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Benefits and Definitions

• Consistent look across all divisions – internally and externally
• Dayforce interface for easy flow
• Additional functionality
• Integrated, near paperless hiring and onboarding

Benefits of DayForce and Milwaukee County Careers Website

Definitions
Requisition A job posting

ATS Applicant Tracking System

Candidate A job applicant

Submission An online application

Evergreen A continuously open job requisitions for continuous hiring
situations where employers want to enable candidates to apply at all times

Candidate Experience Workflow 
(CEW)

Process by which the candidate moves through the system

Onboarding Paperless new hire forms completion process
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Position / Requisition

ONBOARD / HIRE
•New Hire Forms
•Reference Checks

CANDIDATE
•Apply
•Review
•Advance

BUSINESS NEED
•Business Need
•Financial Approval
•Accounting Setup
•HRMS Setup

OFFER
•Create Offer Letter
•Extend e-Offer
•Pre Employment 
Checks

EVALUATE / INTERVIEW
•Certify/Score
•Multiple Interview Stages
•Final Selections

REQUISTION
•JEQ Approved
•Create or Modify
•Post to external/internal sites
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Accessing the DayForce Portal

1. External Only from website the 
Forgot Password screen appears
— Click the Forgot Password button.

2. When the Reset Password
screen appears:
— Type in your email
— Click the Reset Password button

INTERNAL request reset password 
from IMSD2

1
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Accessing the DayForce Portal

Logging In
1. To access the DayForce portal:

– Navigate 
https://sso.dayforcehcm.com/mkecounty

– Enter your One sign on Password and click 
Sign In

Note: Be sure the pop-up blocker on your web 
browser is turned off

2. Click next

1
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Accessing the DayForce Portal

3. Recruiting Tab
– Click on Recruiting Tab
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Accessing the DayForce Portal

4. General View

8

4

https://county.milwaukee.gov/EN


General Navigation
1
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1. On the home Page, the Recruiting selection on the menu bar 
as well as a selection under the three bars.

2. Quick Access has the selections for Recruiting, Workflow 
Administration,  Letter Management and Careers
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Lifecycle of a Milwaukee County Applicant

Lifecycle 
of a MKE 
County 

Applicant

Business 
Need

Candidate

Evaluate / 
Interview

Offer

Hire / 
Onboard 

Position  / 
Requisition

ONBOARD / HIRE
•New Hire Forms
•Reference Checks

CANDIDATE
•Apply
•Review
•Advance

BUSINESS NEED
•Business Need
•Financial Approval
•Accounting Setup
•HRMS Setup

OFFER
•Create Offer Letter
•Extend e-Offer
•Pre Employment 
Checks

EVALUATE / INTERVIEW
• Certify/Score
•Multiple Interview Stages
•Final Selections

REQUISTION
•JEQ Approved
•Create or Modify
•Post to external/internal sites
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CREATING A JOB 
REQUISITION

Session 1
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Requisitions: Create a Requisition

1. Click on +NEW link to 
access open requisitions. 

1

Candidate Evaluate / 
Interview

Onboard 
/ Hire

OfferBusiness 
Need Requisition
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Requisitions: Create a Requisition

1. Be sure to complete all areas above using the open the selector box and 
choose the desired selection criteria and then scroll down to complete
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Candidate Evaluate / 
Interview

Onboard 
/ Hire

OfferBusiness 
Need Requisition 13
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Requisitions: Create a Requisition

1. Review the job description (JEQ)
2. Add any changes under the tab ADDITIONAL NOTES to ensure it is updated 

by COMP and then continue to scroll down to complete
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Candidate Evaluate / 
Interview

Onboard 
/ Hire

OfferBusiness 
Need Requisition 14
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Requisitions: Create a Requisition

1. Be sure to complete all areas above and then save draft and submit
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Candidate Evaluate / 
Interview

Onboard 
/ Hire

OfferBusiness 
Need Requisition 15
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10. You can add as many 
users to the requisition 
as you like
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Requisitions: Create a Requisition

1. Once you submit you will see the job requisition 
and it has kicked off the approval process.

Candidate Evaluate / 
Interview

Onboard 
/ Hire

OfferBusiness 
Need Requisition 16
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Requisitions: Email Communication

1. The approval process will send an email as seen 
above to the HRBP and MA for approval.

Candidate Evaluate / 
Interview

Onboard 
/ Hire

OfferBusiness 
Need Requisition 17
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Requisitions: Email Communication

1. The after the HRBP or MA approve the requisition it 
will send an email as seen above to the 
Compensation team for review and approval.

Candidate Evaluate / 
Interview

Onboard 
/ Hire

OfferBusiness 
Need Requisition 18
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Requisitions: Email Communication

1. The after the Compensation Team confirms and 
approves the requisition it will send an email as seen 
above to the Risk Management Team for review and 
approval.

Candidate Evaluate / 
Interview

Onboard 
/ Hire

OfferBusiness 
Need Requisition 19
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Requisitions: Email Communication

1. The after the Risk Management Team confirms and approves the 
requisition it will send an email as seen above to the Talent 
Acquisition Team for review, create or edit the job posting 
(announcement) and post to internal and external career sites.

Candidate Evaluate / 
Interview

Onboard 
/ Hire

OfferBusiness 
Need Requisition 20
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Requisitions: Email Communication

1. Once approved you will receive a notification as 
seen above thru email.

Candidate Evaluate / 
Interview

Onboard 
/ Hire

OfferBusiness 
Need Requisition 21
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Requisitions: Email Communication

1. Above is the Accept, Reject or Resubmit buttons for 
a job requisition.

Candidate Evaluate / 
Interview

Onboard 
/ Hire

OfferBusiness 
Need Requisition 22
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Requisitions: Approval Process Flow

Candidate Evaluate / 
Interview

Onboard 
/ Hire

OfferBusiness 
Need Requisition 23
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POSTING A JOB 
REQUISITION

Session 2
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Requisitions: Posting a Job Requisition

1. Once the requisition is approved by Comp it will 
then be sent to the recruiter to post the job.

Candidate Evaluate / 
Interview

Onboard 
/ Hire

OfferBusiness 
Need Requisition 25
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Requisitions: Posting a Job Requisition

1. Recruiter will complete steps 1 thru 5 to begin the 
posting process.

Candidate Evaluate / 
Interview

Onboard 
/ Hire

OfferBusiness 
Need Requisition 26
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Requisitions: Posting a Job Requisition

1. Above is the template filled out by Recruiter and will 
click next to continue

Candidate Evaluate / 
Interview

Onboard 
/ Hire

OfferBusiness 
Need Requisition 27

1
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Requisitions: Posting a Job Requisition

1. Above the recruiter will type in the Job posting title
2. The recruiter will place the Job posting (job announcement)

Candidate Evaluate / 
Interview

Onboard 
/ Hire

OfferBusiness 
Need Requisition 28
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Requisitions: Posting a Job Requisition

1. Above the recruiter will fill in the template based on the 
information we would like visible on the posting.

Candidate Evaluate / 
Interview

Onboard 
/ Hire

OfferBusiness 
Need Requisition 29
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Requisitions: Posting a Job Requisition

1. Above the recruiter can view the posting before submitting
2. Once viewed the recruiter will click FINISH to post.

Candidate Evaluate / 
Interview

Onboard 
/ Hire

OfferBusiness 
Need Requisition 30
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Requisitions: Posting a Job Requisition

1. Job is posted on Career Site which will be on Milwaukee 
County

Candidate Evaluate / 
Interview

Onboard 
/ Hire

OfferBusiness 
Need Requisition 31
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Requisitions: Posting a Job Requisition

1. Job is posted on Internal Site that will be on County 
Connect. 

Candidate Evaluate / 
Interview

Onboard 
/ Hire

OfferBusiness 
Need Requisition 32
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Requisitions: Live Demonstration

1. Candidate Experience Workflow

Candidate Evaluate / 
Interview

Onboard 
/ Hire

OfferBusiness 
Need Requisition 33
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Requisitions: Fun Game - Quiz

1. Join with either option above to play

Candidate Evaluate / 
Interview

Onboard 
/ Hire

OfferBusiness 
Need Requisition 34
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