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Updating Union Membership only in Workday
**This scribe should be used for Union Membership Changes ONLY**

  • If you have a Union Membership AND Skill Level change, please use the Union Skill Level
form Click Here for Union Skill Level Form

  • If you have a new hire and need to inform Payroll of the worker's union skill, please use the
Click Here for Union Skill Level Form

1 From the worker profile, click "Actions"

https://structuralgrp.sharepoint.com/sites/EmployeeResource/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FEmployeeResource%2FShared%20Documents%2FAdmin%20Mngt%20Resources%2FUnion%20Skill%20Level%20Form%2Epdf&parent=%2Fsites%2FEmployeeResource%2FShared%20Documents%2FAdmin%20Mngt%20Resources
https://structuralgrp.sharepoint.com/sites/EmployeeResource/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FEmployeeResource%2FShared%20Documents%2FAdmin%20Mngt%20Resources%2FUnion%20Skill%20Level%20Form%2Epdf&parent=%2Fsites%2FEmployeeResource%2FShared%20Documents%2FAdmin%20Mngt%20Resources
https://structuralgrp.sharepoint.com/sites/EmployeeResource/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FEmployeeResource%2FShared%20Documents%2FAdmin%20Mngt%20Resources%2FUnion%20Skill%20Level%20Form%2Epdf&parent=%2Fsites%2FEmployeeResource%2FShared%20Documents%2FAdmin%20Mngt%20Resources
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2 Scroll to locate "Union Membership" > click Manage Union Membership
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3 You need to END the current Union Membership before you can add the new
Union.

Click "Worker's Current Unions"

4 And Select the Union Membership you need to End. In this example, we will end
his Union membership with Iron Workers 86 Washington. Click OK.

TIP! You can search for the union by typing in th Union number as well.
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5 Enter the End Date.

Note: the default Union type always = Regular - Active - Pays Dues
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6 Go back to the worker record. Click Actions, then Union Membership, then
Manage Union Membership.
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7 In the drop down, you will need to search for the new union to add the worker to.
Click All Active Unions. In this example, we will mover this worker in to "Kentucky
Laborer 1392".

TIP! you can also search for the union with key terms such as "Local" or the State
or "Bricklayers", etc

8 Select the Start Date of the union change
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9 Click "Regular - Active - Pays Dues". Then click Submit

10 To see Union membership history, click Job, then Union Membership. Note the
End Date of the old union and the Start date of the new union.


