FAQ

How do i get requisition management privileges?
To grant the service permissions, choose from the list and add the privilege/s to the account (choose from Administration, Create, Post, Post Control, and Review).

Can I APPEAL A DECLINED ORDER?

Your HR Department has designed rules for who can appeal a declined requisition. When you receive an email notice that your order is declined, you may review the notes; if an appeal button is present, you can add comments and submit a one-time appeal of the decision.  

HOW DO I FIND OUT THE STATUS OF MY REQUISITION ORDER?

You will receive an email detailing the status of your application. You can also login and review your Submitted Requisitions Tab.

How DO I KNOW IF ACTION IS REQUIRED BY ME TO APPROVE AN ORDER?

You will be emailed whenever action is required.  When you click a link from the system it will work only once to carry you into the process. 

Questions?
Contact a Jobscience Representative 

1.866.284.1892

Visit us online at

www.jobscience.com




_____________________________________


ONLINE
Requisition management
Discover how to eliminate the paper chase…

This brochure will introduce you to fundamental components of the Jobscience Requisition process.
Key Elements of the System:

· Placing a Requisition Order

· Approving or Denying a Request

· Appealing a Negative Decision

· Tracking the Status of the Order
The Life Cycle of a Requisition is based on a hard coded approval process. Each facility designates the steps in their process that will be uniformly used to approve any request for recruiting an open position.

An Example of the Process:
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Approval or this requisition has been denied.

Requisition Number 2004-000220

Position (Job Code):  Accounting Clerk |

[| Department 1335 BUILDING
Employment Type: Full Time
Date Needed: 06/1472004
shit HoursiDays: 7 days aweek
FTE Allocation, 0.75FTENew
Nare of Candidate in  None Specified
Ming
Reduested By: Demo, Jobscience on 061142004 01:04 PM

This action may be appealed. Flease subrnit a brief explanation ifyou would like to submit an appeal
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Get Started
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To access the system, login and select   Requisition Management from the menu to the left.  Here you will see a variety of integrated features. To begin a new order, select New Requisition.
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New Requisition

Required fields are marked in red,

Position (JobCode):

Department:

Date Needed:

Shift Hours /Das

™ Rotating Shifts
Please Speci

Employment type: 5]

™ weekend and /or Holiday Rotation

FTE allocation is:
0 New

Name of Candidate in Mind: |

Sourcing from:

© Intemal Transfer

Hours /Pay Period: - e

€ Budgeted FTE Replacement

" Non-Budgeted FTE Replacement

Employee being replaced:

7 Internal Department 7 External Referral

Creats Requisition

€ External Dther
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(4) To Be Posted Tab                                    With Position Control privilege, displays all requisitions that have completed the workflow and may be posted as a position.  With Post privilege, displays all requisitions that have completed workflow and have been assigned to the currently logged in user.  Click on the requisition title and view the Position Posting form, then submit the post.





You will be emailed a link to a position summary card for making an accept, decline or appeal action.  Here you can also place notes in the system.





(5) Workflow Admin Tab                                    Allows the admin to create steps, review steps and set up approval groups for requisition notifications.





(1)  New Requisition Tab











( Position/Job Code (required)  codes and job titles     ( Department (required)                                                                              ( Employment Type (required) Full-time, part-time, etc.                                                        ( Date Needed (required) Provide Format 00/00/0000                                                        ( Shift Hours/Days (required) e.g. 8-5pm, M-F                       ( Weekend and/or Holiday Rotation                                              ( Hours/Pay Period (required) FTE based on 80hrs                        ( Name of Candidate in Mind (internal transfers only)                                                  





(2) Submitted Requisitions Tab                          Displays a list of requisitions submitted for approval by the currently logged in user.  Features include viewing rejection comments as well as appealing a rejection action.





(3) Awaiting Action Tab                                    Displays any requisitions for which the currently logged in user is responsible for and needs to take action on.
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