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Jobs@UIowa is located under the Systems section of the Administration tab of Self Service. 
 

 

CREATE A REQUISITION 
 
Click on the Professional & Scientific requisition under Create a Requistion. 
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The P&S Requisition  is divided into 7 sections:  Position Basics, Position Details, Advertising 
Details, Applicant  Options, Recruiting Plan, Search Committee, and Miscellaneous.  Each 
sections is covered below.  Note:  Required fields are marked with red ticker marks. 
 
Position Basics 
 
Select which type of position to create.   
 

 
 
Once the type is selected, a Position Number field will display to be filled in.  Click Continue. 
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Position Details 
 

Based on the information provided on the previous screen, the basic information about the 
position is provided at the top of the subsequent screens.  Fill in all appropriate fields.  Click 
Continue. 
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Advertising Details 
 
Required fields for advertising are Ad Start Date, Contact person, and position details.  From 
this point on, you can Preview the Ad as it will be displayed on Jobs@UIowa based on the 
information provided. 
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Applicant Options 
 
Indicate the type of application, cover letter options, and references options.  If references are 
required, indicate the number.  Additional required materials can be indicated in the fill in box.  
Notification options will need to be set also. 
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Recruiting Plan 
 
Indicate all areas that will be used as recruiting resources.  Those resources that are targeted 
to the attention of women and minorities are indicated in red text. 
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Search Committee 
 
Required fields in the search committee section are the Committee Chair and the 
Departmental Executive Officer.  Search committee members and administrators may be 
added on this screen at this point or the Committee Chair may add them later through the 
Search Committee Options from the main Jobs@UIowa screen. 
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Miscellaneous 
 
The final section has a general comments section to add anything that is not covered in the 
rest of the requisition. 
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Requisition Summary 
 
After completing all sections of the requisition, a summary will be displayed showing 
everything entered.  Each section will have its own Edit button so you can go back to 
individual sections to make changes before submitting to Workflow. 
 
When all sections have been reviewed, click the Finalize and Send to Workflow button at the 
bottom of the summary screen. 
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Workflow Routing 
 
From the Initiate Workflow screen, select the workflow path for the form to follow.  Click 
Continue. 
 

 
The workflow routing screen will give options for routing the form and display suggested 
attachments for the type of requisition you are completing.  At this point you may also select 
the Void option which will delete the entire requisition.  Click Continue. 
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You will then be presented with a final confirmation for Workflow Routing.  Click Continue. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The final screen shows you are finished processing the requisition. 
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Clone a Requisition 
 
Once a requisition has been created for a particular position, you can subsequently clone that 
requisition to use to fill another position.  Select Clone a requisition under the Create a 
Requisition section. 
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Enter the search criteria.  The more information provided, the easier the search will be.   
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A list of requisitions will be displayed by category based on the search criteria entered.  Click 
the Transaction Number link to open the form you want. 
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As noted, only some sections of the requisition will be cloned. Click Clone this Requisition. 
 

 
 
The form will be created with  new requisition # and transaction #. 
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MANAGE REQUISITIONS 
 
Search 
 
To get a list of requisitions, enter just the basic information.  The more information you 
provide in the search criteria, the narrower the search  
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A listing of requisitions divided by category will display based on the search criteria entered.   
 

 
 
Click on the Transaction Number to view the form. 
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A summary of the requisition will display with Workflow information at the top. 
 

 
 
View all Requisitions in Workflow/Finalized Requisitions. 
 
These two options provide a list of requisitions that are outstanding in Workflow or have been 
finalized but not entered into the workflow process.   
 


