Nebraska

Medical Center

HUMAN RESOURCES

SUCCESSFACTORS — STAFF REQUISITION STATUSES

Purpose

To define and guide the appropriate use of requisition statuses within SuccessFactors for staff
positions at UNMC. This ensures transparency, consistency, and accurate tracking throughout
the recruitment process.

Prerequisites

This procedure should not be completed until the following SuccessFactors procedures have
been reviewed and understood:

e Login and Navigation (required)
¢ Creating a Staff Requisition (required)
e User Roles (optional)
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“Pending” Status - The requisition is in review and awaiting the necessary approvals before
being posted.
a. Requisition be returned to Initiator for further edits/changes during the approval
process (as explained in the “Creating a Staff Requisition” procedure).
b. Request updates on where the requisition is in the approval process.
c. Reaquisition is not posted for Internal or External viewing when in Pending status.
d. No advertising or candidate outreach occurs when requisitions are in this
status.
“Open” Status - The requisition has been approved and is now posted and actively
accepting applicants.
a. Reaquisition be placed On Hold or Canceled.
i. Changes to a requisition (i.e. updates to work schedule, supervisor change,
etc.) that need to be made after a requisition has been posted (or is in the
Open status) will require the position to be cancelled and a new requisition to
be created to reflect the changes.

1. Please be sure to work with your Compensation representative to
reflect any changes that would also need to be made to the position
description.

a. There are certain exceptions where a change will not require
the position to be canceled.
i. An “Internal Only” posted requisition is requested to be
posted “Externally”.
ii. Requests to extend the Posting End Date
b. All requisitions will be posted for a maximum of six months from the first posting
date.

i. For possible extensions, reach out to your Staffing contact.

c. Hiring Managers can start reaching out to applicants for interviews while a position
is in the Open status.

i. Though interviews can start at this stage, we recommend that departments
request the requisition be placed On Hold as soon as they feel they have a
good enough pool of qualified applicants.

d. Departments can request additional paid advertising by reaching out to their Staffing
representative.

“On Hold” Status - Recruitment efforts are temporarily paused.
a. Reasons for placing a requisition On Hold

i. The applicant pool has enough highly qualified applicants for the department
to review and to begin the interview-process.

ii. An offer is ready to be extended.

iii. Budget changes/constraints cause the department to rethink filling a position,
but the department is not yet ready to cancel.

iv. The hiring official no longer thinks they need to fill the position but are not yet
ready to cancel.
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v. The department is discussing whether to make changes to the requisition but
are not ready to cancel.

b. Requisitions that are on hold will not be posted and will not allow for any new

applications to be submitted.
i. To repost a requisition, please reach out to your Staffing representative.

4. “Canceled” Status - The department no longer wishes to fill the requisition and has formally
withdrawn it with Staffing.

a. No other actions can be taken with this requisition.

If the department wishes to fill a position after cancelling the requisition, the
department will need to create a new requisition.

5. “Closed/Filled” Status — An applicant has been selected for hire and the applicant has been
moved to Ready to Onboard applicant workflow status.

a. Should the applicant drop out before Onboarding is complete the department can

select a still active applicant and start again at the Offer stage of the applicant
workflow.

i. Notify your Staffing representative if this issue occurs as the applicant will
need to be dispositioned and any completed onboarding actions may need to
be reverted.

Should the applicant drop out after Onboarding or Hired is complete, contact your
Staffing representative for further assistance.

Active applicants not selected for hired or not being considered as a back-up option
should be dispositioned.

Once the applicant is moved to the Hired applicant workflow, all remaining active
applicants should be dispositioned.

i. Please review the “Staff Applicant Workflows” procedure for additional
information on dispositioning applicants.

6. You can review the status for your requisitions in the job requisitions table on the job
requisitions page, as shown in the following image.
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