
How to Reactivate a Job Application for an Employee after they have been 
Rescinded 

• After logging into WorkDay you will want to find your candidate in the search bar and hit enter 
o The screen below will come up and you will want to click on the candidate’s name to 

bring up their profile 

 

 

• The screen below will pop up 

 

 



• You will want to click on the blue “Action” button and then hover over “Job Application”  

 

 

• The below screen will come up after hovering over “Job Application.”  You will then want to click 
on “Reactivate Job Application.”  

 



• The below screen will then pop up and you will want to click into “Job Application”  

 

 

• Once you click into “Job Application,” a list of reqs will pull up, and you will want to click into 
the req that you want to reactivate the candidate in 

 

 

• You can see the req number if you click on the three ellipses (aka twinkie) 

 



• After you have chosen your req, you will then want to click “OK” 

 

 

• After you click “OK” the below screen will come up and you will want to enter a comment to 
why you are reactivating the job req and then click “Submit”  

 

 

 



• After you click “Submit,” the below screen will come up and you will now see that the 
candidate’s job req is reactivated and they are now back in process under background  

 


