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Recruiting Coordinator Essentials

▪ Recruiting Coordinator Fundamentals

▪ Job Requisition Navigation

▪ PM Job Requisition

▪ JM Job Requisition

▪ Promotional Announcements

▪ Evergreen Requisition

▪ Assign Roles

▪ Freeze, Close, Edit Job Requisition & Update, Unpost Job Posting

▪ Candidate Movement

▪ Reporting Overview

▪ Running + Scheduling Reports

▪ Helpful Reports
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Recruiting Coordinator 
Role Overview
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What is a Recruiting Coordinator?

▪ Recruiting Coordinators perform recruiting functions for assigned supervisory 
organizations.

▪ Examples include creating job requisitions, sourcing candidates, processing dispositions, 
and scheduling interviews. 

▪ Manager-created requisitions: The department’s assigned Recruiting Coordinator reviews 
and approves the requisition before it is routed to Talent Acquisition for final approval.

▪ Student positions: Route directly to Talent Acquisition and do not require Recruiting 
Coordinator review.

▪ NSH requisitions: Do not route to Talent Acquisition.
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Recruiting Coordinator 
Fundamentals
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Helpful Resources

▪ Workday Training – Recruiting | Human Resources | Colorado State University

▪ Talent Acquisition | Human Resources | Colorado State University

▪ Promotional Announcements in Workday | Human Resources | Colorado State 
University

▪ Copy Link to Job Posting Job Aid

https://hr.colostate.edu/workday-training-recruiting/
https://hr.colostate.edu/workday-training-recruiting/
https://hr.colostate.edu/workday-training-recruiting/
https://hr.colostate.edu/workday-training-recruiting/
https://hr.colostate.edu/talent-acquisition/
https://hr.colostate.edu/talent-acquisition/
https://hr.colostate.edu/promotional-announcements-in-workday/
https://hr.colostate.edu/promotional-announcements-in-workday/
https://hr.colostate.edu/promotional-announcements-in-workday/
https://scribehow.com/viewer/How_to_Find_and_Copy_Job_Posting_URLs__7Ex_tz8mQRWWq5y8LdUM1Q?referrer=workspace
https://scribehow.com/viewer/How_to_Find_and_Copy_Job_Posting_URLs__7Ex_tz8mQRWWq5y8LdUM1Q?referrer=workspace
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What is a Supervisory Organization? 

A Supervisory Organization (or “Sup Org”) in 
Workday is only created when a worker has 
direct reports. If a current employee who 
does not currently manage others (i.e., has no 
direct reports) will now supervise a new 
worker, a Sup Org must first be created via 
the Create Request Task in Workday before 
the department proceeds with creating the 
new position (if position-managed) and job 
requisition.

Workday supervisory organizations group employees under a manager to show reporting 
relationships, drive staffing and security assignments, and ensure that business processes 

– like hiring, position changes, and approvals—route to the right people in the 
organization.
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Two Types of Supervisory Organizations in Workday

There are two types of supervisory organizations in Workday: position managed and job 
managed.

Position Managed

• Used for:

o Admin Pro, Faculty (not Adjunct), State 
Classified, Post Docs

• Requires:

o Position

• Example:

Job Managed

• Used for:

 Non-Student Hourly (NSH), Students, 
Adjuncts, and Graduate Assistants

• Requires:

 No Position needed

• Example:

Night’s Watch Strategic Defense 
Operations (John Snow)

Night’s Watch Strategic Defense 
Operations - JM (John Snow)
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Key Difference Between PM and JM

Position-Managed (PM) Supervisory Organizations
You need a seat before someone can sit.
• Hiring is based on positions (seats)
• A position must exist and be available before you can 

hire
• Each employee is assigned to a specific position
• Used for: AP, Faculty (not Adjunct), State Classified, 

Post Docs

Job-Managed (JM) Supervisory Organizations
It’s about who is sitting, not the seat.
• Hiring is based on people in jobs, not positions
• No position (seat) required to hire
• Used for: NSH, Students, Adjuncts, Graduate 

Assistants, Veterinary Residents

Create Position 

Create Job Requisition  

Hire 

Create Job Requisition  

Hire 
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What Requires a Job Requisition?

Requisition Required

▪ Admin Professional

▪ Faculty

▪ Non-Student Hourly

▪ Postdoctoral Fellows 

▪ State Classified

▪ Student

▪ Veterinary Residents

Requisition Not Required

▪ Associates (Contingent Workers)

▪ Graduate Assistants



14COLORADO STATE UNIVERSITY SYSTEM

Job Requisitions, Job Postings, and Positions in Workday

▪ Job Requisitions

▪ The process in Workday  
that initiates the 
recruiting process 
(excluding contingent 
workers and graduate 
assistants)

▪ Job Postings

▪ Job Postings are the 
public-facing job 
advertisements 
applicants view

▪ Positions

▪ Positions in Workday exist 
independently of the 
employee assigned to it

▪ Using the seat example:

▪ The position is the 
seat

▪ The employee is the 
person sitting in that 
seat

▪ When an employee in 
a PM sup org leaves, 
the seat remains and 
can be assigned to a 
new employee
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Reporting Overview
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Workday Reports

Impact Area Description

Real Time & Drillable 
Data

Workday Reporting provides real time, drillable data where you can 
have everything in one place.

Think: Blue is a Clue!

Historical Data Workday will maintain a history of data starting in January 2026.

Note: For data, prior to January 5, 2026, you can contact HR for 
assistance in accessing historical data that you need access to.
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Workday Search

The Search bar on the Workday homepage, 
allows you to access reports. Workday will 
list the related tasks or reports as soon as 
you type in a few words.

The Search and Generate Reports guide 
provides steps on how to search for and 
generate reports in Workday.

Note: Standard reports automatically open 
and custom reports allow you to add 
additional features.

Workday Search

• Find List of Reports
• View Spotlight Reports
• Run Specific Reports 
• Leverage Tags and Prefixes
• Access Dashboards

https://scribehow.com/viewer/Search_and_Generate_Reports__X3SmZHakTMWJrmnIVmfa-Q
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Searching Workday for Specific Reports
From the Workday Search bar, you can also access specific and custom reports you would 
like to run and view.

To Start – Type the name of the specific report in the search field. For example, you 
can search “View In-Progress Job Requisition Events” and select the report.

Report Prompts – You will then be navigated to a screen 
with multiple fields. These fields allow you to filter criteria 
to narrow down your search and display specific 
information. You can use these field to customize your 
report to match your specific needs.

Please Note: The available fields may vary from one report to another.
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Filtering the Report Fields 

To save the report fields, select the options from a field, for example, Organizations, enter a 
Filter Name, and select Save. Next time you run the report select the option from the Saved 
Filters dropdown menu and options will automatically populate for the field.
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Report Functionality Overview
When viewing a report, there are various reporting functionalities available in Workday. Each 
functionality is displayed in the form of icons that represent various actions you can perform. 
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Change Selection

• Change Selection is used to reset, update, or 
change the prompt settings of the report.

• Select the Change Selection icon to change the 
data displayed in your report. These fields allow you 
to update or add any filter criteria. You can use 
these prompts to customize your report to match 
your specific needs.

Please Note: The available fields will vary from 
one report to another.



22COLORADO STATE UNIVERSITY SYSTEM

Download / Print Report

• By selecting the Download/Print Report icon 
you can download a report into a PDF or an 
excel format by selecting the appropriate icon. 
Once the report is exported, you can print 
directly from the document.

• To download and print document:
• Select the icon and then click Download 

button to start downloading.
• Once finished, you can view the 

downloaded document at the top right 
corner of the screen.

• Open the downloaded document to view 
and initiate printing.

Please Note: If you applied any filters to the report, this would not 
appear in your downloaded report as any changes are only 
applied to your current view in Workday.
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Filtering the Report
• Filters can be used to hide any data you don’t want to see. 

You can filter reports by selecting the Filter icon and then the 
Add button.

• In the dropdown, select the appropriate column for which 
you want to apply the filter to. From there you can indicate:
• Column: The column you want to apply the filter to.
• Filter Condition: You can select the options, is, not equal 

to, or is empty. These conditions identify the type of data 
you want to contain (is), do not want to contain (not equal 
to), to contain no data (is empty).

• Value: The specific information that drives your filter (i.e., 
specific data you want to directly filter in or out)

Please Note: If you applied any filters directly in the report, your 
download would still include the original prompted dataset. To 
download the filtered dataset, rerun the report with those selections 
applied to filters. Once applied, these changes will be reflected in 
your report.
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Toggle Full Screen View

• To view the report in full screen, click the Toggle 
Fullscreen Viewing Mode icon.
• This will hide the Workday Toolbar, and 

other Workday functionality displayed above 
or below the report.

• To exit out of full screen mode, select the 
Toggle Fullscreen Viewing Mode icon again.
• This will redisplay the Workday Toolbar and 

other Workday functionality displayed above 
or below the report.



25COLORADO STATE UNIVERSITY SYSTEM

View/Edit Grid Preferences

The ‘View/Edit Grid 
Preferences’ button allows 
you  to reorganize and hide 
data columns when viewing 
reports. This allows you to 

focus on the most important 
fields. 
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Sort + Filter Specific Report Columns

Select any Column Header in any report to sort column or 
specifically filter the column.
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Running and 
Scheduling Reports
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Running Reports and Scheduling Reports

There are two main ways to run reports in Workday:

1. Running the Report manually:

➢  Search for the Report or select from Reports worklet

➢  Enter report parameters for which you want to run the report

2. Scheduling the Report:

➢  Schedule the report to be delivered in your inbox at a specified time interval
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Scheduling a Report

1. Search for the Schedule a Report task 
using the Search bar.

2. Specify the Report name and the Run 
Frequency of which you want it 
scheduled.
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Scheduling a Report, continued

3. Specify the parameters for which you want the report to run. These are the same 
parameters that you would enter if you were running the specific report manually. For 
example, select Worker Type = Student.
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Scheduling a Report, continued

4. Specify the Frequency Details for which 
the report will run.

5. View Background Progress shows the 
progress of the reports. 
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What is Catch Up Behavior?

▪ Catch-up Behavior determines how the system 
handles missed scheduled runs (e.g., during 
outages or maintenance) to ensure critical 
processes are managed appropriately after 
recovery.

▪ There are two options to select: 

▪ Run Once: One report runs after recovery. 
Executes a single instance after the system 
is restored.

▪ None: Missed reports are skipped. 
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Scheduling a Report, continued

6. Reports delivered to you will show up in your Notifications.
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Cancelling Scheduled Reports

In Workday, you can edit or cancel a scheduled report by using the Scheduled Future 
Processes task. Please refer to the How to Suspend a Scheduled Report guide for the 
step-by-step process.

https://scribehow.com/viewer/How_to_Suspend_a_Scheduled_Report_in_Workday__OTdR905GR2aQ6vJ3X4nkUA
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Job Requisition 
Navigation
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Overview Tab

Each ‘dot’ represents a 
candidate and where they 

are at in the recruiting 
process
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Candidates Tab

▪ This tab is where you can take action on 
candidates

▪ Move forward candidate

▪ Decline candidate

▪ Send message to candidate

▪ Download all application materials
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Details Tab

▪ View All Job Requisition Details 
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Details Tab -> Inbound Process

▪ Once a candidate is moved to ‘Ready to Hire’, then inbound process will generate

▪ Primary recruiters selects ‘Ready to Hire’, candidate shows as completed, HR Partner will then receive a set of tasks, 
once HR Partner completes then inbound process triggers
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Details Tab -> Business Process History

▪ This can be found at the bottom of the Details Tab

▪ Shows when the requisition was approved (especially helpful during the assign roles 
process)
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Details Tab -> Interview Team

▪ View Assigned Interviewers
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Details Tab -> ACN Job Requisition Assigned Roles

▪ View All Assigned Roles for the Job Requisition
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Details Tab -> ACN Job Requisition Event Questionnaire 
Answers

▪ This section displays responses from both the Job Requisition Additional Details 
Questionnaire and the Request to Fill Position Questionnaire
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Organizations Tab

▪ This tab displays the KFS account and department associated with the job requisition
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Job Postings Tab -> Current

▪ This tab displays job postings that are currently active and accepting applications.

▪ This is where you would copy the posting link

How to Copy a Job Posting Job Aid

https://scribehow.com/viewer/How_to_Find_and_Copy_Job_Posting_URLs__7Ex_tz8mQRWWq5y8LdUM1Q?referrer=workspace
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Job Postings Tab -> Historical

▪ This tab will display any job postings that are no longer posted
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Job Requisition for PM
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Two Types of Supervisory Organizations in Workday

There are two types of supervisory organizations in Workday: position managed and job 
managed.

Position Managed

• Used for:

o Admin Pro, Faculty (not Adjunct), State 
Classified, Post Docs

• Requires:

o Position

• Example:

Job Managed

• Used for:

 Non-Student Hourly (NSH), Students, 
Adjuncts, and Graduate Assistants

• Requires:

 No Position needed

• Example:

Night’s Watch Strategic Defense 
Operations (John Snow)

Night’s Watch Strategic Defense 
Operations - JM (John Snow)
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Key Difference Between PM and JM

Position-Managed (PM) Supervisory Organizations
You need a seat before someone can sit.
• Hiring is based on positions (seats)
• A position must exist and be available before you can 

hire
• Each employee is assigned to a specific position
• Used for: AP, Faculty (not Adjunct), State Classified, 

Post Docs

Job-Managed (JM) Supervisory Organizations
It’s about who is sitting, not the seat.
• Hiring is based on people in jobs, not positions
• No position (seat) required to hire
• Used for: NSH, Students, Adjuncts, Graduate 

Assistants, Veterinary Residents

Create Position 

Create Job Requisition  

Hire 

Create Job Requisition  

Hire 
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Job Requisitions, Job Postings, and Positions in Workday

▪ Job Requisitions

▪ The process in Workday  
that initiates the 
recruiting process 
(excluding contingent 
workers and graduate 
assistants)

▪ Job Postings

▪ Job Postings are the 
public-facing job 
advertisements 
applicants view

▪ Positions

▪ Positions in Workday exist 
independently of the 
employee assigned to it

▪ Using the seat example:

▪ The position is the 
seat

▪ The employee is the 
person sitting in that 
seat

▪ When an employee in 
a PM sup org leaves, 
the seat remains and 
can be assigned to a 
new employee
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Who Can Initiate a PM Job Requisition

▪ Hiring Managers

▪ Recruiting Coordinators
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Helpful Checks Before Creating PM Job Requisition 

Position has 
been created 
and approved

Position’s 
availability date 
has happened
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Job Requisition Job Aid

▪ Create Job Requisition from a Position | Scribe

https://scribehow.com/viewer/Create_Job_Requisition_from_a_Position__0oReV5QgS5iDgGfUn3m0CQ
https://scribehow.com/viewer/Create_Job_Requisition_from_a_Position__0oReV5QgS5iDgGfUn3m0CQ
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Job Requisition for JM
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Two Types of Supervisory Organizations in Workday

There are two types of supervisory organizations in Workday: position managed and job 
managed.

Position Managed

• Used for:

o Admin Pro, Faculty (not Adjunct), State 
Classified, Post Docs

• Requires:

o Position

• Example:

Job Managed

• Used for:

 Non-Student Hourly (NSH), Students, 
Adjuncts, and Graduate Assistants

• Requires:

 No Position needed

• Example:

Night’s Watch Strategic Defense 
Operations (John Snow)

Night’s Watch Strategic Defense 
Operations - JM (John Snow)
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Key Difference Between PM and JM

Position-Managed (PM) Supervisory Organizations
You need a seat before someone can sit.
• Hiring is based on positions (seats)
• A position must exist and be available before you can 

hire
• Each employee is assigned to a specific position
• Used for: AP, Faculty (not Adjunct), State Classified, 

Post Docs

Job-Managed (JM) Supervisory Organizations
It’s about who is sitting, not the seat.
• Hiring is based on people in jobs, not positions
• No position (seat) required to hire
• Used for: NSH, Students, Adjuncts, Graduate 

Assistants, Veterinary Residents

Create Position 

Create Job Requisition  

Hire 

Create Job Requisition  

Hire 
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What Requires a Job Requisition?

Requisition Required

▪ Admin Professional

▪ Faculty

▪ Non-Student Hourly

▪ Postdoctoral Fellows 

▪ State Classified

▪ Student

▪ Veterinary Residents

Requisition Not Required

▪ Associates (Contingent Workers)

▪ Graduate Assistants
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Job Requisitions, Job Postings, and Positions in Workday

▪ Job Requisitions

▪ The process in Workday  
that initiates the 
recruiting process 
(excluding contingent 
workers and graduate 
assistants)

▪ Job Postings

▪ Job Postings are the 
public-facing job 
advertisements 
applicants view

▪ Positions

▪ Positions in Workday exist 
independently of the 
employee assigned to it

▪ Using the seat example:

▪ The position is the 
seat

▪ The employee is the 
person sitting in that 
seat

▪ When an employee in 
a PM sup org leaves, 
the seat remains and 
can be assigned to a 
new employee
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Who Can Initiate a JM Job Requisition

▪ Hiring Managers

▪ Recruiting Coordinators
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NSH Job Requisition

▪ Create a Non-Student Hourly (NSH) Job Requisition in Workday | Scribe

▪ Once the non-student hourly job requisition is approved by both the department Business 
Officer and the Position Justification Review Committee, the Primary Recruiter will receive a 
system notification.

▪ At that point, the Recruiting Coordinator must log back into Workday to post the 
requisition. The Post Job task can be accessed from the Workday homepage or from 
the My Tasks inbox in the top-right corner.

https://scribehow.com/viewer/Create_a_Non-Student_Hourly_NSH_Job_Requisition_in_Workday__PFE0WGe4T3KH9fQ-InLK9w
https://scribehow.com/viewer/Create_a_Non-Student_Hourly_NSH_Job_Requisition_in_Workday__PFE0WGe4T3KH9fQ-InLK9w
https://scribehow.com/viewer/Create_a_Non-Student_Hourly_NSH_Job_Requisition_in_Workday__PFE0WGe4T3KH9fQ-InLK9w
https://scribehow.com/viewer/Create_a_Non-Student_Hourly_NSH_Job_Requisition_in_Workday__PFE0WGe4T3KH9fQ-InLK9w
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NSH Job Requisition Process

▪ If created by a Recruiting Coordinator:

▪ Recruiting Coordinator creates the Job Requisition

▪ Recruiting Coordinator completes the Job Requisition Additional Details Questionnaire

▪ Recruiting Coordinator completes the Position Justification Questionnaire

▪ Department Business Officer reviews and approves

▪ Position Justification Review Committee reviews and approves

▪ Recruiting Coordinator posts the job requisition

▪ If created by a Manager:

▪ Manager creates the Job Requisition

▪ Manager completes the Job Requisition Additional Details Questionnaire

▪ Manager completes the Position Justification Questionnaire

▪ Recruiting Coordinator reviews and approves

▪ Department Business Officer reviews and approves

▪ Position Justification Review Committee reviews and approves

▪ Recruiting Coordinator posts the job requisition
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Student Job Requisition 

▪ How to Create a Student Job Requisition | Scribe

▪ Once you have submitted your student job requisition to Talent Acquisition (Student 
Employment Coordinator), TA will review and post. Once posted, the job will be cross-posted 
to Handshake on your behalf.

▪ Handshake will continue to serve as the primary recruitment platform for student jobs at 
CSU. When a student clicks Apply in Handshake, they will be redirected to Workday to 
complete the application and submit their materials.

https://scribehow.com/viewer/How_to_Create_a_Student_Job_Requisition__TNj-v8SxT46kyQKg6_GQDg
https://scribehow.com/viewer/How_to_Create_a_Student_Job_Requisition__TNj-v8SxT46kyQKg6_GQDg
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Student Job Requisition Process

▪ If created by a Recruiting Coordinator:

▪ Recruiting Coordinator creates the Job Requisition

▪ Recruiting Coordinator completes the Job Requisition Additional Details Questionnaire

▪ TA Reviews and Approves Job Requisition

▪ TA Posts Student Job

▪ If created by a Manager:

▪ Manager creates the Job Requisition

▪ Manager completes the Job Requisition Additional Details Questionnaire

▪ TA Reviews and Approves Job Requisition

▪ TA Posts Student Job
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Contingent Workers

▪ Contract a Contingent Worker Job Aid

▪ Note: This can be done by an HR Partner

https://workday.csusystem.edu/contract-a-contingent-worker/
https://workday.csusystem.edu/contract-a-contingent-worker/
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Graduate Assistants

▪ Hire a Graduate Assistant Video 

▪ Hire a Graduate Assistant Slide Deck

https://youtu.be/nY9arSnRsXI
https://youtu.be/nY9arSnRsXI
https://workday.csusystem.edu/wp-content/uploads/sites/55/2026/06/Hire-a-Graduate-Assistant.pdf
https://workday.csusystem.edu/wp-content/uploads/sites/55/2026/06/Hire-a-Graduate-Assistant.pdf
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Promotional 
Announcements
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Promotional Announcements

▪ Promotional Announcements in Workday | Human Resources | Colorado State 
University

https://hr.colostate.edu/promotional-announcements-in-workday/
https://hr.colostate.edu/promotional-announcements-in-workday/
https://hr.colostate.edu/promotional-announcements-in-workday/
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Evergreen Requisitions
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What are Evergreen Requisitions in Workday?

▪ Evergreen (open pool) requisitions  are not tied to an immediate hire. Their purpose is to gather applications and identify qualified talent in 
advance.

▪ When to Use an Evergreen Requisition:

▪ Research Associate roles or similar positions

▪ Positions with frequent turnover

▪ Roles that need to be filled quickly once approved

▪ Hard-to-fill or specialized roles where building a pipeline is critical

▪ The Primary Recruiter may screen applicants for minimum qualifications listed on the evergreen requisitions

▪ Candidates will not be able to be moved forward in the process until a Linked Requisition (secondary open pool) is created 

Evergreen Requisitions | Human Resources | Colorado State University

https://hr.colostate.edu/evergreen-requisitions/
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Evergreen Requisition Process

▪ How to Create an Evergreen Requisition in Workday | Scribe

▪ How to Create a Linked Job Requisition (Secondary Open Pool) | Scribe

Create 
Evergreen 
Requisition

TA Reviews and 
Approves

Create Linked 
Job Requisition

Fill Out Job 
Requisition 
Additional 

Details 
Questionnaire

Fill Out Request 
to Fill Position 
Questionnaire

TA Reviews and 
Approves

Business Officer 
Reviews and 

Approves

Position 
Justification 

Review 
Committee 

Reviews and 
Approves 

TA Posts the 
Job Requisition

https://scribehow.com/o/uS-xsZjVRDWg94vUvVs5FQ/viewer/How_to_Create_an_Evergreen_Requisition_in_Workday__xfIanttLTFWfshjIdhWywQ
https://scribehow.com/o/uS-xsZjVRDWg94vUvVs5FQ/viewer/How_to_Create_an_Evergreen_Requisition_in_Workday__xfIanttLTFWfshjIdhWywQ
https://scribehow.com/o/uS-xsZjVRDWg94vUvVs5FQ/viewer/How_to_Create_a_Linked_Job_Requisition_Secondary_Open_Pool__DEngR_7tQdiJ-GazlG1guw
https://scribehow.com/o/uS-xsZjVRDWg94vUvVs5FQ/viewer/How_to_Create_a_Linked_Job_Requisition_Secondary_Open_Pool__DEngR_7tQdiJ-GazlG1guw
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Key Differences Between Workday and Legacy(TMS) Process

TMS – Legacy System Workday

Departments could interview from open pool before 
creating a secondary requisition

Linked requisition MUST be created an approved 
before any interviews or reference checks are 
conducted

Talent Acquisition copy over eligible candidates from 
the Evergreen to the Linked Requisition 

Primary Recruiters are responsible for copying eligible 
candidates from the Evergreen to the Linked 
Requisition
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Assign Roles
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Do You Need to Assign Roles?

▪ A Primary Recruiter must be assigned to all PM job requisitions

▪ Assignment is optional for JM job requisitions.

▪ The following roles are used in the Recruiting process in Workday
▪ Recruiter
▪ Recruiting Coordinator
▪ Primary Recruiter
▪ Hiring Manager
▪ Search Chair/ Assistant / Committee Member
▪ Student Employment Coordinator
▪ Business Officer
▪ Position Justification Review Committee
▪ Candidate Application Reviewer

Update or Add Roles Job Aid

Update or Add Roles Job Aid

https://scribehow.com/viewer/How_to_Update_Add_or_Remove_Assigned_Roles_to_a_Job_Requisition__IMJOi2hQT1CeZGdDhEz95A
https://scribehow.com/viewer/How_to_Update_Add_or_Remove_Assigned_Roles_to_a_Job_Requisition__IMJOi2hQT1CeZGdDhEz95A
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Helpful Considerations Before Assigning a New Role

▪ Ensure the Effective Date is the date the requisition was approved, this ensures that the 
new assigned role has access to all candidates since the requisition began

▪ To view this, go to Business Process Event History

▪ Any Primary Recruiter MUST be a Recruiting Coordinator

▪ You can assign multiple of each role (i.e. multiple primary recruiters, multiple search 
committee members)
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Recruiter in Workday

▪ Who Holds This Role: CSU Talent Acquisition (TA) Staff

▪ Role Overview: Responsible for reviewing and managing job requisitions and candidate 
activity across the university

▪ Assignable Role?: Not assignable during Job Requisition
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Hiring Manager in Workday

▪ Who Holds This Role: Manager of the position being filled. 

▪ Role Overview: Automatically assigned based on the Supervisory Organization where the 
position resides. 

▪ Can create job requisitions for their Supervisory Organization. 

▪ Participates in candidate review and selection.

▪ Assignable Role?: Not assignable during Job Requisition
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Student Employment Coordinator in Workday

▪ Who Holds This Role: CSU Talent Acquisition (TA) Staff

▪ Role Overview: Manages student job requisitions across CSU. 

▪ Reviews and approves student job postings university-wide.

▪ Assignable Role?: Not assignable during Job Requisition
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Business Officer in Workday

▪ Who Holds This Role: Department, division, or college Business Officers

▪ Role Overview: Reviews job requisitions for financial approval.

▪ Assignable Role?: Not assignable during Job Requisition
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Position Justification Review Committee in Workday

▪ Who Holds This Role: University Position Justification Review Committee Members

▪ Role Overview: Provides university-level approval to fill positions.

▪ Student Jobs are NOT reviewed by this committee

▪ Assignable Role?: Not assignable during Job Requisition
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Recruiting Coordinator in Workday

▪ Who Holds This Role: Department, unit, or division-level campus partners

▪ Role Overview: Oversees searches and enters requisitions within assigned Supervisory 
Organizations (Sup Orgs). 

▪ Create job requisitions at the department level. 

▪ Submit job requisitions to Talent Acquisition for review. 

▪ Manage searches through the Recruiting Hub. 

▪ Assignable Role?: Not assignable during Job Requisition
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Primary Recruiter in Workday

▪ Who Holds This Role: Recruiting Coordinators or Recruiters (TA) assigned to a specific job 
requisition.

▪ Role Overview: Designates ownership of a specific search. 

▪ Receives requisition-related notifications 

▪ Serves as the main point of contact for the search 

▪ Can move candidates through applicable candidate stages 

▪ Assignable Role?: Assignable during Job Requisition



82COLORADO STATE UNIVERSITY SYSTEM

Search Chair/ Assistant / Committee Member in Workday

▪ Who Holds This Role: Individuals assigned to a specific job requisition. 

▪ Role Overview: Supports candidate evaluation and search activities. 

▪ Search Chairs and Assistants can move candidates through stages up to ‘Offer’. 

▪ Search Committee Members can view and evaluate candidates only. 

▪ Assignable Role?: Assignable during Job Requisition
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Candidate Application Reviewer in Workday

▪ Who Holds This Role: Individuals assigned to a specific job requisition. 

▪ Role Overview: Candidate Application Reviewers are similar to the Search Committee 
Member role and can be used for non-student hourly and student requisitions, not just State 
Classified positions. Candidate Application Reviews can view and evaluate candidates only. 

▪ Assignable Role?: Assignable during Job Requisition
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Freeze, Close, Edit Job 
Requisition & Unpost, 

Update Job Posting 
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Freeze a Job Requisition
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Unpost Job Posting
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Close Job Requisition

A job requisition cannot be closed 
while active candidates remain in the 

recruitment process.

A job requisition cannot be posted 
and closed within the same day, so 

the close date must be done one day 
after post date.
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Freeze vs. Unpost vs. Close

Freeze-vs.-Close-vs.-Unpost-Job-Requisitions-in-Workday-1.pdf

https://workday.csusystem.edu/wp-content/uploads/sites/55/2026/04/Freeze-vs.-Close-vs.-Unpost-Job-Requisitions-in-Workday-1.pdf
https://workday.csusystem.edu/wp-content/uploads/sites/55/2026/04/Freeze-vs.-Close-vs.-Unpost-Job-Requisitions-in-Workday-1.pdf
https://workday.csusystem.edu/wp-content/uploads/sites/55/2026/04/Freeze-vs.-Close-vs.-Unpost-Job-Requisitions-in-Workday-1.pdf
https://workday.csusystem.edu/wp-content/uploads/sites/55/2026/04/Freeze-vs.-Close-vs.-Unpost-Job-Requisitions-in-Workday-1.pdf
https://workday.csusystem.edu/wp-content/uploads/sites/55/2026/04/Freeze-vs.-Close-vs.-Unpost-Job-Requisitions-in-Workday-1.pdf
https://workday.csusystem.edu/wp-content/uploads/sites/55/2026/04/Freeze-vs.-Close-vs.-Unpost-Job-Requisitions-in-Workday-1.pdf
https://workday.csusystem.edu/wp-content/uploads/sites/55/2026/04/Freeze-vs.-Close-vs.-Unpost-Job-Requisitions-in-Workday-1.pdf
https://workday.csusystem.edu/wp-content/uploads/sites/55/2026/04/Freeze-vs.-Close-vs.-Unpost-Job-Requisitions-in-Workday-1.pdf
https://workday.csusystem.edu/wp-content/uploads/sites/55/2026/04/Freeze-vs.-Close-vs.-Unpost-Job-Requisitions-in-Workday-1.pdf
https://workday.csusystem.edu/wp-content/uploads/sites/55/2026/04/Freeze-vs.-Close-vs.-Unpost-Job-Requisitions-in-Workday-1.pdf
https://workday.csusystem.edu/wp-content/uploads/sites/55/2026/04/Freeze-vs.-Close-vs.-Unpost-Job-Requisitions-in-Workday-1.pdf
https://workday.csusystem.edu/wp-content/uploads/sites/55/2026/04/Freeze-vs.-Close-vs.-Unpost-Job-Requisitions-in-Workday-1.pdf
https://workday.csusystem.edu/wp-content/uploads/sites/55/2026/04/Freeze-vs.-Close-vs.-Unpost-Job-Requisitions-in-Workday-1.pdf
https://workday.csusystem.edu/wp-content/uploads/sites/55/2026/04/Freeze-vs.-Close-vs.-Unpost-Job-Requisitions-in-Workday-1.pdf
https://workday.csusystem.edu/wp-content/uploads/sites/55/2026/04/Freeze-vs.-Close-vs.-Unpost-Job-Requisitions-in-Workday-1.pdf
https://workday.csusystem.edu/wp-content/uploads/sites/55/2026/04/Freeze-vs.-Close-vs.-Unpost-Job-Requisitions-in-Workday-1.pdf
https://workday.csusystem.edu/wp-content/uploads/sites/55/2026/04/Freeze-vs.-Close-vs.-Unpost-Job-Requisitions-in-Workday-1.pdf
https://workday.csusystem.edu/wp-content/uploads/sites/55/2026/04/Freeze-vs.-Close-vs.-Unpost-Job-Requisitions-in-Workday-1.pdf
https://workday.csusystem.edu/wp-content/uploads/sites/55/2026/04/Freeze-vs.-Close-vs.-Unpost-Job-Requisitions-in-Workday-1.pdf
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Edit Job Requisition

▪ Edits are usually made to increase openings for student requisitions (if not filled yet) or 
update supervisory organizations (in the event of change of management)

▪ Any edits route to TA for review and approval

▪ If trying to make an additional hire from a PM rec or adjunct, you need to create an 
additional requisition
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Update Job Posting

▪ Usually used to extend the end date on a posting

▪ Any edits made to a job posting reroutes to TA for review and approval

▪ Reposting generates a new link; this requires teams to update any external postings on sites 
like Indeed
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Candidate Movement
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Standard Search Process

▪ For most AP, Faculty, PM, and full recruitment searches, candidates move through the following stages:

▪ Screen

▪ Interview

▪ Reference Check

▪ Offer

▪ Background Check

▪ Completion (Ready for Hire)

TMS Workday

Background checks generally 
occurred before the offer was 
finalized

The offer occurs first, with 
contingent language included in the 
offer letter. The background check 
happens after the offer stage

Important Change from TMS:
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Abbreviated Search Process

▪ Some recruitments follow a shorter process

▪ Students 

▪ Non-student hourlies

▪ Pre-selected candidates

▪ Promotional announcements

▪ These searches generally move:

▪ Screen

▪ Offer

▪ Background Check

▪ Completion
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Candidate Profile Navigation

▪ Select the Blue Text under Candidates Tab on Job Requisition to navigate to Candidate’s 
Profile
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Candidate Profile -> Summary Tab

Pro Tip: Select the 
requisition title to 

navigate back to the 
Job Requisition
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Candidate Profile -> Overview Tab

▪ The Overview tab displays information that Workday has parsed from the application."

▪ Examples:

▪ Education

▪ Experience

▪ Certifications

▪ Qualifications

▪ This is especially useful for State Classified recruitments, where reviewers may rely more 
heavily on standardized qualification information.
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Candidate Profile -> Overview Tab (Continued) 
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Candidate Profile -> Overview -> Candidate 
Communication

▪ Any message sent through Workday will appear here."

▪ Examples:

▪ Interview invitations

▪ Candidate communications

▪ Decline notifications

▪ Important Limitation

▪ It only tracks messages initiated through Workday.

▪ If you send an Outlook email directly, it does not appear here.
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Candidate Profile -> Overview -> Candidate 
Communication (Continued)
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Candidate Profile -> Recruiting History Tab

▪ This tab often answers questions before you submit a Help Desk ticket."

▪ Recruiting History displays:

▪ Status changes

▪ Candidate movement

▪ Communication activity

▪ System-generated actions

▪ Important Callout

▪ This will show recruiting history for ALL job requisitions you have access to, so if this 
candidate applied to multiple job requisitions you have access to, you will see that 
history in this tab as well
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Candidate Profile -> Recruiting History Tab Continued
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Candidate Profile -> Screening -> Screening Questions

▪ This tab displays how the candidate answered the Job App Primary Questionnaire



103COLORADO STATE UNIVERSITY SYSTEM

Candidate Profile -> Screening -> Assessments

▪ This tab is mainly relevant for State Classfied Recruitments
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Candidate Profile -> Screening -> CSUS Background 
Check History

▪ This will display the candidate, the selected background check package, and the status
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Candidate Profile -> Screening -> CSUS Background 
Check History (Continued)

Select the blue text to 
see where the 

background check is in 
the business process 

(see next slide for more 
details)
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Candidate Profile -> Screening -> CSUS Background 
Check History (Continued)
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Candidate Profile -> Screening -> References

Select a reference ‘pill’ to see the 
referee's submitted responses (see 

next slide)
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Candidate Profile -> Screening -> References (Continued)
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Candidate Profile -> Interview Tab

▪ View Interview Feedback

Select a ‘pill’ under feedback 
submitted column to see the 

interviewers submitted responses (see 
next slide)
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Candidate Profile -> Interview Tab (Continued)
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Candidate Profile -> Interview -> Interview Schedule
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Candidate Profile -> Questionnaire Results -> Initial 
Application

▪ Displays candidate’s response to Job App Primary Questionnaire
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Candidate Profile -> Questionnaire Results -> Offer

▪ Displays Primary Recruiter’s responses to Admin Pro or Faculty Questionnaire
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Candidate Profile -> Attachments Tab

▪ This is where any candidate application 
materials live (i.e. resume, cover letter)

▪ This is where a Primary Recruiter would 
make any modifications to the 
candidate’s application materials

▪ Important Note: TA no longer has the 
ability to unlock an application to 
allow the candidate to edit 
themselves, the responsibility to 
modify materials is on the Primary 
Recruiter
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Candidate Profile -> Offer Tab

▪ Displays offer details including job profile, hire date, compensation, etc.
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Candidate Profile -> Offer Attachments

▪ This is where offer letter lives

▪ If there are multiple offer letters, all versions will show up here

Select blue text to view offer letter 
(see next slide)
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Candidate Profile -> Offer Attachments -> Offer Letter
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Candidate Profile -> Actions -> Business Process -> 
Business Process Event History

BP Event History allows you to answer:

• Who moved the candidate?

• When were they moved?

• What step are they currently sitting 
in?

• Who currently has the task?
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Candidate Profile -> Actions -> Business Process -> 
Business Process Event History (Continued)
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Undo Move

Candidates will be moved back to their last 
active workflow state. Undo Move is not 
available for candidates in the Offer or 
Background Check stages.

For candidates in the Screen stage, do not 
use Undo Move. If a PR (Primary 
Recruiter) undoes the move, the 
candidate will be moved back to Review, 
which will remove the PR's access to the 
candidate.
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Screen Candidates

▪ Screening happens outside of Workday

▪ Departments:

▪ Review materials

▪ Meet with committees

▪ Evaluate candidates

▪ Then document the decision in Workday

▪ Move Forward: Interview

▪ Decline

▪ This action records the department’s decision
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Interview Candidates

Best Practice: Have One Interviewer in Workday

▪ Each interviewer listed in Workday must submit interview feedback before a candidate can 
advance to the next stage of the hiring process. 

▪ To streamline the process, it is recommended that only the Primary Recruiter be listed as 
the interviewer IN Workday. 

▪ The Primary Recruiter can then collect feedback from all interview participants, consolidate it, 
and enter the final feedback into Workday. 

▪ This recommendation does not limit the number of interviewers involved in the actual interview 
process; it only applies to how interviewers are recorded in Workday.

▪ Interview Step 1: Moving a Candidate to the Interview Stage | Scribe

▪ Interview Step 2: Schedule an Interview and Send Email Invitation to Interviewer | Scribe

▪ Interview Step 3: Submitting Interview Feedback as an Interviewer | Scribe

▪ Interview Step 4: Maintain Interview Feedback | Scribe

https://scribehow.com/o/uS-xsZjVRDWg94vUvVs5FQ/viewer/Interview_Step_1_Moving_a_Candidate_to_the_Interview_Stage__-W72RtDbSYKsFQHUiHTiUw
https://scribehow.com/o/uS-xsZjVRDWg94vUvVs5FQ/viewer/Interview_Step_1_Moving_a_Candidate_to_the_Interview_Stage__-W72RtDbSYKsFQHUiHTiUw
https://scribehow.com/o/uS-xsZjVRDWg94vUvVs5FQ/viewer/Interview_Step_2_Schedule_an_Interview_and_Send_Email_Invitation_to_Interviewer__4PZaZ2d8QdGZyeTsWWK6iw
https://scribehow.com/o/uS-xsZjVRDWg94vUvVs5FQ/viewer/Interview_Step_2_Schedule_an_Interview_and_Send_Email_Invitation_to_Interviewer__4PZaZ2d8QdGZyeTsWWK6iw
https://scribehow.com/o/uS-xsZjVRDWg94vUvVs5FQ/viewer/Interview_Step_3_Submitting_Interview_Feedback_as_an_Interviewer__8bvRWfI7QLuSRBiPuvkvIg?referrer=workspace
https://scribehow.com/o/uS-xsZjVRDWg94vUvVs5FQ/viewer/Interview_Step_3_Submitting_Interview_Feedback_as_an_Interviewer__8bvRWfI7QLuSRBiPuvkvIg?referrer=workspace
https://scribehow.com/o/uS-xsZjVRDWg94vUvVs5FQ/viewer/Interview_Step_4_Maintain_Interview_Feedback__3dcHFyvySvKeReWG2STbdQ
https://scribehow.com/o/uS-xsZjVRDWg94vUvVs5FQ/viewer/Interview_Step_4_Maintain_Interview_Feedback__3dcHFyvySvKeReWG2STbdQ
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Reference Checks

▪ The moment you move a candidate into 
Reference Check, Workday immediately 
contacts the candidate requesting 
reference information.

▪ Best practice:

▪ Notify candidate first.

▪ Confirm they are comfortable 
providing references.

▪ Then move them into the stage.

How to Move a Candidate to Reference 
Check | Scribe

https://scribehow.com/o/uS-xsZjVRDWg94vUvVs5FQ/viewer/How_to_Move_a_Candidate_to_Reference_Check__lSEfbrYKRcW_YUxQDyTdWQ
https://scribehow.com/o/uS-xsZjVRDWg94vUvVs5FQ/viewer/How_to_Move_a_Candidate_to_Reference_Check__lSEfbrYKRcW_YUxQDyTdWQ
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Offer

▪ Hire Reason

▪ IF the candidate is a current 
employee, Workday hire reason will 
either be change job or start 
additional job

▪ Hire reason essentially dictates which 
business process (Hire business 
process, change job business process, 
or add additional job business 
process) triggers once the candidate 
is moved to Ready for Hire 

• Business Title

• Will default to job profile title

• Update to actual job title

• This is the title that feeds into online 
directory, org chart, etc.

• FTE

• In Workday, changing FTE 
(scheduled weekly hours) does NOT 
update the salary accordingly, that 
must be done manually
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Offer (Continued)

▪ Once submitted, TA will review and approve 
the offer (if AP or Faculty)

▪ By submitting an offer, TA assumes all other 
candidates have been appropriately 
dispositioned. 

▪ Exception: If there is a strong alternate 
candidate who would be considered if 
the top candidate declines, that 
candidate may remain in the Interview 
stage. Be sure to clearly note this in the 
offer rationale so TA understands the 
intent. The alternate candidate can 
remain active until the offer outcome is 
finalized.

Admin Pro and Faculty – The Offer will route 
to the Talent Acquisition team (Recruiter) for 
review and approval.

State Classified – The Offer is initiated and 
submitted by the Talent Acquisition team 
member serving as the Primary Recruiter.

NSH – The Offer will route to the Primary 
Recruiter or Recruiting Coordinator for 
review, then move to the initiator to 
Generate Offer Letter 

Student – The Offer will move directly to the 
Generate Offer Letter stage

How to Generate an Offer | Scribe

https://scribehow.com/o/uS-xsZjVRDWg94vUvVs5FQ/viewer/How_to_Generate_an_Offer__F3xYlDxISPW5ZWhyiYOEdQ
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Complete Offer Questionnaire

▪ For AP and Faculty offers, once the Talent 
Acquisition team has reviewed and 
approved the Offer, the Primary Recruiter 
will receive a task in their My Tasks inbox 
to Complete Offer Questionnaire.

▪ Complete the questionnaire as prompted 
based on the employee type. The 
responses entered will populate the 
appropriate verbiage and details in the 
generated Offer Letter.

How to Generate an Offer | Scribe

https://scribehow.com/o/uS-xsZjVRDWg94vUvVs5FQ/viewer/How_to_Generate_an_Offer__F3xYlDxISPW5ZWhyiYOEdQ
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Generate Offer Letter 

▪ When generating the Offer Letter, information 
displayed in the green pill boxes is system-
generated and cannot be edited directly.

▪ If updates are needed (for example, Department 
Name), delete the entire pill box and manually 
enter the correct information.

▪ If information populating from the Offer section 
(such as Start Date or Salary) is incorrect, move the 
candidate to Renegotiate Offer to correct the 
Offer details.

▪ Note: The Salary will carry forward into the Hire 
process. These fields should be reviewed and 
corrected prior to sending the Offer Letter to the 
candidate.

• Review all paragraphs and information 
highlighted in orange. Update the content as 
appropriate and remove the highlight to ensure 
consistent formatting.

• If the paragraph is applicable to the Offer and will 
move forward, remove the highlight and delete 
the “If applicable” heading.

• If the paragraph is not applicable, delete the 
content entirely before proceeding.

• Important Note: Any text left in Orange 
highlight will show up on the actual offer letter 
the candidate views

• Best Practice: Review and ensure all orange 
highlight has been modified and removed

How to Generate an Offer | Scribe

https://scribehow.com/o/uS-xsZjVRDWg94vUvVs5FQ/viewer/How_to_Generate_an_Offer__F3xYlDxISPW5ZWhyiYOEdQ
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Generate Offer Letter (Continued)

▪ Once the Offer Letter has been finalized, the 
system will route the document to the Hiring 
Manager for review and digital acknowledgement.

▪ If additional review or approval is required within 
your Division or Department, generate a PDF copy 
of the completed Offer Letter and select Save for 
Later. This will save the task to your My Tasks 
inbox. *Offer Letters cannot be rerouted through 
an alternate approval path or signed and 
uploaded outside of Workday.

▪ Any additional departmental review or approval, 
including Provost approval for Faculty, must be 
managed outside of Workday. Once all required 
external approvals have been obtained, return to 
the task and move the Offer Letter forward to the 
Hiring Manager.

• The Hiring Manager will receive a task in their My 
Tasks inbox to review the Offer Letter, Agree, and 
Submit the document to the candidate.

• If updates are needed prior to sending the Offer 
Letter to the candidate, the Hiring Manager 
should select Don’t Accept and provide a 
comment outlining the requested changes.

• Once the Hiring Manager selects Agree and 
Submit, the Offer Letter will move forward to the 
candidate.

How to Generate an Offer | Scribe

https://scribehow.com/o/uS-xsZjVRDWg94vUvVs5FQ/viewer/How_to_Generate_an_Offer__F3xYlDxISPW5ZWhyiYOEdQ
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Background Check Selection Questionnaire

▪ As soon as the candidate has accepted their Offer 
Letter and completed the DOB and SSN/National 
ID tasks, the Primary Recruiter (or the Manager, if 
no Primary Recruiter is assigned) will receive a new 
task in their My Tasks inbox to complete the 
Background Check Selection Questionnaire.

▪ This task can also be accessed through the 
candidate grid within the job requisition.

▪ Complete the required questionnaire responses 
and use the optional Additional Comments field to 
include any helpful context for the Background 
Check team, such as whether the candidate is a 
current employee or any other details relevant to 
the background check selection.

▪ Once completed, select Submit to move the 
process forward.

How to Generate an Offer | Scribe

https://scribehow.com/o/uS-xsZjVRDWg94vUvVs5FQ/viewer/How_to_Generate_an_Offer__F3xYlDxISPW5ZWhyiYOEdQ
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Make Offer Decision 

▪ When completing the Make Offer Decision task, 
select one of the following options:

▪ Move the candidate forward to Background 
Check

▪ Move the candidate to Renegotiate Offer if a 
revised Offer Letter must be generated
Refer to Step 1 for guidance regarding start date 
changes later in the Hire process.

▪ Select Decline if the candidate will not move 
forward

▪ To continue the hiring process, select Background 
Check. The Background Check team will initiate 
the appropriate screening in HireRight and 
provide a status update.

How to Generate an Offer | Scribe

https://scribehow.com/o/uS-xsZjVRDWg94vUvVs5FQ/viewer/How_to_Generate_an_Offer__F3xYlDxISPW5ZWhyiYOEdQ
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Ready for Hire

▪ Once the candidate’s background check 
is complete, the Primary Recruiter (if 
assigned) or the Manager will receive a 
task in their My Tasks inbox. 

▪ Important: Before moving the candidate 
to Ready for Hire, you must confirm the 
status of the background check. Only 
candidates in a Passed or Pending status 
can be moved forward.

▪ That can be found on the candidate’s 
profile 

How to Move Candidate to Ready for Hire 
after their Background Check | Scribe

https://scribehow.com/o/uS-xsZjVRDWg94vUvVs5FQ/viewer/How_to_Move_Candidate_to_Ready_for_Hire_after_their_Background_Check__pWjE8OVsRxCZRgZcJuNmrQ
https://scribehow.com/o/uS-xsZjVRDWg94vUvVs5FQ/viewer/How_to_Move_Candidate_to_Ready_for_Hire_after_their_Background_Check__pWjE8OVsRxCZRgZcJuNmrQ
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Ready for Hire (Continued)

▪ Once the candidate is moved to Ready for Hire, a 
new task will be sent to the HR Partner’s inbox.

▪ If the candidate is a new employee, the Hire 
business process will be initiated. If the candidate 
is a current employee, the HR Partner will be 
tasked with reselecting if this is a Change Job or 
Start Additional Job once the candidate is moved 
to Ready for Hire.

▪ Change Job should be selected if the employee is 
completely leaving their current position for the 
new position.

▪ Start Additional Job should be selected if the 
employee will continue holding their current 
position while also taking on the new position.

How to Move Candidate to Ready for Hire after 
their Background Check | Scribe

A new employee will receive their NetID activation 
email at 6 AM following the completion of the hire

https://scribehow.com/o/uS-xsZjVRDWg94vUvVs5FQ/viewer/How_to_Move_Candidate_to_Ready_for_Hire_after_their_Background_Check__pWjE8OVsRxCZRgZcJuNmrQ
https://scribehow.com/o/uS-xsZjVRDWg94vUvVs5FQ/viewer/How_to_Move_Candidate_to_Ready_for_Hire_after_their_Background_Check__pWjE8OVsRxCZRgZcJuNmrQ
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Reports
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Helpful Reports

▪ Manage Job Requisitions

▪ View In-Progress Job Requisition Events

▪ CSUS View All Positions and PM Requisitions

▪ View All Positions

▪ Extract Questionnaire Answers
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Manage Job Requisitions Report

▪ This report generates all APPROVED 
job requisitions for the sup orgs you 
support.
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Manage Job Requisitions Report (Continued)
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View In-Progress Job Requisition Events Report

This report generates all job requisitions that 
are in-progress.

In-progress requisitions are requisitions that 
have been saved for later or are awaiting 
Talent Acquisition (TA) approval.
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View In-Progress Job Requisition Events Report 
(Continued)
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CSUS View All Positions and PM Requisitions Report

This report lists all positions for 
the selected organizations. 



140COLORADO STATE UNIVERSITY SYSTEM

CSUS View All Positions and PM Requisitions Report 
(Continued)

Iron Man
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Hawkeye
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View All Positions Report

This report lists all positions for 
the selected organizations. 
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View All Positions Report (Continued)
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Extract Questionnaire Answers Report

▪ View answers for selected questionnaires
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Extract Questionnaire Answers Report (Continued)

Iron Man

Iron Man

Iron Man

Iron Man

Iron Man

Iron Man
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Iron Man



145COLORADO STATE UNIVERSITY SYSTEM


	Slide 1
	Slide 5: Recruiting Coordinator Essentials
	Slide 6: Recruiting Coordinator Role Overview
	Slide 7: What is a Recruiting Coordinator?
	Slide 8: Recruiting Coordinator Fundamentals
	Slide 9: Helpful Resources
	Slide 10: What is a Supervisory Organization? 
	Slide 11: Two Types of Supervisory Organizations in Workday
	Slide 12: Key Difference Between PM and JM
	Slide 13: What Requires a Job Requisition?
	Slide 14: Job Requisitions, Job Postings, and Positions in Workday
	Slide 15: Reporting Overview
	Slide 16: Workday Reports
	Slide 17: Workday Search
	Slide 18: Searching Workday for Specific Reports
	Slide 19: Filtering the Report Fields 
	Slide 20: Report Functionality Overview
	Slide 21: Change Selection
	Slide 22: Download / Print Report
	Slide 23: Filtering the Report
	Slide 24: Toggle Full Screen View
	Slide 25: View/Edit Grid Preferences
	Slide 26: Sort + Filter Specific Report Columns
	Slide 27: Running and Scheduling Reports
	Slide 28: Running Reports and Scheduling Reports
	Slide 29: Scheduling a Report
	Slide 30: Scheduling a Report, continued
	Slide 31: Scheduling a Report, continued
	Slide 32: What is Catch Up Behavior?
	Slide 33: Scheduling a Report, continued
	Slide 34: Cancelling Scheduled Reports
	Slide 35: Job Requisition Navigation
	Slide 36: Overview Tab
	Slide 37: Candidates Tab
	Slide 38: Details Tab
	Slide 39: Details Tab -> Inbound Process
	Slide 40: Details Tab -> Business Process History
	Slide 41: Details Tab -> Interview Team
	Slide 42: Details Tab -> ACN Job Requisition Assigned Roles
	Slide 43: Details Tab -> ACN Job Requisition Event Questionnaire Answers
	Slide 44: Organizations Tab
	Slide 45: Job Postings Tab -> Current
	Slide 46: Job Postings Tab -> Historical
	Slide 47: Job Requisition for PM
	Slide 48: Two Types of Supervisory Organizations in Workday
	Slide 49: Key Difference Between PM and JM
	Slide 50: Job Requisitions, Job Postings, and Positions in Workday
	Slide 51: Who Can Initiate a PM Job Requisition
	Slide 52: Helpful Checks Before Creating PM Job Requisition 
	Slide 53: Job Requisition Job Aid
	Slide 54: Job Requisition for JM
	Slide 55: Two Types of Supervisory Organizations in Workday
	Slide 56: Key Difference Between PM and JM
	Slide 57: What Requires a Job Requisition?
	Slide 58: Job Requisitions, Job Postings, and Positions in Workday
	Slide 59: Who Can Initiate a JM Job Requisition
	Slide 60: NSH Job Requisition
	Slide 61: NSH Job Requisition Process
	Slide 62: Student Job Requisition 
	Slide 63: Student Job Requisition Process
	Slide 64: Contingent Workers
	Slide 65: Graduate Assistants
	Slide 66: Promotional Announcements
	Slide 67: Promotional Announcements
	Slide 68: Evergreen Requisitions
	Slide 69: What are Evergreen Requisitions in Workday?
	Slide 70: Evergreen Requisition Process
	Slide 71: Key Differences Between Workday and Legacy(TMS) Process
	Slide 72: Assign Roles
	Slide 73: Do You Need to Assign Roles?
	Slide 74: Helpful Considerations Before Assigning a New Role
	Slide 75: Recruiter in Workday
	Slide 76: Hiring Manager in Workday
	Slide 77: Student Employment Coordinator in Workday
	Slide 78: Business Officer in Workday
	Slide 79: Position Justification Review Committee in Workday
	Slide 80: Recruiting Coordinator in Workday
	Slide 81: Primary Recruiter in Workday
	Slide 82: Search Chair/ Assistant / Committee Member in Workday
	Slide 83: Candidate Application Reviewer in Workday
	Slide 84: Freeze, Close, Edit Job Requisition & Unpost, Update Job Posting 
	Slide 85: Freeze a Job Requisition
	Slide 86: Unpost Job Posting
	Slide 87: Close Job Requisition
	Slide 88: Freeze vs. Unpost vs. Close
	Slide 89: Edit Job Requisition
	Slide 90: Update Job Posting
	Slide 91: Candidate Movement
	Slide 92: Standard Search Process
	Slide 93: Abbreviated Search Process
	Slide 94: Candidate Profile Navigation
	Slide 95: Candidate Profile -> Summary Tab
	Slide 96: Candidate Profile -> Overview Tab
	Slide 97: Candidate Profile -> Overview Tab (Continued) 
	Slide 98: Candidate Profile -> Overview -> Candidate Communication
	Slide 99: Candidate Profile -> Overview -> Candidate Communication (Continued)
	Slide 100: Candidate Profile -> Recruiting History Tab
	Slide 101: Candidate Profile -> Recruiting History Tab Continued
	Slide 102: Candidate Profile -> Screening -> Screening Questions
	Slide 103: Candidate Profile -> Screening -> Assessments
	Slide 104: Candidate Profile -> Screening -> CSUS Background Check History
	Slide 105: Candidate Profile -> Screening -> CSUS Background Check History (Continued)
	Slide 106: Candidate Profile -> Screening -> CSUS Background Check History (Continued)
	Slide 107: Candidate Profile -> Screening -> References
	Slide 108: Candidate Profile -> Screening -> References (Continued)
	Slide 109: Candidate Profile -> Interview Tab
	Slide 110: Candidate Profile -> Interview Tab (Continued)
	Slide 111: Candidate Profile -> Interview -> Interview Schedule
	Slide 112: Candidate Profile -> Questionnaire Results -> Initial Application
	Slide 113: Candidate Profile -> Questionnaire Results -> Offer
	Slide 114: Candidate Profile -> Attachments Tab
	Slide 115: Candidate Profile -> Offer Tab
	Slide 116: Candidate Profile -> Offer Attachments
	Slide 117: Candidate Profile -> Offer Attachments -> Offer Letter
	Slide 118: Candidate Profile -> Actions -> Business Process -> Business Process Event History
	Slide 119: Candidate Profile -> Actions -> Business Process -> Business Process Event History (Continued)
	Slide 120: Undo Move
	Slide 121: Screen Candidates
	Slide 122: Interview Candidates
	Slide 123: Reference Checks
	Slide 124: Offer
	Slide 125: Offer (Continued)
	Slide 126: Complete Offer Questionnaire
	Slide 127: Generate Offer Letter 
	Slide 128: Generate Offer Letter (Continued)
	Slide 129: Background Check Selection Questionnaire
	Slide 130: Make Offer Decision 
	Slide 131: Ready for Hire
	Slide 132: Ready for Hire (Continued)
	Slide 133: Reports
	Slide 134: Helpful Reports
	Slide 135: Manage Job Requisitions Report
	Slide 136: Manage Job Requisitions Report (Continued)
	Slide 137: View In-Progress Job Requisition Events Report
	Slide 138: View In-Progress Job Requisition Events Report (Continued)
	Slide 139: CSUS View All Positions and PM Requisitions Report
	Slide 140: CSUS View All Positions and PM Requisitions Report (Continued)
	Slide 141: View All Positions Report
	Slide 142: View All Positions Report (Continued)
	Slide 143: Extract Questionnaire Answers Report
	Slide 144: Extract Questionnaire Answers Report (Continued)
	Slide 145

