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Complete and Approve a Job Requisition (Org Chief) 

Overview 

After a vacancy is created for a position in SAP, a job requisition is automatically generated in SuccessFactors through an interface between the systems. 

The Org Chief responsible for the vacant positon (based on the organizational structure maintained in SAP) receives an email notification to advise that a 
pending job requisition is awaiting approval in SuccessFactors. 

SuccessFactors also identifies and attaches the Org Chief One Up and Finance approvers to the job requisition at the time it is generated. The Org Chief One Up 
represents the Org Chief’s manager based on the organizational structure maintained in SAP. The requisition approval is assigned to a Financial Analyst based on 
SAP business area, or business area grouping (e.g. Misericordia requisitions are routed to Misericordia Finance).  

Procedure 

1. Click the Recruiting Approvals tile on the Home page. 

Note: The Recruiting Approvals tile will only display on your Home page if there are pending job requisitions awaiting your approval. All existing 
requisitions associated with the Org Chief, including those pending approval, can also be accessed from the Home menu by selecting Recruiting from the 
drop-down. 
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The Recruiting Approvals pop-up screen appears and displays one or more requisitions that are awaiting approval. 

2. Click the applicable requisition. 

 

The Requisition screen appears and displays the requisition details and the approval Route Map. 

 The current approval step is highlighted in the Route Map to identify where the job requisition is in the approval process. 

 A checkmark will appear for each step in the Route Map as it is approved, providing the ability to check on its status. 

 Click the  next to each approver in the Route Map to display approver information. 
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The Requisition Information section displays the Requisition ID number assigned by SuccessFactors, and the Requisition Status. 

 New job requisitions are set to Pending status by default, and will change to Open after all approvals are completed. 

 Approvers may use the Requisition Status drop-down to place a requisition on hold temporarily. For example, to confirm information. Each approver has 
an On Hold status that corresponds to their role (e.g. Org Chief). If a requisition is placed on hold, comments must be entered in the Comments section 
to document the reason (see Step 6 below). Refer to the following documents for additional information. 

o Job Requisition Status Reference provides detailed information about requisition statuses. 

o Change Job Requisition Status provides step-by-step instruction for how to change the job requisition status.  

 

The remainder of the job requisition contains multiple data fields that are organized into sections with the following headings:  

 Position Info (SAP) 

 Posting Information* 

 Job Posting Information 

 Requisition Users 

 Comments 

*SAP populates the majority of fields through an interface with SuccessFactors, with the exception of the fields in the Posting Information section. 

For a full list of requisition fields organized by section, that includes requirements and information about how they are populated, refer to the Job 
Requisition Field Reference. It can be used as you work your way through the requisition. 

3. Verify the information fields in the Position Info (SAP) section. 

Note: If information in the Position Info (SAP) section needs to be updated, follow the Finance Position Budget Request process, or contact your Financial 
Analyst. 

http://wrha.mb.ca/professionals/sap-training/SF/ReqStatusRef.pdf
http://wrha.mb.ca/professionals/sap-training/SF/ChangeReqStatus.pdf
http://wrha.mb.ca/professionals/sap-training/SF/ReqFieldRef.pdf
http://wrha.mb.ca/professionals/sap-training/SF/ReqFieldRef.pdf
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4. Complete the fields in the Posting Information section as required. 

For a full list of requisition fields organized by section, that includes requirements and information about how they are populated, refer to the Job 
Requisition Field Reference. It can be used as you work your way through the requisition. 

 Site 

 Work Location 

 Department/Unit 

 Posting Category 

 Hiring Status 

 Reason for Term 

 Anticipated Start Date 

 If Term, End Date 

 Posting Type 

 FTE 

 Designated Bilingual Position 

 Anticipated Shift 

 Anticipated Shift Length 

 Rotation Calendar or other shift 
information 

 On Call 

 City 

Tip: Help text can be accessed for certain fields. Click  beside the field to open the help text 
window and display helpful information for completing the field.  

 

If you identify Do Not Post as the Posting Type for the position, you must complete the First Name, 
Last Name, and Email Address fields in the Do Not Post Candidate Information section. 

HR Shared Services will create a private posting for the position and send the link to the email address 
indicated. The candidate must then submit an application to the private posting. 

  
 

Note: The Job Posting Information section is used to upload and attach a Seniority Report. This process is completed after a job posting expires. Refer to the 
how-to Generate Seniority Report for more information. 

http://wrha.mb.ca/professionals/sap-training/SF/ReqFieldRef.pdf
http://wrha.mb.ca/professionals/sap-training/SF/ReqFieldRef.pdf
http://wrha.mb.ca/professionals/sap-training/SF/SeniorityReport.pdf
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In the Requisition Users section, 

5. Enter the names of additional users you would like to have visibility into the requisition in the Org Chief Team, Manage Additional Users field(s). 

Note: This is an optional step that allows for delegation of SuccessFactors tasks. This can be useful if you plan to have others participate in the recruiting 
process. For example, to review applicants, identify candidates, or take part in an interview panel. Additional users you add within a job requisition will 
inherit the same visibility and permissions as you for the individual requisition, giving them the ability to perform recruiting functions on your behalf. 

You can also assign a specific additional user(s) to a Recruiting Team in your Recruiting Preferences. Once set up, the Recruiting Team can be attached to 
requisitions by clicking the Re-apply personal preferences link. This is useful if you want to attach the same Recruiting Team to job requisitions, and removes 
the need to enter the name(s) into each requisition. Refer to the Assign or Delete Recruiting Team how-to document for information on setting up a 
Recruiting Team. 

 

Note: See also the Assign or Delete a Proxy how-to document for an additional delegation option. 

In the Comments section, 

6. Enter comments in the Comments field that may be relevant to the approval process for the job requistion. 

 Comments will be visible to the Org Chief One Up, Finance approver, any additional approvers added to the Route Map, and HR Shared Services.  

After a name is entered into a field, an 
additional field opens to the right, allowing 
for another name to be added to the Org 
Chief Team. 

http://wrha.mb.ca/professionals/sap-training/SF/AddRecruitTeam.pdf
http://wrha.mb.ca/professionals/sap-training/SF/GrantProxy.pdf
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Note: Supporting documents can be uploaded 
and attached to the job requisition for 
subsequent approvers to consider when they 
review it. This can only be done at the time the 
job requisition is with the user for approval, or 
after all Route Map approvals are complete. 

Certain documents may be required for 
approval, such as approved hiring restriction 
appeal documentation.  

Click  to upload and attach 
supporting documents to the requisition.  

Refer to the Attach or Delete a Supporting 
Document for a Job Requisition how-to for 
detailed instructions.  

 

7. Click one of the following buttons: 

 
 

Button Result 

Save and Close  Your work will be saved and you can return later to complete and approve the requisition. 

Note: All required fields must be completed before saving the requisition. 

Close Without Saving Your work will not be saved and you will need to start over the next time you select the requisition. 

Add Approver Add an approver to the job requisition. Additional approvers will be added as an approval step within the 
Route Map directly following the Org Chief step. Additional approvers are added to the Route Map in the 
same order their names are added in the requisition. 

Refer to the how-to Add an Approver for a Job Requisition for further information. 

Approve The job requisition is completed and you are ready to send it to the next approver in the Route Map. 
 

http://wrha.mb.ca/professionals/sap-training/SF/ReqAttach.pdf
http://wrha.mb.ca/professionals/sap-training/SF/ReqAttach.pdf
http://wrha.mb.ca/professionals/sap-training/SF/AddApprover.pdf
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Once you approve the requisition and send to the next approver, the Approve screen appears. 

8. Enter comments that you want to appear in the email notification that is sent to the next approver in the Email Notification Comments field. 

9. Click the Approve button. 

Note: Click the Cancel & Return to Form button if you want to return to the job requisition before approving. 

 

Next Steps 

The job requisition is sent to the next approver in the Route Map. This can be the Org Chief One Up, or an additional approver, if one was added. 


