Workday: Create Job Requisition in Workday

Document ID: WD-REC-SOP-002

Process: Recruiting — Create Job Requisition

System: Workday

Document Type: Standard Operating Procedure / Job Aid
Version: 1.0

Effective Date: August 19, 2026

Process Owner: HR

Audience: Hiring Managers, Initiators

Purpose:

Guides Initiators/Managers to create a job requisition an open position and captures the organizational, position, recruiting,
Compensation and job-posting information required to move the position through the organization's approval process.

Instructions

1 In Workday, enter Create Job Requisition in the search bar and select the task from the results.

Q create Job Req @

= Create Job Requisition

: fol Task asence

2 Your Supervisory Organization will default into the required field. If you have more than one Supervisory Organization,
click the prompt to select the appropriate Supervisory Organization.

Choose the Open Position you have created to add the new headcount, choose Employee or Contingent Worker as
Worker Type, then Click OK.

Copy Details from Existing Requisition
Create Job Requisition Ifyou have ancther existng ob requiston ke [
the one you are trying to create, you can
select the existing requisiion you want to
oy

Copy Details from Existing Requisition ‘

Supervisory Organization + | x Human Resources = -
(Jessica Matson) 2=

Supervisory Organization
This defautts to the organization you manage, but can be
updated to another organization within your supervisory
o For Existing Position organization. (Ex. your direct report's direct reports).

For Existing Position
<5 = Select the apen position you are loaking to
Position * = backfill through this requistion

Worker Type * ‘ Employee

~Worker~ Type
- ‘ D netermine whether you are looking
for a reqular employez or 3
contracior.

i “

Note: The Question Mark icons next to the fields are Quick Tips meant to help you as you navigate the system.
Enter the required (*) information in each category listed on the left. As complete each section click Next to move to the
3 next Category.

Click the Pencil Icon to open the Recruiting Information fields for editing and enter the following required (*)
information.




Step ction

Create Job Requ n

Recruiting Information

Positions
Created from Defaulting Positicn
453 40050571 Test Job (Unfilled)
Organizations.
. . Reason
Recruiting Details  5ject the appicable reason for nesding to create this job requisition. This
. Compensaten

or spit funding sources.

Assign Roles Reason &
Create Job Requisition (Single Funding Source) » Contracts & Grants
Summary

includes denoting whether the position is budged from a single nmmni source

! Replacement For
Reason
X Creste JobRequisition 1= . Recruiting Instruction
(Single Funding Source) = Recruiting Instruction

Vihile this fiek! s not required, & s important 1o let the recruter
N S Post Intermally and Eierally kNOW whether this job requistion should be posted internally,
externally, both, or not at al.

. Recruiting Start Date
sition » Recruiting Start Date *

> The recruting start date auto-populates to
quisition (Single o today's date, but can be updated if this
pans/zozs needs to be pushed further out
sition »
reate Jo sition (Split 1 Target Hire Date
unding Source) Target Hire Date * The target hire date s the date you wish to have
08/19/2025 a candidate hired into the role and beginning

their first day of employment
Target End Date

Target End Date This is not a required field, but you can populate
the date you are targeting for the requisition to
close, if necessary.

= a=

4. Verify the Job Details section. Job Posting Title, Job Profile, Job Description, Worker Sub Type, Time Type,
Primary Location, Primary Job Posting Location and Scheduled Weekley Hours fields will populate based on the
position you selected.

All the default Application questionnaires will populate for Internal and External applications.

Click Next to move to the next Category.
Job

o= Job Details

Recriting Information

Job Posting Title * Z

Orgarizations

Job Profile *
Compensatian 919 - Faculty Administrstor
Assign Rales Job Description *

Test
‘Summary

Addional Job Description
Job Families for Job Profiles
Regular Faculty (12 Months)

Worker Sub-Type *

Regular

Time Type *

Full time:

Primary Location *

ALLAWSONMULT-PURPOSECENTER-RMO103

Primary Job Posting Location *

Tallahasses, FL

Scheduled Weekly Hours

40

Work Shift

Contract Details

5. Verify the Organization Details. These have pulled over from the information provided when you created the position.
Then select Next.




Step Action

Organizations

e Company

Recruiting Information
Company * 4

Job LEOO1 Florida Agricuttural and Mechanical University (FAMU)

=T

Cost Center

Assign Roles Cost Centesis 4
CC030300 Office of Human Resources

‘Summary
Region
Region g
Costing
Program 2
Fund &
FD101 General Revenue
Other
Program Code Z
PC11 General Academic Instruction

6 Verify the Compensation Details. These auto-populate based on the position you selected when starting the job

requisition process. Select Next.

Sare

Total Base Pay
Recnitiognfonmation
Total Base Pay

oo @ 10,00000 USD Annual added

Organzations

Guidelines

Total Base Pay Range 7

Assign Roles @ 1.00-250,000.50- 500,000.00 USD Annual added

Summary Compensation Package
‘@ General Compensation Package added

Compensation Grade
@ 09FAC added

Compensation Grade Profile

(emety)

Salary

‘Assignment Details X 2
» 10,000.00 USD Annual added

Plan Name
@ Academic Salary Plan added

Effective Date
@ 08/19/2026 agded

Hourly

@

Allowance
(A

7 In Assign Roles Section, Click Add to add to assign the Primary Recruiter role and Job Requisition Hiring Manager
to the applicable individuals. Note that the Job Requisition Hiring Manager should be yourself, unless you are creating the

requisition on behalf of another manager. Then select Next.

Assign Roles

Start

Recruting Iformation

Job

o

Compensation

‘Assign Roles.

Summary




Step Action

Assign Roles

Start

Role &
Recruiting Information
Primary Recruiter

Job
AssignedTo *
Organczations 23493000 HR Generalist - Alexis Mosley
Compensation 2 e 2
Job Requisition Hiring Manager At a minimum, ensure you assign a Department
Lead (Recruitment) to oversee this job
requisition
et bit] Assigned To
Jessica Matson
Add
8 Review the Details in Summary Section and Click Submit.
9 The job requisition will go to the Primary Recruiter you selected in the previous step for Review.
10 Once the Budget check is completed the Job Req will route through the Approval Matrix and Will go to the Primary

Recruiter for Configure Supplementary Questionnaires step and then Recruiter can be able to Post the Job
Requisition Externally and Internally from the Post Job Inbox task.

Post Job  Jr100286 Coordinator, Academic Programs (Fill Date: 08/31/2026)

Job Posting Site ~ # | [pearch =
1n Hiring Manager and Initiators can now able to see the Job Req under Supervisory Organization staffing tab and
Ready to Hire.

Human Resources (Jessica Matson)

Organization Name  Human Resources (JessicaMatsor) @ Organizaton 1D SUP5.33472

Tywe Supenvisory

Staffing Model  Position Management

ART ko, 0@
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