Recruiting: Manage Candidates

e Overview tab

Candidate Actions _ _ _ o
o Overview (Work Experience, Education, Activity Stream, etc.)

Once a prospect or candidate is entered in Workday, there are

various actions you can take on their record, depending on your role. o Additional Data

These include: e Screening tab
e Candidate Communication o Assessments
e Create Job Application o Background Check History

o Edit Job Application _

e Find Duplicates
P David Delgado (Referral) &9

° InVIte to Apply For: R-00044 HR Manager-EMEA
Jobs Appliedto 1 W) +44 207434 3111
° Move Candldate e e R @ david.delgado@workday.net
Souree Referral -= Employee refarral (Katarina Lindgren) = -delgado@ "
. o g 22 Newlands Avenue, Thames Ditton
e Move to Linked Job Requisition surer

United Kingdom

o Reactivate Job Application

Overview Attachments Questionnaire Results Interview Screening Offer Personal | Motes

e Send Message

Overview Additional Data Duplicates Application Changes

e Set Do Not Hire Status
e Set Withdrawn Status

_ ¢ Questionnaire Results tab
e Share Candidate

e Unlink Prior Worker

e Interview tab

e Aftachments tab
e Unmerge Candidate

o Personal Notes tab
e Undo Move

o Offer tab

) ) Compare Candidates
Navigate Candidate Tabs
- ) _ From the Home screen:
From the Recruiting worklet access your candidates using the My

Candidates action. Each candidate is attached to a record. Within this 1. Click the Recruiting worklet.
record, the information is organized into tabs, including: 2. Click My Recruiting Requisitions
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Recruiting: Manage Candidates
3. Select the Job Requisition Status and click OK. Manage Candidate List
4. Click the job requisition link. Follow these steps if you would like to accept a candidate and decline
5 Click the Active Candidates number. the remaining applicants. From the Recruiting worklet:
6. Click the View By pull-down list and select a category. 1. Select My Candidates button in the Actions section.
7. Click the And Then By pull-down list and select the second 2. Click the Candidate on which you want to take an action. There

category to further compare your candidates. are seve!ral steps in thg candidatg process whgre yo-u can move

_ the candidate forward into extending an offer, including Schedule
8. Click the Refresh button. Interview.
Send Candidates a Message 3. From the Candidates related actions, select Candidate Actions >
— N . Move Candidate. From the Move Forward pulldown select Offer.
Communication from an organization to a candidate through Workday . . . .
. . Click OK then click Done. Now you will decline the other
is archived and searchable. From the Home screen: . . ”
candidates for the specified position.

L. Click the Recruiting worklet. 4. Click the My Open Job Requisitions - Recruiter worklet.
2. Click My Recruiting Requisitions 5. Select the position for which you are mass declining candidates.
3. Select the Job Requisition Status and click OK. 6. Click the Candidates tab.
4. Click the job requisition link. 7. Click the All Active Candidates button, then click the checkbox
5. From the Overview tab, Click the active candidate’s number. next to the Candidates you want to decline. This will allow you to
6. Right-click on the candidate and select See in New Tab to view decline multiple candidates at once.

the candidate’s record.
7. Click the candidate’s Related Actions > Candidate Actions > Note: Select Awaiting Action to only view

Send Message. candidates awaiting your action.
8. Type the subject and body of the message.
9. Click OK > Done.
10. Click the candidate’s Related Actions icon > Candidate Actions 8. Click Decline and then select a Disposition Reason.

> Candidate Communication. 9. Click OK. You can opt to send a mass email to the candidates.
11. Click More to view the entire message.
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Note: If a candidate was not processed, they are in
the business process where the reason “Change of
interest or availability” is not possible. If this
happens, right-click on their name and select See in
New Tab > Decline > Candidate not interested.

Share a Candidate

As the recruiter, you can share a candidate with a hiring manager.
From the Recruiting worklet:

Inbox Filters

An Inbox filter enables you to limit the action items visible in your
Inbox. You can create a personal Inbox filter that is available only to
you, or an administrator can create a system filter that can be used by

defined security groups.

1. Click the Profile icon > Inbox.

2. Click the Viewing: All pull-down list > Edit Filters.

1. Click Find Candidates under the Actions section.
2. Search for the candidate in the Filter By field.
3. Select the candidate.
4. Click the candidate’s Related Actions icon > Candidate Actions
> Share Candidate > OK.
Ajay Mokashi ) Actions Candidate Alberto Bassani (Internal) o B2 &
Customer Service Representative | N
Business Process >
Alain DuBois Candidate Actions > View Worker Profile
Manager, Global Support | Lote-Quél  Fayerite > | Edit Job Application
Prospect Actions > Find Duplicates
Alberto Bassani (Internal) @2 Reporting > Invite to Apply
Create Job Application
Send Message
Set Offer and Employment Agreement Status
Allan Benson (Referral) Set Withdrawn Status
Larkspur, United Kingdom
Candidate Communication
5. If the person is a prospect and not yet a candidate, from their
Related Actions, select Prospect Actions > Share Prospect.
6. Enter the employee name in the Share With field and include a
message, if needed.
7. Click OK and Done.
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Actions 2 Archive
Viewing: All o Sort By: Newest v ~
Al - R-00011 Senior
Favorites i
Overdue
All To Dos

- R-00011 Senior
Expense Report Approvals :
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Validate Filters

My Inbox Filters =)
1. Navigate to your Inbox.
& items ﬂl ?
Inbox Fer Business Process Taskis) & — 2. Click the Viewing: All pull-down list and select the newly named
Expense Report Approvals Expense Report flle .
Event
AllTo Dos ToDos 3. Scroll through the list of Inbox items and validate that only the
Ao B items you have indicated are listed.
Time Off Request Reqguest Time Off

Approvals

Expense Reports without Expense Report Approvals In Progress and with Warning
Exceptions Event Validations not equalto Y
Actions 2 Archive 575

Recruiting Yes

Create Inbox Filter Viewing: All v Sort By: Newest v v

5L t-R-00044 HR
3 . Favorites ik
3. Click Create Inbox Filter. Overdue
o . . All To Dos kenior
4. Enter a description to the filter, such as Recruiting. Expense Report Approvals [ -
. . . . Expense Reports without Exceptions 12015
5. Select whether this filter will be used for all business processes or

specific ones, such as Assess Candidate, Background Check, Seend Authorization Approvals {7015 -
. . . . Time Off Request Approvals

Interview, Job Application, Propose Compensation Offer,

Reference Check, and Screen.

Edit Filters

6. Select a task if you want to filter by Common Tasks (Approvals,
Attach Document, or To Dos), By Business Process Type, or
Tasks in Inbox.

7. Select a Source External Field, Relational Operator, Comparison
Type, and Comparison Value in the Conditions table (e.g., All
Locations for Job Requisition, Exact match with the selection list,
and Value specified in this filter). Your selection will vary based on
the criteria needed for the filter.

8. Click OK and Done.
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Create a Candidate Pool, Add Candidates, and View a
Candidate Pool

Candidate pools can be created to group candidates by defined
criteria. Pools can include internal and external candidates. You can
create as many pools as needed, and a candidate can belong to
multiple pools.

Note: In order to create Candidate Pools, your
organization must have the feature enabled and
assign you the appropriate role to manage them.

1. Navigate to the Create Candidate Pool task.

2. Enter the name of the pool, add a description if needed, and click
OK.

3. Click Find Candidates. You can also add candidates to a pool

from their record by clicking the tag icon ™ and selecting the
candidate pool from the prompt.
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Create Candidate Pool Exec Assistant Pool (Candidate Pool) g8 oS

Name Exec Assistant Pool

Descripion  (empty)
Assign Roles

Assign Roles 1 tems 1]

Restricted to Single N Current
3 Assignment (e D Effective Date

Candidate Pool Chief Human Resources Officer - Logan 08i21/2015
Manager McNeil

Find Candidates

Select the criteria by which you want to filter your candidates
(Skills, Types, Total Years of Experience, etc.).

Select the candidates you want to add to your pool, and click Add
to Pool.

Select the name of the pool you just created from the prompt and
click OK and Done.

Navigate to the View Candidate Static Pool report.

Select the appropriate pool from the prompt. Now you can view
the candidates you just added to the pool.
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