
How: Direct Hire – Process Flow Chart
The Direct Hire Contract process should be utilized when Adjunct Faculty are teaching in an upcoming semester and have never been employed by the University at 
any point in time. The offline process below is essentially a data collection process to make the technical process in Workday easier and more efficient.

HCM Action Initiator 
Begins offline process

Did the candidate 
accept the teaching 
position verbally?

No End 
Process

Yes

HCM Action Initiator drafts 
offline offer letter via 

Academic Affair site and 
extends letter to candidate for 

their signature

Formal written 
Offer Letter 

signed?
No

Yes
Collect signed letter and Collect key contracting data 

from Academic
Affairs/Departments/Adjunct

*NEW Access Provisioning 
Data Sheet: SSN, email address, 

home/work address, DOB, 
telephone number, prior 

employment at any public 
university in Maryland or with the 

State of MD?

Academic Affairs/Department 
information: Start and end dates 
of employment, Title (Adjunct I 
or II) work location, custom pay 
rate, supervisory organization, 

Costing Allocations, FTE 
calculation*
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How: Direct Hire – Workday Process
The Workday process below is how the technical process of hiring an Adjunct faculty employee that has never been employed by the University at any 
point in time is conducted.

HCM Action Initiator 
runs the BP: Find 

Former Worker to check 
for pre-existing profile

No

Yes

Search candidate 
name in Workday 

search bar to check 
for existing profile

No

Yes

HCM Action Initiator 
creates pre-hire and 
uploads signed offer 

letter

HCM Action 
Initiator initiates 
the Workday hire

Academic Affairs/Department: Start and 
end dates of employment, Title (Adjunct I 
or II) work location, pay rate, supervisory 

organization, allocationsContinue with 
Contract renewal or 

Rehire BP

Continue with 
Contract renewal or 

Rehire BP

Adjunct Data: SSN, email 
address, home/work address,

DOB, telephone number

Background 
check task 
initiated

Select 
OK

Enter costing allocations and 
course and semester 

information in the comments 
section

Reference Academic Affairs/department 
and Adjunct data from offline processes 
and enter Title, End date, compensation 

type (stipend, auto filled), Shift (Not 
Applicable), SSN, DOB

Move down on same 
screen and select 

“Additional 
Information” dropdown

Reference Academic Affairs/department data from 
offline process and enter Start Date noted as the hire 

date, reason (New Hire), Employee Type (Temporary, 
fixed term), Time type (Part Time), Location, FTE

Select 
OK

HR 
Operations 

enters results 
into Workday

Select 
OK

HCM Action Initiator checks 
Workday “To Do” icon and 

initiates BP: “Change

Organization assignments 
should be auto-populated 

based on supervisory 
organization.

Click 
Submit

HCM Action Initiator checks 
Workday “To Do” icon and 

initiates BP: “Manage Period 
Activity Pay” task

Enter costing allocation details provided 
during offline process from Budget team 

(Code (contractual pay), Usource code and 
other worktags

Assign
Costing 

Allocation for 
Hire Employee 
task initiated.

Select 
Save

Select the reason (New hire assignment), course hours 
information in the comments, course dates, and 

compensation details (amount, frequency (custom payment of 
either bi-weekly or lump sum determined by hire), start and 

end date) as noted on Academic Affairs/department data from 
offline process.

On Hold

End 
Process No - Send back to Allocation Step No - Send back to Allocation Step
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How: Direct Hire – Workday Process Cont.

No
Send Back to 

Contract 
Generation Step

Yes

You’re 
Hired!

Yes

On-boarding tasks generated 
on Hire’s Workday account 
for completion. I-9, Payroll, 
Policy Acknowledgements

No
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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.



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.

Selects BP: “Job 
Change” 🡪  ”Data 

Change”

Yes
Academic Dept.

Dean 
approved?

Yes
Department 

Chair 
approved?

rom offline process and enter Period Activity 
Pay information. Select “Contract Already 

Generated” dropdown and add semester and 
course information in the comments section

No No

HR 
Operations 
approved?

No

Yes
Academic 

Affairs 
approved?

Yes Generation Task 
initiated by HCM Action 

Initiator

HCM Action Initiator manually 
enters employee details (name, 
pay amount, work terms, start 

date, end date)

Slide



How: Contract Renewals – Workday Process Cont.
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