Title: Create a Job Requisition
Functional Area: Position Management

SYSTEM

Create a Job Requisition

When there are open positions that need to be competitively recruited in JobAps, a Workday Job
Requisition needs to be created. The Workday job requisition is used to communicate positions that are
“available to fill” in Workday.

To create a Workday job requisition, the HR Coordinator can locate available positions without an open job
requisition in one of two ways:

e View the Staffing tab of the supervisory organization and find the positionin the "Positions
without Job Requisition" section.

OR

e Run the SPMS View All Positions report and find all open positions in the supervisory organization of
choice that do not have a job requisition listed in the "Open Job Requisition" column.

Note that a job requisition in Workday is different than a job requisition in JobAps. The Workday job
requisition allows the position to be sent to JobAps as an available to fill position through the daily
integration. The JobAps job requisition is used by Agencies to set up all the information regarding the
recruitment process for that position in JobAps.

Before you begin...

You need to have the following information before you begin this process:
e Supervisory Organization

Paosition 1D or name

Reason Code

Recruiting Start Date

Target Hire Date

The procedure that follows describes how to locate the open position from Staffing tab of the supervisory
organization.
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Procedure:

1. Type the name of your organization in the search field.

Q

2. Select the search icon.

Search Results

Implementation - stateofmaryland

18
Q depanment of sps YN Laura Buell (WOS89916)(C] a a
Categories Search Results.
I Py Common

Financial Accounting

Grants

Tip: ry selecting another category from the left to see ofher resuits

Procurement

Reporting
Security
Staffing

Al of Workday

System Status: The next Weekly Service Update wil be on Friday, November 14, 2014 from 600 p.m. PST (GMT -8) to Sa ©2014 Workday, Inc. Al rights reserved.

3. Click the hyperlink for the name of the organization.

Supervisory Organization Details

Implementation - stateofmaryland1

18
Q deparment of sps LEN ; Laura Buell (W0999816)(C] a a
Department of SPS Training e
Views Of 1n0te
Type
Organizaion 1D
Subarcinats (st 5)
SPS Training Division E
Details e Staffing vasat Role 5 y s pensation A y »

[Staffing )

Avatabiity Date  01/01/1500
Type

Subtype
Vistilty

Subordinates

Extemal URL

4. Click the Staffing Staffing | gp,

State Webste
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Organization Staffing - Supervisory

Implementation - stateofmaryland{

18
Q depanment of sps Laura Buell (W0999816)(C) % a
o =
Department of SPS Training
View As Of 11272014
Type
Organization ID
Subordinates (fest §)
Staffing »
Staffing Model  Position Management
Positions with Open Job Requisition oY in
Position Effective Job Job  Job Profile Location Availability Earfiest Hire Time Worker Worker Sub-
Reswictions  Requisition Requistion Date Da Type  Type Type
FTE
1 Accountant 10152014 101520 Ful  Employee  StleReguar
114847 tme
1 Accountant 10152014 10152014 Full Emplayee State/Regular
14547 ume
1 Accountan 10452016 10452014 Ful  Employee  StateReguiar
14547 e
v
1 Accountant Batmore 10152014 10152014  Ful  Employee  StateRegular
"

Locate the section ha{med L"Positions without Job R quisitidn.
Search for the position for which you need to create a job requisition.
7. Click the Related Actions and Preview button ' next to the position for which you need to add a

job requisition.

Organization Staffing - Supervisory
WY

Positions without Job Requisition =
Position Restrictions. Job Profile Location Availability  EarfiestHire  Time Worker Type ~ Worker Sub-
Date Date Type Type
T1648 Director, SPS Training  Prgm Mar Serior I Baltmore-301W.  01/01/1900 0101/1900 Fu Employee StateRegular
1 (Unfilied) 54 Preston St tme
T1741 Budget & Fiscal Exec VI-0608 Baltmore -30TW. 01011900 01/01/1900 Fu Employee State/Regular
Manager (Unfiled) Preston St time
214 untant |-1 Accountant i1-4547 Baltimore - 301 W 10152014 101162014 Fu Employee State/Regular
(Unfitied) [ time
nisEnns oson14 E Fonicnm StateRegular

Becouintant (4547

, Available Actions  Position Restrictions 214751 Accountant I-1 (Unfilled) me

Supervisory Organization  Department of SPS Training

214747 Accountz g, e/Regular
(Unfilled)
e/Regular

Add Job
Reguia
Reguia
Regul v
In Progress Staffing Actions. oY
Business Process Applies To Outbound Inbound Organization  Awalting Initiated On Due Date
Organization Action By
Km pariment of SPS 10212014 11042014
Kardashan Training 105158354 AM 2

8. Inthe menu, hover over Job Change and click Create Job Requisition.
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Create Job Requisition

Implementation - stateofmaryland{

P 18
Q depantment of sps workdoy. Laura Buell (WOS89916)(C] ‘! a
Create Job Requisition
Always select the radio button 'For Existing Position."
You must always create a position first before creating a Job Once the Job is it will be sent to JobAps
to start the recruiting process.

Copy Details from Existing Job Requisition a
For Existing Position * 214751 Accountant 1.1 (Unfilled)
Worker Type # | Employee v
Lo
System Status: The next Weekly Service Update will be on Friday, November 14, 2014 from 6.00 p.m. PST (GMT -8) to Sa. © 2014 Workday, Inc. Al rights reserved.

9. Click the OK m button.

Create Job Requisition

Implementation - stateofmaryland{

—~

2 18
= Q depanmentol sps workday. Laura Buell (W0S89916)(C] %’ a

Create Job Requisition n

Always select the radio button 'For Existing Position."

You must always create a position first before creating a Job Once the Job is it will be sent to JobAps
to start the recruiting process.
Recruiting Infor. Job Attachments Summary

Recruiting Information

Reason - 24
Replacement For

Recruting Detads

Recruiting Instruction

Recruiting Start Date %

Target End Date
System Status: The next Weekly Service Update will be on Friday, November 14, 2014 from 6.00 p.m. PST (GMT -8) to Sa. © 2014 Workday, Inc. Al rights reserved.

10. Click the Edit G/ icon.
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Create Job Requisition

Implementation - stateofmaryland{

Q depanment of sps. WO@DV Laura Buell (W0S89916)(C]

Create Job Requisition I

Always select the radio button 'For Existing Position."

You must always create a position first before creating a Job Once the Job is it will be sent to JobAps
to start the recruiting process.

Recruiting Infor Job Attachments Summary

Recruiting Information

ecruting Detads, Reason * & Qundo (¥
Replacement For =)
Recruiting Instruction v
Recruiting Start Date # | __/_[_ ®
TagetHieDate x| _/_ | m®
Target End Date 1 [
System Status: The next Weekly Service Update will be on Friday, November 14, 2014 from 6.00 pm. PST (GMT -8) to Sa ©2014 Workday, Inc. Al rights reserved

11. Type or use the prompt to select the Reason.

12. In the menu, click Create Job Requisition > JobAps,

13. Select JobAps > JobAps Recruitment.

14. Use the Calendar icon to select the Recruiting Start Date.
15. Use the Calendar [ icon to select the Target Hire Date.

16. Click the Next m button.

Create Job Requisition

Implementation - stateofmaryland1

= [ Q depamentol sps 20N Laura Buell (W0999816)(C] |

Create Job Requisition In

Always select the radio button 'For Existing Position.”

You must always create a position first before creating a Job ition. Once the Job Requisition is it will be sent to
JobAps to start the recruiting process.

Job Attachments Summa
Job

Job Posting Tle Accountant -1

Justication

Job Profie Accountant 14547

Job Description Summary

$ob Descriphon NATURE OF WORK
An Accountant I is the full performance level of work examining, analyzng and interpre
reco 1
cyac
ces
Employees i this classiication receive general supervision from an Accountant Supervisor or other designated
administrator
Posaions i this classification are evaluated using the Classification Job Evaluation Methodology. The use of
ths omparing the as: nsibilties of a postion to the job crteria foundin V'

) Next
18. Click the Next button.
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Create Job Requisition

Implementation - stateofmaryland{

—~

Q depanment of sps wdrkdoy Laura Buell (

Create Job Requisition In

Always select the radio button 'For Existing Position.’

You must always create a position first before creating a Job Once the Job is it will be sent to JobAps
to start the recruiting process.

Attachments Summary
Attachments
. ®
o -
System Status: The next Weekly Service Update will be on Friday, November 14, 2014 from 6,00 p.m. PST (GMT -8) to Sa ©2014 Workday, Inc. Al rights reserved.

19. Click the Next ﬁ button.

Create Job Requisition

7\

= |Q depammentolsps workday.

Create Job Requisition I

Always select the radio button ‘For Existing Position.”

You must always create a position first before creating a Job Once the Job is it will be sent to
JobAps to start the recruiting process.

Start
etails Supendsory Org  Department of SPS Training
Posttion 214751 Accountant |-1 (Unfilled)
Worker Type Employee
Recruiting Information Guide Me
Recruiting Detads Reason * JobAps > JobAps Recruitment (4
Replacement For
Recruting Instruction
Recruiting Start Date * 11/1222014
Target Hire Date  # 111272014
Target End Date
Job Guide Me
Detaits Job Posting Ttle Accountant -1
Insttiention

20. Use the vertical scroll bar to view the bottom of the page.

21. Click the Submit m button.
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Create Job Requisition

Implementation - stateofmaryland{

= Q depanment ol sps wdr/l(?uy Laura Buell (WDS99916)(C]
You have submitted Job Requisition: Accountant I-1 - [N
Do Another
Create Job Requistion
Process Successtully Comgheted

( Details and Process

System Status: The next Weekly Service Update wil be on Friday, November 14, 2014 from 6.00 p.m. PST (GMT -8) to Sa ©2014 Workiday, Inc. Al rights reserved.

22. Click the Done button.

23. The System Task is complete.
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