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DURATION: 30 MINUTES 
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WORKSHOP TOPICS

Topics for today’s workshop include:

• Contingent Worker Purpose

• Contingent Worker Process

• Creating a Position

• Hiring a Contingent Worker
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Always access Workday through the 
VUMC Network or VPN

To access all the features and functionality of 
Workday, you must be on a VUMC network – either 
by being onsite or by using VPN (BIG-IP Edge Client)

Workday timeout extended 
from 30 minutes to 1 hour
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PURPOSE

• Contingent workers (non-employees such as volunteers, students, contractors, etc.) 
must be entered into Workday.  It is our people system-of-record and is the source for 
provisioning a VUMC ID.

• Contingent workers must be in a supervisory org

• Contingent workers must have an employee class of “non-employee” 
• This is visible from the job profile on the position

Process
• Step 1:  Position creation

WDHR-502-Q1 Create New Position
• Step 2: Hire the contingent worker into the position

WDHR-506-Q1 Manage Contingent Worker Contracts
• Step 3: Onboard your contingent worker

WDHR-506-Q3 Contingent Worker Onboarding
• Step 4: Offboard your contingent worker

WDHR-506-Q2 End Contingent Worker Contracts

https://d1vy0qa05cdjr5.cloudfront.net/8fb651dc-6f50-4f63-8ea3-82468310aae4/WDHR%20-502%20-%20Create%20New%20Positions.pdf
https://d1vy0qa05cdjr5.cloudfront.net/8fb651dc-6f50-4f63-8ea3-82468310aae4/Public/Courses/939c13e9-6879-4c93-9aa4-44ff79e5f72a/WDHR-506-Q1-Manage%20Contingent%20Worker%20Contracts_QRG_Final.pdf
https://d1vy0qa05cdjr5.cloudfront.net/8fb651dc-6f50-4f63-8ea3-82468310aae4/WDHR-506-Q3-Contingent%20Worker%20Onboarding%20Tasks_QRG_Final.pdf?846
https://d1vy0qa05cdjr5.cloudfront.net/8fb651dc-6f50-4f63-8ea3-82468310aae4/WDHR-506-Q2-End%20Contingent%20Worker%20Contracts_QRG_Final.pdf?647


CONTINGENT WORKER WORKFLOW



66Copyright © 2021 Deloitte Development LLC. All rights reserved.

DEMO
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Training Update

• Leaders should check the MyWorkday dashboard to ensure their teams have 
completed required training

• Workbook: MyWorkday Curriculum Dashboard

• Quick Reference Guides can be found on the MyWorkday Training Hub

https://tableau.app.vumc.org/t/HR/views/MyWorkdayCurriculumDashboard/MyWorkdayCurriculumDashboard?%3Aembed=y&%3Aiid=2&%3AisGuestRedirectFromVizportal=y#1
https://www.vumc.org/myworkday/training-hub
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Future Workshops
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Questions?
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Questions?
Thank you!
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