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CHECKING STATUS OF JOB REQUISITION 
This is the process if you have not started Step 2 – Edit Job Req (HDJ 
approval). Please see Step 6 if HDJ approval has been started.  

From the Search Bar: 

1. Enter the JR# into the WorkDay search bar. 

2. Make sure to search All of WorkDay. 

3. Then click on the Job Requisition: JR # position. 

 
 

 

4. Click the Process tab. 

 
5. Then you will be able to see where the JR is at and how long it has been 

at that level. Approved means it has been completed, and awaiting 
action means it is in progress. 

 

 

Note: You can click the Remaining Process to see 
what steps are left to be completed of the JR. 

 

Note: If you do not remember your JR number, there are a 
couple different ways to find it: 

• Type View All Positions RPT802, select report, fill in 
Position Status as Open if currently vacant or Filled if 
currently filled, and then find position. 

• Type My Open Job Requisitions, click OK, and then 
find position.  
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6. If you have started Step 2 – Edit Job Requisition, then you will search 
for the JR# in the WorkDay search bar.  

7. Make sure to search All of WorkDay. 

8. Then click on the Job Requisition: JR # position. 

 
9. Then click on the Details tab.  

 
 

10. Scroll down to the bottom of the page to find Business Process History 
to click on the >. Then click on the Job Requisition Change: JR-# 
Position. 

 
11. Click the Process tab. 
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12. Then you will be able to see where the JR is at and how long it has been 
at that level. Approved means it has been completed, and awaiting 
action means it is in progress. 
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