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Navigating Requisitions in Manager's Role -
Manager Space

This PDF will cover navigating requisitions within the role of a manager. Today we will walk you through
what you can see and access within a requisition once it is created and opened.

1. Click on the Manager Role.
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2. Click on Requisitions.
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3. Right-click on the Requisition you would like to view.
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4. Click on Open.
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5. Click on Requisition Details. Here you can review more information regarding
the Requisition. Click the -> on each card to view the information. Use the scroll
bar on your right-hand side to view cards listed lower on the screen.
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6. Click on Position/ Job Details. Here you can review more information
regarding the position. Click the -> on each card to view the information. Use the
scroll bar on your right-hand side to view cards listed lower on the screen.
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7. Click on Interviews. Here, information would be listed regarding any
interviews you have scheduled with the candidate. The system has a feature to
schedule interviews with a candidate if you choose to do so.
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8. Scroll down to find the “Questions Card”. Here you can view the application
questions and the candidate’s response.
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9. Click on Postings. Here you can view the posting text along with the Job Board
Posting.
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10. Click on Approvals. If you listed approvers when creating the Requisition,
they would be listed here.
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11. Click on Applications. This will show you all candidates who have applied to
the requisition.
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