








Adding a Contingent Worker
Initiating a New Contingent Worker

● HCM → Client groups → Add a contingent worker (left-hand side)

● Click the following

○ Communication info

○ Address

○ Assign managers

○ Work relationship info

○ Payroll details

○ Click “continue”

● 1. When and why

○ Select date -- current date

○ Legal employer -- TCNJ

○ What’s the way to add -- Add contingent worker

○ Why are you adding -- (N/A)

● 2. Personal Details

○ Insert appropriate information

● 3. Communication info

○ N/A

● 4. Address

○ Country -- US

○ Type -- Home address

○ Address Line 1 --

○ Zip code --

○ State --

○ County --

● 5. Employment details

○ Assignment Status -- No Payroll

○ Person type -- contingent

○ Project end date --

○ Job -- (select department)

● 6. Assign Managers

○ Insert manager

● 7. Work relationship info

○ N/A

● 8. Payroll Details

○ N/A -- because they are not getting paid

Go to Employee Record

● Go to HCM Homepage → type in name → select candidate

● Click “Edit” → Add contingent worker → OK

○ Type in Position → select appropriate position

■ Must type in “Pooled Cont..”

■ Job -- Contingent worker


