HuMAN RESOURCES

Creating a Requisition in NEOED é”*é%\LAMARUNlVERsm

1 Navigate to https://login.neoed.com/

NEOED

Jsername

'assword

\ll fields are required

Forgot your username or password?

Login with SSO

Made with Scribe - https://scribehow.com

LINKEDIN NEWSLETTER:
Stay Informed on the Latest
Trends in Education HR

Always have new data and best practices at your fingertips!
Recruiting, onboarding, and retaining education talent is challenging.

That's why we developed Beyond the Bell just for you. Subscribe to our
newsletter to gain new insights each month.

SUBSCRIBE

To sign in to NEOGOV, click the Login button on the left.



https://login.neoed.com/signin?sitecode=US&returnUrl=https://unified.neoed.com/dashboard

2  Click "Login with SSO"

Stay Informed on the Latest

Usemame Trends in Education HR
1 =)

Password

Always have new data and best practices at your fingertips!

1 Recruiting, onboarding, and retaining education talent is challenging.
| u J That’s why we developed Beyond the Bell just for you. Subscribe to our
newsletter to gain new insights each month.

SUBSCRIBE

To sign in to NEOGOV, click the Login button on the left.

Al fields are required

Forgot your userpame or password?

Logain with SSO

Terms | Privacy, 4

3 Enterin "Lamar" as your Employer Code

< Back to Login Page

Login With SSO

Employer Code

)
T

Made with Scribe - https://scribehow.com



4  Click "Continue"

< Back to Login Page

Login With SSO

Employer Code

[ Lamar ]

This will take you to your dashboard. You're going to scroll down. Under Quick
Actions. You will select "Create a requisition".

Home  Tasks Pecple Performance  Tralnlng  Recrulting  Onboard  Reports

For Lamar Hr - Checklist Personal Checklist

H Lamar Hr Onboarding

DT DW Test

ow Dynesha Washington
Quick Actions 7.

£ Write a Journal entry >
- [[E] My Requisitions View All
% Browse Training Catalog > vzed
& Create a Requisition » 2 1 1 2
Drafts In Progress Approved Open
& View My Requisitions > -
& View my current evaluation >
& View my training record >
My Candidates
Requisition: TEST HR Recrulter (202500019)
Home Org: Human Resources
D Candidates: 3

Made with Scribe - https://scribehow.com



6  You will fill out all required fields with a red asterisk.

Requisition # field, please. Leave blank. This will automatically populate once
you've submitted your Requisition.

$umemen M) DASHBOARD O, search ® B ne @e 4 JO  Joanna De...
Home Tasks People Performance Training Recl’umng Onboard Reports
N\

1. CREATE 2. APPROVALS )] 3. ATTACHMENTS
Requisition Details
* Flelds are required.
Requisition # “ Home Org/Department

[Assigned when requisition Is saved] ‘ Find a Home Org/Department Q |
* Job Description (1) Working Title

Find a class spec (G ] I
Deslred Start Date * Hiring Manager

MM/DD/YYYY Find a hiring manager |
Job Type List Type

- Make selectlon - ~ - Make selectlon - ~ ]
postion (O Number of Vacancles

7 Click the magnifying glass icon or type in name to select your "Home Org/
Department"” field.

Sumemen | M) DASHBOARD Q, Search... @ B 0 ®@ 2] Jo  Joanna De...

Home Tasks People Performance Tralning Recrulting Onboard Reports

1. CREATE 2. APPROVALS \ 3. ATTACHMENTS &
/

Requisition Details

* Flelds are required.

Requisition # * Home Org/Department
[Assigned when requisition Is saved] ﬂ I Find a Home Org/Department
* Job Description (D) Working Title
[ Find a class spec Q I I
Deslred Start Date * Hiring Manager
‘ MM/DD/YYYY il ] I Find a hiring manager |
Job Type List Type
{ - Make selectlon - v I I - Make selectlon - v ]
Position (D) Number of Vacancles

Made with Scribe - https://scribehow.com



8

9

You are able to search by Home Org Title or Code.

Select a Home Org/Department

Home Or _ -
" Filter by Home Org Name

Home Org Code

Department Name

Department Code

Q_ search Q_ search Q sesrch Q search
McNair Scholars Restr 20351R
100% Reading College Workstudy 2025 32101
Academic Prospective Expenses 20003
AccessIbllity Resource Center 201
Accounting 2061
Accounting Restricted 2067R
Accreditation 10105
Accreditation and Assessment 20161
Accreditation and Assessment Res 20161R
Admissions. 201M

Click your selected Home Org for the position you are requesting.

Select a Home Org/Department

Home Org Name

Home Org Code

Department Name

)
| Cancel J

Depantment Code

Made with Scribe - https://scribehow.com

10 v | Items per page

Q, Human Re. X Q search Q search Q, search
Human Resources 30401
Human Resources HR

Showing 1-2 of 2 tems



10 Click the magnifying glass icon or type in the name to select the appropriate "Job
Description™ for the position you are requesting.

NOTE: If you are unable to find the appropriate job description, please reach out to
your HRG.

Home Tasks People Performance Tralning Recrulting Onboard Reports

1. CREATE 2. APPROVALS Y 3. ATTACHMENTS

Requisition Details

* Flelds are required.

Requlsition # “ Home Org/Department

[Assigned when requisition Is saved] ‘ J
* Job Description ® Waorking Tiile

Find a class spec @], ‘ J

Click here or press enter to view job description

Deslred Start Date 18 window.

MM/DDYYYY [ Find a hiring manager Q I
Job Type List Type
- Make salection - v ‘ - Make selectlon - ~ |
Positlen (D Number of Vacancles
o Find & posiion Q 0

Made with Scribe - https://scribehow.com



11  You are able to search by Job Description Title or Code.

Select a Job Description

Filter by Tiie

Cancel

Q, search Q search,

CL999 Academic Advisor

ClL998 Academic Advisor Dist Learn
CL824 Academic Advisor Il

CL995 Academic Advisor Senior
IT99s Academic Computing Specialist
CL385 Academic Coordinator

cLas Academic Coordinator

NC905 Academic Dir Undergrad Program
IT999 Academic Software Spec Sr
CL994 Academic Specialist Athletics

12  Click the appropriate Job Description for the position you are requesting.

Made with Scribe - https://scribehow.com

Select a Job Description

Q search

Q HRR

HUP10

HU220

HR Recruiter

HR Recruiting Specialist

1 Nex Last 10 ¥ | ltems per page

Showing 1-2 of 2 tems



For "Working Title" field, please type in the name of the position that will be on

your job posting.

NOTE: ALL Staff, Faculty, and Student job posting will be on the same career

website. Please be specific with your Working Title, as this will be the title listed in

your job posting.

For Example: Student job postings should read "Student Assistant, Setzer Center".

For Faculty, job postings should read "Assistant Professor, Music". Ect.

Home Tasks People

1. CREATE

Performance Tralning Recrulting Onboard

2. APPROVALS

Reports

3. ATTACHMENTS

Requisition Details

* Flelds are required.

Requisition #

* Home Org/Department

‘ [Assigned when requisition Is saved]

* Job Description (1)

huemmm: ®

Deslred Start Date

‘ MM/DD/YYYY ‘ :l ‘

Job Type

[ - Make selectlon -

| Human Resources () Gl |
Working Title
| | l
* Hiring Manager
Find a hiring manager Q |
List Type

v I | - Make selectlon - v I

Position (D)

Number of Vacancles

E ‘ Find a position

QI | o

14 Comma and your department.

Made with Scribe - https://scribehow.com



15 Select "Desired Start Date".

NOTE: Please be realistic in the time frame it will take to hire this position being
requested.

1. CREATE 2. APPROVALS 3. ATTACHMENTS

Requisition Details

* Flelds are required.

Requisition # * Home Org/Department

Assigned when requisition Is saved] J QI

* Job Descrlption (1) Working Title
HR Recruiter (HUP10) (%) Q I HR Recrultef |

Deslred Start Date * Hiring Manager

MM/DD/YYYY Find a hiring manager Q J
Press Enter to open the datepicker for Desired
Job Type Start Date_ Date Is required. Date format List Type
MM/DDIYYYY
- Make selectlon - - Make selection - ' J

Posiion () Number of Vacancles

D Find a position Q \ o
NEOED Terms | Privacy

Click the magnifying glass icon or type in the Hiring Manager's Name that this
position will be reporting directly to.

16

— . .
1. CREATE 2. APPROVALS b 3. ATTACHMENTS =
Requisition Details
* Flelds are required.
Requlsition # * Home Org/Department
‘ [Assigned when requisition Is saved] l Human Resources  (x) Q I
" Joby Description @ ‘Working Title
A [ |
Deslred Start Date * Hiring Manager
‘ 09/15/2025 | ] ﬂ Find a hiring manager Q |
Click here or press enter o view hiring manager
Job Type List Type In @ window.
v |

‘ - Make selectlon - g I | - Make selectlon -

Position () Number of Vacancles

E ‘ Find a position Q I o
@ NEOED Jerms | Privacy

Made with Scribe - https://scribehow.com



17 If by chance you are unable to find the Hiring Manager's name, please reach out
to your assigned Recruiter or Human Resources department.

Select Hiring Manager Cancel Done

1 record(s) are selected [ Select All 14 records ” Clear Selection

Q search

Betty Goudeaux

Christy Thomas

Dulce Rodriguez Velazquez

Dynesha Washington

O 0O 0o 0o O

Hiring Manager

Joanna Derouen

<

Julle Miller

Kiani Lewls

O 0o 0O

Marsha Worthy

Made with Scribe - https://scribehow.com



18 ALSO, please add any person in the Hiring Manger field that will help move your
candidates through this process (Admin or Business Manager).

NOTE: If you are unable to add the additional Admin or Business Manager, please

1. CREATE

o

reach out to the Recruitment Team to assist you with adding this access.

2. APPROVALS

3. ATTACHMENTS

Requisition Details

* Flelds are required.

Requisition # * Home Org/Department

‘ [Assigned when requisition Is saved] I Human Resources () Q I
* Job Description 0] Working Title

o [

Deslred Start Date

* Hiring Manager

\ 09/16/2025 & ] Find a hirng NRTEER |
Job Type List Type
‘ - Make selection - ~ I | - Make selectlon - v |

Position (U

Number of Vacancles

‘ Find a position

afle ]

@ NEOED

19

m

. NEOED

List the names of all the Search Committee Members for this position.

Terms | Privacy

Select the "Job Type" that is appropriate for the position you are requesting.

Requisition #

* Home Org/Department

[Assigned when requisition Is saved]

|

Q|
* Job Description O Working Title
HR Recruter (HUP10) () Q HR Recrulter I
Deslred Start Date " Hiring Manager
0911512025 ) Find a hiring manager Q |
Job Type List Type
- Make selectlon - ~ - Make selectlon -

Qi

ﬂ Number of Vacancles

- Make selection -
Full-Time Faculty.
Full-Time Staff
HDLHW Worker

|
Par-Time Adjunct

L o J

values, please go to Admin > EEO / Census Data

Made with Scribe - https://scribehow.com

* Are vou attachina the Scorina Criterla for this nositlon?

Terms | Privacy




20 For "List Type", ALWAYS select "Regular".

Requlsition # * Home Org/Department

[Assigned when requisition Is saved] I Human Resources Q l

* Job Description () Working Title
Q I I HR Recrulter ]
Deslred Start Date * Hiring Manager
\ 0911812025 ‘ Find a hiring manager Q |
Job Type List Type
Full-Time Staff v I - Make selectlon - ~ ]
Position () H |I
- Make-selectlon -
Find a position Q
Regular
EEO/Census Data Template Promotonal Only
Find a EEO/Census Data Template Q I Depantmental Promotianal Only
@ Please note the system will use the Global EEO / Census numbers in the EEO /
Census Data settings if no template is selected. To view the EEQ / Census data Regular and Promotonél
E values, please go to Admin > EEQ / Census Data.
@ * List the names of all the Search Committee Membaers for this position. * Are vou attachina the Scarina Criterla for this nosition?
NEQED Terms | Privacy

21 Leave "EEO" Field Blank.

Deslred Start Date * Hiring Manager
‘ 0915/2025 J ‘ Find a hiring manager 6 |
Job Type List Type
‘ Full-Time Staff ~ ] Regular ~ I
Postion () Number of Vacancles
‘ Find a position Q ] o
EEO/Census Data Template
‘ Find a EEQ/Census Data Template (@]
@ Please note the system will use the Global EEO / Cen{fea gt i R
Census Data settings If no template is selected. To view I
values, please go to Admin > EEQ / Census Data Al LI L
* List the names of all the Search Committee Members for this position. * Are you attaching the Scoring Criterla for this position?
[ Q Yes
O Mo

E Q) NA

@ * Type of Position * Recrulting Procedure
NEOED

Terms | Privacy

Made with Scribe - https://scribehow.com



22 Enter the First and Last names of the Search Committee Members for this
position.

NOTE: You need at LEAST 3 Search Committee Members listed.

09/15/2025 | = Find & hiring manager Q I

Job Type List Type
Full-Time Staff ~ ‘ Regular ~ I
)
Poshtion 'L/ Number of Vacancles
Find a position Q } o
EEQ/Census Data Template
Find 8 EEO/Census Data Template ‘
@ Please note the system will use the Global EEQ / Census numbers in the EEQ /
Census Data settings if no template is selected. To view the EEO / Census data
values, please go to Admin > EEO / Census Data
* Llst the names of al'th&Search Committee Members for this pu:itlon, * Are you aﬂachlng the scarlng Criterla for this position?
Q Yes
QO No
O na
* Type of Position * Recrulting Procedure
D - Make a selectlon - ~ - Make a selectlon - ~

. NEOED

Terms | Privacy

Made with Scribe - https://scribehow.com

13



Please select if you are able to add the Scoring Criteria for this position at this
time.

23

NOTE: If this role does not require a Scoring Criteria (Student or Adjunct
positions), select N/A

For all other positions: If you do not have the Scoring Criteria at this time, that is
okay. Your Recruiter will reach out to you and get this later in the process.

| oonsi202s ‘q‘ | FInd a hinng manager Q |

Job Type List Type
‘ Full-Time Staff v l Regular v |
Pasition () Number of Vacancles
Find a position Q | I [}
EEO/Census Data Template
Find a EEO/Census Data Template Q |
@ Please note the system will use the Global EEO / Census numbers in the EEQ /
Census Data settings if no template is selected. To view the EEO / Census data
values, please go to Admin > EEO / Census Data.
* Listthe names of all the Search Committee Members for this position. * Are you attaching the Scoring Criterla for this position?
Joanna Derouen, Dynehsa Washington, and Saral Esparzd Yes
O Ng
O na
* Type of Position “ Recrulting Procedure
E ‘ - Make a selection - e I I - Make a selection - A4

NEOED Terms | Privacy

Made with Scribe - https://scribehow.com



24 Select the "Type of Position" that is appropriate for the position you are
requesting.

» For New Positions or Reclassifications, please make sure you reach out to your HRG
before you complete this requisition request.

« Also, reach out to the Budget Office to make sure you have funds for this new position or
reclassification.

LIST IN@ Names of all tne Searcn Commites Mempers Tor tnis position. Are you anacning tne SCorng Criteria ror mis posmony
Joanna Derouen, Dynehsa Washington, and Saral Esparza ‘ QO ves
@ No
O Na
* Type of Position * Recrulting Procedure
- Make a selection - ~ } - Make a selection - ~ |
ﬂ Position Group

- Make a selection -

Reclassification

New Positgfi Salary Grade

Replacement |

Pooled Position

Fayrom ’ INDEX
- Make a selectlon - v ‘ |
FUND ORG

§

ACCOUNT PROGRAM
Terms | Privacy

NEOED

Made with Scribe - https://scribehow.com
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25 Select the "Recruiting Procedure” that is appropriate for the position you are
requesting.

» Select Open (Internal & External Applicant) for this position to be posted to our career
website.

« Select Open (Internal Only) for this position to be posted for internal only employees at Lamar
University.

* Select Posting Waiver (Staff positions) if you are looking to promote a current employee
without having to post the job.

NOTE: All Posting Waiver request will need to be pre-approved by Recruitment,
Compensation, and the AVP, Human Resources. Please make sure you reached
out to your assigned Recruiter to start the process before Creating the

LIST IN@ Nnames OT all tne searcn Commitiee Mempers ror tnis position. Are you attacning e scoring Critera ror tnis posmion? a
Joanna Derouen, Dynehsa Washington, and Saral Esparza O
@ N
O na
* Type of Posltion * Recrulting Procedure
Replacement v | - Make a selection - ~
Position Class
‘ | - Make a selectlon -
Open (Internal & External Applicants)
Eiclass Qpen (Internal Only)
‘ | Posting Walver
Payroll ID INDEX
‘ - Make a selectlon - ~ | I |
FUND ORG
@ ACCOUNT PROGRAM -

Made with Scribe - https://scribehow.com



26 Enter the "Position Class". If unknown, leave blank.

NOTE: NOT Required for Student or Pooled Positions.

Home Tasks People Performance Tralning Racrulting Onboard

LIST TNe names of all tne Searcn Committee Mempers 107 this posiion.

Reports

Are you amacning the Scorng Criteria 1or tis position?

Joanna Derouen, Dynehsa Washington, and Saral Esparza

* Type of Position

* Recrulting Procedure

Replacement

Position Class

~ J Open (Internal & External Applicants)

Position Group

E-Class Salary Grade
Payroll ID INDEX
- Make a selection - 4 ]
CRG

FUND

27  Enter the "Position Group". If unknown, leave blank.

NOTE: NOT Required for Student or Pooled Positions.

Home Tasks People Performance Tralning Recrulting Onboard Reports
LIST IN@ names orf all tne searcn commities memnmmn. Are you attacning me Scoring Critera ror tnis posmion?
Joanna Derouen, Dynehsa Washington, and Saral Esparza () Yes
@ No
O NA
* Type of Position * Recrulting Procedure
|

Replacement

~ I | Open (Internal & External Applicants)

Pocltlon Class

Positlan-Group

|

E-Class Salary Grade
Payroll ID INDEX
[ - Make a selectlon - ~ I I

ORG

Made with Scribe - https://scribehow.com
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28 Enter the "E-Class". If unknown, leave blank.

NOTE: NOT Required for Student or Pooled Positions.

LIST NG Names of all tne Searcn Committee Mempérs Tor this position.

Joanna Derouen, Dynehsa Washington, and Saral Esparza

* Type of Position

Are you amacning tne SCorng Criteria 1or tis posiiony

) Yes
@ No
() NA

* Recrulting Procedure

Replacement

|

Open (Internal & External Applicants)

Posltion Class Posltion Group
E-Class Salary Grade
‘ I l
Payroll ID INDEX
- Make a selection - ~ } ]
FUND ORG
PROGRAM

ACCOUNT
NEOED

Made with Scribe - https://scribehow.com

Terms | Privacy
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29 Enter the "Salary Grade". If unknown, leave blank.

NOTE: NOT Required for Student, Faculty, or Pooled Positions.

LISTING NAaMes of all INe Searcn CommiTtee Mempare Tof this position.

{ Joanna Derouen, Dynehsa Washington, and Saral Esparza

* Type of Position

Are you aTtacning tne Scoring Critena 1or tis posiion?
() Yes
@ No

QO NA

* Recrulting Procedure

Replacement

% |

I Open (Internal & External Applicants)

Positlon Class

Pogition Group

E-Class Salary-Grade

Payroll ID INDEX

[ - Make a selectlon - ~ I I

FUND ORG
PROGRAM

@ ACCOUNT
NEOED

30 Select the "Payroll ID". If unknown, leave blank.

NOTE: NOT Required for Student or Pooled Positions.

LISTIN@ Names oT all TNe Searcn Commitiee Mempérs 107 this posion.

Joanna Derouen, Dynehsa Washington, and Saral Esparza

* Type of Position

Are you atiacning tne Scorng Criteria 1or is posiiont

QO ves
@ No

O wa

* Recrulting Procedure

Terms | Privacy

Replacement

Open (Internal & External Applicants)

Posltion Class

Posltion Group

E-Class Salary Grade
Payroll ID INDEX
- Make a selection - ~ }
I & ﬂ
ORG
- Make a selection -
E MS - Monthly Salary
PROGRAM

@ | BW - Bl-Weekly
NEOED

Made with Scribe - https://scribehow.com

Terms | Privacy

19



31 Enter the "INDEX". If unknown, leave blank.

NOTE: NOT Required for Student or Pooled Positions.

LIST NG Names of all tne Searcn Committee Mempérs Tor this position. Are you amacning tne Scorng Criteria 1or tis posiiony

Joanna Derouen, Dynehsa Washington, and Saral Esparza J () Yes
@ No

[@L7

* Type of Position * Recrulting Procedure

Replacement v 1 Open (Internal & External Applicants) v I

Posltion Class Posltion Group

E-Class

Salary Grade
Payroll ID INDEX
MS - Monthly Salary v ‘ |
FUND ORG

N | | |

@ ACCOUNT PROGRAM
NEOED

Terms | Privacy

Made with Scribe - https://scribehow.com



32

m

33

o

@ NEOED

Enter the "FUND". If unknown, leave blank.

NOTE: NOT Required for Student or Pooled Positions.

LIST NG Names of all tne Searcn Committee Mempérs Tor this position.

Are you amacning tne SCorng Criteria 1or tis posiiony

Joanna Derouen, Dynehsa Washington, and Saral Esparza

* Type of Position

J () Yes
@ No

O na

* Recrulting Procedure

Replacement

v ] Open (Internal & External Applicants)

Position Class

Posltion Group

E-Class

Salary Grade
Payroll ID INDEX
MS - Monthly Salary ~ ]
FUND ORG
ACCOUNT PROGRAM
NEOED

Enter the "ORG Code". If unknown, leave blank.

NOTE: NOT Required for Student or Pooled Positions.

LISTIN@ Names oT all IN¢ Searcn CommiTiee Memners Tor this position.

Are you attacning tne Sconng Critena 1or mis pesiiont

{ Joanna Derouen, Dynehsa Washington, and Saral Esparza

* Type of Position

I O ves

* Recrulting Procedure

Terms | Privacy

Replacement

v I I Open (Internal & External Applicants)

Position Class

Position Group

{

| |

E-Class

Salary Grade
Payroll ID INDEX
{ MS - Monthly Salary v l I I
FUND ORG
ACCOUNT PROGRAM

Made with Scribe - https://scribehow.com

Jerms | Privacy
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34 Enter the "ACCOUNT Code". If unknown, leave blank.

NOTE: NOT Required for Student or Pooled Positions.

Jo  Joanna De...

i3l @umeme Bs DASHBOARD O, search... @ B C\e ®9 (9]
Home Tasks People Performance Tralning Recrulting Onboard Reports
SO S [ — |
FUND ORG
ACCOUNT PROGRAM
APPT % Minimum Salary for Salary Grade
- Make a selectlon - ~ } ]
MId Salary for Salary Grade Fiscal Year (Begin Date & End Date)

Position Details
New Position?

QO Yes i@ No

@ Add Position Detail

Made with Scribe - https://scribehow.com
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35 Enter the "PROGRAM Code". If unknown, leave blank.

NOTE: NOT Required for Student or Pooled Positions.

Jo  Joanna De...

H @umewcs ey DASHBOARD Q. search @ B Qe @9 23]
Home Tasks People Performance Tralning Recru‘ltlng Onboard Reports
""""""" T J 1
FUND ORG
ACCOUNT PROGRAM
APPT % Minimum Salary for Salary Grade

{ - Make a selectlon -

)

Mid Salary for Salary Grade Fiscal Year (Begin Date & End Date)

{ | |

Position Details
New Position?

QO Yes i@ No

@ Add Position Detail

36 Select the "Appt %". If unknown, leave blank.

NOTE: NOT Required for Student or Pooled Positions.

Home Tasks People Performance Tralning Recrulting Onboard Reports
T, —_ i
FUND ORG
ACCOUNT PROGRAM
APPT % Minimum Salary for Salary Grade
- Make a selectlon - ~
a

Flscal Year (Begin Date & End Date)

- Make a selection -

100%

Other

New Position?

QO Yes @ No

@ Add Position Detail

Made with Scribe - https://scribehow.com
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37 Enter the "Minimum Salary for Salary Grade". If unknown, leave blank.

NOTE: NOT Required for Pooled Positions.

Home Tasks People Performance Tralning Recrulting onboard Reports
............. 7 ey I
FUND ORG
ACCOUNT PROGRAM
APPT % Minimum Salary for Salary Grade
[ 100% b I Il |
Mid Salary for Salary Grade Flscal Year (Begin Date & End Date)

{ | |

Position Details

New Position?

@ Add Position Deatail

Made with Scribe - https://scribehow.com
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38 Enter the "Maximum Salary for Salary Grade". If unknown, leave blank.

NOTE: NOT Required for Pooled Positions.

e

FUND ORG

ACCOUNT PROGRAM

APPT % Minimum Salary for Salary Grade
100% v } [

Mid Salary for Salary Grade

Flscal Year (Begin Date & End Date)

Position Details
New Position?

QO Yes @ No

m

.: NEOED

39 Enter the "Fiscal Year".

Example: 9/1/2025 - 8/31/2026

@ Add Position Detail

Terms | Privacy

FUND ORG

ACCOUNT PROGRAM

APPT % Minimum Salary for Salary Grade
\ 100% ~ I I

Mid Salary for Salary Grade

Flscal Year (BeginBate & End Date)

|

| L

Position Details
New Position?

O Yes @ No

o

@ NEOED

Made with Scribe - https://scribehow.com

® Add Pesition Detail

Jerms | Privacy
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40 Select if this is a New Position.

If you select YES, please list in the comment box your reasoning for this new
position.

For Reclassification roles, select YES and add in the comments the reason for the
reclassification.

NOTE: If this is a New Position or Reclassification, please make sure to reach out
to your HRG before Creating this Requisition. Also, confirm with the Budget Office
that you have funds for this role.

APPT % Minimum Salary for Salary Grade

100% ~ ‘ |

Mid Salary for Salary Grade Flscal Year (Begin Date & End Date)

L I

Position Details
New.Position?

Q Yes @ No

@ Add Position Detall

Comment

4
NEOED Terms | Privacy

Made with Scribe - https://scribehow.com
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41 If this is not a New Position and you are requesting a "Replacement". Select No.
Click "Add Position Details"

APPT % Minimum Salary for Salary Grade
‘ 100% ~ | I I
Mid Salary for Salary Grade Flscal Year (Begin Date & End Date)

| | | |

Position Details

New Position?

) Yes @ No

® Add Pasition Detail

Comment

0

.: NEOQED Terms | Privacy

Enter in the Position Number, Vacancy Date (last day worked), and First & Last
42 ot .
Name for the employee who left the position you are requesting.

NOTE: If any additional information is needed for the job posting, please add it to
the Comments box.

New Position?

Q Yes @ No
* Position # * Vacancy Date
12345 I 08/29/2025 ‘ B |
* Flrst Name * Last Name
Jo | " paiacios E

@ Add Position Detall

Comment

0

.: NEOED Terms | Privacy

Made with Scribe - https://scribehow.com
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43  Scroll up to the top of the screen and "Save and Continue to Next Step.

®umewwenn | Wals) DASHBOARD O, Search... @ B fa) @ o] JD  Joanna De...
Home Tasks People  Performance  Tralning Recrulting Onboard Reports

< Back

Create Requisition o (e

\ \
1. CREATE 2. APPROVALS ’\ 3. ATTACHMENTS )
i b

Requisition Details

* Flelds are required.

Requisition # * Home Org/Department

{ [Assigned when requisition Is saved] ] I Human Resources (%) Q ]

* Job Description 0] Working Title

o] [ s J

Deslred Start Date * Hiring Manager

‘ 09/15/2025 ‘ ] UL ESTINEY  Find a hinng manager Q |

Made with Scribe - https://scribehow.com



44  Once you are at the APPROVALS tab, click "Save and Continue to Next Step"

NOTE: You should NOT have access to edit this tab. ONLY Recruiter should have
access. This approval flow will reflect the needed approvals designated for your
position type which will be assigned by the Recruiter.

i @umese M) DASHBOARD ©, search ® BH QO @ @ o Jeannabe.
Home Tasks People Performance Tralning RECl‘u\llng Onboard Reports
{ Back
Ed it Requisition [ % Cancel l Save & Close Save & Continue to Next Step

HR Recruiter (202500029)

1. CREATE 2. APPROVALS 3. ATTACHMENTS

Approval Workflow

* Flelds are required.

Approvers Status -
o i1 Recruiters Due Date Comments 21
Joanna Derouen, + 2 () Pending...
Approvers Status i
° it HRG i Due Date Comments Z 1
Paul Peddy, +1 () Pending.
—_ — Annrovers Status
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45 Once you are at the ATTACHMENTS tab, upload the updated Job Description and
Scoring Criteria.

NOTE: If the Scoring Criteria has not been created at this time, your Recruiter will
reach out to request it later in the hiring process. Also, please make sure you work
with your HRG on an updated job description prior to Creating this Requisition.

{ Back

Edlt Requ|5|t|on [ x Cancel H Save & Close l

HR Recruiter (202500029)

1. CREATE y 2. APPROVALS 3. ATTACHMENTS +/

Add Attachments

@

Drag and drop file here, or click here to upload

docx, gif, jpe, Jpeg. Jpg. pdf, png, ppt. pptx, rf, xls, xisx

.: NEOED

Terms | Privacy
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46 Click, "Save and Submit" once you added your attachments.

NOTE: After this is submitted, the first approval in the workflow will receive an

email and a task in their dashboard to approve. The listed Hiring Manager(s) will

also receive notifications as each Approver has completed their approval. Once
ALL approvals are completed, your job can be posted to the Career website.

o ©

11 @umewe (M) DASHBOARD Q. search

Home Tasks People Performance Tralning Recrulting Onboard Reports

{ Back

Edit Requisition [ % Cancel I Save & Close
HR Recruiter (202500029)
1. CREATE ) 2. APPROVALS 3. ATTACHMENTS
Add Attachments
Drag and drop file here, or click here to upload
Supported file types are doc, docx, gif, jpe, jpeg, jpg. pdf, png, ppt, pptx, rif, xIs, xIsx
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