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CREATING AN EVERGREEN REQUISITION 
Evergreen requisitions allow you to have a steady flow of candidates for high-volume positions. For example, if the company you support 
always needs drivers, you might want to create an evergreen driver requisition. Candidates CANNOT BE HIRED directly from an evergreen 
requisition. They must first be moved to a regular, linked requisition. 

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

2. Search for and select a Supervisory Organization. 

 

3. Select the Worker Type. 

4. Click OK. 

5. An orange progress bar displays near the top of the page to 
guide you through the process.    

6. In the Recruiting Information section, make sure the 
Recruiting Start Date is today. Do NOT check the Spotlight 
Job box. 

 

7. In the Job section, select a Job Profile, then fill in the Job  
Posting Title. 

 

8. Scroll down and select the Worker Sub-Type and Time Type. 
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9. If there is already at least one job requisition available to link to this 
evergreen requisition, scroll down to the Link to Job Requisitions 
section. (Otherwise, this step can be completed at any time prior to hire.)   

 

Select the current job requisition(s) for that role. You will move candidates 
from the evergreen requisition to these requisitions at the offer stage. 

 

10. In the Attachments section, click Add. 

 

11. Click Attach to attach the interview guide. 

 

12. In the Assign Roles section, click Add. 

 

13. In the Role field, select Primary Recruiter. 

 

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

 

15. Repeat steps 13 and 14 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. 

16. Click Submit. 

NOTE: The Job Profile of 
the job requisition(s) 
must match the profile of 
the evergreen requisition. 
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17. You will receive an Inbox task to attach the self-
schedule calendar. Click the Assign Recruiting 
Self-Schedule button. (NOTE: This step applies to 
centrally TA-supported companies only.) 

 

18. Select your Recruiting Self-Schedule Calendar. 
(If you don’t have a Self-Schedule Calendar in the 
system yet, see the Setting Up Your Self-Schedule 
Calendar note on the right.) 

 

19. Click OK, then Done. 

20. 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. 

21. You will receive an Inbox task to Edit Additional Information. 

Fill in the Travel Percentage, Data Management Technique and Sales Territory. 
Also select the Relocation Tier, if applicable.  

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

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. 

Sales Territory only applies to roles with a sales territory (i.e., Sales Trainee, Sales 
Consultant Trainee). For all other job profiles, indicate "none." Sales Territory will 
be included in the external job posting and will drive candidate search functionality. 
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22. Click Submit. 

23. You will receive an Inbox task to post the job. 

 

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

 

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

 

26. Click OK. 

27. Preview the posting (if you selected that option), then click 
OK. (Note that you also have the option to make changes to 
the requisition by clicking Edit Evergreen Requisition.) 

 

28. Confirm that the selected sites are correct. 

 

29. Click Submit. 

30. No approvals are required. The posting will now be visible in the Recruiting 
Dashboard. 

NOTE: For compliance reasons, an evergreen requisition may only be used for 
90 days. After 90 days, you must close the requisition and create a new one. 
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LINKING REQUISITIONS TO AN EVERGREEN REQUISITION 
If you did not link any requisitions when you created the evergreen requisition, or if you want to link additional requisitions, follow these 
instructions. 

1. Go to the evergreen requisition in the Manage Job Requisitions section of the 
Recruiting Dashboard. 

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

 

3. Select a Reason for editing the requisition. 

 

4. Go to the Job section and scroll down to Link to Job Requisitions. 

 

5. Click Job Requisitions. 

 

6. In the Add/Remove field, search for and 
select the requisition(s) you want to link. 
(Remember, you can only link 
requisitions that have the same Job 
Profile as the evergreen requisition.) 

 

7. Click Next to move through the 
remaining sections. 

8. Click Submit. 
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MOVING A CANDIDATE FROM AN EVERGREEN TO A LINKED REQUISITION 
Candidates CANNOT BE HIRED directly from an evergreen requisition. They must first be moved to a regular, linked requisition. 

1. Go to the evergreen requisition in the Manage Job 
Requisitions section of the Recruiting Dashboard. 

 

2. Select the candidate. 

 
  

3. Click Move to Linked Job Requisition. 

 

4. Select a linked requisition.  

 

5. Click OK. 
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CLOSING AN EVERGREEN REQUISITION 
For compliance reasons, Sysco’s policy is to close evergreen requisitions after 90 days to keep a defined candidate pool for auditing 
purposes. 

1. Go to the evergreen requisition in the Manage Job Requisitions section of the 
Recruiting Dashboard. 

 

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

 

IMPORTANT NOTE 

If any open requisitions are still linked to 
the evergreen requisition, you must unlink 
them before closing the evergreen 
requisition. To do so: 

1. Click Actions > Job Change > Edit 
Evergreen Requisition.  

2. Go to the Job section. 

3. Scroll down to the Link to Job 
Requisitions section. 

4. Click the Job Requisition field, then 
click the X next to all listed requisitions.  

5. Click Next to move through the other 
sections. 

6. Click Submit. 
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CREATING AN EVERGREEN POOL SNAPSHOT 
After moving a candidate from an evergreen requisition to a regular requisition, you will have the opportunity to take a snapshot of the 
candidates who were eligible for consideration on that evergreen.  

Candidates considered eligible include: 

• Candidates who applied to the evergreen before the date of the snapshot. 

• Candidates who applied directly to the regular job requisition. 

• Candidates moved from an evergreen to a regular job requisition. 

Candidates not considered eligible include: 

• Candidates dispositioned before the recruiting start date on the regular job requisition. 

• Candidates who withdrew from the linked evergreen before the date of the snapshot. 

1. Go to the linked requisition (NOT the evergreen requisition) in the Manage Job Requisitions section of the Recruiting Dashboard. You can 
also locate it by typing View Job Requisition into the search bar and typing the requisition number into the Name field.  

2. Click the Candidates tab. 
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3. Click Consolidated Candidate Pool. 

 

4. Click Create Snapshot.  

 
5. The Snapshot Date should default to today. Change it if necessary, then click OK. 
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