SOP: Reappointment Process for Ongoing Contracts
Purpose
This procedure outlines the steps for updating the Contract End Date for employees on ongoing contracts in Workday. It applies to HR Process Coordinators responsible for processing reappointments for ongoing employees.
It also includes instructions for:
· Making additional changes to FTE or Compensation
Definitions
-Contract End Date: The date the current contract terminates
-Ongoing Contract: An ongoing (renewable) appointment with no job end date, only a contract end date
Important Considerations
· Ongoing contracts are not included in the fixed-term worker process managed by Shared Services.
· HRPC must monitor end dates and update as needed.
· If a contract expires, benefits will automatically terminate.
Action Steps
· Initiate extensions using the Start Review button.
· Do not use the Add or Edit buttons.
· Do not take action to modify the Contract type. Please reach out to Catelyn if questions on the contract type.
· The effective date for any FTE or compensation changes must be set to one day after the current contract end date





Procedure
Step 1: Reappointment - Review Current Contract Details
Navigate to the Worker Profile.
Click Actions → Job Change → Employee Contracts.
Confirm: Correct position is selected, Contract Type = Ongoing, Contract Status = Active.
Do not select Add or Edit Contract
Note the Contract End Date. If you are making changes to FTE or Compensation, the effective date should be set to one day after the contract end date.
Step 2: Reappointment – Click Start Review
After confirming you have identified the correct position and contract, click Start Review
Again, we will not be using the ‘Add’ or ‘Edit’ buttons.
Step 3: Reappointment – Start Employee Contract Review
You will be taken to another screen that prompts: “Do you want to start an Employee Contract Review?”
Click OK.
Step 4: Reappointment – Choose Extend Contract
From the Action dropdown menu, select Extend Contract.
The Review Contracts task has caused quite a bit of uncertainly, but as a reminder, it should not be used to initiate actions such as Change Job, Terminate, Add contract. The only thing this can be used for is to extend an end date for a Regular, Ongoing employee. 
Click Submit.
Step 5: Reappointment – Extend Contract
Enter the new Extended Contract End Date.
Example: 6/30/2027
Click Submit.
Step 6: Reappointment – Skip Generate Document
· You will skip the Generate Document task
· Click on the wheel and click Skip This Task
· This will then prompt a Skip Reason, which is optional. Then click OK
· The reasons:
· Reappointment renewal notices are not required for Academic Staff Regular, Ongoing employees as renewal is assumed under - UWS Chapter 10 - Academic Staff Appointments
· The Workday contract template contained unnecessary or irrelevant language.
· There have been ongoing issues ensuring these contracts consistently reflected accurate information.
· During the week of May 4, HR will email to all Academic Staff employees to confirm their renewal and provide instructions on how to see their contract details in Workday.
Expand this field as needed - Non-Renew Existing Contract – Ongoing
· If non-renewals are occurring during this reappointment wave, please let HR know (email hrinfo@uwlax.edu) prior to March 30. This allows for a 3-month notice period for NIAS or IAS who have worked here for less than 2 years. 
· Includes a timely discussion between the Employee and the Employee Relations team in Human Resources
Non-Renewable Appointment Notices
· If employed for 2+ years: 
· Must receive 6 months’ notice prior to contract end date.
· If notice is not issued in time, please work with HR Ops to update the employee’s appointment to Fixed Term – Terminal and extend the current contract end date by 3 months before the HR Partner/Employee Relations can process the termination.
· If employed for less than 2 years: 
· Must receive 3 months’ notice prior to contract end date.



Expand this field as needed - Changes to FTE/Compensation Overview
If you need to make additional changes to the FTE/Compensation, please complete the above ‘Start Contract Review’ steps first
Changes to FTE or Compensation
Any adjustments to FTE or Compensation must be processed as separate business processes:
FTE Changes
Navigate to: Actions → Job Change → Start Job Change → FTE Change Voluntary – Perm
Use this for permanent, voluntary FTE adjustments.
Compensation Changes
Navigate to: Actions → Compensation → Request Compensation Change
Use this to update or adjust compensation details.
Note, that the change job document template that is generated from the FTE reason is very vague and you will want to add relevant information before sending to the employee.
We understand this means multiple approval processes and potentially multiple documents for the employee to acknowledge. If submitting changes to both the FTE and Compensation, you could skip the document generation for the FTE job change and include those details on the compensation change letter if desired.
We recommend entering the FTE change first because the compensation change letter will include a sentence about salary being prorated based on FTE if it's applicable to the employee.

Expand this field as needed – Changes to FTE
 Step 1: Changes to FTE - As Needed
· Modify FTE (As Needed) 
· Any adjustment to FTE must be processed as separate business processes:
· FTE Changes
Navigate to: Actions → Job Change → Start Job Change → FTE Change Voluntary – Perm. (Use this for permanent, voluntary FTE adjustments).
· Click Actions → Job Change → Start Job Change.
· Within the 'What do you want to do?' field, select “FTE Change Voluntary - PERM” and click OK.
Step 2: Changes to FTE– As Needed – Update the Effective Date
Within the ‘When do you want this change to take effect?’ field, update the date field to reflect one day after the current contract’s end date. 
Example: Current Contract End Date was 6/30/26 so you will enter 7/1/26
Step 3: Changes to FTE– As Needed – Modify FTE %
Update Scheduled Weekly Hours under Worker Time.
From the ‘Scheduled Weekly Hours’ field, you can type in the new amount.
After clicking off this field, the FTE will calculate automatically.
If encounter this error: 
‘Page Error -Validate Time Type and FTE and Not From Recruiting’
Modify the ‘time type for this position’ accordingly
Ex: From Full Time to Part Time if dropping from 40 hours to 38 hours (100% to 95% FTE)
Add comments.
Include attachments if needed.
Click Submit.
Step 4: Changes to FTE – As Needed – Prorated Compensation
After you click Submit, you’ll be taken to a screen that automatically prorates compensation based on the FTE change.
The Base Pay will update according to the new FTE percentage.
Important: If you need to initiate a compensation change, this must be done separately using the Request Compensation Change business process.
Add comments.
Include attachments if needed.
Click Submit.
An Assign Costing Allocation for Change Job task will route to the Cost Center Account Specialist
Complete the task by following the Assign Costing Allocation for Change Job process.
If not making changes to Costing Allocation, then you can Skip This Task
Open Task > Click the Wheel/Gauge > Click Skip This Task
Step 5: Changes to FTE – As Needed - Review and Submit
· Verify changes, add comments/attachments, click Submit.
· If changes are needed, use the stage menu on the left to navigate back to the appropriate step and make any necessary adjustments.
Step 6: Changes to FTE – As Needed – Generate Document 
The remaining business process will include a series of approval tasks (Shared Services, Position Budget Manager, and HR Partner) but will eventually result in a Generate Document task for the HRPC.
Click Review to generate the document. Update as needed and then click the Preview button in the upper right-hand corner to preview the document.
Note, that the change job document template that is generated from the FTE reason is very vague and you will want to add relevant information before sending to the employee.
Ex: This position as [BUSINESS TITLE], in the Department of [DEPARTMENT] in the [DIVISION/SCHOOL/COLLEGE] at the University of Wisconsin La Crosse has a [FTE PERCENTAGE] FTE (full-time equivalent) appointment with a [COMPENSATION BASIS] base Salary of [COMPENSATION AMOUNT]. Actual pay is determined based on the number of days on contract and prorated by FTE.
If submitting changes to both the FTE and Compensation, you could skip the document generation for the FTE job change and include those details on the compensation change letter if desired.
If submitting changes to both the FTE and compensation, we recommend entering the FTE change first because the compensation change letter will include a sentence about salary being prorated based on FTE if it's applicable to the employee.
Click Submit when finished to route to the employee for review.
An Assign Costing Allocation for Change Job task will route to the Cost Center Accounting Specialist.
They will complete the task by following the Assign Costing Allocation for Change Job process
If not making changes to Costing Allocation, then they can Skip This Task
At the same time, the contract will route to the employee’s Workday inbox for acknowledgement. Timely completion is essential to prevent potential issues with payroll, benefits, or leave.
Step 7: Changes to FTE – As Needed – Assign Custom Work Schedule
After the Employee Accepts the Contract, the Manager will receive the Assign Custom Work Schedule Task.
This is now optional and can be skipped.
If choose to Assign Custom Work Schedule:
Recommended Action: Select ‘Start from Current Schedule’ and modify accordingly.
Scheduled weekly hours must match the employee’s FTE/expected weekly hours
Scheduled days must match the days the employee is generally expected to work.
Click Submit.


Expand this field as needed – Changes to Compensation
Step 1: Changes to Compensation (As Needed) 
Modify Compensation (As Needed)
Any adjustment to Compensation must be processed as a separate business process:
Compensation Changes
Navigate to: Actions → Compensation → Request Compensation Change
Use this to update or adjust compensation details.
Click Actions → Compensation→ Request Compensation Change.
Step 2: Changes to Compensation (As Needed) 
Request Compensation Change (As Needed)
Request Compensation Change Guidelines - Prior to submitting the request, review your campus guidelines to ensure proper documentation is attached as appropriate.
Compensation changes will be effective no earlier than the date submitted by the initiator in Workday.  Some campuses may require effective dates that align with the beginning of the pay period following the date submitted in Workday (please review your institution’s policies for guidance). The Wisconsin Constitution (Art. IV, § 26) prohibits retroactive salary adjustments. In addition, Wis. Stat. § 109.03(1) prohibits making payments before work is performed. 
Modify the Effective Date to be one day after the current contract’s end date.
Example: Current Contract End Date was 6/30/26 so you will enter 7/1/26
Confirm that ‘Use Next Pay Period’ is unchecked.
Confirm the Employee is Selected.
Choose the applicable reason from the dropdown menu.
Click Next.
Step 3: Request Compensation Changes (As Needed) 
After clicking OK, you will advance to the Request Compensation Change screen.
You may observe any related Future Dated Events; however, no action is needed here.
Ex: The FTE Change that was previously completed
Scroll down to the Salary and click on the Vertical 3 Dots
Click Edit
Type in the new Amount or Percent Change
The actual amount will be prorated based off the FTE.
Click Save.
Enter a Comment.
Attach supporting documentation.
Click OK.
Step 4: Review Compensation Change Document (As Needed) 
After submitting, this will flow through a series of approvals. Once approved, you will receive a ‘Review Compensation Change Document for Employee’ task.
Click Review to generate the document. Update as needed and then click the Preview button in the upper right-hand corner to preview the document.
Edit all necessary fields (including those highlighted in red).
Do not skip the “Generate Document’ task.
If you also updated the FTE and previously skipped that Generate Document Task, you would want to include relevant information about the FTE Change in this letter
Click Submit when finished and the document will route to employee for acknowledgement
The employee must review and accept the contract promptly. 
The employee can save or print the document for their records.
Employee will select the checkbox next to “I Agree” and add any comments if needed.
Employee will click Submit to finalize the process.
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