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Requesting to Fill/Close

This job aid is designed to walk you through the process of uploading recruitment materials and notifying
the TA team when a position is ready to be filled. Please note that all recruitment materials must now be
uploaded for a classified search before the position can be closed.

Screenshots are in Initiator-Recruitment view. Please note that you may not have access to some of the 
features based on your access

Initiator – recruitment: Can complete the tasks outlined in the job aid
Search Coordinator:  Can complete the tasks outlined in the job aid
Department Approver: This job aid does not apply to this Permission Group
Basic User (Search Participant): This job aid does not apply to this Permission Group
Supervisor: This job aid does not apply to this Permission Group



STEP 1

On the Dashboard, navigate to the hamburger menu in the top-left of the
 screen.

STEP 2

Click on "Manage jobs".
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STEP 3

This will display a new page with all jobs cards (postings).

STEP 4

Find the desired job by using the search or 5lter options. Once found, click
 the position title. 
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STEP 6

This will open the job card. Select the "Documents" tab.  

STEP “

To add a document, use the drop-down list and select ”document from a
 5le7. 
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STEP U

xpload separate 5les for Con5dentiality Forms, Search Completion Form,
 Selection MatriI, and Nnterview 8otes. Select appropriate "Document
 Category" for each document.

STEP Y

Aou can use the ”Save and add another7 feature to add the 5les one after
 another. 9fter adding the documents, select the ”Save and close7 button. 
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STEP 0

Aou will be able to see all uploaded documents here. 

STEP 1V

Select "Giew applications" to navigate to applicant progress board
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STEP 11

Make sure all applicants are in a "8on-Current" status.

STEP 12

–o back to the job card and navigate to the "8otes" tab.
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STEP 13

Click on "Select". There are two options H 8ote and qold Day. xse the "8ote"
 option. 

STEP 14

This will open a new window named "9dd 8ote". 
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STEP 16

Please include a brief sentence that you are re?uesting to 5ll the position.
 Check the ”Email this note to7 boI and input Talent 9c?uisition for the user.
 Click "Save". 

STEP 1“

9fter saving you will see the note under the "8otes" tab. The note is sent to
 the Talent 9c?uisition Team and they will complete additional steps to 5ll the
 position.  
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