CREATING A REQUISITION IN RECRUITING & HIRING (formerly known as Applitrack):

1. Loginto Recruiting & Hiring.

2. Select JOB POSTINGS (left-hand menu).
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3. Select CREATE NEW REQUISITION (left-hand menu).
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4. Select A TEMPLATE.
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5. Scroll through the pages until you come to the position you wish to post. For example:
e ELEMENTARY SCHOOL TEACHING > World Language — Spanish
e This template is found on page 6.
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6. Click on the template name to open it.



7. Complete all fields in the requisition. All “blue arrows” are required fields. This data provides
details the HR Staffing Specialists need to correctly post the position for you.
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8. Once you have entered all data, press the SAVE button in the bottom right corner.

9. Once you select SAVE, the SUBMIT REQUISITION (upper right-hand corner) will begin to flash
yellow. Click on the flashing yellow button to submit your requisition. If it’s not flashing, some
data is missing or you didn’t hit the SAVE button.

10. Once submitted, your requisition will go through the approval process. When it reaches the HR
Staffing Specialists, they will post the position, and you will see it listed on the Daily Jobs Posting
email that is sent Monday-Friday.



