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Upon logging in, the unified Dashboard opens. To create or



Field What to Enter
Requisition # You do not need to enter anything here. The system will automatically assign this number after saved.

*Department/Division The Division Name and Code will appear. This is the department and Org. Number from Banner that you have access to
complete requisitions.

*Class Spec Search and select the appropriate Class Spec (Job Title and Position Number). This field is the position description that
you are wanting to post, so ensure you are selecting the correct position number. If you don’t find the Class Spec you
need, please refer to the budget book. If the position number listed in the budget book is not available, please reach
out to Human Resources.

Working Title Enter the working title for this job. This can be the same name as the Class Spec, but this field is how the posting title
will reflect on the recruitment. For a student posting, an example would be “Human Resources Student Employee -
Spring 2025” or “Student Audio Visual Technician - Spring 2025”. An example of a graduate assistant could be,
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Click “Save & Continue to Next Step” at the top of the screen to go to the “Approval” workflow.

You will then be routed to the Approval Workflow.

The Requisition Approvals screen opens with the pre-built Approval Workflow. This pre-built workflow is for
Faculty & Staff positions, so you will need to remove some of these defaulted in approvers.

To remove the approvers, select the trash can icon next to that approval group.
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NOTE: (If your requisition is for a Student Employee, please move to the “Student Employee Requisition Heading on page 6)

1. Dean
2. HR Partner

You can delete the “VP Finance and Ops”, “AVP of Budgeting” and “AVP of Human Resources” groups. You will need
to add in the Dean.

To add the Dean approval group select “Add Approval Group”
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In “Approval Group” choose “Deans and Vice Provost”. You can leave “Due Dat
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NOTE: (If your requisition is for a

/offices/human-resources/neoed/index.php


Your requisition has been successfully submitted. You will receive a successful banner at the top of the screen.
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