Offers in Workday: How to Create and Send
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Confirm the Candidate is in Workday
Before you can make an offer, the candidate must have a completed Workday application.
« Some candidates may have applied through Phenom, Indeed, or by self-scheduling an interview
without finishing their Workday application.
« In these cases, send them the Workday application link so they can complete it first.

Where to Find the Link
You can find the link to
the application in
Workday> Requisition>
Job Posting section
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Posting Cost Extmal Pastng URL.

The Offer process includes the following steps:

1.Manager moves Candidate to Offer Stage

2.Create Offer” Task to input pay and start date (as Hire Date)

3.“Generate Document” Task to create and send offer Letter

4.New Hire Accepts Offer from email

5.Manager completes “Make Offer Decision” Task by changing status to “Ready for Hire*

OR (for Full Time Hires) HR Starts Background Check + changes status to “Ready for Hire”
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Initiate Offer

1.Enter the start date as “Hire Date”

2.Select new hire or Rehire for "Hire Reason”

3.Confirm Location

4.click “Next.”

5.0n the Compensation screen, enter pay rate in the “Assignment Details” field
6.click Next

7.Click Next to skip the One-Time Payment screen

8.Review the information and click Submit to move to the Generate Document step

Target Hire Date (Job Requisition)
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Generate Document

Use the task “Generate Document” for Offer Letter to check the location,
pay rate and start date.

Click “Submit” to send the offer letter to the candidate.

I Search
. ~ Document Name Offer Letter
= MENU W
Display Preference  English (United States)
Document *| Nemal ~ B I U A v | iE !
. 3| All Items 90 items N
Bg | 08/25/2024
& [ Q  search: All Items ] Dear (Name)
y -
a
| We are pleased to extend you an offer of employment with Rally House where we hope you will en-
ﬂ? Advanced Search joy your role and make a significant contribution to the success of the organization. We are offering
Q you the position of Sales Associate |, reportingto (Manager) at  Store 045 - Allentown in
~ Allentown, Pennsylvania. Subject to your agreement to the terms below, you will commence work
@ Generate Document for Offer 032512024 v [ on 03/26/2024 .
illa (Default Definition): Offer Letter
Pay
Updated: 03/25/2024 You shall receive a base hourly rate of $*(Pay), which will be paid ona Hourly basis, less appli-
< cable statutory deductions and withholdings. This hourly rate will be subject to all applicable taxes
and deductions, and adjustment pursuant to the Company’s employee compensation policies and
practices in effect from time to time.
19 Completion
Under the Immigration Reform and Control Act (IRCA), our company is required to verify the identity
m ( Save for Later ) ( Cancel )

Make Offer Decision

After new hire accepts their offer, Manager will receive this task.
Selecting “Ready for Hire” completes the offer process.

Make New Offer




