
Recruitment



1.0 Rehires

When a candidate applies that is a previous Nandoca, Workday will identify the candidate as a 
duplicate within the system and you will receive a ‘To Do’ task into your inbox to find the duplicate.

Click the Inbox icon in the top right corner

Click on the ‘To Do’ task and make a note of the candidate name. 

Click on the ‘Find Duplicates for Candidate’ orange button.



1.0 Rehires

Type in the candidate name to the ‘Candidate’ box and click enter.

The correct candidate should now be selected. 

Click “OK”



1.0 Rehires

Workday should now identify the previous worker that is a duplicate for the 
candidate. 

Click ‘Merge’ next to the previous worker record.

Check the information on the next page and click ‘OK’



1.0 Rehires

You have now successfully merged the records. Click ‘Done’.

Navigate back to your Inbox and ‘Submit’ the Find Duplicates for Candidate To Do 
task.



1.0 Rehires

If you click into the candidate profile there will be a link to the ‘previous worker’ 
record. From here you will be able to see the role, location and previous manager if 
you would like to follow up with their previous manager for a reference before 
proceeding. If you would like to offer the role to this candidate once taking them 
through the normal recruitment process. Select Offer/Contract.

You will now be presented with the normal Initiate Offer screen

Click the pencil icon to edit

When the previous Nandoca appears on your candidate grid you will see that they 
are identified as a ‘prior worker’, you will also see in the ‘Previous worker’ column it 
will indicate if they have been marked as ‘eligible for rehire’. 



1.0 Rehires

When selecting the Hire Reason, select “Rehire” rather than “New Hire”

Select whether it is to fill a vacancy or a new position. The rest of the offer/contract 
process is the same as for non rehires

Click “Next”



1.0 Rehires

When complete you’ll go back to the Inbox screen


