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As a contingent worker's (Contractor's) supervisor, you will receive a 

notification 60, 30 and 14 days prior to the contingent worker’s end date. It is 

your responsibility to complete the ‘termination’ of a contingent worker’s 

engagement in Workday.

Search for the affiliate 

Click on the Related Action, Job Change and End contingent Worker 

Contract.
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The End contingent Worker Contract screen will appear.

Enter the Contract End Date, Reason tick the Close Position box if the 

position is to also be closed.

Enter and required comments and attachments.

Select Submit

Once submitted, the You have submitted End Contract screen will appear. 

Up Next will be an Offboarding procedure To Do task for you.
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Click To Do

Complete the Offboarding Procedure outside of Workday; when completed, 

click Submit.
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