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"
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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

2  Scroll to locate "Union Membership" > click Manage Union Membership

. Location Manager
De”k Sa“ee @ Dallas, TX Nicholas Crigler
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Actions
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Frequently Used

View Worker History

Contact
SIE” Jch Change

: Email B4
View Total Rewards

Request Compensation... Work Address
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View Al ® 15600 Trinity Blvd Suite 118 Fort Worth, TX 76155 United States of America
Benefits >
Compensation » v Job
Job Change ?
Organization Nicholas Crigler
Organization >
Business Title Union Foreman
Payroll b
Payroll Interface > Manager Nicholas Crigler
Personal Data » Location @ Dallas, TX
Recruiting >

Time in Position 0 year(s), 4 month(s), 23 day(s)
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You need to END the current Union Membership before you can add the new
Union.

3

Click "Worker's Current Unions"

Manage Union Membership

Worker * | x Derik Sallee (-:+)

Union * | Search /_\ -
Worker's Current Unions u

All Active 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.

Manage Union Membership

Worker * | X Derik Sallee (+++)

Union *| Search

Worker's Current Unions

nj) Iron Workers 86 Washington D |

(O) Kentucky Laborer 1392

Cancel
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5  Enter the End Date.

Note: the default Union type always = Regular - Active - Pays Dues

Original Hire Date  11/11/2024
Membership Information

1 item _

® +Start Date End Date

11/11/2024 [ | p4a/e3/2825 [F]
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6 Go back to the worker record. Click Actions, then Union Membership, then
Manage Union Membership.

a Location Manager

Denk Sa"ee © Dallas, TX Nicholas Crigler Jol

E
?ost Center . Company . mp

54 Heavy Civil Texas 5 Structural Technologies, LLC
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Actions -
Worker Xz|  fok

Derik Sallee = !

Frequently Used

View Worker History

Contact
Start Job Change View Team

Email B4

View Total Rewards f
Request Compensation.. Work Address !
Views ’
Lot @ 15600 Trinity Blvd Suite 118 Fort Worth, TX 76155 United States of America !
Benefits >
Compensation > v Job f
Job Change ?

Organization Nicholas Crigler
Organization 4 )

Business Title Union Foreman
Payroll > 1
Payroll Interface > Manager Nicholas Crigler
Personal Data > Location @ Dallas, TX

€

Recruiting ¢ Time in Position 0 year(s), 4 month(s), 23 day(s) |
Talent >
Time and Absence >
Unicn Membership Manage Union Membership 1
Werker History >
Favorite >
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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

Manage Union Membership

Worker * | X Derik Sallee (-2

Union * | Search

& All Active Unions
mass.

() Ironworkers Local 846

~ Florida

~ Ironworkers Local 92

~ Alabama

( :; Iron Workers Local Union 405

(") Kentucky Laborer 1392

*) Laborer 1290

") Laborers' 455 Connecticut
(O Laborers 1015 Canton
(O Laborers 1059 Ontario
(O Laborers 1075

(O Laborers 107 Oklahoma

() Laborers 1085

OO0 0606

8  Select the Start Date of the union change

Worker Derik Sallee
Union Kentucky Laborer 1392

Original Hire Date  11/11/2024

Membership Information
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9 Click "Regular - Active - Pays Dues". Then click Submit

Manage Union Membership ¢

Worker Derik Sallea
Union Kentucky Laborer 1392

Original Hire Date  11/11/2024

Membership Information
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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.
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Job Details  Organizations ~ ServiceDates  Manager History  SupportRoles  Job History ~ Worker History | Union Membership Hore ~

Derik Sallee

Union Forermnan
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Membership Details -
Worker Union Date Seniotity Date Al Positions / Jobs Start Date End Date Membership Type Notes

Derik Sallee Iron Workers 86 M1/2024 1n11/2024 Union Foreman - Derik 11/11/2024 Reguiar - Active - Pays Dues 1
Jou g Lot OLD Union
Derik Sallee Kentscky Laborer 1392 04/03/2025 Union Foreman - Derik 04/03/2025 Regular - Active - Pays Dues N ew U nion
Sallee
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