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Closing a Contract 

Important Reminders: 

• Contract End Date must be included for ALL contracts.
• To renew or extend a contract, close the existing contract BEFORE opening a new contract.
• Remember to close all previous contracts that have ended. Change the Status from Open to

Closed.

Note: Agencies should not use the Pending status. 

Procedure: 

Home - Workday 

1. Type the name or the W number of the employee in the Search field.
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Worker - Workday 

2. Click the Related Actions and Preview button on the Employee on the Search Results screen. 

Hover over Job Change and click the Employee Contracts  hyperlink.
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Employee Contracts - Workday 

3. Identify the Open contract that needs to be closed and click the Edit button on that row.
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Edit Contract - Workday 

4. Enter the following fields:

Field Value 

Effective Date: This date will default to the current date. You do not 
have to update this date, however, the effective 
date must be before the contract end date.

Status: Change the Status from Open to CLOSED. 

NOTE: DO NOT use pending status.

Contract End Date: Enter the date of the contractual employee’s last 
full day of work. 

 button. 5. Hit the Submit

6. Hit the Done  button. 
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Employee Contracts - Workday 

7. You will return to the Employee Contracts page. Verify the Contract Status has changed to Closed.

8. The System Task is complete.
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Home - Workday 

1. Type the name or the W number of the employee in the Search field.

Renewing a Contract 

Use the procedure below to renew any existing contractual employee.   

NOTE:  Remember to close existing contracts before starting this process. 

Procedure: 
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Worker - Workday 

2. Click the Related Actions and Preview button on the Employee on the Search Results screen. 

Hover over Job Change and click the Employee Contracts  hyperlink.
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Add Contract - Workday 

3. Before renewing a contract, verify on the Employee Contracts page that there are no open contracts.

4. Click the Add  button. 
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Add Contract - Workday 

5. Type or use the Menu  icon to enter the effective date of when the contract will be renewed in the

Contract State Date field.

6. Click the OK  button. 
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Add Contract - Workday 

7. Update the following fields:

Field Value 

Effective Date: This date will default to the contract start date 
entered on the previous screen.  

Contract Type: 
Click the menu icon to select All > Contractual 
-Contract

Status: 
Click the menu  icon to select Open. 

NOTE: DO NOT use pending status. 

Contract End Date: Enter the date of the contractual employee’s last 
full day of work. 

NOTE: This date must be at least 7 days from the 
current date. 

NOTE: Benefits  and Enrollment

1. If you are using Fiscal Year to end a contract
and the person’s contract start date is in April,
May or June and it will be renewed into the new
fiscal year, then the Employment End Date
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must be for the following fiscal year to be 
eligible to receive Benefits. 

Example:  Contract employee’s start date is 
April 15, 2017. The contract end date is June 
30, 2018. 

2. If you are using the calendar year to process a
contract and the contract will carry over into the
new year, please DO NOT use the last day of
the current calendar year (December 31st) as
the Employment End Date. The December 31st
date will not trigger  an Open Enrollment event
for the employee.

Contract Description: Type the appropriate Review Code.  NOTE: For a
complete list of Review Codes and description, 
please contact Central Payroll Bureau (CPB) or 
DBM Classification and Salary Division. 

8. Upload the contract by clicking on the Menu Prompt  icon in the Contract Attachments field. 

alovett
Highlight
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Create Worker Document - Workday 

 button. 

 button. 

 button. 

9. Click the Select files

10. Click the OK

11. Click the Submit

12. Click the Done  button. 

Information: Contracts with a Contract Review Code of 07 or 99 will be routed to DBM 
Classification and Salary Division for approval.  

13.  The System Task is complete.



Title: Updating Contracts: Closing and Renewing 
Contracts 

Functional Area: Staffing 

 Page: 15 of 18 

Request Compensation Change 

If renewing a contract, then the compensation for the employee must be adjusted. Update the following 
compensation information:  

 Hourly rate (if it is changing)
 Contract “Not to Exceed” amount (if it is changing) and corresponding end date

Use the procedure below to complete a compensation change for a contractual renewal. 

NOTE:  If after reviewing the compensation that a Compensation Change is not required, then click the 

Submit  button on the To Do task to remove it from your inbox. 

Procedure: 

Complete To Do - Workday 

2. Locate the Request Compensation Change task from your Inbox, and click the Request

Compensation Change  button.

 icon. 1. Click the Inbox

Or, Click the Inbox  hyperlink. 
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Request Compensation Change - Workday 

3. Update the following fields:

Field Value 

Effective Date: 
Type or use the Calendar icon to enter the 
effective date of the compensation adjustment. 

Employee: Type the name or the W number of the employee. 

4. Click the OK  button. 



5. Select a compensation request reason. Click the Edit
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 button. 
Use the prompt icon to select:
 Request Compensation Change > Salary Adjustment > Miscellaneous Adjustment.
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 button. 7. Click the Submit

8. Click the Done  button. 

Information: The Request Compensation Change will be routed for approval. 

9. The System Task is complete.

If Then 

You need to update the hourly rate: 

Click the Edit icon in the Hourly row. 
 Type or use the prompt to enter the

Amount.
 Click anywhere on the screen to refresh

the page.

You need to update the NTE$ amount:

Click the Edit icon to in the Allowance row. 
 Enter the contract not to exceed amount

(Contract NTE$) in the Amount field.
 Click the arrow next Additional Details to

expand the section.
 Enter the contract end date in the

Expected End Date field.
 Click anywhere on the screen to refresh

the page.

6. On the Request Compensation Change page, update the following sections:




