How to Update a Hiring Manager on a Job Req after a Candidate has been

putin R4H

e Start by submitting a Zendesk ticket to HRIS to let them know that the candidate needs to
be taken out of R4H so you can update the hiring manager on the req
o Youwillwant to include the candidate’s name and EID on the ticket

e Once HRIS confirms that they have removed the candidate from R4H, you will want log into
Workday and in the search bar, you will want to put in the employee’s name and/or Workday

ID to find their candidate profile
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e Onceyou arein the candidate’s profile, you will click on the blue “Actions,” then “Job

Application,” and then “Undo Move from Hire”
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The below screen will come up. You will want to make sure you choose the correct “Job
Application,” and then click “OK”

Undo Move from Hire ®
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Once you click “OK,” the below screening will come up
o For“Reason”you will putin “Error” and then you will click “Submit”

lo Move from Hire Job Application: Saul Guzman (Confidential) - R2505122 Sopl Program (C336828) on 03/26/2025

Reason ﬁi X Error

Send Back to Create Offer

Workflow Step ~ Offer (Default Definition) step i - Action

enter your comment

Process History

Job Application- Step Completed
Review Candidate- Automatic Complete

Change Government Identifiers— Not Required

You will now go back to the candidate’s profile and click on the “Job Requisition” that you
would like to update their manager on
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e The below screen will come up and you will want to go to the ellipses (aka twinkie)
o Hover over “Job Change,” and then click on “Edit Job Requisition”
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e The below screen will come up and you will want to choose “Administrative>Requisition
Detail Correction/Adjustment” for “Reason”
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o Now, click on the “Job” tab. Under “Supervisory Organization” you will want to search for
the hiring manager that you would like to update for the req (*NOTE* - if the hiring manager
is not populating, they are likely not a people manager and will need to be added by
submitting a Zendesk ticket to HRIS)
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e Once the hiring manager populates, you will want to click enter so the name sticks and then
click on “Summary”
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e You will now see the supervisor update that was inputted in under “Job
Details”/”Supervisory Organization”
o You will then want to click “Submit”
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e You will now see the updated “Hiring Manager” in the candidate’s profile
o You can now click on “Move Forward” then “Ready for Hire” to hire them back on
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