
Create a Requisition (Existing Staff
 Position)
This guide outlines the process for creating a requisition for an existing Staff position. Check 
out a separate guide for how to complete this process for a New Position. The requisition is 
used to request approval for a new hire or a vacant position - this replaces the former Staffing 
Approval Process. The requisition includes details like the job title, department, required 
qualifications, salary range, and a justification for the role. Once approved, the requisition 
serves as the official starting point for the recruitment process, guiding the creation of job 
descriptions and postings.  
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NeoEd 37 Steps

Access the NeoEd Dashboard at unified.neoed.com

STEP 1

Start on the NeoEd Dashboard Home page
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STEP 2

Under Quick Actions, select Create a Requisition

STEP 3

If you don't see the Create a Requisition link, you can also complete this by
 navigating to My Requisitions and clicking View All.
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STEP 4

Click on Create a Requisition

STEP 5

First, enter the Division and Department. You can do this by typing the name
 of the department and selecting the correct one from the list.
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STEP 6

Or, if you know the department number, you can search by that as well. 

STEP 7

If you are unsure of the department name or number, you can also select the
 magnifying glass. 
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STEP 8

Selecting the magnifying glass will show the full list of departments and you
 can further narrow down your search there as well.
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STEP 9

Next, you will enter the Class Spec. You can search for this by typing in the 
position number or the position title and selecting the correct one. If you are 
unsure of the correct position number, please reach out to People Operations 
or the Budget Office to confirm.

The Class Spec is the unique identifier for the position that encompasses the position name, 
position number, job description, and other job classifications.
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STEP 10

Enter a Desired Start Date if Applicable 

STEP 11

Enter the name of the Hiring Manager for the position
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STEP 12

If applicable, enter the name of the Hiring Team Lead.

If the recruitment for the position will include a search committee, enter the name of the head 
of the search committee. This is often the same person as the hiring manager.
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STEP 13

If there will be other employees assisting with the search process, enter them
 as Hiring Team Members.
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STEP 14

REQUIRED: You MUST select a Job Type in order for the requisition to route
 for approvals correctly. 

If you do not make a selection here, the requisition will not be processed or it will be sent back 
to you for correct.

Created with 11 of 23

https://tango.ai?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links


STEP 15

Select the List Type. For most positions, you will select Regular, so this will be
 posted to our external career pages.

STEP 16

Enter the Number of Vacancies. Unless this is a Pooled position, this should
 always be 1.
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STEP 17

You can leave this field blank.

STEP 18

Enter the primary work setting
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STEP 19

Select whether driving is an essential function. If you select Yes, the candidate
 must receive an approved MVR in order to be hired for the role.

STEP 20

The next five questions are required for approval of any staff position. These
 are similar to what was included in the previous Staffing Form. Enter the
 Explanation of Need.
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STEP 21

Enter Alternative Solutions

STEP 22

Enter Salary Requirements
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STEP 23

Enter Other Expenses

STEP 24

Enter Offsetting Budget Reductions or Modifications
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STEP 25

If this is a temporary position, enter the anticipated End Date

STEP 26

When the position is posted, additional qualifying questions can be added to
 the application. If there are any you would like to include, please enter them
 here.
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STEP 27

The Job Type selection is REQUIRED for the requisition to route correctly.
 Confirm that you have entered this selection. 

STEP 28

If this is an Existing Position, click No. Then, you Must click Add Position Detail
 to include the incumbent details. 

Created with 18 of 23

https://tango.ai?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links


STEP 29

Enter the Position Number. If you are unsure of the Position Number, this is
 the same number at the end of the Class Spec title at the beginning of the
 form. 

STEP 30

Select the date the position became vacant. 

Created with 19 of 23

https://tango.ai?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links


STEP 31

Enter the First and Last Name of the incumbent.

STEP 32

Once you confirm everything on the form is correct, scroll back to the top
 and click on Save & Submit.
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STEP 33

Congrats, your requisition has now been submitted for approval! You can see
 where it is in the process by going to your requisitions and clicking the one
 you submitted. 

You can see the status of the example below is In Progress as it is still in the review and approval 
process.
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STEP 34

You can see the details of what you submitted under the Requisition Informa-
tion tab.

STEP 35

Under the Approvals tab, you can see where your requisition is in the approval
 process. 
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STEP 36

After submitting, you will receive an email to confirm your requisition has
 been created. You will also receive an email notification at each stage of the
 approval process and then a final one to notify you of final approval when the
 position is ready to be posted.

STEP 37

In NeoEd, you can also check this by going to your Requisitions. For example,
 the one listed below now has a status of Approved.
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