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      How a PI or Manager Creates a Job Requisition  
 

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

2. In the search bar, type Create Job Requisition  and choose Create Job 
Requisition . 
 
 
 
 
 
 
 
 
 
 

3. After you select Create Job Requisition, the Create Job Requisition screen will 
appear as shown in Figure 2 below . Refer to Page 2 for explanations for the titles 
in Figure 2 below.  
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4. Understanding the Create Job Requisition Request Screen. 
 

  Copy Details from Existing Requisition: Choose the drop-down menu in this box 
if you have previously created a job requisition that you want to use again. In most 
cases, you will be leaving this blank and go directly to . 
  

     Supervisory Organization: This will prefill with the name of the person initiating 
the task. 

 
     For Existing Position or Multiple Existing Positions: Choose the one you 

desire. 

        Select Position and Worker Type: Search and select the created position in the 
position dropdown and select the Worker Type (dropdown).  We are choosing the 
unfilled position created by the PI. In the Worker type box, you will have the option to 
select Contingent or Employee.  

 
       Please Note: always choose the Employee option unless you create a GO or PI 

position. If selecting multiple positions, press okay, then all available positions will 
show on the next screen and can be selected as shown in Figure 3 below. 
 

    Choose OK. This will open a Recruiting Information window seen in  
Figure 4 on Page 3.  
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5. This is where we include details and reasons for the position being recruited for, along 
with where we would like to post the position. On the left side,  we will need to click 
on each tab and complete the required information. 
 
The screen starts at the second tab Recruiting Information . Pages 4 through 8 will 
detail each tab. In the Recruiting Information Screen below, click on the Pencil Icon  
to edit. Recruiting Details and review the screen in Figure 6 on Page 4. 
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In the Recruiting Details box below, we need to complete all the required fields. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Reason: Click on the drop-down menu, and Figure 7 will appear, and choose the 
reason.  Select either Administrative or Recruiting from the drop-down. When 
Administrative is clicked, Figure 8 appears; when Recruiting is chosen, then 
Figure 9 appears.  
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Recruiting Details for Rehire Only: complete all the required fields. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Reason: Click on the drop-down menu, and Figure 7 will appear, and choose the 
reason.  Select either Administrative or Recruiting from the drop-down. When 
Administrative is clicked, Figure 8 appears; then choose Recruiting – Rehire seen 
in Figure 9.  
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 Replacement Figure 6: Use this if you are replacing an employee with another 
worker. Click on the drop-down menu, and Figure 10 will appear as shown below. 
Choose the correct reason for your replacement. 

 

 
 
 

 Recruiting Instruction Figure 6: Click on the drop-down menu, referencing  
Figure 11 below, and choose from the following: Post Externally Only (Non-Union), 
Post Externally Only (Union) or Posting Not Required. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 10 

Figure 11 



 

7 
 

 Recruiting Start Date: Click on the calendar icon and a calendar will appear. Select 
the date that recruiting efforts will begin. This could be today or a future date. 

 Target Hire Date: Click on the calendar icon, and a calendar will appear. Select the 
projected start date for the new hire. 

 Target End Date: Click on the calendar icon, and a calendar will appear. Select the 
projected appointment end date. 
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6. Figure 12 below is a sample of the Create Job Position Request Screen 
completed. The next step is to click Next  and the Job Details screen will  
appear as seen in Figure 13 on Page 9. 
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7. Job Details: Most of the fields will be prefilled. Click on the Pencil Icon  to edit. 
Figure 14 on Page 10 appears to begin editing.  
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8. Jobs Editing DetailsPlease Note: after the Job Details screen is completed, click 
Next. Figure 10 o 10 will appear.  

 Justification: Optional: enter in a justification for the job requisition. 

 Additional Job Profiles:  
    Optional 

 Salary Requirements:  
    Enter the pay range in Salary 
    Requirements for Hourly example is  
    $16.00 - $20.00/hour for Salary  
    example $65,000 - $80,000. 

 Additional Locations:  
    Optional 

 Additional Job Posting Locations:  
    Optional 

 Work Shift:  
    Optional 
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9. Organizations screen will appear shown in Figure 15 below. Enter in the 
Company, Cost Center and Costing details. Enter the Grant number first and the 
Fund information will auto populate. Salary Expense Code is also required. If any 
editing is necessary, click on the Edit Pencil  icon in the organizational boxes. 
Once completed, click Next in the process to move onto the next tab, Attachments. 
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10. Attachments, click on Add  in Figure 16 below to add documentation needed 
regarding the role. Click Next to go to the next tab, Compensation.  

 

 

 

 

 

 

11.  Compensation: The information is prefilled as shown below. To edit the hourly or 
salary rate, click on the Pencil icon  in Figure 17, then go to Amount  in the hourly 
or salary box as shown below. Click the Check icon  to complete the task.   
Then click Next to move into the Assigned Roles tab.  
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12.  Assign Roles: Click on Add  in Figure 19 below, to add the Primary Recruiter 
and who it will be Assigned To. A pop-up box will appear as shown in Figure 20 
below.  

 
 
 
 
 
 
 
 

13. Under Role , click on the drop-down menu which is the three bars on the left side 
of the box. Choose Primary Recruiter and click it. Under Assigned To , type in 
the hiring manager’s name or click on the drop-down menu and find the name and 
click on it.  
 
Please Note: Multiple people can be added to the Primary Recruiter role by clicking 
Add  in Figure 21. Keep in mind if multiple people are involved in the recruitment 
process, they will receive tasks for the hiring process if not removed.  
 
To remove an individual, go to the job aid called Edit Job Requisition.   
 
Click Next to move to the next tab, Summary. 
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14. Summary: Review all information entered in previous steps before submitting.  

  
Click Submit, pop-up box will appear as shown below in Figure 22. Your next step 
is to click on Complete Questionnaire , then follow the instructions to complete 
the questionnaire seen in Figure 23 below. 

 
 
 
 
 
 
 
 
 

 

 

 
15. Check the appropriate boxes from the drop-down menu . Once you have 

completed the questionnaire, click Submit . A You have submitted pop-up 
window will appear as seen in Figure 24 on Page 15. 
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16. You have now successfully created a Job Requisition.  
 
 
 
 
 
 
 

 
 
 
The RF Recruiting Analysts will now review the job requisition. Once the RF Recruiting 
Analysts has reviewed and approved the requisition information, it will be reviewed by 
the RF Grant Manager.  

 
Please Note: If you are located at Hunter College or LaGuardia Community College, 
this will be routed to the Grants Officer first before the RF Recruiting Analysts. 
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