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Job Application Stage: Pre-employment 
Requirements and Ready to Hire

You may initiate pre-employment requirements for candidates who reached the offer 
stage in Workday. Then the candidate may move to the Ready to Hire stage. 
Depending on the group, either the Primary HR Liaison, the Primary Recruiter, or 
Nursing Intake Coordinator, APP Intake Coordinator will initiate the pre-employment 
and ready for hire steps.  

Initiate Pre-employment Requirements

1. In the Recruiting Hub, select the appropriate Candidate to review pre-
employment requirements. 

2. From the candidate profile, select Move Forward, then Pre-employment 
Requirements. 

2

2

Select Background Package
Once you Move Forward with Pre-Employment Requirements, a pop-up will 
appear, select Open.
3. Select the background check package in the Name field. 
4. Select Submit
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Self-Disclosure Form Questionnaire

5. Once you populate the Background Check Page, a pop-up will appear, select Open.
6. Select the Self-Disclosure Form Questionnaire task
7. Select the Self-Disclosure Form for the candidate.
8. Select Submit.

Select Background Check Status

9. Once you complete the Pre-Offer Validation, a pop-up will appear, select Open. 
10. Select the Background Check for Job Application task
11. Select Status Date
12. Select Status
13. Select Submit
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Set Pre-employment Requirements Decision
If the candidate passes pre-employment requirements,
14. In the Candidate profile, select Move Forward, 

then Ready for Hire.
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14If the candidate does not pass the pre-employment 
requirements or withdraws their application
15. In the Candidate profile, select Decline, then a 

Decline Reason.
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Staffing Action

If you are adding or changing a job, there will be a 
Staffing Action task. This step only triggers for 
internal hires.
1. Go to My Tasks and select the Staffing Action 

task
2. Select Action 2

3. Select Submit.

Actions including Hire, Change Job, and Add 
Additional Job will all be processed by HR Data 
Services
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