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1. Search the Contingent  

Worker’s name in Workday.  
 
 
 

2. Hover over their name.  
 
Click the three dots.  
 
Hover over  
Job Change.  
 
Click End  
Contingent  
Worker Contract.  
 
 
 
 
 

 
 

3. Choose their Contract End  
Date.  
 
Select the Reason their  
contract is ending (Voluntary  
or Involuntary) 
 
 
 
 
 
 
 

End Contingent 
Worker Contract 

Initiated by: HR Analyst 
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4. Submit.  

 

 

5. The HR Partner will receive a  
Workday inbox task to approve  
the End Contingent Worker Contract 
process (if the HR Partner was not  
the initiator). 

 

 

6. This will route to the Compensation HR  
Office Partner (internal LU HR) for  
approval. Once approved, the business  
process comes back to the HR Analyst  
to submit the Termination Checklist.  
The End Contract is now complete. 
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