
Recruiter - Creating Requisitions 
 
 

There are two ways to initiate a Requisition/Job Card 
 

1. From the Recruiter Dashboard, click Hamburger under the Job section, click Manage position descriptions.   
 

 
 

2. On the Position Description page, search and locate the relevant position description.  Click View (to review the 
PD) or Recruit for position.   

a. Notes: 
i. Only Approved position descriptions will have the Recruit for position option available. 

ii. After viewing the position description, the option to click Recruit for position will be available 
from the position description. 

 

 
 



 

 
 

3. The Job Card will populate some field data from the position description.  

 
 

Alexander, Kimberly (DHRM)
Need new screenshot and specificity on field data mapped from PD to JC

Norman, Jamie (DHRM)
We can do this at a later date. I agree.



NOTES on mappings:  
• KSAs on the position description 

map to the Minimum 
qualifications field. 

• Job duties are listed on the job 
card. They are NOT mapped into 
the Posting Job Duties field. Copy 
and paste as needed to transfer 
the data. 

 
 

 
 

 
 

4. Begin to scroll through the Job Card.  
Required fields will be notated with an “*” for reference. 

a. Note:  Only fields with editing capabilities will be available for completion that have not be populated 
from the position description. 

5. The Posting Details section contains many of the details that will be included in the job posting/advertisement. 
Be sure to review field text for accuracy. 

 
 

6. Completed the Contact Information Section.  This area is to provide important posting details for the applicant 
to reference related to the contact and special instructions on the job posting.   

 
**NOTE: Applicants can request to update application and/or additional documents while job is actively posted. It is 
up to the discretion of the agency whether they want to allow for the requested update. The Applicant Inquiry team 
will route these questions/request to the listed contact. 

 

Alexander, Kimberly (DHRM)
@Norman, Jamie (DHRM) Is this an appropriate spot to add the fact that applicants cannot update their application after they submit -- and it is up to each Agency to include in their internal business policy/procedures how to handle requests post-submission (but prior to closing date). If the Applicant Inquiry box receives this question, we defer and route to Agency Contact.



 
 

7. Complete the Advertising For Job Sourcing section. This section is where the posting details are defined. 
a. Form:  Select a form template (ex. State Employment Application), then choose to Preview or add 

additional questions using Customize for Job.  
 

 
i. Preview will provide a preview of the application form. 

ii. Customize for Job will allow users to add customized job specific questions to the application.  
Create custom job questions, then click Save.  

 
b. Posting Pitch:  This is a 250-character pitch meant to gather applicant interest and entice them to click 

on the posting to review the posting text.  

 
 

c. Advertisement Text:  Click Generate Description to auto populate the posting description from the job 
card fields. The data is automatically formatted for the job posting and the formatting can be adjusted 
as needed. 

 

Alexander, Kimberly (DHRM)
For training, we need to show examples of current postings. @Norman, Jamie (DHRM) 



 
 

8. At the Users and Approvals section, complete the following areas: 
a. Position Reports To: Will default to the person completing the job card, update if different by clicking 

“Eraser” then “Magnifying Glass” to select the hiring manager. This is the manager of the position.  
b. Approval Process: Select the number of approvers needed for JC approval and enter names in each field. 

i. Note:  HR Reviewer will be the agency Supervisor or HR Director (who needs to approve within 
the agency HR department). 

c. Recruiter:  Agency Recruiter who will oversee the recruitment process. 
d. Status:  Select Pending Approval. 

 

 
 
 

9. Save the job using one of the below options: 
a. Save as Draft: Save and return to a later time. 
b. Save: Kicks off the approval process. (Will show any mandatory fields that need to be populated.) 



c. Save and Exit: If applicable, screen will show any required fields that need to be completed. Approval 
process will be kicked off, the job window will close, and the manage jobs screen will display. 

 

 
 
 
 
 
 
View after “Save and Exit” 
   

      
 
Next Step: Sourcing a Job 

Alexander, Kimberly (DHRM)
@Norman, Jamie (DHRM)  at the bottom of this can we add a note to specify this alone doesn't post the job aka SOURCING. At the bottom maybe let's add something to the effect of Next Step: Sourcing a Job


