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The candidate lifecycle - reviewing applications and progressing
candidates

Purpose

To help recruiters and hiring managers understand and execute the key steps involved in
managing candidates in Workday—form, reviewing applications to extending offers and
onboarding.

Overview

The Candidate Lifecycle in Workday HCM covers the end-to-end process of evaluating and
progressing applicants. This includes reviewing applications, conducting interviews,
managing offers, and completing onboarding tasks.

Step-by-Step Instructions

Step 1: Review Applications
e Recruiters check the candidate’s application against job requirements.
¢ Navigate to the Job Requisition and open the Candidate List.

e Select a candidate to view their profile and application details.
Step 2: Screening

e Conduct aninitial evaluation (e.g., phone or virtual screen).
e Record screening feedback in Workday.

Step 3: Interview

e Schedule structured interviews with the hiring team.
e Capture interview feedback directly in Workday.

Step 4: Offer Process

e Recruiters initiate the offer.
e Hiring Manager reviews and approves the offer.
e Extend the offer to the candidate via Workday.
e (Candidate reviews and accepts the offer.
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Step 5: Post-Offer Actions
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e Conduct background checks and pre-employment verification.
e |Initiate the Hire business process to add the employee record.
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