One R~

One System. One Foundation.

How a Pl or Manager Creates a Prospect

1. Log in to Workday using your ID and Password.

2. Once you are signed in, type Create Prospect in the search bar @ as shown in Figure 1
below. Click on Create Prospect 0, this will open a Create Prospect window shown in
Figure 3 on Page 2.

3. Please Note: By typing Create Prospect in the search bar then pressing enter, a Create
Position button © will as shown in Figure 2 below. That will open a Create Prospect
window shown in Figure 3 on Page 2.

o
Home
+ Ohe RrF\
sob One System. One Foundation.
equisition.
1
Principal
vestigator '
Let's Get Started
»®
e 4/. .‘\.
figuration | Q create prospect o ® )
E N e
rgznization e Create Prospect 9 _
A ( Enter Time for Task yTeam [ ¢ |
= Create Candidate Pool
Personal | Task
Figure 1
~
w Q create prospect ®
w
" Top Results People (0) Tasks and Reports (5) Articles (0) Learnir > All categories ~
ome
1
Job
Requisiti # Here is the best match for your ask:
4} ( Create Prospect | e
Principal B
Investigator
Figure 2




One R~

One System. One Foundation.

4.

Under Prospect Details, either select Create New Prospect, Create from Existing
Workers, or Create from Resume/CV ©.

Fill out employee’s general information such as First Name, Last Name, and Email 6.

Then click OK ©. A new window will appear to fill in all Prospect information as seen in
Figure 4 on Page 3.

Please Note: The phone number is not required to proceed. The system will check for
duplicates. Leave default as Create New Prospect ©.
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7. Once in the Prospect information window, enter all required and applicable fields ©.

8. To attach documents, click on Resume/Cover Letter or Other Documents ®, a box will

appear with a Select File ® button to upload required documents as seen in Figure 5

below. Follow all instructional prompts to upload documents.

9. Once all the fields are filled and required documents are uploaded, click OK @. A

prospects dashboard will appear as seen in Figure 6 on Page 4.

Surdara s spaliad s [

Contact Informakion

e :I

Tl I

T

R :
Experience Resume / Cover Letter
e A ——

Drop files here

P
> [ selectfies )
» AN A

A

BExperiencs

Figure 4

Figure 5




One R~

One System. One Foundation.

You have now created a Prospect, and the dashboard will appear as seen in Figure 6 below.

10.Next, click on Actions @ on the prospect dashboard and hover over Job Application @,
then click Create Job Application ©. A Create a Job Application pop-up window will
appear as seen in Figure 7 below.
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11.Choose the job from the drop-down menu @, then click OK ©. This will open the full
Create a Job Application window as seen in Figure 8 on Page 5.

Please Note: Leave the How would you like to fill out this job application question
choice to default on Manually G.
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In this Create a Job Application window, fill in all the required fields.

12.Choose Source ® from the drop-down menu. Attach requires documents @.

13. Enter all required fields in the Experience section by clicking on Add ©. The
Experience section will open up to fill in the required fields as seen in Figure 8
below. Follow the same procedure for Education @ and Language © if required.

14. After completing section, Click OK @, this will take you back to the main Prosect

dashboard as seen in Figure 9 on Page 6.
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The Prospect has now become an Applicant. Under the Summary section @, one can
now see the position under Active Job Applications @.

The next is to choose a Move Forward option © by clicking on the button. This will
open a pop-up box with choices as seen in Figure 10 below.

Select Offer @, proceed with completing offer details and offer generation steps. If no
offer letter is required.

When a prospect is moved to any of the stages in the Move Forward selections seen in
Figure 10 below, an email will automatically be sent to the candidates’ home with a
unique link so they can proceed with reviewing the necessary documents for hire.
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After choosing an option from the Mover Forward section in Figure 11 below, click on
the Move Forward button @, a pop-up You have submitted box ® will appear as seen
in Figure 12 below. By clicking on Details and Process links ©, they will display details
of the submission. In our example, details of the Process @ can be viewed.

Click Done © to exit onto the main dashboard screen.
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Please Note: If an offer has been made, follow the Offer Process for Standard
Recruitment (Pl/Primary Recruiter) user guide.




