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\¥ orkDAY ReCrRUITING User GUIDE

Y/ ORKDAY RECRUITING IS A POWERFUL TOOL THAT ENABLES ORGANIZATIONS TO STREAMLINE THEIR HIRING PROCESSES. FROM
CREATING JOB POSTINGS TO MANAGING CANDIDATE APPLICATIONS, W/ ORKDAY RECRUITING OFFERS A COMPREHENSIVE SUITE OF
FEATURES DESIGNED TO ENHANCE THE RECRUITMENT EXPERIENCE FOR BOTH RECRUITERS AND CANDIDATES. THIS USER GUIDE WILL

NAVIGATE YOU THROUGH THE ESSENTIAL COMPONENTS OF \W/ ORKDAY RECRUITING, ENSURING YOU HAVE THE KNOWLEDGE
NECESSARY TO MAKE THE MOST OF THIS INNOVATIVE PLATFORM.

OVERVIEW OF \WORKDAY RECRUITING

\X/ORKDAY RECRUITING IS INTEGRATED WITHIN THE LARGER W/ ORKDAY ECOSYSTEM, WHICH INCLUDES HUMAN RESOURCES,
FINANCE, AND PLANNING FUNCTIONALITIES. THIS INTEGRATION ALLOWS FOR SEAMLESS DATA TRANSFER AND COLLABORATION
AMONG DIFFERENT DEPARTMENTS, ULTIMATELY IMPROVING THE EFFICIENCY OF THE RECRUITMENT PROCESS.

KEY FEATURES OF W ORKDAY RECRUITING INCLUDE:

- JoB REQUISITION MANAGEMENT: CREATE, APPROVE, AND TRACK JOB REQUISITIONS EFFORTLESSLY.

- CANDIDATE MANAGEMENT: TRACK CANDIDATES THROUGHOUT THE HIRING PROCESS FROM APPLICATION TO ONBOARDING.

- COLLABORATION TOOLS: ENHANCE COMMUNICATION AMONG HIRING TEAMS.
- REPORTING AND ANALYTICS: GAIN INSIGHTS INTO RECRUITMENT METRICS TO IMPROVE HIRING STRATEGIES.

GETTING STARTED WITH \WORKDAY RECRUITING

BEFORE DIVING INTO THE FEATURES, IT’S ESSENTIAL TO UNDERSTAND HOW TO ACCESS W ORKDAY RECRUITING AND SET UP
YOUR PROFILE.

ACCESSING W ORKDAY RECRUITING

1. LoG IN: USE YOUR ORGANIZATION'S W oRkDAY URL TO LOG IN WITH YOUR CREDENTIALS.
2. NAVIGATE TO RECRUITING: FROM THE W/ ORKDAY HOME PAGE, CLICK ON THE “RECRUITING” WORKLET OR SEARCH FOR
“RECRUITING” IN THE SEARCH BAR.

SETTING UP YOUR PROFILE

UPON ACCESSING \W ORKDAY RECRUITING/ IT’S VITAL TO ENSURE YOUR PROFILE IS COMPLETE.

- PErRSONAL INFORMATION: UPDATE YOUR CONTACT DETAILS AND PROFESSIONAL INFORMATION.
- PREFERENCES: SET PREFERENCES RELATED TO JOB ALERTS AND NOTIFICATIONS TO STREAMLINE YOUR RECRUITING PROCESS.

CREATING JoB REQUISITIONS

ONE OF THE PRIMARY FUNCTIONS OF W ORKDAY RECRUITING IS CREATING JOB REQUISITIONS. THIS PROCESS INVOLVES SEVERAL
STEPS!



STePs ToO CREATE A JOB REQUISITION

1. NAVIGATE To THE JoB REQUISITION SECTION: CLICK ON THE “CREATE JOB REQUISITION” BUTTON.

2. ENTER JoB DETAILS: FILL IN THE ESSENTIAL DETAILS, INCLUDING:

- JoB TITLE

- JOB DESCRIPTION

- JOB LOCATION

- EMPLOYMENT TYPE (FULL-TIME, PART-TIME, CONTRACT, ETC.)

3. SET APPROVAL W ORKFLOW: CHOOSE WHO NEEDS TO APPROVE THE REQUISITION BEFORE IT GOES LIVE.

4. SELECT HIRING TEAM: ADD TEAM MEMBERS WHO WILL BE INVOLVED IN THE HIRING PROCESS.

5. PosT THE Jos: ONCE APPROVED, PUBLISH THE JOB ON YOUR COMPANY’S CAREER SITE AND EXTERNAL JOB BOARDS.

BesT PRACTICES FOR JOB REQUISITIONS

- USE CLEAR AND CONCISE LANGUAGE IN JOB DESCRIPTIONS.
- INCLUDE KEYWORDS RELEVANT TO THE POSITION TO IMPROVE SEARCHABILITY.
- SPECIFY REQUIRED QUALIFICATIONS AND EXPERIENCE TO ATTRACT SUITABLE CANDIDATES.

MANAGING CANDIDATES

ONCE YOUR JOB REQUISITION IS LIVE, CANDIDATES WILL BEGIN APPLYING. PROPERLY MANAGING THESE CANDIDATES IS CRUCIAL
FOR AN EFFECTIVE HIRING PROCESS.

CANDIDATE APPLICATION PROCESS

1. RECEIVE APPLICATIONS: APPLICATIONS CAN BE SUBMITTED DIRECTLY THROUGH YOUR JOB POSTINGS.
2. ReVIEW APPLICATIONS: USE THE CANDIDATE REVIEW PANEL TO EVALUATE RESUMES AND COVER LETTERS.
3. SCREENING: CONDUCT PRELIMINARY SCREENINGS TO DETERMINE WHICH CANDIDATES WILL MOVE FORW ARD.

CANDIDATE MANAGEMENT FEATURES

- CANDIDATE PROFILES: VIEW COMPREHENSIVE PROFILES FOR EACH CANDIDATE, INCLUDING THEIR RESUME, COVER LETTER, AND
INTERVIEW FEEDBACK.

- STATUS TRACKING: KEEP TRACK OF EACH CANDIDATE'S STATUS (APPLIED, INTERVIEWED, OFFER EXTENDED, ETC.).

- COLLABORATION: USE NOTES AND FEEDBACK FEATURES TO COLLABORATE WITH HIRING TEAM MEMBERS.

INTERVIEW MANAGEMENT

INTERVIEWS ARE A CRITICAL STAGE IN THE RECRUITMENT PROCESS. W ORKDAY RECRUITING OFFERS TOOLS TO STREAMLINE THIS
PROCESS EFFECTIVELY.

SCHEDULING INTERVIEWS

1. SeLecT CANDIDATES: CHOOSE CANDIDATES FROM THE APPLICANT TRACKING LIST.
2. SCHEDULE INTERVIEWS: UTILIZE THE BUILT-IN CALENDAR FEATURE TO COORDINATE INTERVIEW TIMES WITH CANDIDATES AND



INTERVIEWERS.
3. INTERVIEW KiTS: CREATE INTERVIEW KITS THAT INCLUDE QUESTIONS AND EVALUATION CRITERIA TO GUIDE INTERVIEWERS.

PosT-INTERVIEW MANAGEMENT

- Feebeack COLLECTION: AFTER INTERVIEWS, GATHER FEEDBACK FROM INTERVIEWERS WITHIN W/ ORKDAY.
- CANDIDATE RATING: RATE CANDIDATES BASED ON THEIR PERFORMANCE IN INTERVIEWS TO FACILITATE DECISION-MAKING.

CoMMUNICATION TooLs

EFFECTIVE COMMUNICATION IS VITAL FOR A SUCCESSFUL RECRUITMENT PROCESS. W/ ORKDAY RECRUITING PROVIDES SEVERAL
TOOLS TO FACILITATE COMMUNICATION WITH BOTH CANDIDATES AND HIRING TEAMS.

CANDIDATE COMMUNICATION

- AUTOMATED EMAILS: SET UP AUTOMATED EMAILS TO NOTIFY CANDIDATES ABOUT THEIR APPLICATION STATUS, INTERVIEW
SCHEDULES, AND FEEDBACK.

- PERSONALIZED MESSAGES: USE TEMPLATES TO CREATE PERSONALIZED MESSAGES FOR CANDIDATES TO ENHANCE THE
EXPERIENCE.

CoLLABORATION AMONG HIRING TEAMS

- Discussion BoArDS: UTILIZE DISCUSSION BOARDS WITHIN W/ ORKDAY TO KEEP ALL TEAM MEMBERS INFORMED ABOUT
CANDIDATE EVALUATIONS AND HIRING DECISIONS.

- SHARED NOTES: ALLOW TEAM MEMBERS TO ADD NOTES ON CANDIDATES TO MAINTAIN A COMPREHENSIVE RECORD OF
EVALUATIONS.

ANALYTICS AND REPORTING

(UNDERSTANDING THE EFFECTIVENESS OF YOUR RECRUITING STRATEGIES IS CRUCIAL FOR CONTINUOUS IMPROVEMENT. W/ ORKDAY
RECRUITING INCLUDES ROBUST ANALYTICS AND REPORTING FEATURES.

Key MeTrICS TO TRACK

- TIME To FILL: MEASURE THE AVERAGE TIME TAKEN TO FILL OPEN POSITIONS.
- SOURCE OF HIRE: ANALYZE WHERE SUCCESSFUL CANDIDATES ARE ORIGINATING FROM (JOB BOARDS, REFERRALS, ETC.).
- CANDIDATE QUALITYI ASSESS THE PERFORMANCE OF HIRES OVER TIME TO DETERMINE THE QUALITY OF CANDIDATES SOURCED.

CREATING REPORTS

1. Access ReEPORTS: NAVIGATE TO THE REPORTING SECTION OF W/ ORKDAY RECRUITING.
2. SELECT MeTRICS: CHOOSE THE RELEVANT METRICS YOU WISH TO ANALYZE.
3. GENERATE REPORTS: CREATE CUSTOMIZED REPORTS TO SHARE WITH STAKEHOLDERS.



CoMPLIANCE AND BEST PRACTICES

MAINTAINING COMPLIANCE WITH HIRING REGULATIONS IS ESSENTIAL FOR ANY ORGANIZATION. W ORKDAY RECRUITING HELPS
ENSURE COMPLIANCE THROUGH VARIOUS FEATURES.

EEO AND DiIVERSITY TRACKING

- DIVERSITY METRICS: TRACK THE DIVERSITY OF YOUR APPLICANT POOL TO ENSURE COMPLIANCE WITH EQUAL EMPLOYMENT
OpPORTUNITY (EEQ) REGULATIONS.
- REPORTING FEATURES: GENERATE REPORTS THAT HELP IN ASSESSING DIVERSITY INITIATIVES.

BesT PRACTICES FOR COMPLIANCE

- REGULARLY REVIEW HIRING PRACTICES TO ENSURE THEY MEET LEGAL STANDARDS.
- TRAIN HIRING TEAMS ON COMPLIANCE REGULATIONS AND BEST PRACTICES.

CoNCLUSION

W/ ORKDAY RECRUITING IS A COMPREHENSIVE SOLUTION THAT EMPOWERS ORGANIZATIONS TO OPTIMIZE THEIR HIRING PROCESSES.
BY UNDERSTANDING HOW TO CREATE JOB REQUISITIONS, MANAGE CANDIDATES, AND LEVERAGE ANALYTICS, HIRING TEAMS CAN
ENHANCE THEIR EFFECTIVENESS AND IMPROVE THE OVERALL RECRUITMENT EXPERIENCE. WITH A FOCUS ON COLLABORATION,
COMMUNICATION, AND COMPLIANCE, W/ ORKDAY RECRUITING ENSURES THAT YOUR ORGANIZATION CAN ATTRACT AND RETAIN
TOP TALENT IN TODAY’S COMPETITIVE JOB MARKET. BY FOLLOWING THE GUIDELINES AND BEST PRACTICES OUTLINED IN THIS
USER GUIDE, YOU CAN HARNESS THE FULL POTENTIAL OF X/ ORKDAY RECRUITING TO MEET YOUR HIRING NEEDS.

FREQUENTLY AsSkeD QUESTIONS

\WHAT IS THE PURPOSE OF THE W ORKDAY ReCRUITING User GUIDE?

THE W ORKDAY RECRUITING USER GUIDE SERVES AS A COMPREHENSIVE RESOURCE FOR USERS TO NAVIGATE THE W/ ORKDAY
RECRUITING MODULE, PROVIDING STEP-BY-STEP INSTRUCTIONS ON HOW TO POST JOBS, MANAGE CANDIDATE APPLICATIONS, AND
UTILIZE THE SYSTEM'S FEATURES EFFECTIVELY.

How cAN | POST A JoB USING THE W ORKDAY RECRUITING USeEr GUIDE?

To posT A JOB, REFER TO THE ‘CREATING AJOB I?EQUISITIONI SECTION OF THE GUIDE, WHICH OUTLINES THE NECESSARY STEPS
INCLUDING SELECTING THE JOB TYPE, FILLING IN JOB DETAILS, AND SETTING UP APPROV AL WORKFLOWS.

\WHAT ARE SOME COMMON TROUBLESHOOTING TIPS FOUND IN THE W ORKDAY
RecrUITING User GUIDE?

THE USER GUIDE INCLUDES TROUBLESHOOTING TIPS SUCH AS CHECKING FOR MANDATORY FIELDS THAT MAY BE INCOMPLETE,
ENSURING THE CORRECT JOB POSTING PERMISSIONS ARE GRANTED, AND CLEARING BROWSER CACHE IF ENCOUNTERING DISPLAY
ISSUES.



DoEs THE W/ OrRkDAY RECRUITING User GUIDE COVER CANDIDATE MANAGEMENT
FEATURES?

YES, THE GUIDE INCLUDES DETAILED SECTIONS ON CANDIDATE MANAGEMENT, EXPLAINING HOW TO REVIEW APPLICATIONS,
SCHEDULE INTERVIEWS, AND COMMUNICATE WITH CANDIDATES THROUGHOUT THE HIRING PROCESS.

\X/HERE CAN | FIND UPDATES OR CHANGES TO THE WORKDAY RECRUITING USer GUIDE?

UPDATES TO THE W ORKDAY RECRUITING USER GUIDE CAN TYPICALLY BE FOUND IN THE 'RELEASE NOTES' SECTION OF THE
GUIDE, AS WELL AS THROUGH THE W/ ORKDAY COMMUNITY PORTAL WHERE USERS CAN ACCESS THE LATEST DOCUMENTATION
AND TRAINING MATERIALS.
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