Pay Range
® 34390.00- 44.288.00 - 54,186.00 USD Annual added

N

R100% ~

3. Inyour Actions list, click the "Propose Compensation Hire:" task. HINT: The employee's name is
included in the task name.

7
4. Click the Toggle Fullscreen Viewing Mode ¥ button.
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Delete Salary

Unit Salary

Add

Allowance

H100% ~

On the Compensation screen, scroll down to the Salary section and click the > button to remove the

salary information.
Click the Delete button when prompted to confirm deletion.

Add
Click the Add button in the Hourly section.

Re: 7/16/2018
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Hourly Plan
m S = &
8. Use the Prompt — icon in the Compensation Plan field to select All Compensation Plans > Hourly
Plan

9. Type the hourly rate in the Amount field.

v

10. Click the check icon to save the information in the Hourly section.

Re: 7/16/2018
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Allowance
Hourly
T
Plan Name
7
s
Unit Salary
%
[Edit Allowance )
CE—
=31 Lo

R100% ~

a—
11. Click the Edit 4 icon in the Allowance section.

Allowance

Compensation Plan
Contract NTES

Amount *

| b.oo

Currency *

il

X USD

Frequency *

i

X Contract NTES

Additional Details

12. Type the Contract not to exceed amount in the Amount field.

Re: 7/16/2018
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13.

14.

15.

16.

17.

18.

19.

Click the Additional Details Additional Details tab button in the Allowance section.

Type or click the calendar = icon to enter the Expected End Date. Do not enter the Actual End

Date as this will end pay on this date, even if a contract renewal is processed.

Click the Save Allowance button.

You may enter a comment in the Comment section.

Click the Submit button.

Click the Done button.

L1
\i) Information: The compensation must be approved. The approval routing is based on the
reason code selected when hiring the employee.

The System Task is complete.

Re: 7/16/2018
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Maintain Employee Contract

For contractual employees, you must enter the employee’s contract information and attach a copy of the
contract in Workday.

This task is accessed from your Inbox after hire details (including compensation) have been approved.

Procedure:

1. Click the Inbox icon.

2. Click the Inbox M59% hyperlink.

Maintain Employee Contract - Workday

® TN Wil Truman (W2222221)

Viewng: Al Sor By Newest

Contract: GRACE ADLER ~

Date Employee Signed -~

Date Employer Signed ]

Contract End Date -

Maximum Weekly Hours ¢

Minienum Weekly Hours

Contract Dese

Contract Attachments

Process History

Wil Truman (W22
e m 2
v

®100% v

3. Locate the Contract event in your Actions tab.

4. Complete the following fields:

Field Value

Contract ID Type the Contract ID number, if applicable.

Contract Type ] =
Optional: Use the Menu Prompt ~—

Contract

to select All > Contractual -

Re: 7/16/2018
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Status

Use the Menu Prompt — to select Open (NOTE: DO NOT use
Pending)

Date Employee Signed

[ A

Type of use the Calendar ~ icon to enter the date. (Optional Field)

Date Employer Signed

[

Type of use the Calendar ~ icon to enter the date. (Optional Field)

Contract End Date

Type of use the Calendar ~ icon to enter the date the contract will
end.

NOTE: This date must be at least 30 days from the current date.

NOTE: Benefits and Enrollment

1. |If you are using Fiscal Year to end a contract and the person’s
contract start date is in April, May or June and it will be renewed
into the new fiscal year, then the Employment End Date must
be for the following fiscal year to be eligible to receive Benefits.

Example: Contract employee’s start date is April 15, 2017. The
contract end date is June 30, 2018.

2. If you are using the calendar year to process a contract and the
contract will carry over into the new year, please DO NOT use
the last day of the current calendar year (December 31st) as the
Employment End Date. The December 31st date will not trigger
an Open Enrollment event for the employee.

Maximum Weekly Hours

NOTE: Optional field, but you may enter the hours

Minimum Weekly Hours

NOTE: Optional field, but you may enter the hours

Contract Description

Type the appropriate Review Code. NOTE: For a complete list of
Review Codes and description, please contact Central Payroll
Bureau (CPB) or DBM Classification and Salary Division.

Re: 7/16/2018
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Maintain Employee Contract - Workday

A Q sescn workday.

Will Truman (W2222221)

Maintain Employee Contract Contract: GRACE ADLER (Jactons o7
Viewng: A8 Sort By Newest 2 minute(s) ago - Due 09/30/2017; Efective 10/04/2017
PartOf  Hire: Grace Adier . 111155 Interior Designer on 10422017
Contract: GRACE ADLER ad

Contract Start Date * 10 /04/2017 *=

Contract Details

Effective Date 10/0472017

Location Bal 301W Preston Street

Employee Type Con act (Fixed Term)

Contract ID
Contract Type X Contractual - Contract
Status *| X Open

Date Employee Signed 101 m

Date Employer Signed 10/ -
Contract End Date 1001 -
Maximum Weekly Hours | ¢

Minimum Weekly Hours.

Contract Description %
Contract Attachments =
v

Process History

Will Truman (W2222221)

¥ m bz
v

®100% -

5. Upload the contract by clicking on the Menu Prompt “— in the Contract Attachments field.

Create Worker
6. Click the Create Worker Document Document hyperlink.

_ _ Select files
On the Create Worker Document page, click the Select files button.

Browse for and select the contract, and then upload it.

)
A

P

9. Click the OK s button.
10. Click the Submit m button.
11. Click the Done button.

i
K\1) Information: The contract must be approved by DBM Classification and Salary Division.

12. The System Task is complete.
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Change Personal Information

The next step in the business process is to enter the personal information of the hire.

NOTE: Go to your inbox and locate the task named “Personal Information Change” in your inbox. The
task name will include the name of the employee.

Procedure:
1. Click the Inbox icon.
Inbox .
2. Select the Inbox hyperlink.

(A

\1) Information: Gender and Date of Birth must be entered on this screen. Other fields can
be entered also but are not required, because they will be entered during onboarding. If
this is a re-hire, information will already be populated and needs to be verified.

Change Personal Information - Workday

F'S workday
i A Change Personal Information GRACE ADLER =00
Viewing. Al Son By Newest 3 minute(s) ago - Due 09/30/2017
’ Personal Information Change: GRACE ADLER A Change Personal Information
W1112233)

Gender

Gender

Date of Birth

Date of Birth

Age

Marital Status

P |
3. Click the Toggle Fullscreen Viewing Mode L button.

g

4. Click the Gender Edit button, and select the gender from the list.

Re: 7/16/2018
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Title: Hire Contractual Employee
@ Functional Area: Staffing

SYSTEM

5. Click the Edit Date of Birth button, and enter the date of birth.
6. Click the Submit m button.

7. Click the Done button.

8. The System Task is complete.

Re: 7/16/2018
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Title: Hire Contractual Employee
@ Functional Area: Staffing

SYSTEM

To Do Attach a Copy of ID

You may attach a copy of the Government ID. This is a To Do task that you do not have to complete.
However, you will still need to mark the task as completed to remove it from your inbox.

This is a To Do task that can be accessed from either your Actions tab or the Archive tab of your inbox.

Procedure:
1. Click the employee photo hyperlink.
2. Click the Inbox 199% hyperlink.
Archive ]
3. Click the Archive tab button.

View Event - Workday

Vil Truman (W2222221)
workday.

ms

View Event Hire: GRACE ADLER (W1111133)
= co

Sort By Newest

Hire: GRACE ADLER (W1111133) ~ Overall Proce:
Overall Status
Due Date

Calendars InUse  Consecutive Days (No Calendars Selected)

Subject Skip

D Change: GRACE ADLER (W1111133)

tract GRACE ADLER (W1111133)

®10% -

4. Click the To Do button next to Attach Copy of ID

Re: 7/16/2018
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Title: Hire Contractual Employee
Functional Area: Staffing

SYSTEM

Complete To Do - Workday

A Q seacn workday, Wil Truman (We222221)

Complete To Do Attach Copy of ID (astio

Riox v

Maintain Worker Documents
Click the Maintain Worker Documents button.

& )
\1) Information: If you do not want to upload a document, then click the button.

Otherwise, please proceed with the remaining steps below for instructions on how to
upload.

Type the name of the employee in the Worker field and then press the Enter key on your keyboard.
@ At

o

3 [‘:‘l,

=

Click the OK ! ' | button.

Add
Click the Add button.

Re: 7/16/2018
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Title: Hire Contractual Employee
@ Functional Area: Staffing

Add Worker Document - Workday

A Q sewcn ik d‘n y Will Truman (W2222221)

Add Worker Document GRACE ADLER (W1111133) (ctons

Drop files here

o

Select files.
[Sdeziz)
®100% -
Select files
9. Click the Select Files button to locate and upload the document.
Add Worker Document - Workday
A Qe W r{r’k’(‘foy Wil Truman (W2222221)
0 document docx ]
o Document Category * =
e
=l
®100% -
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Title: Hire Contractual Employee
Functional Area: Staffing

SYSTEM

10. Click the menu prompt —— to select the category for the document.
11. Click the OK button.

12. Click the Done ! button.

Mark the To Do Task as Completed

S et Will Truman (W2222221)
f Qe workday

e View Event Hire: GRACE ADLER (W1111133) (it a2
Sort By Newest 39 minute(s) ago - Successtully Completed: Muitiple Parties
- 111233 terior Designer
Hire: GRACE ADLER (W1111133) A Overall Process Hire GRACE ADLER (W1111133)
Oversitatn S

Due Date 11/09/20

Calendars InUse  Consecutive Days (No Calendars Selected)

My Actions Details
My Act mYym
Awaiting M Due Dat: Subject ki

ToDo Change: GRACE ADLER (W1111133) Attach Copy of %

Ty ange: Contract. GRACE ADLER (W1111133) Request Compensation Change

v

®100% v

13. Return to the Archive tab of your Inbox.

i
Q Information: Although you uploaded the ID for the To Do: Attach Copy of ID task, the
task will remain in your inbox until you marked it as completed.

To Do
14. Click the To Do button for the Attach Copy of ID task.

15. Click the Submit m button to mark that you completed the To Do Attach Copy of ID task.

16. The System Task is complete.

Re: 7/16/2018
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Title: Hire Contractual Employee
@ Functional Area: Staffing

SYSTEM

To Do Request Compensation Change
Since the Propose Compensation business process step has already been completed, you can skip the
TO DO: Request Compensation change.

Please read the instructions below on how to mark a To Do task as completed and to remove the task
from your inbox.

You can access this task from the Archive tab or from the Actions tab.

Procedure:

1. Click the Inbox icon.

2. Click the Inbox 'M90% hyperlink.

Complete To Do - Workday
H

workday. Wil Truman (W2222221)

Complete To Do Request Compensation Change (a ESs oS

Sor1 By Newest 1 minute(s) ago - Effective 11/15/2017

. 111155 Interior Designer
Recuest Compensation Change: Contract: GRACE L S5 NIee Torns
ADLER (W1112233) Overall Process

e GRACE ADLER (W1112233)
Overall Status  Successfu ly Completed

Due Date 11/09/2017

Request Compensation Change

5 m sl

v

®100% ~

3. Click the Submit m button to mark the To Do Propose Compensation task as completed.

4. Click the Done : button.

5. The System Task is complete.
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Title: Hire Contractual Employee
Functional Area: Staffing

SYSTEM

Complete Form 19

The Complete Form 19 task will appear in the inbox of the HRC once the employee submitted the form.
The HRC needs to review the information submitted by the employee and then submit the form to
complete the task.

Procedure:

1. Click the employee photo hyperlink.
2. Click the Inbox Mb0% hyperlink.

Review Form I-9 - Workday

A Q seacn workday.

Will Truman (W2222221)

Review Form I-9 GRACE ADLER (W1111113) (aa o7
Viewng: Al Son By Newest 6 minute(s) ago - Due 10/31/2017; Effective 11/01/2017

T S . Note Rovew o o fo compitenes efae aubmting Whenthe Form 3 s ped any e eft ank vl b opulted it /A ndicsting h i ot spcaie
Employment Eligibility Verification

Homeland Securty, U S. Citizenship and Immigration Services

+START HERE Downiosd and read instiuctions carefully before completing this form. The mstructions must be avaiable,either in paper or eiectronically, during completion of this form Employers are isble for ertors n the
Compietion of this form

Form 9 Instructions.

ANTLDISCRIMINATION NOTICE: It is iliegs 10 disctiminate against work-suthorized individusl
The refusal o hire o continue to employ an individual because

hich d P hocization and identty

date may also constitute ilegal discrimination

Section 1. Employee Information and Attestation

Employees must complete and sign Section 1 of Form 19 no later than the first day of employment, but not before accepting a job offer

L * ADLER * GRACE  Middle Initial Other Last Names Used (ifany) /A
Address (Street Number and Name) * 301 W Preston St Apt.Number N/A CityorTown % BALTIMORE State % MD  ZIP Code * 71701
Date of Birth % 10/09/1965 S, Social Security Number XXX Employee's E-mail Address  emaiiggemat.com Employee's Telephone Number  +(443) 99.9998

Lattest, under penalty of perury, that | am (check one of the foflowing boxes)

 of the United States.

United States (See instructions)
Alawful permanent resident (Alien Registration Number/USCIS Number)

®100% ~

Approve

3. Review the information and complete any required fields before clicking the Approve
button.

4. Click the Done
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Title:
Functional Area:

Hire Contractual Employee
Staffing

Final U.S. Employment Verification Status - Workday

A (Q e

wo/rkdby

Wil Truman (W2222221)

Actions 103 Archive
Viewing: Al Sort By: Newest

Complete Form 19: GRACE ADLER (W1111133) A

Setup in Time Keeping System: Hire: GRACE
ADLER (W1111133)

T Setup Tasks: Hire: GRACE ADLER (W1111133)

Confirm Employment Verification: Hire: GRACE
ADLER (W1111133)

us

USCIS Form 19
OMB No. 1111-1111
Expires 08/31/2019
>START HERE Downlosd and resd lable, either n paper or electronicaily, during completion of this form. Employers are lisbie for erors in the
completion of this form
Form 19 Instructions

itis legal sloy specty identy.
Section 1 ion and
Employees must complete and sign Section 1 of Form 9 no later than the first day of employment, but not before accepting a job offer
L * ADLER Frst * GRACE  Middle Initial Other Last Names Used (if any) /A
Address (Street Number and Name) * 301 W Preston St Apt.Number N/A  Cityor Town * BALTIMORE State * MD  ZIP Code % 21201

~
Lattest under nenalte.of neriure_that | am (check one.of the follawinn haxeal
®100% -

Final U.S. Employment Verification Status GRACE ADLER (W1111113) (actions_

Start Date.
17012017

15 second(s) ago - Effective 11/01/2017

Verification

US. Employ * x
Submission

Final E:Verify Case Number

Comment

Employment Eligibility Verification

5. Click the menu prompt

7. Click the Done

icon to update the U.S. Employment Verification Status.

Click the Submit button.

button.

The System Task is complete.

Re: 7/16/2018
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Title: Hire Contractual Employee
@ Functional Area: Staffing

SYSTEM

To Do Tasks Completed Outside of Workday

There are three To Do tasks that will appear in the HR Coordinator’s inbox. These tasks must be
completed outside of the system. They include:

1. Confirm Employment Verification
2. Perform IT Set-up Tasks
3. Set-up employee in Time Keeping System

After completing the defined task, you must “mark” the To Do as completed (submit the task). The next
“To Do” appears in your inbox (if applicable).

Procedure:

Complete To Do - Workday

Wil Truman W2222221)
® (o workday i Truman (W22222

Complete To Do Setup in Time Keeping System (&= s o”

Sort By: Newest 20 second(s) ago - Due 11/02/20 01/2017

Setup In Time Keeping System: Hire: GRACE {2
ADLER (W1111133)

IT Setup Tasks: Hire: GRACE ADLER (W1111133)

onfirm Emoloyment Verification: Hire: GRACE
ADLER (W1111133)

1. Click the Submit m button.

2. Click the Done ' button.

iy !
\1) Information: Repeat the above steps to mark the other To Do tasks as completed and to
remove them from your inbox.

3. The System Task is complete.
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