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WOdeOyK Step by step Guide

Starting a job requisition process
Purpose

To guide managers and recruiters through the steps required to initiate a Job
Requisition in Workday, enabling efficient hiring aligned with organizational needs.

Overview

In Workday HCM, the Recruitment module streamlines the hiring process from job
requisition to onboarding. This guide focuses on how to start a job requisition, which is
the first step in hiring a new employee or replacing an existing one.

Step-by-Step Instructions
Step 1: Search for the Task

e In the Workday search bar, type:
Start Job Requisition

Step 2: Choose the Requisition Type
o Decide whether you are:
o Replacing a worker, or
o Adding a new worker

Note:
There must be an existing position available. Without it, you cannot proceed.

Step 3: Select the Position

o Choose the position you want to open the requisition for.

o Based on the selected position, some fields will auto-populate.
Step 4: Fill in Required Fields

o Complete all mandatory fields that are not auto-filled.

o Review the information for accuracy.
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Step 5: Submit
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e Once all fields are completed, click Submit to initiate the job requisition process.
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Note:

Your credentials are typically provided by your HR or IT team. For security, Workday requires

multi-factor authentication.
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