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CR-1

Job Requisition

Data Entry Field Valid Values

External ID alphanumeric

Requisition Title alphanumeric

Requisition Description alphanumeric

Requisition Created Date
Automatically populated by the 
system

Number of Openings positive integer

Reason for Hire Vacancy

Status New

Position
Select from a system-generated List 
of Values

Hiring Manager Select from a system-generated List 
of Values

Recruiter
Select from a system-generated List 
of Values

Requestor
Automatically defaults to the 
logged-in User's User ID

Business Unit Name
Select from a system-generated List 
of Values

Cost Center
Select from a system-generated List 
of Values

Department
Select from a system-generated List 
of Values

Grade Select from a system-generated List 
of Values

Target Compensation $$,$$$,$$

Wage Type Select from a system-generated List 
of Values

Regular/Temporary
.  Regular
. Temporary

Target Start Date mm/dd/yyyy

Primary Work Location
Select from a system-generated List 
of Values

Skills alphanumeric

Education alphanumeric

Certifications alphanumeric

Assessment(s)
Select from a system-generated List 
of Values

UR-1

Job Requisition

Data Entry Field Valid Values

Status Pending Approval(s)

UR-2

Job Requisition

Data Entry Field Valid Values

Status Approved

Dispositioned By Automatically populated by 
the system

Dispositioned Date
Automatically populated by 
the system

UR-3

Job Requisition

Data Entry Field Valid Values

Status Rejected

Dispositioned By
Automatically populated by 
the system

Dispositioned Date
Automatically populated by 
the system

UR-4

Job Requisition

Data Entry Field Valid Values

Status New

Dispositioned By Automatically populated by 
the system

Dispositioned Date
Automatically populated by 
the system

Create a new 
Job Requisition 

record.

A hiring need has 
been identified.

Job 
Requisition

CR-1

Create a New 
Position

Save to finish later Click the Save 
button.

Click the Submit 
button.

Route for approvals

Later

Continue to create a new Job Requisition

Generate an 
Email 

notification 
message file.

Send the 
Email 

notification 
message file to 

Outlook.

Send a Job 
Requisition Approval 
Request email to the 

designated approver(s).

Open and read the 
Job Requisition 

Approval 
Request email.

Decide 
immediately

Review 
job details before 
deciding

Approve

Reject

In the body of the 
email, click the 
Approve button

In the body of the 
email, click the 
Decline button

Update the 
Job 

Requisition record.

Generate an 
Email 

notification 
message file.

Send the 
Email 

notification 
message file to 

Outlook.

Open and read the 
Job 

RequisitionApproval 
Notice email.

Send a Job 
Requisition 

Approval Notice 
email to the Hiring 

Manager.

Job 
Requisition

UR-2

An approved Job Requisition 
record exists in the system

Screen, Select, 
and Interview 
Candidates

Go to

Click the Job 
Requisition hyperlink 

in the email body.

Show the 
Job 

Requisition detail 
screen.

Send a Job 
Requisition 

Rejection Notice 
email to the Hiring 

Manager.

Job 
Requisition

UR-3

Open and read the 
Job Requisition 
Rejection Notice 

email.

Decide on the next 
step.

Stop
seeking approval

END

Revise/Improve the 
Job Requisition Revise the

Job Requisition 
record.

Job 
Requisition

UR-4

Click the Save 
button.

Clicking the Submit button 
automatically updates the 
value of the Job Requisition's 
Status field to Pending 
Approval(s)

Randomly decide to 
view the list of tasks 

shown on the My 
Tasks tab. 

Identify the job requisition 
approval task; click the 

job requisition hyperlink.

Add an automatic 
Approval Comment 

record; then associate the 
record to the Job Requisition 

record.

Update the 
Job 

Requisition record.

Generate an 
Email 

notification 
message file.

Send the 
Email 

notification 
message file to 

Outlook.

Add an automatic 
Rejection Comment 

record; then associate the 
record to the Job Requisition 

record.

Make an approval 
or rejection 
decision.

Approve

Reject

If desired, create a 
new Job Requisition  
Comment record.

REQUIRED: Create 
a new Job 
Requisition  

Comment record.

Click the APPROVE 
button.

Click the REJECT 
button.

Job 
Requisition
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