How to Link an Evergreen Req to a Req
(*Note* - You can also link a Req to an Evergreen Req by following these directions, but
starting with searching for your Evergreen Req in Workday)

e You will want to start by looking up your non Evergreen req that you want to link the
Evergreen req to by typingin jr:req ID — example below
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e Onceyourreq pulls up, you will want to click on the req
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Once you click into the req, the below page will pop up
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You will then want to click on the ellipses (aka twinkie) to bring up the actions window
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From the actions window, you will want to hover over “Job Change,” and then choose “Edit
Job Requisition” (*Note* - if you are starting with an Evergreen req — under “Job Change” —
you will want to choose “Edit Evergreen Requisition”)
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The below window will pop up after you choose “Edit Job Requisition.” You will then want to
click into “Reason”
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Once you click into “Reason,” you will want to then click into “Edit Job Requisition

>Administrative”
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The below window will pop up and you will want to choose “Administrative>Requisition
Detail Correction/Adjustment”
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You will then want to click “Next” to bring you to the “Job” tab
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Once you are in the “Job” tab _, you will want to scroll down until you

get to the section that says “Link to Evergreen Requisition” and click into the box or the
pencil to add your Evergreen Req (*Note* - if you are starting with an Evergreen Req - you

will want to scroll down to the section that says “Link to Job Requisition - Linkto Job Requisitions

to add all your non Evergreen Reqgs)
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You will then want to add in the Evergreen Req and click enter so the Evergreen req sticks
o (*Note* - if you are linking a Req to an Evergreen Req, you can add in multiple non
Evergreen reqs by typing the req number and hitting enter, then typing another non
Evergreen req and hitting enter, etc until you have added in all your non Evergreen
reqgs)
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After you have added your Evergreen Req, you will then want to click “Next” until you get to
the “Summary Page”
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Once you are on the “Summary” page, you will then want to click “Submit”
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After you click submit, you will then receive the below notification
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