Jobs@ Quick Reference

CREATE REQUISITION FROM POSITION DESCRIPTION
1.    From menu, select Create Requisition > From Position Description.
2. Enter Position Number.  If unknown, contact Compensation.

3. Click on “Create” found under Working Title.   
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4. Many fields on the Requisition will be pre-populated from the position description.  Please verify information.  Below is a list of fields that require your input before posting:
a. Posting for UNMC Employees Only

b. Name(s) of users who need to obtain access to this requisition and/or receive applicable email notices regarding requisition
c. Search Committee members if applicable

d. Requisition Creator Name

e. Requisition Creator Phone

f. Requisition Creator Zip

g. FTE

h. Reg - Temp

i. Work Schedule (i.e, M-F; 8am – 5pm)
j. Appointment Term

k. Is this an Existing Position?
l. Previous Incumbent

m. Requisition Justification – Academic Only
n. Qualifications – Academic Only

o. Additional Information – Academic Only

p. Advertising Information – Academic Only
q. Request for Waiving – Academic Only

r. Advertising Information – Staff Only

s. Billing Cost Center for Advertising – Staff Only

t. Background Billing Cost Center – Staff Only  
u. Request for Waiving – Staff Only                                                 

5. CONTINUE TO NEXT PAGE >>
6. If applicable, complete the Staff Waiver Request Tab

7. CONTINUE TO NEXT PAGE >>
8. If applicable, complete Guest User Tab

9. CONTINUE TO NEXT PAGE >>
10. Review Posting Details
11. Requisition will be in the “saved” status.  Leave in “saved” status if further work is needed.  If not, change status to: “Submit to Human Resources – Post (for staff positions) or “Submit to Academic Services – Post” (for academic positions).
12. Click on continue

13. Confirm
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