Screen Status of Candidates in Workday

Screen is a status in the Workday Recruiting Business Process that can be executed by the HR Generalist,
Talent Specialist or Hiring Manager. This step should be discussed as part of the intake meeting to
determine which role will be responsible.

Talent Acquisition has provided a Screening Matrix tool, Screening Matrix, to facilitate this process. The
requirement is not to use this specific tool, however, documentation must be developed and provided
to support the selection of specific candidates for Interview.

Download the Screening Matrix and follow the directions to add the specific preferred experience/skills
that will focus on the candidates to be interviewed.

The Screening Matrix only has six columns as this tool is not intended to review all of the preferred
elements, just those that will focus on candidates to further move through the process.

Never add the required minimum education/experience as this review is complete and the candidate
would not be in Screen if they did not meet the minimum education/experience requirements.

NOTE: Only those preferred elements that can be assessed/rated from the application and resume
should be included. For example: interpersonal skills should instead be assessed as part of the
interview process.

Veteran’s Preference and Former Foster Child should also be noted on the Screening Matrix or materials
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Application Tabs in Candidate's Workday Application

Overview: Contains completed application fields (Experien:
Education, Skills, etc. Attachments are also available for
viewing. Workday summarizes data entered for Current Jot
length, Total Jobs and Total Experience.

Additional instructions are included on the Screening Matrix.

Follow this process to use the Screening Matrix:

1. Once the Screening Matrix is established, go the Job Requisition in Workday and open the
Candidate Grid.
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2. Go to the first candidate in the Screen status and click on the candidate name.

3. You are now in the candidate profile, copy the name of the candidate ontp the first line of the
screening matrix and then review the application and resume to assess each of the preferred
elements noted on the screening matrix.

a. You can use your own rating system: such as 0 through 5 to assess each element.

b. The assessment is based on the preferred elements noted and requested additional
documents, such as a cover letter, are not considered requirements of the position.

c. Acandidate should never be rejected if a requested file is not included.

4. You can move from candidate to candidate using the arrows in the upper right-hand corner of
the screen.

MENU THE TEXAS AGM

Q r-064165

< 20f22

5. Continue assessing and completing the screening matrix for all candidates currently in the
Screen status. If you have applicants in the Initial Review status on your candidate grid, they
should not be included on the Screening Matrix at this time. You should wait until the Initial
Review assessment is complete and they have been moved into the Screen status.

6. Once you have completed the candidates in Screen, you can use the Screening Matrix to sort the
candidates by their score. The Screening Matrix can be used as an ongoing tool to sort to
determine the candidates that accumulate the highest scores from the ‘on paper’ screening and
from interview(s). You can add additional candidates to the screening matrix and re-sort
throughout the process.



