
Common CW Questions: 
 

Can I use the CW positions already in my org unit? 

No, the new CW process is a job management process and not a position management process. 
This means you cannot use the pre-existing CW positions. Instead, when you create the CW 
requisition you will enter in the amount of CW positions you want to create. 

 

Why did my CW not route for approvals? 

When you review your candidates in the contingent worker requisition, make sure you do not move 
them forward from the candidate screen. This Move Forward option will bypass the remaining 
approval steps in the process. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Instead, select the candidate you would like to review and go to their specific candidate profile. 
From here you can check the status of the application. When the proper approval steps have been 
completed, you should see a task prompting you to move the application to the next step in the 
approval process. This is the only section of the process that you should use the Move Forward 
button. 
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How can I check to see what tasks have been completed? 

1. Go to the candidate profile and select actions. 
2. Select the business process event history 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3. Select the job application you would like to review 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Go to the process tab and you can review what tasks are still pending 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



My CW completed part of the application but did not finish. How do they finish the 
application? 

If the applicant does not complete all the pending tasks at one time and needs assistance logging 
back in to their application profile to finish the tasks, they can log back in by doing the following: go 
to the application link, click the “sign in” link in the top right corner of the screen. Use the email and 
password they created when they applied for the requisition. Click on the “Candidate Home” link to 
find any remaining onboarding tasks. 

 

I created my CW requisition but there is no link. What should I do? 

There are a few possible reasons that you can’t find the link. First, verify that you posted the job. You 
can do this by going to the requisition details and selecting the job postings tab. If you posted the 
job, then you should see it listed here. If there are no postings shown, then you should have a task in 
your inbox prompting you to post the job. 

 

 

 

 

 

 

 

 

 

 

If you posted the job but do not see it here, you may have posted with a future fill date. You can 
select the future tab to view your future dated postings. 

 

 

 

 

 

 

 



If you have posted the job and see the posting but there is no link, you will need to verify that you 
posted the position externally. If you post internally then a link will not be generated. 


