
+ Add Requisition → Select Requisition Template 

 
 
All fields are required:  

• Number of Openings are required to always be 1. 
 

 



NOTE: If you are requesting a replacement CURR-Existing: name of employee, last day of employment, and reason for 
leaving are required. Requests that are submitted without this information will be rejected.  

• If your requisition is replacing someone and the person has terminated, you will not see them in the drop down 
for a replacement name. Because of this, we are not making this field required. The information will still need to 
be added to the “Why position is needed” section. 

 
Recruiting will complete Salary Range and Job Description. 
 

 
 
 
 
 
 
 
 
 
 
 
 



BUDGET/SUPPORT required fields: 

• Clinical template: 
o Budgeted? 
o Capacity? 
o Overtime Hours Percentage? 
o RN/Tech Ratio? 
o Why position is needed? 

• General Template: 
o Budgeted? 
o Why position is needed? 

 
HUMAN RESOURCES SECTION: Leave blank – Recruiting will complete this section.  
 

 
 
 



Submit For Approval:  

1. Select your direct manager.  
2. Select who your manager reports to.  
3. Blank  
4. Will always be TA & Dev Manager.  
 

Click Submit at the bottom right and your requisition has now been submitted for approval to be reviewed through 

Position Control. 

 
 
 


