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Create and Post a Job Requisition

Review and Disposition a Candidate

Hire a Candidate

Onboard a Candidate



1 2 3

Review Workday 
business processes

Complete a hire and 
provide cases

Have each person 
begin their cases

Concepts for Today



Training to Test

Prospect    >   Candidate  >    Pre-
hire     >     Worker

Job Catalog
•Job Family
•Job Profile
•Compensation 
Grade

Positions
•Job Description
•Organizations
•Business Title

Requisition
•Cost Center
•Target Dates
•Posting Title

Job Posting
•Questionnaires
•Posting 
Templates

•Career Site

Recruiting
•Recruiting 
Pipeline

•EC/Background 
Checks

•Offer Letters

Hire
•Compensation
•Employee 
Contracts

•Setup 
Onboarding

Onboarding
•Form I-9
•Create BYU 
Account

•Update Personal 
Information

 Prospect              Candidate               Pre-hire                   Worker



Review questions…

What is an 
organization?

Location W

Cost Center Z

Supervisory Org X

Academic Unit Y

Mike

Mike works at Location W,
reports within Supervisory Organization X ,
is assigned to support Academic Unit Y, and

records expenses to Cost Center Z.



Job 
Requisition

Candidates

Positions

Primary 
Recruiter

Guest 
Recruiter

Job 
Postings

Type

Reporting

What is a Job 
Requisition?



Create Requisition 
and Post a Job



Create Job Requisition/ 
Evergreen w/ Job Posting Details

Starting as a Manager,
1. Search and select the Create Job 

Requisition task.
2. Select the Supervisory 

Organization. This can be done 
by searching by Name.

3. After, it will give two options: 
“For Existing Position” and “For 
Multiple Existing Positions." 
Select For Existing Positions.

4. Worker type will autofill as 
Employee.

5. After all the required boxes are 
filled, click OK.



Create Job Requisition/ 
Evergreen w/ Job Posting Details (cont.)
6. Click on the pencil icon under 
Recruiting Details. 
7. A drop down will appear. Click Create 
job Requisition> Administrative.
8. After, another drop down will appear. 
Click Administrative> New Position.
9. The recruiting start date will autofill 
to today's date. You may change it if 
necessary.
10. For the Target Hire date, click on the 
calendar icon. Select the soonest date 
the candidate can be hired. 
11. Click Next.



Create Job Requisition/ 
Evergreen w/ Job Posting Details (cont.)

12. After, it will bring you to the Job Detail page. This page is auto filled with 
information about the job. You do not have to make any adjustments. 
13. Click Next.
14. The Skills page is next. You can add required or optional skills. You can 
also leave it blank. 
15. Click Next. 
16. Next is the Organization page. This page is not editable. 
17. Click Next. 



Create Job Requisition/ 
Evergreen w/ Job Posting Details (cont.)

18. The next page will allow you to 
upload any documents. You may leave 
it blank as well.
19. Click Next.
20. Next is the Assign Roles page. Click 
Add. 
21. Under Role, select Primary Recruiter.
22. Under Assigned To, search and 
select the desired employee to be the 
Primary Recruiter. 
23. Click Next.  
24. The last page is the Summary page. 
25. Review the information. If it looks 
correct, click Submit. 



Post Jobs
Starting as the DCE Recruiting Coordinator, 

1. Select the Inbox. After the job 
requisition is submitted, it will 
show up as a task in Inbox of the 
recruiting coordinator.

2. Select the task starting with “Post 
Job: [JR-#]…”.

3. Select where to post the job. You 
can choose between internal and 
external sites. 

4. Click OK.
5. You may add in an End Date for the 

job posting if needed. After this, 
click Submit. 

The job will now be posted!



ExamplesBenefitsStaffing 
Model

Position 
Management

University 
wide staffing 

model

Currently used 
for staff and 

faculty

Predefined 
functions & 

security

Titles, 
organizations, 

budgets

Workforce 
planning & 
reporting

“Return and 
Report”

What is Position 
Management?



What is a Career Site?

BYU Careers

• Staff
• Sports Camps Staff

Faculty Careers

• Faculty
• Independent Study Faculty
• BYU Online HS Faculty

Student Jobs (Internal Only)

• Students
• Sports Camps Students

Conferences & Workshops

• Conferences & Workshops
• Education Week
• Adult Religion

EFY Jobs

• EFY Employees
• EFY Faculty

FSY Jobs

• FSY Employees





Candidate Applies
To apply to one of the external DCE career sites, a 
candidate must make an account. For testing 
purposes, we are going to create fake accounts. 

• When creating a fake candidate, set up their 
email in the format: “[First Initial][Last 
Name]@byu.edux”. 

• The password for all fake accounts should be 
“TestFish1!”.



Candidate Applies (cont.)
Once you have created a fake account, 

1. Select the Job Requisition you would like to apply to.
2. Click Apply. 
3. Click Autofill with Resume and upload a fake resume. The application 

should autofill with information (Contact Information, Education, 
Experience, etc.). Click Continue.

4. Complete the required fields on each page, then click Save and Continue. 
5. On the Review page, confirm the information is correct, then click Submit. 



Review and Disposition 
a Candidate



What eligibility checks 
are there?

Background Check

• Automate to Employee Relations any flags, pending their 
review

• FSY/EFY Fingerprint BGC will kick off when session 
assignments made

Ecclesiastical Check

• Integrates with the Church
• Non-member Honor Code form will be automated

References – Final Candidates

• Candidate task to give contact details for their references
• Automates a standardized questionnaire to the references to 

complete

Work Eligibility

• Social Security Number (pulled in from BC)
• Multiple Employer, ACA
• Integrate with DMBA



Starting as DCE Hiring Office Specialist from the job requisition page,
1. Select the To Do button next to a candidate.
2. The Eligibility Check will appear for the candidate.

Eligibility Check



3. Fill out any information then 
Submit.

Candidate Review (CRL, DMBA, ACA)



Once the ‘candidate review’ is completed, a 
new task will appear.

4. Select Review. This will take you 
to Initial Screen.

Initial Screen Applicants



5. Click Department Review.

Department Review



Starting as the Recruiter from Inbox,
1. Select the task beginning with 

“Department Review: [Candidate 
Name]…”.

2. Click the Move Forward button 
at the bottom of the screen.

3. Once you click that button, two 
options will pop up. Select, 
Interview.

Schedule Interviews



4. A pop up box will appear. Select 
Schedule.

5. Fill out the interview information and 
select Next at the bottom of the page.

6. A schedule will appear. Click Schedule, 
fill out the information, then click, OK.

7. Click Next once you have filled out the 
interview scheduling information.

8. Finally, select the Submit button at 
the bottom of the screen.

Schedule Interviews Cont.



*For a HireVue interview, after you have 
moved the candidate forward to 
interview, and then clicked ‘schedule’, 
this screen will appear:

1. Click the box under Interview 
Type.

2. A drop-down menu will appear. 
Select one of the HireVue 
options.

Setup HireVue interviews, maintain 
interview scheduling tool



Continuing as the Recruiter,
1. Type in the job requisition in 

the search bar in this format: 
“JR:[job requisition number]”.

2. Select the job requisition.
3. An overview of the job 

requisition will appear. Select 
Review Candidates.

Review Candidates



4. Select the candidate you would 
like to move forward.

5. This will bring you to the person’s 
profile. Select Actions.

6. This will bring up a drop-down 
menu. Select Move Candidate.

7. Under the Move Forward option, 
you can select, Move to Clearance.

8. Select the OK button at the 
bottom of the page.

Select Candidates for Clearance



Starting as the Recruiter from Inbox,
1.  Select the task beginning with 

“Move to Clearance: [Candidate 
Name]…”.

2. Select a background package.
3. Click the Submit button in the 

lower right-hand corner of the 
screen.

A pop-up will appear for next steps.

Move Clearance (Background Checks) 
Rec Coord (kick off ECCL and 

References)



Starting as the Staff Hiring Office Specialist 
from Inbox,

1. Select the task beginning with 
“Background Check for Job 
Application: [Candidate Name]…”. 

2. Fill out the information then click 
Submit.

3. A pop up will appear. Select 
Review.

Submit clearance statuses; 
placeholder TruScreen/ECO



4. Click the Offer button on the 
bottom of the screen.

A new pop-up box will appear for the 
primary recruiter.

Initiate Offer



Starting as the Manager from Inbox,
1. Select the task beginning with 

“Offer for Job Application: 
[Candidate Name]”.

2. Fill out the required fields then 
click the Next button at the bottom 
of the screen.

3. Select the Submit button.

Initiate Offer Cont.



4. From Inbox, select the task 
beginning with “CE FSY Offer 
Letter: [Candidate Name]…”.

5. Select Review.
6. A document will be generated. 

Review and then select Submit. 
The candidate will be sent the 
offer doc to sign.

Generate Offer Doc



Starting as the Candidate from Inbox,
1. Select the task beginning with 

“Review Offer Letter: [Candidate 
Name]…”.

2. Select the E-sign by Adobe Sign 
button.

3. Follow the directions to sign. 
When you are finished, click the 
Submit button. 

A task will then be sent to the primary 
recruiter to make an offer decision.

Candidate Sign Offer



Starting as the Recruiter from Inbox,
1. Select the task beginning with 

“Offer for Job Application: 
[Candidate Name]…”.

2. Select the Ready for Hire button 
on the bottom of the page. A pop 
up will appear for next steps.

Move Candidate to Ready for Hire



Hire a Candidate



• DCE will primarily use the ‘Expedited’ 
Hire Business process
• Half the steps
• Less approvals

• Workday provides many Business 
Processes, and some do similar things. 
Additional future training will help 
everyone know the best process to use 
for various situations
• Hire 
• Hire Employee
• Hire Student
• Add Additional Job
• Change Job
• Transfer
• Swap

How do we hire?



How do we pay 
contracts?

• We also will do other payments, like 
awards, through One-Time Payments

Salary

Hourly Period 
Activity Pay

Academic 
Pay



Starting as the Manager from the Home 
Page,

1. Select the Manager’s Inbox.
2. Select the task beginning with 

“Hire: [Candidate Name]…”
3. Enter the Candidate’s Hire Date 

and Hire Reason. The other 
information should 
automatically populate. 

4. Click the Submit button.

Hire (Expedited) BP



Starting as a DCE Hiring Office Specialist, 
1. Select the Inbox.
2. Select the task beginning with 

“Period Activity Pay: [Candidate 
Name]…”.

3. Select the Academic Period from 
the drop-down by Academic Year 
or by searching through All 
Academic Periods.

4. Click OK. The Add Period Activity 
Pay Page will open. 

Add PAP



5. Fill out the following required information: Reason, Activity, Comment, Start 
Date, End Date, Work Hours Per Week, & Assigned Unit Rate. Confirm that Total 
Amount, Start Date, and End Date are correct. 
6. Click 
Submit. 

Add PAP (cont.)



Starting as the Manager,
1. Select the Manager’s Inbox. 
2. Select task starting with 

“Period Activity Pay: 
[Candidate Name]…”. 

3. Review the Candidate’s PAP. 
If it looks correct, click 
Approve. 

Review/Approval PAP



Starting as the Manager’s Manager,
1. Select the Manager’s 

Manager’s Inbox. 
2. Select task starting with 

“Period Activity Pay: 
[Candidate Name]…”.

3. Review the Candidate’s PAP. 
If it looks correct, click 
Approve. 

Review/Approval PAP (cont.)



Starting as a DCE Hiring Office Specialist, 
1. Select the Inbox.
2. Select the task starting with 

“Generate Continuing Education 
Contract: [Job Information] 
(Position Fill: [Hire Date], 
[Candidate Name]”.

3. Click Review.
4. Review the CE Contract. If 

everything looks correct, click 
Submit. 

Generate Contract



Starting as the Candidate being hired,
1. Select the Candidate’s Inbox.
2. Select the task starting with “Period Activity Pay: [Candidate Name]…”.
3. Click E-sign by Adobe Sign.
4. Select the blue Continue button. Then, the Candidate signs where the blue 

arrow indicates. 
5. Select Click to Sign. 
6. Click Submit. 

Now, the employee is hired!

Approve Contract



Onboard a Candidate



All the steps to prepare to work… 

What’s in 
Onboarding?



Onboarding Waves
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Form I-9
Voluntary 

Information 
Forms

Payroll Forms

New Employee 
Orientation

Required 
Trainings Talent Review Conflict of Time 

& Interest
Other BYU 

Tasks…

Faculty 
Agreements

Update 
Employee 

Profile

Dress & 
Grooming 

Agreement

Government ID 
& Legal Name



Starting as the Manager,
1. Select the Inbox.
2. Select the task starting with 

“Onboarding Setup for Hire: 
[Candidate Name]…”.

3. The Onboarding Setup screen 
appears. You can select People 
to Meet and Helpful Contacts for 
the Candidate.

4. Click Submit once the fields are 
completed.

Setup Onboarding



Onboarding

• Personal Information Change
• Home Contact Change
• Onboarding for [Candidate 

Name]
• ID Change
• State Tax Election
• Federal Tax Election
• Payment Election

• Veteran Status Identification
• Disability Self-Identification 
• Complete Form I-9*
• Complete Remote Form I-9*

Starting as the Candidate,
1. Select the Inbox. There will be many New Hire Tasks to be completed.
2. Select each task from the Inbox named below, complete the required 

fields, then click Submit.



Section 2 I-9
Once the Candidate completes Section 1 of the 
Form I-9 in their inbox, it goes to the I-9 
Coordinator from the DCE Hiring Office to 
complete Section 2. 

Starting as the I-9 Partner,
1. Select the Inbox.
2. Select the task starting with 

“Complete Form I-9: [Candidate 
Name]".

3. Click the Next button at the bottom 
of the screen.

4. Select the Approve button to 
complete the process.



Remote I-9 Approval
If the job requires a Remote I-9 to be completed, while completing Section 1, the 
Candidate will be required to submit information for an I-9 Partner. The I-9 Partner will 
verify the Candidate’s I-9 documents and complete Section 2. The I-9 Partner will be 
emailed a link to complete this, but the link will also be in the Candidate’s Inbox. This may 
be a friend, family member, or coworker.

To complete Section 2 of the Remote I-
9, start as the Candidate,

1. Select the Inbox.
2. Select the task beginning 

with “Complete Remote Form 
I-9: [Candidate Name]”.

3. Verify the information 
matches their documents, 
then select Approve.



To complete approve and submit the I-9, 
begin as the I-9 Validator,

1. Select the Inbox.

2. Select the task beginning with, 
"Complete Form I-9: [Candidate 
Name]".

3. Verify the information from 
Section 2 matches the I-9 
document, then select Approve.

4. You may then select Submit to 
complete the process.

The primary recruiter will then receive an 
inbox task to make an interview decision.

Approve/Submit I-9



Starting as a Staff Hiring Office Specialist,

1. Type the Candidate's name you want to 
add an additional job to in the search 
bar.

2. Select the Candidate.
3. Select Actions under the Candidate’s 

name on their profile.
4. Under the Job Change section, select 

Add Job.
5. Fill in the supervisory organization of 

the additional job.
6. Select OK.
7. Fill out the information for the 

additional job and then select Submit.

Add Additional Job (Continuing Education)



Direct Hire
Starting as a DCE Hiring Office Specialist,

1. Search and select the Job Requisition for 
Direct Hire.

2. Click the three dots next to “Position 
Restrictions“. 

3. Select Hire, then select Hire Employee.
4. Select Create a New Pre-hire, then click 

OK.
5. Input the First and Last Name, and an 

Email or Phone Number, then click OK.
6. Input Hire and End Employee Dates, then 

click Submit.
7. Continue the process as you would with 

any pre-hire.
You can find the pre-hire in the system by looking them up 
in the search bar.



If not from Recruiting, start 
Background Check

Start as a faculty hiring administrator,

1. Select the Inbox.
2. Select the task starting with “Background Check for 

Hire: [Candidate Name]” task.
3. Select the appropriate background check package.
4. Click Submit.

The background check will be processed automatically.

• If there are any required documents to complete 
(ecclesiastical endorsements, etc.) they will be sent 
to the inbox of the Candidate.

• The Candidate should complete the documents and 
select Submit.



Please be very careful and thorough as you are testing. 

Review the details of each question, offer letter, contract, and all processes that 
may have changed since Angie has left. Please provide feedback on anything 

that is wrong or inconsistent with potential changes. 

If we do not catch them now, we will have to wait 3-6 months after Go Live. 

Thank you so much for all that you do!

Cases Reminder



THANK YOU!



1 2 3

Record feedback for 
follow up session

Next major effort for 
Program Granite is 

Payroll Parallel

CoE training next 
month

‘Operations’ training 
this summer

User training this fall

What’s next?



Appendix



Hire (Expedited) Journey

Independent Study (University), ELC
BYU Online, Evening Classes, SLC Center, eMBA & eMPA

Sports Camps, FSY, EFY, C&W, BYU Online (HS)
Adult Religion, Ed Week, Independent Study (HS)

Student Contracts

• Initiate Process
• Verify Compensation

HR PARTNER

1

• Verify & Edit Service Dates

BENEFITS PARTNER

2 3

SYSTEM (AUTO)

• Create Workday Account
• Assign Pay Group

HR PARTNER

• Manage Period Activity Pay
• Referral OTP (FSY only)

4



DCE Systems

Workday

Human Resources System

Recruiting

Hiring

Employee Management 
(Terminations)

Payroll*

Orion/FSY Manager/AIM 
Contracting  Workcenter

Student/Participant System

Work Schedule

Work Location Assignments

Work Assignments Completed

Work Schedule based Peer 
Evaluations



DCE Programs Summary (Draft)
Program Position 

Strategy
Requisition Recruiting 

Notes
Generic Offer Hire

Onboarding
DCE System PAP Contract Contract 

Renewal
Manual 
Termination

FSY 1 : worker Evergreen Offer contains 
general comp 
info

Change job 
for hourly 
students

W4 state 
assignments; 
weekly PAP

No No Auto-term 
after season

EFY 1 : week (role); 
positions 
manage 
locations

Evergreen Offer contains 
program 
comp details

Change job 
for hourly 
students

Manual EIB 
for each week

No No Auto-term 
after season

Independent 
Study

1 : 
department

Yes New dept will 
be recruited

Yes Monthly 
piece 
meal/rate 
PAP (Orion)

No Yes Yes

BYU Online 
High School

1 : 
department

Yes New dept will 
be recruited

Yes PAP entered 
in WD

No Yes Yes

C&W + Adult 
Religion

Ad hoc Yes Yes PAP entered 
in WD

Yes No Yes

Education 
Week

Ad hoc Yes External 
content 
approvals

Yes PAP entered 
in WD

No No Yes

AIM 
Contracting 
Workcenter

Ad hoc Yes Generic 
based on 
rank

Delayed PAP 
and contract

Summarized 
by ACW  

Yes, after 
add/drop

Yes, based on 
rank

Yes

ELC Ad hoc Yes Yes PAP entered 
in WD

Yes No Yes



PAP by Programs
Student 
or Participant Sys
tem

Period > Activity Frequency Worktags Notes

EFY Orion Summer
Programs

Weekly Location

FSY (FSYC) FSY Manager Summer
Programs

Weekly Location

C&W Ed Week Orion Semester Weekly

Independent Stud
y (Univ/HS)

Orion Semester 
> Course

Monthly “Piece meal pay” 
details in Orion

BYU Credited
(BYUO/EC/SLC)

Honorarium Semester 
> Course

Semester/Term Costing
Allocation CC
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