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Workday

1 Navigate to Workday and sign in.

2 Click the "Search" field.

3 Start typing "Close Job Requisition" and when it appears as an option in the

dropdown, click it.



4 Click the "Job Requisition" field.

5 Type the name of the position and hit enter. Once it appears in the Job

Requisition Field, Click OK.
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6 Click the "Reason" field.

7 Use the options in this dropdown to select the most appropriate reason for

closing this job requisition.
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8 Click here.

9 Choose the date to Close the requisition.
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10 Click here only if you want to Close the open position in addition to Closing the

requisition. For example, you are removing the position from your unit. If you are

closing the requisition but plan on filling the open position at a later date, do not

choose this option.

11 Click "Submit"
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12 The request will be sent to Talent Acquisition to finish closing the requisition

and take down the postings.
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