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Agenda

Hiring Process Overview

• Create Requisition

• HCM = Vacancies

• WaveWorks = Requisitions

• No IRC#'s



Create Requisition

What you need before getting started

• Position name or code

• Annual salary

• The name of the Talent Acquisition Recruiter assigned to your 

department (list on HR website)

 Create Requisition



Navigate to My Team>Hiring> 

 Create Requisition



The Recruiting Activity Center will populate.

Select Requisitions on the bottom navigation bar.

What's 
Changed?

HCM = 
Vacancies

WaveWorks = 
Requisitions

(No IRC#'s)

>Create Requisition



The Job Requisition page displays and then click the + Create button

TIP
Filter defaults to Hiring 
Team Role of Recruiter, 
Hiring Manager or 
Collaborator. 

You must have one of 
these roles to view a 
requisition and the 
candidates.

>Create Requisition



The Create Job Requisition steps display.

Since you will be recruiting off a vacancy, select ‘Existing Requisition’ in the Position drop-down menu.

For ‘Position,’ you can search by a key word, job title or department. The easiest way is to enter the Position Code, which can be found 
using the How to Find a Position Code guide.

We recommend selecting the higher-ranked position for an Open Rank search. This will ensure the full budget available is 

approved. Once you have an Existing Requisition, that will populate for you to reuse.

What's 
changed?

All positions 
are visible.

TIP

Search by 
Position 
Code

 Create Requisition

https://tulane.box.com/s/99r5av4y8qh5ek3m74t0h4bvb00x8hmf


TIP

For backfilling an existing 
position, select 
Replacement. It is 
recommended to add the 
Incumbent’s name in the 
comments to assist with 
the approvals.

Hiring Managers may 
edit the Requisition 
Title and add more 
description to the title.  
Use this field to enter 
in the details of the 
Open Rank Search

 Create Requisition



Your name will be defaulted as the 
Hiring Manager, but you can change 
that to another employee. 

NOTE: the name of the Hiring 
Manager WILL change on the OFFER 
to the ACTUAL supervisor of the 
position.

The Recruiter MUST be the name of the 
Talent Acquisition Recruiter assigned 
to your department. There is a list on 
the HR website for your reference.

Anyone who needs to view the 
requisition and the candidates must be 
added as a Collaborator. This may be 
your search committee members and 
search committee chair. 

 Create Requisition



Recruiting Type defaults to 
Faculty and Librarians.  

Be sure to change if creating a 
requisition for an Adjunct or 
Postdoc.

 Create Requisition



 Create Requisition

The Worker Type will be Employee.

Select Regular or Temporary, Full Time 
or Part Time.

Job Shift and Education Level are 
optional.

Employee Referral Bonus is not 
currently being utilized.

Indicate if this is a Search Waiver 
and the reason. 



The next questions determine which background checks are 
required for positions.

Job Shift and Education Level are optional.

Enter the budgeted amount for the position. This should be the 
hourly rate for non-exempt positions and the annual salary for 
exempt positions. [NOTE; THIS MAY CHANGE]

Indicate if the position is Grant Funded and any funding accounts 
and percentages.

Select the appropriate track for the faculty position.  Not 
Applicable is used for Pre-Post Doc and Librarian hires.

 Create Requisition



This description will 
populate as an interim 
measure so you can 
complete the requisition 
submission.

For Faculty, Post Doc, and 
Librarian positions, check 
the boxes to enter custom 
internal and external 
posting descriptions. You 
MUST specify the 
documents required for 
applicants to submit.

 Create Requisition



If 'Hybrid' or 'Remote' is 
selected for the 
'Workplace,' the 
requisition will route to 
additional approvers.

 Create Requisition



Use the attachments screen to upload any documents applicable to the job requisition.

 Create Requisition



 Create Requisition

Indicates where the job 
will be posted:

Options:
• Not posted.
• Internally and 

externally
• Externally only
• Internally only 



Prescreening questions can 
be added for specific 
positions or job groups. 
Please consult with your 
Recruiter for future use.

All candidates will receive 
the External Prescreening 
Questionnaire.

The answers will not 
automatically disqualify the 
candidate from 
consideration.

 Create Requisition



The last step - scroll to the top of the page and click ‘Submit.’

You can continue through the Warning as the Recruiter will add the 
background check in the approval process.

 Create Requisition



To view the approvals, go back the Requisitions tab.

When that page is refreshed, the new Requisition will populate with a status of ‘Approval – Pending.’



After selecting the Requisition, go to the ‘Details’ tab at the top. 

Click on ‘View Details.’



A page will slide out from the right side to show all details of the Requisition.



Scroll all the way to the end and the list of Approvers will be displayed.



 Candidate Applies 

You can check on the status of your requisitions by navigating back to

My Team > Hiring > Requisitions
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