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Quickguide: Hiring Manager – Create a Requisition
Use this guide to:
· Create a Requisition
· Attach Documents
· View the History Tab
Create a Requisition
[bookmark: _GoBack]Requisitions are initiated by Hiring Managers using a custom template aligned to the role being created or replaced. The selected template pre-loads information to the Requisition to save Hiring Managers time, however all fields need to be checked for accuracy and relevance before forwarding for approval.

1. Login to iworkfornsw.taleo.net   using your username and password.

2. Select the Requisitions from the quick access links on the left of the Welcome Centre.
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3. The Requisition list displays. Select the Create Requisition…  button.
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4. The Create a Requisition window displays. As a Hiring Manager you must create a requisition from a template, this is the only option on the screen. Select the next button…
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The template selector page will appear. This screen has a tracker at the top to easily identify the stage of the process. The select a template field can operate in 2 ways. If you know the name or code of the template you wish to use, type in the name in the Select Template field without using the enter key when you have finished typing. This will allow the auto prompt service to list available templates to select from. Double click to select and action the Next button.
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5. Alternatively use the selector tool to search all available templates.
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6. The selector tool displays with the list of available templates. The filters on the left can be used to narrow the results, when you have located the required template, Click on the ‘Select’ link shown on the right hand side of the page.

[image: ]

7. When the template has been selected clck ‘Next’
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8. The Requisition Structure screen displays. All or some of the fields may already be populated from the template. Each field must be populated with the following:

· Job Field = describes the role in a category and function format i.e. Policy – Advisory
· Organisation = Agency in which the role sits
· Primary Location = geographic location where the role is undertaken NOTE: If multiple location are required click on the ‘Other locations are selected’ link and complete as required 

select the Next button
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9. The New Requisition screen displays. The left hand panel displays the requisition sections in a hyperlinked index allowing you to move between sections of the requisition as required .  
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10. On the right hand of the screen is the ‘Inspection’ button [image: ] . When selected this expands to identify all fields which require content to save the requisition, request approval and for posting the requisition. 
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11. Mandatory fields will always be identified by a red asterix.
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12. In the Logistics section, enter the Identification information including title of the role (this field will appear in Advertising). Select the required justification option and add the number of openings. 
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13. The User Group field will be aligned to your agency or Cluster. 
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14. The Structure section will contain the information completed during the creation process.  If changes are required select the ‘Modify Structure’ link
[image: ]

15. Nominate the other owners of the requisition including the Recruiter who will be responsible for editing and posting. Owners are able to access, view, edit and manage candidates. You can add the collaborators for this Requisition (if known) or can be completed at a later date. Collaborators are the Assessment Panel members and are able to access, view and add comments to a Requisition or Candidate file.
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16. The role details screen , complete fields as required. 
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17. Review the iworkfor.nsw section and complete fields as required.
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18. Review the types of checks and sourcing options required for this requisition by ticking the aligned box. Completing these fields is an indication of requirements to recruiters only and does not automatically activate the option selected.
[image: ]
19. The Business Brief section is provided to support the approval process of the recruitment action. It should be completed to remove double handling of information and for the requirement of an electronic approval process to be met. Each field is titled to give guidance of the content and advise the maximum number of characters and spaces applicable to each field

  [image: ]

20. Complete the fields within the administration section.

Compensation [image: ]



21. The description section contains the information that will be displayed in the advertisement. To assist with editing the enlarge icon can be selected to display the advertisement in a larger format. When updates have been completed in the large screen, select the same icon to return to the requisition.
 [image: ]
Further advice on the content of your advertisement is available from your recruitment staff.


22. Complete the Contact Information, which will also be published in the advertisement.
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23. The Responsibilities Field is optional. The role responsibilities can be completed in this fieldlists the capabilities and level required for this role. They will be displayed in the advertisement on iworkfor But not in the advertisement when posted to external career boards such as Seek or Career One.
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24. The Key Applications response field is used to advertise what Targeted questions will be included in the application process including length of response .
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25. The Internal Description field is used to post to the whole-of-Government or Department Expressions of Interest career boards. Details can be directly copied from the external description field by using the Copy button.
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26. When the form has been completed, check the Inspection panel at the right hand side to ensure all mandatory fields have been completed.
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27. Selecting Done Button adds the Title to the top of the Requisition and automatically assigns a Requisition Number. It will also add an Attachments and History tab.
[image: ]

 Refer to the Create Approval Path help guide for the approval process.




Attach Documents
Documents can be attached to the Requisition at any time. The file size cannot exceed 5MB and must meet one of the accepted file types.

28. To add an attachment, select the Attachments tab and then the Upload attachment link to find your document.

[image: ]

29. Select the Add button. After being scanned for viruses the document will be added and available via hyperlink.
[image: ]

NOTE: This attachment is not viewable by the candidate. 
 History Tab
To review the history or past activities on a requisition, select the History TAB. All entries are timestamped and identify the owner of the transaction.
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Further Information
Please refer to the requesting requisition approval help guide for instruction on building a tailored approval path.


For further assistance, please contact the Client Support Centre on:
Phone: 1800 562 679
Email: support@iworkfor.nsw.gov.au
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