
Job Requisitions   

 
 
 

  

  

NOTE:  WORKDAY IS CONSTANTLY UPDATING THEIR TOOLS, SO THIS JOB AID  
MAY NOT REFLECT EXACTLY WHAT YOU SEE IN WORKDAY. 

 

Talent Acquisition Job Aid 

JOB REQUISITIONS 



Job Requisitions   

CREATING A JOB REQUISITION 
Creating a Position with a Requisition 

Job requisitions are typically created by managers. However, the TAP and TA Leader roles can create requisitions on a manager’s behalf. 

1. Type Create Job Requisition into the search bar and select it from 
the search results. 

2. To copy details from an existing requisition, search for and select 
the requisition in the Copy Details from Existing Requisition field. 

 

3. In the Supervisory Organization field, search for and select the 
manager’s name. 

 

4. Click the box next to Create New Position. 

 

5. Select the Worker Type. 

6. Click OK. 
7. An orange progress bar displays  

near the top of the page to guide  
you through the process.  

8. Click the pencil icon to edit fields as needed. 

9. Click Next to move through the sections. 

10. In the Recruiting Information section, you must select a Reason 
for the requisition and provide the Recruiting Start Date and 
Target Start Date. Other fields are optional.   

If this is a driver or outbound selector role, you can edit the Number 
of Openings to create multiple positions. For all other roles, only 
one position is allowed per requisition.  
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11. In the Job section, fill in the Job Posting Title, Job Profile, 
Worker Sub-Type, Time Type, Primary Location, and Primary 
Job Posting Location. 

 

 

Continue scrolling down and add additional job posting locations if 
needed. Also confirm that the Scheduled Weekly Hours are 
consistent with the Time Type and edit them if needed. For 
example, if you selected Part-Time and the default schedule for the 
position is 40 hours, the Scheduled Weekly Hours field will not 
automatically update. You must fill in the correct hours.  
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12. In the Qualifications section, you can add qualification 
requirements such as languages and certifications. Depending on 
the role, some qualifications may be auto-filled. 

 

13. In the Organizations section, make sure the Company and Cost 
Center information is correct. Make changes if needed. It is critical 
that this information be accurate. 

You do not need to do anything with the Business Area section. 

 

14. You have the option to attach documents in the Attachments 
section. 
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15. Some parts of the Compensation section will be pre-filled based on 
the Job Profile you selected. The Total Base Pay Range shows the 
range of pay for that role: the minimum, average, and maximum. 

 

 

Scroll down to the Salary or Hourly section (whichever is appropriate) 
and fill in the pay Amount. Please note that this is only the 
recommended pay rate and is subject to change or negotiation. 
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16. In the Assign Roles section, click the Add button.  

 

17. In the Role field, select Primary Recruiter. 

 

18. In the Assigned To field, search for and select the recruiter’s name. 

 

19. Repeat steps 17 and 18 to assign the Talent Acquisition Coordinator 
and Talent Acquisition Sourcer roles. The Background TAC may be 
assigned to the Talent Acquisition Sourcer role. 

NOTE: You may select the same person for more than one role, but 
all three roles must be assigned. 

20. The Summary pages shows all requisition details. Review, then click 
Submit. 

JOB REQUISITION NOTES: 
Job Profile, Location, Cost Center, Company and Posting Title are 
defaulted to the chosen Supervisory Organization. 

If a job description is incorrect or missing, please email 
AskHROps@sysco.com to investigate and make any necessary 
corrections. 

The Recruiting Start Date is the date you will begin recruiting. 

The Target Hire Date is the date you are targeting the new hire to start. 

Do not use the Target End Date field for associate positions. (See the 
Contracting a Contingent/Non-Employee Worker section). 

The Referral section is ONLY applicable to Corp and SBS. Referral 
plans for other companies have not been configured. 

 
  



Job Requisitions   

Creating a Requisition for an Existing Position 

If the manager already has an approved, open position, you can select it during the job requisition process.  

1. Type Create Job Requisition into the search bar and select it from 
the search results. 

2. To copy details from an existing requisition, search for and select 
the requisition in the Copy Details from Existing Requisition field. 

 

3. In the Supervisory Organization field, search for and select the 
manager’s name. 

 

4. Click the box next to For Existing Position, then select the position 
you’re creating a requisition for. 

 
5. Select the Worker Type. 

6. Click OK. 
7. An orange progress bar displays  

near the top of the page to guide  
you through the process.  

8. Click the pencil icon to edit fields as needed. 

9. Click Next to move through the sections. 

10. In the Recruiting Information section, you must select a Reason 
for the requisition and provide the Recruiting Start Date and 
Target Start Date. Other fields are optional.  
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11. In the Job section, required fields will be pre-filled with information 
from the existing position. You can make changes as needed. 

 

 

Scroll down and confirm that the Scheduled Weekly Hours are 
consistent with the Time Type and edit them if needed. For 
example, if you changed the position from Full-Time to Part-Time 
and the default schedule for the position is 40 hours, the Scheduled 
Weekly Hours field will not automatically update. You must fill in the 
correct hours. 

You may also add or remove Questionnaires as needed.  
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12. In the Qualifications section, you can add qualification 
requirements such as languages and certifications. Depending on 
the role, some qualifications may be auto-filled. 

 

13. In the Organizations section, make sure the Company and Cost 
Center information is correct. Make changes if needed. It is critical 
that this information be accurate. 

You do not need to do anything with the Business Area section. 

 

14. You have the option to attach documents in the Attachments 
section. 
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15. Some parts of the Compensation section will be pre-filled based on 
the Job Profile you selected. The Total Base Pay Range shows the 
range of pay for that role: the minimum, average, and maximum. 

 

 

Scroll down to the Salary or Hourly section (whichever is appropriate) 
and fill in the pay Amount. Please note that this is only the 
recommended pay rate and is subject to change or negotiation. 
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16. In the Assign Roles section, click the Add button.  

 

17. In the Role field, select Primary Recruiter. 

 

18. In the Assigned To field, search for and select the recruiter’s name. 

 

19. Repeat steps 17 and 18 to assign the Talent Acquisition Coordinator 
and Talent Acquisition Sourcer roles. The Background TAC may be 
assigned to the Talent Acquisition Sourcer role. 

NOTE: You may select the same person for more than one role, but 
all three roles must be assigned. 

20. The Summary pages shows all requisition details. Review, then click 
Submit. 

JOB REQUISITION NOTES: 
Job Profile, Location, Cost Center, Company and Posting Title are 
defaulted to the chosen Supervisory Organization. 

If a job description is incorrect or missing, please email 
AskHROps@sysco.com to investigate and make any necessary 
corrections. 

The Recruiting Start Date is the date you will begin recruiting. 

The Target Hire Date is the date you are targeting the new hire to start. 

Do not use the Target End Date field for associate positions. (See the 
Contracting a Contingent/Non-Employee Worker section). 

The Referral section is ONLY applicable to Corp and SBS. Referral 
plans for other companies have not been configured. 
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Assign Roles 

If the hiring manager created the requisition, the Primary Recruiter will assign roles as part of the Review Create Job Requisition process. 

1. The Primary Recruiter will receive a Review Create Job Requisition task. 

 

2. Review the requisition details carefully. 

3. Scroll down to the Assign Roles section and click the Add button.  

 

4. In the Role field, select Primary Recruiter. 

 

5. In the Assigned To field, search for and select the 
recruiter’s name. 

 

6. Repeat steps 4 and 5 for to assign the Talent 
Acquisition Coordinator and Talent Acquisition Sourcer 
roles. The Background TAC may be assigned to the 
Talent Acquisition Sourcer role. 

NOTE: You may select the same person for more 
than one role, but all three roles must be assigned. 

7. Click Submit. 

NEXT STEPS 
If the requisition is for a driver or outbound selector 
position, no additional approvals are required. 
For all other positions, the requisition will be routed to 
the Manager’s Manager and the HR Partner for 
approval. 
After approvals are complete, the manager may 
receive an intake questionnaire and/or an equipment 
provisioning questionnaire. Questionnaires must be 
completed before the recruiter can post the job. 
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TAP Intake Questionnaire 

1. Next, you will receive a Complete TAP Intake Questionnaire task in his/her Inbox. Answer all questions, then click Submit. 
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Additional Data 

1. You will then receive an Edit Additional Data task. 

 

2. Enter the Travel Percentage for this job. 

 

3. Select the Relocation Tier, if applicable. 

4. If you need to enter a Modified Target Start Date, you will 
do so on this screen. 

5. Enter the Data Management Technique. (The Data 
Management Technique (DMT) is the method used by the 
Primary Recruiter in considering the minimum number of 
expressions of interest. For example, the Primary 
Recruiter will review the first 15 candidates and additional 
candidates in increments of 5 thereafter as needed.) 

 

6. Enter the Sales Territory. (Applicable only to roles with a 
sales territory, i.e., Sales Trainee, Sales Consultant 
Trainee. For all other job profiles, indicate "none.") 

 

7. Click Submit. 
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Attach Self-Schedule Calendar (Centralized Recruiting Entities Only) 

1. Next, you will receive an Attach Self Schedule Calendar  
task. This will allow candidates to self-schedule phone screens. 

 

2. Click the orange Assign Recruiting Self-Schedule button. 

3. Select your calendar from the Recruiting Self-Schedule Calendars 
dropdown. (If you don’t have a self-schedule calendar in the system 
yet, see the Setting Up Your Self-Schedule Calendar note below.) 

 

4. Click OK, then Done. 

5. Click Submit at the bottom of the Inbox task. The task is not 
complete until you click Submit. 

 

SETTING UP YOUR SELF-SCHEDULE CALENDAR 
1. In the Recruiting Self-Schedule Calendars field, select Calendar Template for Copying. 
2. Change the name of your calendar to your first and last name. 
3. Update any other fields if they don’t meet your needs. 
4. Click OK. 
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Post Job 

The job requisition is now ready to post. 

1. You will receive a Post Job task in your Inbox. 

 

2. Select one or more Job Posting Sites. Options include Internal, Sysco 
Careers (external) and Agency. 

 

3. If you want to preview the posting before it goes live, check the Preview 
Job Posting box. 

 

4. Click OK. 

5. You will see a preview of the posting (if you selected that 
option). If everything is correct, click OK. 

6. Confirm that the correct job posting sites are selected. 

 

7. Click Submit. 
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EDITING A JOB REQUISITION 
Recruiters and other members of the talent acquisition team can make changes to job requisitions after they’ve been submitted. 

1. Go to the requisition in the Recruiting Dashboard.  

2. Click Actions > Job Change > Edit Job Requisition. 

   

3. Select a Reason for editing the requisition. 

 
 

4. Make the changes. Editable information includes: 
• Recruiting Information: Replacement For (the 

person the new hire will replace), Recruiting 
Instruction (whether or not relocation is approved), 
Recruiting Start Date, Target Start Date, Referral 
Details (if applicable), Job Application Template 

• Job Information: Job Posting Title, Job Profile, 
Job Description, Job Postings, Worker Sub-Type, 
Time Type, Primary Location, Job Posting 
Locations, Scheduled Weekly Hours, 
Compensation Details, and Questionnaires 

• Qualifications: Education, Language, 
Certifications, Work Experience, Competencies, 
Responsibilities, Skills, Training Details 

• Organizations: Company, Cost Center 
• Attachments: Add or remove attachments  
• Assign Roles: Change the Primary Recruiter, 

Talent Acquisition Coordinator or Talent 
Acquisition Sourcer 

• Compensation: Compensation Package, Grade, 
Grade Profile, Salary or Hourly Wage  

5. Click Submit. 

6. After editing a requisition for any reason, the Primary 
Recruiter will receive an Inbox task to unpost and then 
to post the job. Both tasks MUST be completed. 
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CLOSING A JOB REQUISITION 
If you end up not needing a job requisition, you can close it. Closing a requisition renders it permanently unavailable to fill. Managers may 
also close requisitions, but the Primary Recruiter must approve. (If the Primary Recruiter closes the requisition, the manager must approve.) 

1. Go to the requisition in the Recruiting Dashboard.  

2. Click Actions > Job Change > Close Job Requisition. 

   

3. Select a Reason. 

4. Enter the Close Date. 

5. Click Submit, then Done.  

IMPORTANT NOTE: Before closing a requisition, be sure 
to disposition all candidates for that requisition. 
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FREEZING A JOB REQUISITION 
To temporarily suspend (place on hold) a job requisition, you can freeze it. 

1. Go to the requisition in the Recruiting Dashboard. 

2. Click the Actions > Job Change > Manage Job Requisition Freeze. 

   

3. Select a Freeze/Unfreeze Reason. 

4. Enter the Freeze/Unfreeze Date. 

5. Check the Frozen box.  

 

 

 

 

 

 

 

UNFREEZING A JOB REQUISITION 
When you are ready to unfreeze the requisition, follow the same steps as above but uncheck the Frozen box.  
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EVERGREEN REQUISITIONS AND CONFIDENTIAL REQUISITIONS 
For information about evergreen requisitions or confidential requisitions, see the Evergreen Job Requisitions job aid or the Confidential 
Job Requisitions job aid. 

 


