
How to Create a Requisition in NeoEd 

 

1. Log into NeoEd Dashboard 

1. Sign in to My Portal  

2. Locate the NeoEd tile  

1.  

3. Click “Launch NeoEd”  

 

2. Access the Dashboard 

Once inside NeoEd, you will be directed to the dashboard. 

 

  



 

 

3. Create a Requisition 

Option A (Quick Access) 

 Click “Create a Requisition” under Quick Actions  

o  

Option B (Navigation Menu) 

1. Go to Recruiting  

2. Select My Requisitions  

3. Click Create a Requisition  

 

  



 

 

4. Complete Required Fields 

Fill out all fields marked with a red asterisk (*). 

 

Key Fields Explained 

 Class Spec  

o Enter the job title  

o Click the title to verify the job description  

  

 Position Number  

o Click the  icon to find the correct position number  

o If this is a new position, select “Yes” at the bottom of the form  

  

 Hiring Manager  

o Enter only the official hiring manager for the position  



o If submitting on someone else’s behalf, do not include yourself—only 
the hiring manager  

 FOAP  

o Enter the appropriate FOAP information as required  

o  

 

5. Continue to Next Step 

 After completing all required fields, click “Save & Continue to Next Step”  

o  

 

6. Add Approvers to Workflow 

Refer to the Requisition Approval Queue in the Administrator tab on the HR webpage. 

Steps to Add Approvers 

1. Click “Add Approval Group”  

o  

2. Select the appropriate approval group from the dropdown  



o  

3. Add an approver:  

o Type their name or  

o Click the magnifying glass to search  

1.  

2.  

4. Click “Add Approval Step”  



o 

➡ Repeat these steps until all required approvers are added. 

 

7. Review Approval Workflow 

 Ensure all required approvers are included  

 Example of Completed Approval Workflow for Central Services Hire 

 

 

8. Save and Continue Approval Workflow 

 Click “Save & Continue to Next Step”  



  

 

9. Submit the Requisition 

 After completing all sections, click “Save and Submit” 

o  

 


