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1. Post Job: Reactivate the job posting to start receiving applications.  

2. Review Applications: Assess the list of applicants within 2-3 days of receipt and select qualified 
candidates to move forward in the hiring/recruiting process. 

3. Schedule and Conduct the In-Person Interview: Evaluate candidates during the in-person 
interview as soon as possible.  

a. Selected Candidates: Make a verbal offer at the end of the interview.  

b. Candidates Not Selected: Disposition (reject) unsuccessful candidates; candidates will 
receive an autogenerated rejection email within 24-72 hours after their application is 
dispositioned in Workday.  

4. Generate an Offer, Arbitration Agreement, and Offer Letter: 

a. Send the Offer Letter and Arbitration Agreement the same day the verbal offer is extended. 

b. Managers can trigger the background check process in Workday once the candidate signs 
and submits their Offer Letter. 

5. Trigger and Monitor the Background Check: Results: Passed = Candidate can move forward to 
Ready for Hire. Requires Review = The Recruiting Operations Team will review the candidate’s 
background report and will connect with the hiring manager for next steps. No further action 
should be taken at this time.   

6. Confirm the Start Date: Call the candidate within 24 hours of their background check clearing to 
confirm their start date.  

7. Submit Ready for Hire Task: Background checks must be cleared before the candidate can be 
hired.  

8. Submit the Onboarding Approvals Task: The task should only be submitted once the candidate 
arrives on their first date of work. Note: Remember to have the new hire complete their new hire 
training in Workday.  

9. Unpost Job: Once all vacancies have been filled (a candidate must show up on their start date to 
be officially considered a new hire), unpost the job requisition. 

RECRUITING/HIRING WORKFLOW OVERVIEW 
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HOW TO POST REQUISITIONS

Note: The tiles display the team member’s benefit elections. 
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Note: The appropriate job requisition(s) must be posted when a hiring need is identified and unposted when the role has 
been filled or if there is no longer a hiring need for the position. Candidates can only apply to posted positions. 
Unposted positions are removed from the job boards.

2. Click on the desired role with an “Open” status.

Note: If the status of the requisition is “Open” the position is not posted.

1. Hover over the Recruiting icon > Click Job Requisition Workspace



HOW TO POST JOB REQUISITIONS

Note: The tiles display the team member’s benefit elections. 
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3. Click Open Detailed View.

4. Click on the Job Postings Tab > Click Post Job 

5. Under the Job Posting Site field, Click All > Select Goodwill SFB and Internal 



HOW TO POST JOB REQUISITIONS

Note: The tiles display the team member’s benefit elections. 
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6. Click OK > Click Submit on the next screen to post the the job to the selected job boards.

Note: To view the requisition on the external job board, scroll down the page and click on the link.



HOW TO UNPOST JOB REQUISITIONS

Note: The tiles display the team member’s benefit elections. 
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Note: The appropriate job requisition(s) must be posted when a hiring need is identified and unposted when the role has 
been filled or if there is no longer a hiring need for the position. Candidates can only apply to posted positions. 
Unposted positions are removed from the job boards. 

2. Click on the desired role with a “Posted” status.

Note: Posted requisitions will also show the number of days that the 
requisition has been active on the job boards. 

1. Hover over the Recruiting icon > Click Job Requisition Workspace



HOW TO UNPOST JOB REQUISITIONS

Note: The tiles display the team member’s benefit elections. 
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3. Click Open Detailed View.

3. Click the Job Postings Tab > Select the checkbox(es) next to the Job Postings Column to 
select all the job boards where the position is posted > Click Unpost Jobs

4. Click Submit on the next screen to 
remove the requisition from the 
selected job board(s).



Note: The tiles display the team member’s benefit elections. 

2. Click on the desired requisition to review candidates and job requisition details. 

Note: Click the By Hiring Manager tab to sort the 
requisitions by hiring manager. 

Note: Each column shows the number of candidates in each stage of the 
recruiting process for each requisition. Click each number to view 
candidates in in each stage. 

REVIEWING CANDIDATES GUIDE
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1. Hover over the Recruiting icon > Click Job Requisition Workspace

Note: The search feature can also be used to search job 
requisitions by hiring manager, location, and other criteria. 



REVIEWING CANDIDATES GUIDE

Note: The tiles display the team member’s benefit elections. 
Scroll down on the page to view all benefit elections. Click 
View as Grid to view your benefit elections on a list. 

3. Click Date Applied > Click Sort Descending to view applications by most recent application date.

1. Click on the candidate’s name from the job requisition, OR click on the button under the 
Awaiting Me column to view the candidate’s profile. 

Note: The title of the button under the Awaiting 
Me column could be labeled as Review, Interview, 
Interview Decision, Offer, Background Check, or 
Ready for Hire based on the candidate’s stage in 
the recruiting/hiring process. 
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REVIEWING CANDIDATES GUIDE

Note: A pop-up window will appear to provide information about the status of the candidate’s 
other job applications. Managers must disposition the candidate if the candidate is actively in the 
recruiting process with another manager for a different position.

3. If the candidate has applied to more than one job, click on the number of applications under 
the Jobs Applied section on the candidate’s profile.

Note: The candidate's contact information 
is visible at the top of their profile. 

4. Click on the Screening tab to view the 
candidate's responses to the applicant 
questionnaire and confirm that the candidate 
selected that they are at least 18 years old.
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IMPORTANT! All team members must be at least 18 years old to be eligible for employment at Goodwill of the San Francisco Bay.



5. Click on the Summary tab on the candidate’s profile and scroll down to view their work history 
and experience.

REVIWING CANDIDATES GUIDE

Note: The tiles display the team member’s benefit elections. 
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Note: If the candidate uploaded 
any attachments, such as a cover 
letter or resume, click the PDF 
link to view the document.



1. Navigate to the appropriate candidate’s profile > Click Decline 

HOW TO DISPOSITION (RE JECT)  CANDIDATES 

Note: The tiles display the team member’s benefit elections. 

Note: It is an expectation that managers disposition or reject candidates who will not be moving forward within 24-72 
hours after their application is received. 

2. Select the appropriate option from the list. 

IMPORTANT! The candidate will receive an autogenerated email from Workday within 24-72 hours after 
their application is declined to inform them that they will not be moving forward.

Note: Candidates will NOT receive an 
autogenerated email from Workday to 
inform them they will not move forward 
in the recruiting/hiring process when 
this disposition reason is selected. 

13



1. Accepted Another Position - The candidate accepted 
another (internal or external) position.  

2. Candidate Declined - The candidate OR the hiring 
manager declined to move forward with the recruiting/
hiring process.  
3. Candidate Did Not Complete Application - The 
candidate did not complete the job application OR 
provided false information. 

4. Compensation Not Acceptable - The candidate 
declined the position because of the compensation. 

5. Candidate Underage - The candidate does not meet the 
age requirements for the role. 

7. Candidate Withdrawn - The candidate is no longer interested in the role.

8. Did Not Return Calls/Unable to Contact the Candidate - The candidate missed their 
scheduled phone interview OR has not responded to three contact attempts.  

IMPORTANT! Candidates will receive an autogenerated 
email from Workday within 24-72 hours after their 
application is dispositioned to inform them that they will 
not be moving forward in the recruiting/hiring process. 

6. Change of Interest or Availability -  The candidate is no 
longer interested in the role OR the candidate’s availability is no longer is compatible. 

NAVIGATING WORKDAYEXPL ANATION OF DISPOSTION REASONS

Note: This option can also be used if the candidate is in the 
recruiting/hiring process of another internal job requisition. 

9. Duplicate Candidate - The candidate submitted multiple applications to the same requisition 
OR the candidate applied with multiple candidate accounts.  
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10. Did Not Meet Minimum Qualifications – Availability - The candidate’s availability does not 
meet the job availability requirements. 

11. Did Not Meet Minimum Qualifications – Certification - The candidate does not have the 
proper certification for the position. 

12. Did Not Meet Minimum Qualifications – Education - The candidate does not meet the 
education requirements for the position.

13. Did Not Meet Minimum Qualifications – Experience - The candidate does not have the 
required work history for the position.

14. Hired for Another Job - The candidate was hired for another (internal or external) position.

15.  Internal Applicant - Not Selected - An internal candidate was not selected to move forward 
with the recruiting/hiring process for another internal role.
16.  Job Requisition Closed or Cancelled - The requisition has been filled, closed, or canceled.  

17. More Qualified Candidates - Availability - Other candidates who applied for the position 
have better availability for the role. 

18. More Qualified Candidates - Certifications - Other candidates who applied to the role have 
better or more certifications relevant to the position.

19. More Qualified Candidates - Education - Other candidates who applied to the role have an 
education that better fits the educational requirements of the position.

EXPL ANATION OF DISPOSTION REASONS

Note: It is strongly encouraged to find another job opportunity for candidates versus losing 
potential talent over the closing or loss of a requisition.  

20. More Qualified Candidates- Experience - Other candidates who applied to the role have 
better or more relevant experience.  

21. More Qualified Candidates- Flexibility/Teamwork Skills - Other candidates who applied to 
the role can better fit the travel, schedule, and/or environmental demand(s) and/or have more 
experience working with a team. 
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EXPL ANATION OF DISPOSTION REASONS

22. More Qualified Candidates- Technical/Analytical - Other candidates who applied to the 
role can better meet the technical and/or analytical demands of the position. 

23.  More Qualified Candidates - Lack of Communication Skills/Unprofessional - The 
candidate demonstrated poor communication skills and/or lack of professionalism, OR other 
candidates who applied to the role better fit the communication and professional needs of the 
role.  

24.  More Qualified Candidates - Undesirable Availability - Other candidates who applied to 
the role have more desirable availability. 

25. More Qualified Candidates - Lesser Applicant Certification/Education - Other candidates 
who applied to the role have a Lesser Applicant Certification and/or education that better fits 
the requirements of the position.

IMPORTANT! Candidates will NOT 
receive an autogenerated email from 
Workday to inform them they will not 
move forward in the recruiting/hiring 
process when this disposition reason is 
selected. 
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CONTACTING CANDIDATES/SCHEDULING INTERVIEWS
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Note: If the hiring manager would like to move forward with a candidate, the next step is to call 
the candidate to confirm the candidate’s interest in the position and schedule an in-person 
interview with the hiring manager.

Note: If the candidate does not answer the 
phone call, managers should leave a 
voicemail, if possible. 

2. Call the candidate to confirm interest and 
schedule an in-person interview. The candidate’s 
phone number can be found in the information at 
the top of their candidate profile. 

Note: The manager should conclude the call by informing the candidate that an interview 
confirmation will be sent to the email address listed on their application.

1. Navigate to the appropriate candidate’s profile. 



CONTACTING CANDIDATES/SCHEDULING INTERVIEWS
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3. Click the Move Forward button, then click Schedule Interview.

4. Click the Schedule button on the pop-up window.



CONTACTING CANDIDATES/SCHEDULING INTERVIEWS
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6. Type and select the names of all of the managers 
in the store under Interviewers.

Note: The manager might be prompted to sign in to 
their Outlook email account. 

5. Enter the date of the interview.

7. Enter the duration of the interview in minutes. 

Note: 30 minutes is the typical 
interview duration for frontline 
positions, but can vary. 

8. Select In Person for interview type.

Note: Adding all managers in the store as 
interviewers ensures that a manager will be available 
to interview the candidate, even if the manager 
conducting the interview is not the hiring manager.

9. The Questionnaire should automatically populate, and it 
should match the title of the position
10. Click Next

5

6 7 8 9

10



CONTACTING CANDIDATES/SCHEDULING INTERVIEWS
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11. Click the desired time slot on the calendar. 

12. Confirm the interview information is 
correct > Click OK

Note: Edits to the interview details can be 
made if necessary. Click each field to make 
changes. 



CONTACTING CANDIDATES/SCHEDULING INTERVIEWS
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13. Click Next > Click Submit on the next screen

14. To send an interview confirmation email to the candidate, navigate to the candidate's profile.

Note: The interview will appear on the Outlook 
Calendar for all interviewers. The Outlook 
calendar event is NOT sent to the candidate.

15. Click Actions > Hover over Candidate Actions > Select Send Message.



CONTACTING CANDIDATES/SCHEDULING INTERVIEWS
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16. Select the appropriate job requisition.

17. Select the Goodwill brand template.

18. Select Interview Confirmation.

19. Edit the body of the message to 
include the interview details, 
including:  
- The Date/Time of the Interview  
- Store Address  
- Name of the Manager who will be 

conducting the interview 

20. Enter your work email address.

21. Click OK to send the message to 
the candidate.

16
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CONDUCTING INTERVIEWS/SUBMIT TING INTERVIEW FEEDBACK
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1. Navigate to the “My Tasks” Inbox 
and click on the Schedule Interview 
Task with the appropriate candidate's 
name.

2. Use the questionnaire in the task 
to interview the candidate and 
record the candidate's responses.

3. Once the interview is complete, scroll down 
and select an overall rating to determine if the 
candidate will move forward > Click Submit > 
Click Done on the next screen

Note: The heading of the 
task should be titled Give 
Interview Feedback.

IMPORTANT! Managers must ask the 
candidate the required questions indicated 
on the questionnaire.

IMPORTANT! All managers listed as 
interviewers will need to complete the task to 
remove it from their “My Tasks” Inbox, even if the 
manager did not participate in the interview 
process. To remove the task from their inbox, the 
manager will have to select an option for all 
required fields in the form, enter the comment 
“did not participate in interview” in the Overall 
Comment section of the task, and submit.



1. Navigate to the candidate’s profile > 
Click Move Forward > Click Offer 2. Click Open on the pop-up window

3. Click the Offer task from the “My Tasks” Inbox > Select the appropriate Hire Date

4.  Select the appropriate Hire Reason 

IMPORTANT! Click Hire Employee if the 
candidate is a new hire OR Click Rehire 
Employee if the candidate is a previous 
worker.

IMPORTANT! Click Hire Employee > 
New Hire if the candidate has never 
worked for any Goodwill before. Click Hire 
Employee > New Hire (Other Goodwill) if 
the candidate has worked for a Goodwill 
outside of Goodwill of the San Francisco 
Bay (GSFB).

GENERATING AN OFFER,  ARBITRATION AGREEMENT AND OFFER LET TER
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IMPORTANT! The Hire Date is the candidate's start date. 
The Hire date listed in the offer is contingent upon the 
candidate's successful completion of the background 
check process.



IMPORTANT! Click the appropriate Rehire option. Selecting the 
incorrect rehire option causes hardship with Form I-9 documentation. 
HR Support provides the correct rehire option in response to Rehire 
Inquiry tickets. 

REHIRE OPTION DESCRIPTION 

Rehire Employee > Rehire 
(31 Days to 6 Months) 

The team member is rehired after 31 days 
to up to 6 months of their termination 
date. 

Rehire Employee > Rehire 
(after 6 months) 

The team member is rehired 6 months 
after their termination date. 

Rehire Employee > 
Reinstated (within 30 days) 

The team member is rehired (reinstated) 
within 30 days of their termination date.

5.  Scroll down on the form and confirm that the Job Details 
and Working Time information is correct > Click Next 

7. Do NOT make any changes to the one-time payments 
section. Click Next. 

6.  Click Next on the Compensation section of the form

8. Review the information in the Summary  > Click Submit. 
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9.  Click on the Goodwill SF Mutual Agreement to Arbitrate task.

Note: The title of the Arbitration task includes 
the candidate's name and the position.

GENERATING AN OFFER,  ARBITRATION AGREEMENT AND OFFER LET TER



14.  Review the details of the candidate's offer letter for accuracy > Click Submit

13.  Click Review to generate the candidate’s Offer Letter

8.  Click Submit

11.  Click Submit once the document generates. 
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10.  Click Review to generate the Arbitration Agreement

12. Click the Open button on the pop-up 
window or click the Goodwill Offer Letter task 
from your “My Tasks” Inbox

IMPORTANT! The Offer Letter and Arbitration Agreement will be routed to the candidate 
for approval.

GENERATING AN OFFER,  ARBITRATION AGREEMENT AND OFFER LET TER



8.  Click Submit

27

IMPORTANT! All candidates need to pass a background check to be hired. Once the 
candidate has signed their offer letter, managers will be able to trigger the background check 
process in Workday. Click here to view a video tutorial on the background check process.

BACKGROUND CHECKS

1. Navigate to the appropriate candidate's profile > Click Move Forward > Background Check

Note: The candidate will be emailed instructions to 
complete their background check via Eagle Screen.

2. Click Review on the pop-up window OR navigate to your “My Tasks”  Inbox and select the 
task titled Background Check for Job Application with the appropriate candidate's name.

IMPORTANT! The manager must monitor the status of the candidate's background check 
by refreshing their “My Tasks” Inbox. It can take several business days for a candidate's 
background check to be processed.



8.  Click Submit
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BACKGROUND CHECKS

Note: A Pending status means that the candidate has submitted their background check, and 
EagleScreen is processing the results.

Note: A Pending Candidate status means that the candidate has received instructions to 
complete their EagleScreen background check.



8.  Click Submit
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BACKGROUND CHECKS
3. If the candidate's background check status shows Passed > Click Submit to complete the 
background check process.

IMPORTANT! If the status of the candidate's background check shows "Requires Review", the 
Recruiting Operations Team will review the candidate's background check to determine if it's 
favorable or unfavorable. Do NOT take any further action. The Recruiting Operations Team will 
contact the manager via email about the next steps. 



EAGLESCREEN BACKGROUND CHECK VENDOR INSTRUCTIONS

IMPORTANT! EagleScreen is your new background check vendor. Hiring manager(s), have the the ability to check the 
status of their candidate(s) background reports by logging into EagleScreen. Managers can only view the status of a 
candidate’s background report if the candidate was moved into the Background Check stage of the recruiting/hiring process 
in Workday and if the candidate submitted their information to EagleScreen.

The EagleScreen User ID and Password are provided in the email sent to the store leaders. 

FORGOT STORE’S PASSWORD/EAGLESCREEN LOGIN SUPPORT: 
Call: Hiring Manager Support Line at 1-(602)-535-4242  OR 
Email: RecruitingOperations@goodwillaz.org    

EagleScreen URL: https://eaglescreen.screening.services/ 

 Use the Google Chrome browser to login to EagleScreen 
 Each store has it's own password that is shared among the store leaders (SM, ASMs, CSMs).

 Leaders who transfer to different stores must leave the store’s password to the new leader(s). 

Note: Keep your store’s EagleScreen Password in a safe and accessible place to all store leaders.

 Passwords must be reset every 90 days (EagleScreen prompts password resets). Please share all 
password updates with the appropriate store leaders (SM, ASMs, CSMs) 

RESOURCES AND SUPPORT 

CANDIDATE APPLICATION SUPPORT:  

 Candidates who have received an UNFAVORABLE background check result.  
Call: The Fair Chance Individualized Assessment Adverse Action Hotline: 1-(833) 677-7724 

Call: Candidate Support Line: 833-624-0920, Option 5 

IMPORTANT! Please DO NOT discuss background reports with candidates. If a candidate begins sharing their 
background report with you, please kindly ask them to stop. Let them know there is an HR Team, Recruiting Operations, 
that they can call to speak with via the Adverse Action Hotline. 
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8.  Click Submit
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HIRING A CANDIDATE

1. Navigate to the appropriate candidate's profile > Click Move Forward > Click Ready for Hire

IMPORTANT! The hire task should only be submitted after the candidate's background check has cleared and 
the hire/start date has been confirmed with the candidate. Click to view a video tutorial of the hiring process. 

2. Select the Revise Employee Hire Task from the “My Tasks Inbox” > Confirm the Hire Date

IMPORTANT! The first day of work is the team member's 
start date. The hire date and the first day of work date should 
be the same.

Note: Change the Hire Date/First Day of Work 
Date, if necessary.

3. Scroll down and review the form for accuracy > Click Submit

Note: Do NOT edit the dates 
at the bottom of the form.

https://www.myworkday.com/goodwillaz/email-universal/inst/16927$1576/rel-task/2998$32516.htmld


8.  Click Submit
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HIRING A CANDIDATE
4. Click Review on the pop-up window.

IMPORTANT! The Review Employee Hire form is the last chance for the manager to edit 
the team member’s information, such as the hire date. Once the Review Employee Hire Form 
is submitted, managers will have to contact the HR Support Team to make any changes.

5. Review the form for accuracy > Make any necessary changes >  Click Approve



8.  Click Submit
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ONBOARDING SETUP FOR HIRE TASK

IMPORTANT! The Onboarding Setup for Hire Task should only be completed on the new 
hire’s first day of work. Managers should wait to submit the task until the new hire has arrived. 
Once the task is completed, the new hire will be able to access their onboarding tasks in their 
Workday “My Tasks” Inbox. It might take a few minutes for the tasks to populate for the new 
hire. Click here to view a video about Onboarding Tasks for new hires. 

IMPORTANT! Once the new hire has completed all of their Onboarding Tasks, new hires will 
need to complete their new hire training titled GSFB New Hire Program located in the team 
member’s Workday Learning Portal. 

1. Navigate to your “My Tasks” Inbox > Click the Onboarding Setup for Hire task with the 
appropriate new hire’s name. 

2. Click Submit.

https://www.myworkday.com/goodwillaz/email-universal/inst/16927$1534/rel-task/2998$32516.htmld
https://www.myworkday.com/goodwillaz/learning/program/f2d4f3b411d91001f62aa52750580000?type=2d29754fdb8e100008b50ff6bc94003b

