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Overview
The process in Workday guides Hiring Managers through the steps required to fill an approved position. 
The process begins with Interviewing candidates, Completing the Offer and Ready to Hire process.



Recruiting Process

Recruiting Process Overview
HR screens candidates

Recruiter presents screened resumes to Department Hiring Manager for review & 
selection

Hiring Manager interviews selected candidates

Recruiter schedules additional interviews per HM selection

Interviewer’s complete candidate interviews

Recruiter conducts debrief with HM & Interviewers to collect feedback

Hiring Manager selects final candidate

Recruiter moves candidate to Background Check

Recruiter initiates offer process (may require Compensation & HR input)

Recruiter enters approved offer details in Workday which routes for approvals*

Recruiter makes Send offer to candidate through Workday

Recruiter moves candidate to Ready for Hire in Workday

3. Candidate Stages in Recruiting



Review by HR but not move to Screen. Before Interview Candidate pool need to 
be reviewed by HM.

Steps

STEP 1 Schedule Interview (Dept/Hiring Manager)
1. Job Req Hiring Manager will receive a workday inbox task to schedule an interview with the 

candidate.

2. Enter Date, Time Zone, Interview details and Interview Type and Click Next.



3.Click Schedule to add the Time on each Interviewer Calander. Click Next

3. Verify all the details in next screen and Click Submit.

4. Interviewers  receive  the  Upload  Completed  Interview  Rubric once  the  interview  is 
completed.



STEP 2 Interview Feedback (Interviewers):
Interview Panelists should enter their interview feedback directly into Workday within the 24 hrs of the  
interview.

1. Go to Give Interview Feedback task in Workday inbox and select an Overall Rating from the menu 
and enter your Overall Comment (Optional), then Click Submit and Done.



STEP 3 Manage Interview Feedback (Dept/Hiring Manager)
The Dept/Hiring Manager will receive a Workday Inbox task to review and submit all the feedback received 
from the interview team after the interview has been completed.

1. Select the Interview task from the inbox.

2. Review the  interview feedback. The  Overall rating  and the number of ratings submitted will be 
displayed. Click Submit.

 



3. Hiring Manager will receive the Inbox task to Move Forward/ Decline candidate after the Interview 
Feedback received.



STEP 4 Initiate Offer (Dept/Hiring Manager)
Job Req Hiring Manager will  open Offer task in their  Workday Inbox.  Follow the remaining steps to  
complete the Process.

1. Start:

 Enter the Hire Date

 Select the Hire 

 Reason from the Drop down list.

 Location will auto populate

 Job Details and Work Hours will 

auto populate

 Click Next

2. Verify the Compensation details, Click Next.

3. On the next page, review the information then click Submit.

4. Generate Offer Document Task will appear in Job Req Hiring Manager Inbox.



5. Click Review.

6. Any green items have been approved, don’t Edit. Any other Yellow Highlighted Verbiage can be edited 
at this point. Click Submit

7. Next Manager/VP/Provost (depends on the job Family group) will receive the Review Offer Letter 
Task. Click I agree Check Box and Submit. 



 

 The document will be sent to the Candidate for Review. Candidates click signature and submit the 
Offer letter.

STEP 5 Offer Decision (Dept/Hiring Manager)
Once the candidate signs and submits the documents, the Job Req Hiring Manager will receive the Make 
Offer Decision task in their Workday Inbox.

Click Offer in the side Menu, select the Offer Attachments tab to view and confirm the signed Documents.

Click Move Forward > Ready for Hire.

Once the candidate moves to Ready for Hire, automatically Unposted the job Requisition and disposition 
the Remaining candidates will complete.
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