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This job aid provides managers instructions on how to manage candidates once they have applied to a Job
Posting. It will cover each of the recruiting stages candidates progress through - Review, Screen, Interview,
Reference Check, Offer and Ready to Hire.

Review Stage

This stage is managed by your respective recruiter assigned to your division/department. Once a candidate
applies to a job posting they are automatically moved to the Review Stage. At this stage your recruiter will
screen all candidates and move those who meet the qualifications of the position to the next stage, Screen.

— Note: You cannot see candidates who have applied to your job posting until they are screened by your

ﬂ recruiter and moved to the Screen stage. When a candidate does not appear to meet the qualifications of
the position, prior to dispositioning any candidates at this stage, the recruiter will discuss with the hiring
manager.

Screen Stage

Once a candidate is moved to the Screen stage the hiring manager/team will be able to see the candidates and
review their application.

1. To access your list of candidates, select the Menu in the upper left-hand corner and then select
Recruiting Dashboard. A list of your Job Requisitions displays. Select the title of the job requisition.
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Recruiting
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Number of
Job Requisition Active Candidates  Recruifing Start Date Openings Availsble  Supervisory Organization Hiring Manager Primary Recruiters
JR100013 Vehicle/Equipment Mechanic 2 09/22/2025-1 month ago 0 | FMS Grounds [N [ ] I

(Open

View More

2. An overview of the Job Requisition with the candidate funnel displays. Tabs display across the top,
select the Candidate tab to view the candidates.
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3. Select the candidate’s name to see the candidate’s profile, which includes their job application details.

Confirmed Opt-In Email Status g Phone Number L .
Not Requested | Job Application Details
Jay Thomas (C1 0001 2) ——— @ tocaton Job Requisition  JR100013 Vehicle/Equipment Mechanic (Open) =]
For: JR100013 Vehicle/Equipment I United States of America Location @ Facilities Management
Mechanic
Date Applied 09/25/2025 11:27:06 AM
Source Community Organization -> Catholic Family Center
Education
Phone  Email  Resume High School Diploma / General Equivalency Diploma (GED) Hiring Manager
High School Diploma (HS) | High School Diploma / General Equivalency Diploma (GED)
Ty Recruiter
Overview InProgress 1 tem AEzwo.c =E
Attachments Languages
none entered Step Awaiting Me Awaiting
Questionnaire Results
Websites Q Screen Screen Candidate 2
Interview
none entered
Screening
skills
Recruiting History none entered
i Work History
Activity Experience
Reminders none entered
Personal Reminders
View All -
4. From here you can see information provided by the candidate by moving
through each of the tabs on the left of the candidate profile:

Phone Email Resume

5. Once you have reviewed the candidates information you will need to take
action. Summary
a. If you decide to disposition the candidate and not move them forward

you will select decline at the bottom of the candidate profile. A list of e
disposition reasons displays. Select the most appropriate reason. Aniachments
b. If you decide to move the candidate forward in the process, select Questionnaire Results
move forward at the bottom of the candidate profile. Select Interview. Interview
This will move the candidate to the next stage - Interview. Sereening
- Note: As you move a candidate through the different stages the Candidate’s Employment Offer

=5 status will update automatically on the Candidate’s home page. When
— dispositioning a candidate at any stage they will receive a notification that
they are not being moved forward in the process.

Recruiting History

Activity

Reminders
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After you move the candidate to the Interview stage, a pop-up window will displays to schedule the
interview. If you are a member of the hiring team who will be conducting phone screens or interviews you
can proceed with scheduling the interview. If your recruiter is assisting with phone screens you can close

the pop-up and provide your recruiters with a list of the folks you have moved to interview so they can
schedule the interviews with the candidates you selected.

X

You have submitted

up Next: ] | schedule interview | Due Date
10/31/2025

View Details
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Interview Stage

The interview Stage can be repeated multiple times depending on the number of interviews needed for that

position
1.

, i.e. phone screens, search committee interviews, final interviews, etc.

When you are ready to schedule the interview, this will be done in Workday by selecting the Schedule
option.

2. A pop-up window displays. Complete the following details on this page:

Date of the interview

the interviewers (you should include all the interviewers who will participate in that interview)
the approximate duration of the interview

Interview type (phone, in-person, virtual or final)

the questionnaire type (staff only).

i. Select the questionnaire type that is most appropriate for the interview you are
conducting. The questionnaire type is the candidate evaluation form that will be required
for each interview being conducted. Consult the Recruiting website for assistance on
which questionnaire should be selected. By including this, once the interview is booked,
each person who participated in the interview will receive a task for them to complete the
evaluation form directly in Workday and submit it.

f. The Location Selection should be left blank along with the Overall Comments field.

P20 T O

3. Click Next.
Date *
mu/oDAYYYY B
Time Zone *
% GMT-05:00 Eastern Time (New =
York)
Order “Interviewers *Duration (in minutes) Interview Type Questionnaires
X Jahn Frazier = 30 X In Person = fsearen =
[] Interview Evaluation Form
[] interview Ev
~ Location Selection [ intorview Ev tream ¢
Use Same Location or Room [] Pnone screen Evatuation
Overall Comment
-«
4. The Schedule Interview pop-up screen displays, providing the Outlook details of anyone selected as an
interviewer. This enables you to see available times for the interviewers to help make scheduling easier.
5. Select the schedule button and another pop-up displays. Select the interviewers again from the
hamburger menu, select the date (the date you selected on the previous screen will default and you can
select a new date if it is better for folks schedules.) Select the time and confirm the duration is correct.
Do not select a location.
6. Select Ok. This will close the pop-up window and select Next.
7. The next screen displays a summary of the information you selected when scheduling the interview. This

page enables you to include a message to be sent to the interviers with any details you wish to include.
This will not send any communication to the candidate. If you do not want to send an email, check the Do
not send email box. You also have the option to attach any files you wish to share with the interviewers.
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Schedule Interview Jay Thomas - JR100013 Vehicle/Equipment Mechanic (C100012)

~ Proposed Interview Schedule
1item
Interviewers Start Time End Time Location Interview Type Questionnaires

. 10/29/2025, 8:00 AM 10/29/2025, 8:30 AM In Person
~John Frazier Phone Screen Evaluation

Time Zone

GMT-05:00 Eastern Time (New York)

Subject

Interview with Jay Thomas (G100012) for JR100013 Vehicle/Equipment Mechanic

Body

Format B I U

>
i
é

v Additional Options

Do not send email

Upload either DOC, DOCX, HTML, PDF, or TXT file types (5SMB max)

D () (o ) (o)

8. Select Submit. The interview is now scheduled and will appear in the Outlook Calanders for anyone listed
as an interviewer.

a. ltis important to note that until our Zoom Integration is complete, you will need to open the invite
in your Outlook, add a Zoom link, along with the candidate’s email and update and send the
invite. This will inform the candidate of their interview time and provide the correct zoom link
everyone will use to dial into the interview.

Manager Notifications

1. After scheduling the interview the hiring manager will receive two Manage Interview notifications in my
tasks. The first notification, Give Interview Feedback is sent to everyone who was listed as an
interviewer. This is the candidate evaulation (questionnaire) that will need to be completed by all
interviewers. Complete this form and click submit. It will allow you to review your information. Click
done. This will automatically upload to the candidates profile.

2. The second notification will be Manage interview feedback. This is where you would be able to
reschedule the interview if needed and where you will review the feedback submitted by ever interviewer.
You should not take any action on this notification until all interviewers have submitted their feedback.
Once that is done, review the feedback. If feedback needs to be modified, select Send Back to ask a
particular interviewer to update and resubmit.

3. Once you have reviewed all feedback, select Submit. Again, do not do this until all of the interviewers
have completed their evaluations. If you click submit too soon, it will cancel their ability to provide
feedback and it will then need to be manually uploaded into the candidate’s profile in Workday.

You can repeat the interview stage as many times as needed.

Once the interview stage is completed you will decide if you would like to move the candidate forward to another
interview or send them to the Reference Stage. If after the interview you decide the candidate should not move
forward you would select the Decline button at the bottom of the candidate’s profile and choose the appropriate
disposition code.

Reference Stage:

When you elect to move a candidate forward to the Reference Stage the candidate will receive a message in their
candidate home letting them know it is time to provide references.
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1. The candidate will log into their Workday Candidate Home Account where they will be asked to provide
contact information for three references.

2. [If you elect to have Workday perform the reference checks for you (during the Create Job Requisition task
questionnaire) as soon as the candidate provides the references, Workday will automatically email the
referees.

a. Workday asks if they are willing to complete a reference for the candidate. If they agree, they are
provided with a copy of the job details along with our list of standard reference questions. The
referee completes the questionnaire and once they submit it, it will be uploaded directly into the
candidate’s profile for review.

3. The hiring manager receives an task in their My Tasks inbox to manage the references for this candidate.
The task also enables reference tracking for this candidate.

a. This notification allows you to see in the Status column whether it has been submitted or not. The
Available Actions column displays options to resend the notification in the event it is accidentally
deleted by the referee. In the event the referee prefers to talk to you directly, select Submit
Reference and record their responses directly into Workday.

Manage References Reference Test- JR100119 Dir, Administrative Operations (C100038)

& +1 (518) [ (vobile Phone) Stage  Reference Check Hiring Manager [N

&4 reftest@gmail.com Source  Employee or Other Referral -> RIT Department Recruiter I

3tems =m~BE
a

Available Actions Referee status Email Address “Phone Number Job Title Company Name | *Relationship Type

( Resend ) John Smith Request Sent &4 jsmith@gmail.com £ +1(315) 4695354 (Home Prone) HR Superuser Current Manager/Supervisor
L J

£ +1(315) 4695355 (Mobile Phone)

£ +1(315) 4635654 (Mobile Phone)

|/ Edit Referee Details \\
AN e

In this example, Jon Smith has already submitted his reference so it will be visible from the candidate’s profile.

In the event the candidate needs to provide you with another reference, or a different contact method for one that
has already been provided, Select the Edit Referee Details button to make those updates.

4. Once all the references have been received and you have reviewed them you will receive a notification to
decide to move forward to offer, or to decline the candidate.
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Offer Stage:

Before moving the selected candidate to offer stage in Workday, it is important to have all conversations about the
terms of the offer internally with the leadership team and compensation to finalize any terms of the offer.

After these conversations, verbally extend an offer to the candidate. The offer stage should not be initiated in
Workday until all negotiations are final and you are ready to prepare the offer letter.

If after the verbal offer is made, the candidate asks for additional compensation, vacation, relocation, etc., that all
should be discussed and finalized with the appropriate leadership and recruiting partners before moving forward.

1. Once all the terms have been decided and the candidate verbally accepts the offer, move the candidate to
the Offer stage in Workday.

a. This initiates the offer process in Workday, and you will be asked to complete the details for the
offer.

2. In this step you will indicate:
¢ Hire Date which should accurately reflect when the candidate’s first day will be. Please note it can be
different from the Target Hire Date that was provided when the Create Job Requisition task was
completed.
¢ Hire Reason: pick the most appropriate reason by clicking on the hamburger menu.
e Location: this should default in.
e The Job Details and Working Time sections should all default in and not require any updates.
3. Select Next.
4. The next section is compensation. In this step, the total base pay that was entered during the Create
Job Requisition task displays. You will not need to edit the Guidelines section.

a. Scroll down to the Salary or Hourly section depending on how this position is paid. Select the
pencil icon to edit. Manually update one of the two areas with the correct compensation the
candidate will be paid. This is the amount the person is being paid and will be reflected in the
offer letter they receive.

5. Select Next.

6. The next section is One-Time Payment. In most instances this will be left blank. However, this is where
you would indicate if there is a preapproved sign-on bonus or relocation being paid to the candidate.

7. Select Next.

8. A summary page displays for you to review all the information you entered to ensure it is accurate.

9. Select Submit. You will receive a pop-up asking you to complete the Offer Additional Details
questionnaire.

10. Select Complete questionnaire.

11. You will be asked a few questions related to the candidate’s offer. After answering those questions, select
Submit to kick off the review and approval process.

Generating the Offer Letter:

Once all the approvals have been completed you will receive a notification in your My Tasks to Generate
Document for the Offer.

1. Select Review. This enables you to review the content of the offer letter. Fields highlighted in green will
default into the offer letter based on what was completed during the offer initiation stage.

a. ltis important to confirm all information is accurate. Fields highlighted in yellow may not be
applicable to this offer and should be updated or deleted. If a yellow highlighted area is applicable
and should be included in the letter, remove the highlighting before submitting it.

2. You must review the offer letter thoroughly to ensure it is accurate. This is what the candidate will
receive once you select Submit. Please be sure all information is updated and that you have read the
letter in totality before submission. Once the letter is accurate and all updates and adjustments have been
made select Submit.
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3. The candidate will receive a notification that their offer letter is waiting for their review. The candidate will
log into their Workday Candidate Home account to review the offer letter and electronically sign and
submit it.

a. Ifthere is an error in the offer letter, the candidate can choose not to sign it and provide a
comment on what is inaccurate. In that case, you will be able to make the appropriate correction
by clicking on the re-negotiate offer button from the candidate’s profile.

4. Once the candidate electronically signs the offer letter, it is uploaded to their candidate profile. There is no
need to keep a local copy or send a copy of the offer letter anywhere as it will stay in their profile.

5. When the candidate returns the offer letter, the hiring manager or HR partner moves the candidate to
Ready for Hire. This can be done from the candidate’s profile. At this point the candidate is complete with
the Recruiting and will be moved to the next stage, Onboarding.

6. The job requisition now shows as Filled. If you have remaining candidates in the job requisition, it is
important that they be dispositioned appropriately.
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