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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
Step Action

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

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.

Note: The Question Mark icons next to the fields are Quick Tips meant to help you as you navigate the system. 

3
Enter the required (*) information in each category listed on the left. As complete each section click Next to move to the 
next Category.

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



Step Action

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.

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



Step Action

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

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.



Step Action

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.

11 Hiring Manager and Initiators can now able to see the Job Req under Supervisory Organization staffing tab and 
Ready to Hire.
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