
Hiring Manager 
(HM) identifies 

resource need.**

HM collects all 
necessary info (i.e. 
budget availability, 

labor cost 
estimate, costing, 
job description, 

hourly rate, 
interview process).

Org Owner
approves & 
submits job 
posting in 
Fieldglass

Yoh distributes 
work order to 
appropriate 
Suppliers.

Suppliers works 
with Yoh on "short 
list" of candidates 

via Fieldglass.

HM reviews 
candidates and 

selects for 
interviews.

HM interviews 
candidates. 

HM selects 
candidate for hire.

Supplier offers 
assignment to 

Contingent Worker 
(CW).

CW accepts offer.

Supplier conducts 
Pre-employment 
screening and 

worker orientation.

CW creates user 
account in 
Fieldglass.

CW completes 
onboarding.

Contingent Worker 
submits weekly 
timesheets via 

Fieldglass

Timesheet 
Approver 
approves 

timesheets in 
Fieldglass

Suppliers pays 
Contingent Worker

HM consults with 
Budget Manager 
and Managing 

Director regarding 
need.

HR brings 
Contingent Labor 
request to next Ad 
Hoc Budget Group 

(ABG) meeting.

ABG reviews.

HUIT Admin
(space & logistics) 

monitors new work orders 
and prepares for 

onboarding.

Job posting 
becomes work 
order for Yoh.

Extensions:  
HM identifies need 

for additional 
work.

Transfers to new 
project:

HM initiates 
process for new 

requisition.

Offboarding:
HM closes out work order 
in Fieldglass. HUIT Admin 

receives nightly push 
reports.

Will total amount 
become > $25k?

HM updates end date 
in Fieldglass.

Time Approvals/PaymentsOnboardingHiringRequest & Approvals

Do both
approve?

Does ABG 
approve?

HR notifies all 
appropriate 

parties.

Yes

HM prints draft job 
posting to PDF in 

Fieldglass.

Budget Manager emails PDF to 
respective HR and Finance 

business partners.

Additional Scenarios

HM prepares draft 
job posting in 

Fieldglass.

Yes

Note: HUIT is a Phase 1 adopter, along with four schools, of Yoh as the managed service provider (MSP) for contingent labor.

Total
estimated expense

> $10k?

Total
estimated expense

> $25k?*

* If amount 
> $250k, Tub 

Approver must 
also sign off.

HUIT Contingent Workforce Process

No

Yes

No

Yes

HM approves own 
job posting in 

Fieldglass.

No

HM routes job 
posting to Org 

Owner in 
Fieldglass.

Best practice to 
review 3 candidates; 
HM may request to 

review more.

Yoh

HUIT Admin 
generates 

ServiceNow 
onboarding form 
and sends to HM
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No

Submit request to 
ABG.

Yes

Is funding
source something 

other than 175 
(HUIT)?

Use Request for 
Contingent Labor 
(RCL) and HCOM 

process.

Yes

Is rate for
CW higher than 
listed rate card?

Reroute to
Org Approver

Yes

Does costing
need to be changed 

(e.g., error, new 
source)?

Reroute to
Org Approver

Yes

CW leaves before 
end of work order 

period.

HM works with 
Yoh to find 

replacement.

Roles
Hiring Manager (HM)
Ad Hoc Budget Group (ABG)
HR Business Partner
Finance Business Partner
Org Owner:  Budget Manager
Tub Owner:  Stephanie Gumble
Yoh:  Contingent Labor management vendor
Supplier:  Vendor providing staff resources
Contingent Worker (CW)
Timesheet Approver:  CW Supervisor

HM updates 
Fieldglass with 
hire or decline 

reason.

Steps that happen 
in Fieldglass

Steps with darker 
lines are 

HUIT-specific

Best practice to 
interview in 

person or by 
phone.

Note:  
Screening may 
take 2 - 4 days.

=

Consolidated 
invoicing & payment 
to suppliers occurs

CW assignment 
ends

ITCRB project?

No

Yes

No

HM emails PDF to Budget Manager 
for final review.


