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Contractor
Workday
Termination
Instructions

» o
Go to the contractor’s record in Workday.

Location
[C] @ Memtphl's, TN
1. Click “Actions.” Manufacturing Technician | - C
2. Click “Job Change.” p—— |
3. Click “End Contingent Worker

Contract.” Actions

Worker

b
Benefits [c]

4. Contract End Date — Enter the last
day of work.

5. Reason-Enterthe reason for the end
of contract.

6. Submit-task will route to HR

Business Process »

b
Calendar ( View Team ) Cont
Job Change o 2 Transfer, Promote or Change Job |

Convert to Employee

A A Organization >

Business Partner to review. , Change Contingent Worker Details C
e Change Business Title
Personal Data o Change Location [
Recruiting 3 End Contingent Worker Contract
Safety Incident * Launch Onboarding

End Contingent Worker Contract [cl 4. Contract End Date — Enter the last day
of work.

Contract End Date * 5. Reason-Enterthe reason for the end

of contract.
6. Submit-task will route to HR
Business Partner to review.

Reason % | x Voluntary = Contract Ended [2 =

Close Position

I5 this position available for overlap?

> Additional Information
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