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REVIEWING CANDIDATES ON A REQUISITION 
Once a job is posted, you will see it on the Recruiting Dashboard. To access the dashboard, click the worklet on the home page. You can also 
click the        icon on the left side of the screen. 

Candidate Review 

1. Click on the name of the job requisition in the Manage Job 
Requisitions section. 

 

2. Click Review Candidates. 

 

3. The Review Candidates screen shows the candidates who 
have applied and what stage of the process they’re in. 

 

4. New candidates are marked with a blue dot next to their name. 

 

5. Click the Review button to review a candidate. 
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6. The candidate’s job experience will appear in the Overview section. Other tabs, such as Questionnaire Results and Attachments, show 
additional information.  

 

7. Thoroughly review the candidate’s application, then decide whether to move the him/her forward to screening. 
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Candidate Screen 

1. To move the candidate to the screening stage, click Move Forward.  

 

2. Then select the next step in the process. For centrally TA-supported 
locations, this will typically be Self-Schedule Phone Screen. For non-
centrally TA-supported locations, it will typically be TA Phone Screen.  

  

3. Conduct the phone screen and complete the Phone Screen 
Questionnaire. 

 

4. If the phone screen goes well and you want the hiring manager 
to review the candidate, return to the candidate’s profile and 
click Move Forward. 

5. Then select Manager Review.  

 

6. The candidate will be sent to the hiring manager’s Inbox. 

7. If you don’t wish to move the candidate forward, click Decline 
and select a reason. 

 

NEXT STEPS 
The hiring manager will review the candidates the Primary 
Recruiter sends and decide which ones they wish to interview. 
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SCHEDULE INTERVIEW 

1. When a manager selects a candidate for interview, the Primary Recruiter 
will receive a Schedule Interview task. The message should include a 
note from the manager about their preferred interview time and place. 

 

You will also see a Schedule link next to the candidate’s name in the 
Recruiting Dashboard. 

 

2. Confirm the candidate’s availability. 

3. Click Schedule and enter the interview details for each interviewer 
(interviewer name, duration, interview type). To add more interviewers, 
click the plus sign.  

 

4. Click Next.  

5. Click Schedule. 

 

6. On the Schedule Interview pop-up, select each 
interviewer and the Start Time for the interview.  

 
7. Click OK. 

8. Click Next.  

 
9. Confirm that the interview details are correct, then click 

Submit. 

10. The interviewer(s) will receive a notification with the time 
and location of the interview. 

11. You will receive an Inbox task to Send Interview 
Confirmation to the candidate. 

12. Click the orange Send Message button. 
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13. Select the appropriate Message Template. Then replace the blue 
placeholder text in the Body.  

 
 

NOTE: Gray placeholders (for example, First Name) will be auto-filled 
by Workday when the message is sent. 

14. Fill in the From Display Name (usually the Primary 
Recruiter’s first and last name) and Reply to Email 
Address (usually the Primary Recruiter’s email address) 
fields. 

 

15. Click OK. 

16. Click Submit at the bottom of the Inbox task. The task is 
not complete until you click Submit. 

NEXT STEPS 
The hiring manager (or other designated interviewers) will 
conduct the interview and submit feedback to the Primary 
Recruiter. If the hiring manager wants to move forward with 
candidate, they have two options: Additional Interviews or 
Offer. If they request additional interviews, the steps above 
will be repeated. 
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OFFER 
Initiate Offer 

After the manager moves a candidate to the Offer stage, the Primary Recruiter will obtain verbal acceptance of the offer from the 
candidate. They will then initiate the offer process in Workday. The offer process must not start until the verbal offer has been accepted. 

1. The Primary Recruiter receives an Initiate Offer task. 

 

2. Fill in the Hire Date and review/confirm all other information. 

 

3. Click Next to move through additional pages, reviewing/confirming all information. 

4. If a sign-on bonus or relocation payment 
will be issued, click the Add button in the 
Payment section.  

 

5. Select the payment type and fill in the 
payment details. 

 
6. Finish reviewing the offer, then click 

Submit. 
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Offer Questionnaire 

The Primary Recruiter will receive an offer questionnaire. The questionnaire must be completed before the offer can be sent for approval. 

1. Answer all questions, then click Submit. 

 

2. The offer will be routed to the hiring manager, the manager’s manager and the HR Partner for approval. 
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Generate Offer Letter 

After all approvals are complete, the Primary Recruiter will create the offer letter. 

1. The Primary Recruiter will receive an Offer Letter task. Thoroughly review the offer letter and make any necessary edits. 

 

2. Click Submit. 
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BACKGROUND CHECK 
After the candidate has accepted an offer, the Primary Recruiter will move them to the Background Check stage. (Note: This step may be 
skipped for internal candidates moving within the same location unless they are moving from a non-customer-facing role to a customer-facing 
role or they are moving into a management position.)   

1. The Primary Recruiter receives an Inbox task. Click  
Move Forward, then Background Check. 

 

2. Open the Background Check task in your Inbox. 

3. In most cases, a background package will be automatically populated in the 
Name field. Verify that it is correct. If a package is not automatically 
populated, select the appropriate background package. 

 

4. Click Submit. 

NEXT STEPS:  
After the Primary Recruiter clicks Submit, candidates receive a Workday notification that explains next steps for the screening process. They also 
receive an email from the background screening vendor. It directs them to visit the vendor’s website and enter personal information/work history 
within 48 hours. If the job requires a drug screen, they receive another email instructing them to complete that requirement within 72 hours. 
When candidates fulfill all the requirements and the background screening vendor completes its tasks, results become visible in Workday via 
integration with the vendor. The Background TAC will monitor results in Cisive. If candidates successfully pass all screens, the TAC changes the 
status to Cleared to Start. 
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READY FOR HIRE 
When the candidate has been cleared to start, the Primary Recruiter will receive a Move Forward Inbox task and, upon completion, a 
Disposition reminder. 

1. Click Move Forward, then Ready for Hire. 

 
 

2. The Primary Recruiter receives a reminder to Disposition Remaining 
Active Candidates.   

 

3. Return to the requisition to disposition the candidates, then click 
Submit on the Inbox reminder.  

 

NEXT STEPS 

If potential duplicate candidates are identified, the Primary Recruiter receives an Inbox task to merge duplicates. 

The system will automatically decline any active applications for the hired candidate and remove any postings for the job requisition. 
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HIRE 
The candidate is now ready to hire. 

If this is an EXTERNAL candidate: 

1. The Primary Recruiter receives an Inbox task to Revise Associate Hire. 

 

2. Enter the Hire Date.  

 

3. Select a Reason. 

 

4. Click Submit. 

 

NEXT STEPS 
If a one-time payment (such as a sign-on bonus, relocation or referral) was requested as part of the offer, HR Operations will process the payment.  
If union membership is tied to the position and location, the HR partner will manage union membership. 
Workday converts the candidate to an associate and sends the information downstream to other systems and groups, like Business Technology  
and Payroll.  
Finally, the candidate’s onboarding process is triggered. 
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If this is an INTERNAL candidate: 

1. The Primary Recruiter receives an Inbox task to Revise Job Change. 

 

2. Enter the date the change should take effect.  

 

3. Select the reason for the change in the Why are you 
making this change? field. 

 

4. Click Submit. 

 

NEXT STEPS 
The associate’s current manager must approve the change before it can take effect. 

If a one-time payment (such as a sign-on bonus, relocation or referral) was requested as part of the offer, HR Operations will process the payment.  

If union membership is tied to the position and location, the HR partner will manage union membership. 

Workday converts the candidate to an associate and sends the information downstream to other systems and groups, like Business Technology  
and Payroll.  

Finally, the candidate’s onboarding process is triggered. 
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