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UAF Circa:  Send Jobs to Organizations OEOC

Circa is 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.

Go to https://employer.circaworks.com/
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UAF Circa:  Send Jobs to Organizations OEOC
3.	 You can filter by City, Mile 

range, and All Organization 
Types.

NOTE: At minimum the 
search should reach a 30 
mile range from job location.
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4.	 Select the Outreach Organization(s) by clicking the far left 
checkbox(es). 

NOTE: There is no Select All option. Also if more than one page 
of results load, checkboxed selections will not carry over when 
going to any subsequent pages. 

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

NOTE: If you want to send a message to 
only one organization, you can select the 
Send Message link on the far right, Activity 
column of the organization’s listing.
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UAF Circa:  Send Jobs to Organizations OEOC
6.	 From the Message Template 

dropdown menu, select either  
“UofA Employment Opportunity 
#1” or “UofA Employment 
Opportunity #2”.

7.	 Click Continue.
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UAF Circa:  Send Jobs to Organizations OEOC
8.	 Insert the Requisition 

Number and Working Title 
in the subject line. If multiple, 
include both requision 
numbers and working titles. 

NOTE: For all attachments, 
the title must be the Job 
Requisition number.

9.	 In the body of the message, 
insert all pertinent 
information in the bracketed 
text. The information does 
not auto-update.

10.	 Click Send Message.

8

9

10

6



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.
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UAF Circa:  Create Workday Job Requisition Report OEOC
4.	 At the top menu, select your name from the Users dropdown menu. 

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

5.	 Keep Type at All Organization Types.

6.	 Input the date range for the posting.

7.	 Click Create Report.

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

9.	 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”.)
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https://uark.sharepoint.com/:b:/s/wdt/EUa2c4D3191Aj8Dy_UkjAIUBN7z1pKYs5gOa-7-Wz3fabA?e=rlVQma
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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.
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TIP: For UAF Circa Works training, 
view this recorded web training on 
Stream.
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https://web.microsoftstream.com/video/12a5a41d-2481-4ef0-bdad-ad4c925ff1bd
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