Workday Training

UAF Circa (OEOC)
A Step-by-Step Guide

Last Updated: November 2021



UAF Circa: Table of Contents OEOC

Click the title to skip to that section.

Send Jobs to Organizations. . ...ttt e e e e e e 3
Create Workday Job Requisition Report. . ....co it i i i et et e e 7
Add Addendum Listings to RepOrt. ... oottt i i it et e ettt e et 9

F
{_ Click on the UA logo to return to the Table of Contents from any page.



UAF Circa: Send Jobs to Organizations

OEOC

Circais a talent acquisition tool for creating a diverse applicant pool. Below are directions for sending

job requisitions to organizations and building an outreach report for Workday Job Requisitions.

Gain Access to Circa
To request access to Circa, email oeoc@uark.edu.

Send Jobs to Organizations

1. Go to https://employer.circaworks.com/ and Sign In to Employer Account with your University email and your

unique Circa password.

2. From the top menu, hover over OFCCP, then select Outreach Management.

/
Employer Porta

[+)
C]m Formerly LocalJobMetwork

My Account: Features

Account Settings

Go to https://employer.circaworks.com/

My Jobs¥  Resumes™ Applicante

Account Information
Change your sign-n and company information

- -..\' Eeports and Options
h‘ : Manage account options and system reports

- Company Profile
N Create or update your company profile
Account Management
View the accounts you are authorized to manage

OFCCPw Reports™ My Resources™
Outreach Dashboard

Account Management

Outreach Management

Linkage Agents

ect profile

Existing Positions
View and edit existing job ads or project profiles

Applicant Questionnaires
Create and manage applicant questionnaires

Automatic Reply
Jpdate the email automatically sent to applicants

%



mailto:oeoc@uark.edu
https://employer.circaworks.com/
https://employer.circaworks.com/

UAF Circa: Send Jobs to Organizations OEOC

3. You can filter by City, Mile mployer Por N
range, and All Organization CIIC& Formerly Local JobNetwork

Types e My Account™> My Jobs ¥ Resumes ¥ Applicants ¥ Reports ¥ My Resources™

N OTE- At m i n i mum th e Contact name or email ‘ [ wer/pvor ‘ Organization name ‘ Fayettevile, AR within
sear Ch. should reach a 30 [ with Activity [] Redpients on Linkage Agents [] Our Additions H Wiith Reme cearch
mile range from job location. LDMW i : /

4. Select the Outreach Organization(s) by clicking the far left

NOTE: If you want to send a message to

checkbox(es). a

) _ _ only one organization, you can select the
NOTE: There is no Select All option. Also if more than one page Send Message link on the far right, Activity
of results load, checkboxed selections will not carry over when column of the organization’s listing.

going to any subsequent pages.

5. After your selection is complete, click Send Message in the top
menu bar.

/ltl:u 120f 12 °

i Add Linkage Agent | B Send Message I [ Record Note i Add Crganization ’
™ Qutreach Organization Qutreach Organizatior. ‘ Location
[ElChinese Assodation of Morth West Arkansas Diversity Organizatiq’ 350 Millsap Road Send Message
(479) 587-8753 Minaorities Fayettevile, AR Cord MO
One-5top Centers ’ 72703 Add Referral
Give Feedback
’ 11/9(2021
° (@ Dress for Success - Morthwest Arkansas Diversity Qrganization 100 Marth Dixieland Road Send Message
(473) 877-6910 Women ; #B8 Fecord Mote
Rogers, AR Add Referral
y_ 72756 Give Feedback
11/9(2021
Ecclesia College Iniversities and CDII! 9653 Mations Dr Send Message
Vel (479 243-7236 Springdale, AR Record Mote
. |: :I ‘ -E-»—E ir PR I 1 j
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6. From the Message Template /Send a New Message N
dro deWﬂ menu, select either Select the message template you would like to use or select 'Mone' to create & new message, then dick the 'Continue’ button.
{4 .
U OfA E mp l oyme nt O Ppo rtun Ity * Indicates required fields
#1” or “UofA Employment
O ppo rtun |ty #2”' Qutreach Organization Contact Mame Email City
. . Elizabeth Richardson Center Tiffany Black Springdale
7. Click Continue. thlack@ercine.org
Employ-Ability, LLC. Olivia Clawson Rogers
odawson@employ-abilityllc. com
Dress for Success - Northwest Arkansas Tracy Green Rogers
tracygreen@dressforsuccessnwa.org
Chinese Association of Morth West Arkansas Cathy Luo Fayettevile

canwa.info@gmail . com

Ecdesia College 1.E. Watkins Springdale
jwadkins @ecolege. edu

Message Information

°‘ Message Template: | Uofa Employment Opportunity #1 W

Cancel
\_ . J
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Message Information 8. Insert the ReqU|S|t|.on .
Number and Working Title
From: Pamela Martin {pamelam@uark. edu) inthe su bject line. If multiple’
CC Recipient(s): | — Authorized Users — ~ include both requision
(Ctrl-Click or Cmd-Click . N
T io select mutipies) | 20dYCBUark.edu numbers and working titles.
adjl1@uark.edu
‘*Hfﬂﬂlﬁ"-"‘:KfDU NOTE: For all attachments,
gjolsen@uark. edu .
5030 UARK.EDU the title must be the Job
alayne @uark.edu e Requisition number.
ANNER.@UARK.EDU L¥
9. Inthe body of the message,

*subject: Birkansas Employment Opportunity Announcement (RXOO00]) insert a” pertinent

information in the bracketed
text. The information does
not auto-update.

10. Click Send Message.

Attachment: | Browse | No file selected.

* : °
Good Marning/Afternoon.

My name is and I am the [[13] for the at the University of Arkansas.
The at the University of Arkansas is accepting applications for a (VLT BT =Rl ssr= s ML=

Add Summary of Job Duties, if desired]}

For a complete position announcement and information regarding how to apply, visit |l vl af 2Tt Wk jley)

I would appredate it if you would distribute this information to any qualified persons you may know or post this opportunity at your organization.
Thark you for your time and please do not hesitate to reach out to me with any questions!

Sincerely,

Signature blod]

The University of Arkansas is an equal opportunity, affirmative action institution. The university welcomes applications without regard to
racefcolor, sex, gender, pregnancy, age, national origin, disability, religion, marital or parental status, protected veteran or military status,
genetic information, sexual orientation, gender identity or any other characteristic protected under applicable federal or state law. Persons
must have proof of legal authority to work in the United States on the first day of employment. All applicant information is subject to public
disclosure under the Arkansas Freedom of Information Act

Y
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UAF Circa: Create Workday Job Requisition Report OEOC

Create Workday Job
Requisition Report
1. Hover over Reports.

2. Select Report Menu.

3. Under Diversity Recruiting & OFCCP

Compliance Reports, click Outreach
Management Activity.

-

Employer Portal

O,
cm Formerly LocalJobMetwork
My Jobs®  Resumes™  Applicants™  OFCCPY RN aih o My@esv

My Account: Features R
Report Center

Account Settings Job and Project Management

Account Information MNew Positions

/Emplnyer Portal N

©
cm Formerly LocalJobNetwork

My Account™ My Jobs ™ Resumes v Applicants OFCCP™ My Resources™

Reports: Report Menu  (}) Tutoria

Click on & report title in order to create it or to change the scheduled report options.
To access a report that has already been created go to the Report Center.

Activity Reports

Job Activity

Job Applicants

Hiring_Activity

Hiring Pipeline

Diversity Recruiting & OFCCP Compliance Reports

ESDS (State Job Bank) CrossPost

i i i - Detail
e Outreach Management Activity,
Outreach Reterral Actvity




UAF Circa: Create Workday Job Requisition Report OEOC

4. Atthe top menu, select your name from the Users dropdown menu.

NOTE: Your name will not be listed until you post a requisition.

Keep Type at All Organization Types.

Input the date range for the posting.

Click Create Report.

Click Export to Excel and save the Excel file as the Job Requisition number.

Once report is created, attach it to the Job Requisition on Workday (See QRG titled “Department EO
Requirements for the Job Application Process”, section “Edit Job Requistion”.)

0 0 N o U

Employer Portal

©
Cm Formerly LocalJobNetwork

My Account¥ My Jobs¥  Resumes¥  Applicants¥  OFCCP ™ My Resources ¥

Organization Name City, state or zip code Type: | All Organization Types e
10/08/2021 10/08/2021 Create Report
Reports: Outreach M@ement Activity @ Tutorial a

This report shows the outreach management activity that occurred during the dates specified.

All Users

1to100f 12
Next =»
e Export to Excel I Export to CSV | | =1 Email E=Report Menu | | B8 Report Center
Outreach Organization Outreach Organization Type Contact Name Contact Email Street | City St Zip j
UNIVERSITY OF 8



https://uark.sharepoint.com/:b:/s/wdt/EUa2c4D3191Aj8Dy_UkjAIUBN7z1pKYs5gOa-7-Wz3fabA?e=rlVQma
https://uark.sharepoint.com/:b:/s/wdt/EUa2c4D3191Aj8Dy_UkjAIUBN7z1pKYs5gOa-7-Wz3fabA?e=rlVQma

UAF Circa: Create Workday Job Requisition Report OEOC
Add Addendum Listings to Report

1. Open the Excel file named after the Job Requisition
number.

2. Click the Plus (+) Sign next to the tab titled Outreach
Management Activity.

3. Double-click the new tab or right-click and Rename it
Efforts Outside of Circa.

TIP: For UAF Circa Works training,

view this recorded web training on
Stream.
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