
 
 
 

Move Job Requisition 
 

Overview 
This job aid outlines the process of moving a job requisition from one supervisory organization 
to another.   

 
Initiate Move Job Requisition 

Security Role(s): HR Administrator, Primary Recruiter, Recruiter, Recruiting Administrator. 
 

1.​ In the Search Bar, enter Move Job Requisition and select the Move Job Requisition task. 
 

 
 

2.​ Enter the Job Requisition to be Moved in the field and select OK. 
 

 
 

 



 
3.​ Enter the New Organization for which you would like to move the job requisition to. 

 

 
 

4.​ After entering the New Organization, select Submit. 
 

 
 

Remaining Process 
The process routes to the Manager of the supervisory organization for which you would like to 
move the job requisition for review and approval. 


