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As a current state employee, you are considered an internal candidate and will use Workday to apply for 
job opportunities.  As an internal candidate you can use Workday to leverage your worker profile 
summary to find and apply for jobs.  Also, as an internal candidate, your application will auto populate 
with your worker profile summary and allow you to attach a resume and/or cover letter. 
 

  Step 1: On the Home page, click Career worklet. 
 

    

 
 

  

Step 2: Under View, click on Internal Find Jobs. 
 

 

  

 

 

 

 

Step 3: Select Filters on left side to specify desired open requisitions.  

 

 

 

 

Search for Jobs and Apply: Internal Candidate 
This guide will walk you through how to find jobs, apply for, and track progress for internal 
opportunities you applied for. 
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Step 4: Click on the job posting to view details. If you find an opportunity you would like to apply for, click 
on Apply.        

 
 

 

 

 

 

 

                                                                                                                                                                                                  

 

 

 

 

 

 

 

 

 

 

 

 Note: For each item you filter search through, the screen will refresh to begin narrowing 
down the results. You will also notice under the Current Search section, you will now 
have an option to Save.  
 
If you plan on using the same search criteria again, simply click on Save and Name your 
search. Scrolling down on this screen, you will see a section titled Similar Jobs. These 
are jobs that are similar to the search results. 

 Note: Before updating your profile, you will want to make note of the requisition number. 
This will help you locate it when you have finished your updates and start the application 
process. 
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Step 5: If updates are needed, click Go to your profile to make changes to job history, education, skills, 
etc. 

 

 

 

 

 

 

 

 

 

 

 

Step 6: If you updated your profile, return to the requisition of interest and click the Apply button.  
 

Step 7: Review your application, attach any additional documents required (such as a cover letter or 
resume) and when you are ready, click Submit.  
 

Step 8: Once you click Submit you should see a screen letting you know the process was successfully 
completed. Click Done.  
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Step 9:  You will receive a task in your inbox to complete the Public Records Questionnaire.  Please 
answer and click Submit. 

 

 

 

Step 1: You will receive another task to indicate your U.S. Veteran Status.  Click on Complete 
Questionnaire. 

 

 

 

 

 

 

 

Veteran’s requesting Veteran’s Preference Points 

If you requested Veteran’s Preference Points for the first time, or requested a change in the 
number of points – you will receive the additional task(s) below. 
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Step 2: In your inbox there will be a U.S. Veteran Status - V3' for Review Candidate for Job Application 
questionnaire that you will select the points you qualify for and attach the necessary Veterans Preference 
documents. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 3: Your Veterans Preference documentation has now been submitted. 
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Step 1: To Review Applications, return to the Home page and click on Career 
Worklet.  

 

Step 2: Under View click on My Applications.  

 

 

 

 

 

 

 

 

Step 3: A screen will display to see the positions applied for and current status. 

 

Step 4:  From the banner bar click on the Workday logo, to return to the home page. 

Reviewing submitted application 

If you have previously submitted applications and would like to view them follow the 
instructions below. 


