How: Direct Hire — Process Flow Chart

The Contract process should be utilized when Adjunct Faculty are teaching in an upcoming semester and have at
any pointin time. The offline process below is essentially a data collection process to make the technical process in Workday easier and more efficient.

Did the candidate
accept the teaching
position verbally?

HCM Action Initiator
Begins offline process

Yes
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How: Direct Hire — Workday Process

The below is how the technical process of hiring an Adjunct faculty employee that has never been employed by the University at any

pointin time is conducted.
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How: Contract Renewal — Offline Process

The offline process below is essentially a data collection process to make the technical process in Workday easier and more efficient.

Did the candidate
accept the No
teaching position?

HCM Action Initiator
Begins offline process

Yes

Collect key contracting data from
Academic Affairs/Departments

Academic Affairs/Department: Start
and end dates of employment, Title

SALISBURY UNIVERSITY




How: Contract Renewal — Workday Process

The Contract Renewal process should be utilized when Adjunct Faculty are teaching in an upcoming semester and are currently employed by the
University.

: - Searches for the Selects BP: “J1ob Edit the end date to reflect the - B vt
HCM Action Initiator continuation of their BP: Period Activity Pay

current employee’s Change” ”Data Tl O TR G o task assigned to HCM

Begins Workday process profile in Workday Change” the upcoming semester Action Initiator

Department
Yes Chair
approved?

No
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How: Contract Renewals — Workday Process Cont.

Continued HR PACS Partner(s) from HR '
from slide GRS Yes Operations ensure that the Contract sent to Hire for Signed by
8 P Contract Renewal is added to electronic signature
Approved? the PACS and Gross Pay files

No
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