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How To Hire a Union Worker

1 Search for the task "Hire Employee"
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2 Populate First Name & Last Name. Then Click "Create New Pre-Hire"

YOU MUST DO THIS FIRST!
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3 For Union hires, click Click "Other" as the Hire Source

Notice that the First & Last Name populated from the last screen.
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4 Click the "Contact Information" tab to populate the Phone, Address & E-mail for
the new worker. All are required. Click OK.

5 Next, you will need to hire the worker in to the appropriate Supervisory
Organization. This means you need to hire them in to the correct manager
hierarchy.

Union workers should NOT be reporting to a Foreman in Workday.
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6 The name of the person who is creating this Hire record will default in to the
Supervisory Organization field (in this example, Imara Lee's name populated).
Please edit this to be the appropriate Construction Manager (NOT a Foreman).

*Note: you can type the name of the Construction Manager, or use the menu
button to locate the the appropriate Manager.

7 Once you have selected the appropriate Construction Manager for the worker to
be hired under, click OK. The next steps will proceed with the additional Hire steps
of the process.
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8 Populate all fields on this page. Use the menu icon to search for appropriate
fields. Then click Submit

  • Employee Type = Regular

  • Job Profile = Job title the worker is being hired to

  • Time Type = Full time or Part time

  • Location = branch office the worker will be tied to

  • Pay Rate Type = Hourly

  • Default Weekly Hours = 40
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9 Once you click Submit, a confirmation box will appear. In this example, Imara Lee
must Change Organization Assignments. This will include assigning the Worker to
a Cost Center and Worker Classification.

If you do not Open this task immediately, the task can be found in the Workday
Inbox in the top right hand side of the screen
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10 Once you open the Change Organization Assignments task, you will see
information already populated from the previous tasks.

The Company number is defaulted with the company number tied to the
Supervisory Organization.
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11 Update the cost center by either typing in the cost center number, or using the
drop down menu search. Click the check mark to save.
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12 Worker Classification for Union hires = Craft/Shop. Click Submit.

Next, you will Propose Compensation for the worker.
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13 Click Open to Propose Compensation for the Hire.

If you do not Open this task immediately, the task can be found in the Workday
Inbox in the top right hand side of the screen
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14 On the Propose Compensation Hire screen, data will be pulled over from previous
tasks. Scroll past the "Guidelines" section to locate the "Hourly" Compensation
Plan section to enter in the Compensation for the worker.

Do not populate information in to the Guidelines section



Made with Scribe - https://scribehow.com 13

15 Enter appropriate Compensation for the worker and click the check box to save.
Click Submit.
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16 Onboarding Setup: Admin Support personnel will be responsible for confirming
who a "Helpful Contact" should be for any incoming Craft worker. The OM has the
opportunity to add/remove people as necessary, as well as update the Notification
Subject/Message that is sent to the Helpful Contact. The Helpful Contact's names
will appear on the home page of the worker when the worker logs in to Workday
for the first time. Note: there is no action from the Helpful Contact to confirm
being a helpful contact. Default contacts include the HR Business Partner & the
Office Manager for the Supervisory Organization.

Click Submit when satisfied with Onboarding Setup. After clicking Submit, new
hire Onboarding tasks will automatically launch to the employee's Workday
account.
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17 Union memberships will be maintained in Workday. Click Open to update the
Worker's Union Membership. If this task is skipped, it will remain in the Admin
Support's inbox to complete at a later time.

18 After clicking Open, a drop down will be available to locate the appropriate Union.
for the worker. You are able to type in to this field to search for a Union as well.
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19 Identify the union and click OK
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20 On the Manage Union Membership screen, Start Date & Type are required fields.
Click Submit.

Note: the only option for Union Type is "Regular - Active - Pays Dues"

21 This step (Generate Wage Theft Prevention Notice) is only applicable to hires in
California & New York. This step will not appear for workers hired in any other
state. Click View Details to generate the Notice automatically. Then click Done on
the next page
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22 Click Done to have the notice generate and be sent to the Employee

23 Employee will receive a Welcome Email with instructions on how to gain access to
the Workday system. From there, they will be guided through the Onboarding
experience all within Workday!


