How to create a job requisition in
SuccessFactors

This guide shows you how to create a job requisition in SuccessFactors,
route it through approval, and publish it to your career sites. You work in the
Recruiting module of SAP SuccessFactors. You start from a template,
choose a job role, complete the requisition form, add screening questions,
and submit the requisition. After the manager approves it, the recruiting
team posts the job.

Prerequisites
Before you begin, make sure you have the following:

e Access to the SAP SuccessFactors login page in your web browser.

e Administrator credentials. In this example, the user is logged in as
Jane Moneypenny (sfadmin) on behalf of Tessa Walker (twalker), a
recruiter.

e Access to the proxy feature if you need to act as another user, such
as the recruiter or the approving manager.

Access Recruiting

1. Log in to SAP SuccessFactors
Open your web browser and go to the SAP SuccessFactors login page. Log
in with your administrator credentials.

After you log in, the SAP SuccessFactors Home page appears. It shows
these sections:

e ToDo, with tiles for Take Action, Review Performance, Finish Your
Profile, and Onboarding manager Activities.

e« My Team, with tiles for Manage Pending Requests, Team Summary,
Org Chart, Succession, Compensation, Calibration, Reports, Team
Absences, Recognize and Reward someone, and Candidate Is
Internal?.
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Notifications and user information appear in the top right corner.
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SAP SuccessFactors Home page with the ToDo and My Team sections, logged in as
Jane Moneypenny on behalf of Tessa Walker
2. Confirm your proxy status

If you need to act as another user, confirm that you are proxied as that user.
In this example, the admin is proxied as Tessa Walker, a recruiter, so that
you can perform recruiter-specific actions.
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3. Open the Recruiting overview
Click the Home dropdown or navigation menu and select Recruiting. This
opens the Recruiting module, where you can manage job requisitions.
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Cursor over the Home navigation menu on the SAP SuccessFactors Home page

4. Review the Recruiting Overview page
The page summarizes your job requisitions:

e 9 Candidates Forwarded

* 79 New Candidates

e 49 Current External Requisitions
e 49 Current Internal Requisitions
e Average Days Open: 20

Below the summary, a list shows the job requisitions you are responsible
for. The columns are Job Title, Req Id, Hiring Manager, Location, Due,
Candidates, Status, Updated, Age(Days), and Job Postings.

Example requisitions in the list:

e Planning (Req Id: 962, Hiring Manager: Tianyang Wang, Location:
London, Due: 05/14/2017, Candidates: 3, Status: Open)

e Production Tester (Req Id: 901, Hiring Manager: Jimi MacCalin,
Location: Knutsford, Due: 09/30/2016, Candidates: 2, Status: Open)

» Consulting Analyst (Req Id: 721, Hiring Manager: Lisa Clark, Location:
Dallas, Due: 10/07/2016, Candidates: 1, Status: Open)
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» Project Coordinator (Req Id: 882, Hiring Manager: Zoe Mcllveen,
Location: Sydney, Due: 11/08/2015, Candidates: 1, Status: Filled)

Create a new job requisition

5. Start to create a job requisition in SuccessFactors
On the Job Requisitions page, click the Create New button in the upper
right area.
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Cursor clicking Create New on the Job Requisitions page, with the requisition list and
statistics visible

6. Select a job requisition template
On the Create New Job Requisition page, choose a template. You see two

options:

e Simple Job Requisition
e Standard Job Requisition
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The templates differ in the fields and features available. For example, you
might use one template for students and another for employees. In this
guide, click the Standard Job Requisition link.
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Create New Job Requisition page with the Simple Job Requisition and Standard Job
Requisition templates
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7. Choose how to start the requisition

You can copy an existing job requisition, browse Families & Roles, or create
a new job requisition from a blank template. In this guide, click Create New
Job Requisition From Blank Template.
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Create New Job Requisition page with the cursor on the Create New Job Requisition
From Blank Template option

8. Review the Route Map
The job requisition form opens on the Standard Job Requisition for Demo
Test page. A Route Map at the top outlines the approval workflow:

e Step 1: Create Requisition (current step)

e Step 2: Hiring Manager's Manager Approval

e Step 3: Recruiting Team Action

e Step 4: Completed (requisition can be published)
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The Route Map tracks progress through each approval stage.
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Standard Job Requisition for Demo Test page with the Route Map and job requisition

detail fields

9. Review the job requisition detail fields
The form contains a mix of standard and custom fields, which you can tailor
to your organization’s needs. A red asterisk (*) marks required fields.

Example fields at the top of the form:

e Reqld: 1001

¢ Internal Job Title: Demo Test

e External Job Title: Demo Test (with an option to set it as "Same as

Internal)
e Status: Open
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Additional sections include Organizational Information (Legal Entity,
Division, Department, and so on).
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Job requisition detail fields including Internal Job Title, External Job Title, Status, and
Organizational Information

10. Begin filling out the required fields

Select values for required fields such as Location, Posting Country, and Job
Country. Use the dropdown menus to choose from the available options.
For example, select "Boston-Boston (3400-0001)" for Department, or
choose a country for Location.
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You must complete required fields before you proceed.

&f SuccessFactors: Requisitio.. X 4

€ © & httpsy//salesdemod.successfactors.com/acme?bplte_company=SFPARTO10628&fbacme_n=my_forms&tin ¢ Q search + 8- 7 el i
PS8 B o= Q | iProCon || Partner || SFPortale || SF Learning |\ SF Provisioning |\ SFinfo |\ SFInstances | Resources Later || Clients _ RCM /RMK @ Career Site [l Get Smart- Getting Co... »
Al LY T e
y . i ane Moneypenny (sfadmin)on
BestRup @ Reeniting Q e behalf of Tessa Walker (twalker)
Job Candidati Interview Central Interview Scheduling Ask HR
s 4l 2
Standard Job Requisition for Demo Test al
=20 ~28 e 806 0F
~ Route Map
° Create Requisition [i] 2 “"'"QMT‘QQ“ Maneger 3 Recruiting Team Action (il 4 Completed [
\pproval = —
[ Actions
0¥ £
= B
@ Internal Posting Preview ‘& Exteral Posting Preview  [IE
Job Requisition Detail - Job Profile
Req ld oot
Internal Job Title Demo Test
ExEm Jot T Demo Test Same as Intemal
Status Open v
v

Dropdown menus open for the Department and Job Country fields, with required field
indicators

Select a job role and review the job profile

11. Open the Job Profile tab

The system provides a Job Roles and Families feature. It lets you define
roles and associate them with predefined content, including job
descriptions, responsibilities, summaries, competencies, skills, education
requirements, and interview questions. This streamlines the requisition
process and keeps similar roles consistent.

Go to the Job Profile tab in your job requisition. If no job role is selected,
this warning appears:

“No Job Role. You currently have no job role selected for this requisition.
Selecting a role will allow you to create your job description from a
structured job profile that exactly matches what will be expected of the job
candidate in their new role.”
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Click the Select Role button to begin.
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« Maintains a pay plan by conducting periodic pay surveys; scheduling and conducting job evaluations; preparing pay budgets; monitering and scheduling individual pay
actions; ing, planning, and pay structure revisions.

» Ensures planning, monitoring, and appraisal of employee work results by supporting managers to coach and discipli scheduling
conferences with employees; hearing and resolving employee grievances; counseling employees and supervisors.

« Maintains employee benefits programs and informs employees of benfits by studying and assessing benefit needs and trends; recommending benefit programs 1o
management: directing the processing of banafit ciaims: obtaining and evaluating benefit contract bids: awarding benefit coniracts: designing and conducting
educational programe on benefil programs.

» Ensures legal compliance by meniloring and implementing applicable human resource federal and state requir Ganducting investi intaining records:
representing the organization at hearings.

+ Maintains management guidelines by preparing, updating, and recommending human resource policies and procedures.

» Maintains professional and technical knowledge by atiending i reviewing i ing personal netwarks;
in professional societies

= Contributes to team effort by accomplishing related results as needed.

T Job Summary

Develops policy and directs and coordinates human resources activities, such as employment, compensation, labor relations, benefits, training. and employee services.
Maintains and enhances the organization's human resources by planning, implementing, and evaluating employee relations and human resources policies, programs, and
practices.

& Competencies
Assembling Talent

‘Communicating Effectively

Job Profile tab with the no job role warning and the Select Role button

12. Select a job family

In the "Select the job role that matches your requisition" section, open the
Job Family dropdown menu. Choose the family that fits your position.
Example options include:

e Administrative Support Family

¢ Human Resources Family

e Managerial and Supervisory Family

e Marketing/Community Relations Family
e Services and Maintenance Family

e Skilled Craft Family
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For this example, select Human Resources Family.

&f SuccessFactorsTitle X B
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»
Select job code: :
50020122 T Job Description
Job Responsibilities:
» Maintains organization stall by establishing a recruiting, testing, and interviewing program; counseling managers on candidate selection; conducting and analyzing exit

interviews; recommending changes.

- P employees for ass| by establishing and conducting orientation and aew hire programs.

« Maintains & pay plan by conducting periodic pay surveys; scheduling and conducting job evaluations; preparing pay budgets; monitoring and scheduling individual pay
actions; . planning, and pay structure revisions.

= Ensures planning, monitaring, and appraisal of employee work results by supporting managers to coach and discipline employees; scheduling management
confarences with employees; hearing and resoiving employee grievances; counsaling employees and supervisors.

= Maintains employee benefits programs and Informs employees of benefits by studying and assessing benefit needs and trends; recommending benefit programs to

management: directing the processing of benefit claims; ebtaining and evaluating benefit contract bids; awarding benefit caniracts; designing and conducting
educational programs on benefit programs.

« Ensures legal compliance by moniloring and implementing applicable human resource federal and state i intaining records.
representing the organization at hearings.

+ Maintains management guidelines by preparing, updating, and recommending ;uman resource policies and procedures.

= Maintains professional and technical knowledge by atiending i reviewing i ing persanal networks:
in professional societies

= Contributes to team effort by accomplishing related resulls as needed,

T Job Summary

Develops policy and directs and coordinates human resources activities, such as employment, compensation, labor relations. benefits, training, and employee services.
Maintains and enhances the organization's human resources by planning, implementing, and evaluating employee relations and human resources policies, programs, and

neactinas.

Job Family dropdown menu open with the available family options

13. Choose a job role and review the job profile content
After you select the family, the available roles within it appear. For the
Human Resources Family, select HR Professional.

Once you select a role, the system fills in several sections with predefined
content:

e Job Description, including Job Responsibilities

e Job Summary

 Competencies, such as Assembling Talent and Communicating
Effectively
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These sections give the requisition a clear structure, and you can customize
them as needed.

5f successractorsTitle X &
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Select job code: A
s00a512 T Job Description
Job Responsibilities:

« Maintains organization stafl by establishing a recruiting, testing, and interviewing program; counseling managers on candidate selection; conducting and analyzing exit
interviews; recommending changes

.p employees for assi by establishing and conducting orientation and new hire programs

= Maintains a pay plan by conducting periodia pay surveys; scheduling and conducting job evaluations; preparing pay budgets; monitoring and scheduling individual pay
actions; . planning, and pay structure revisions.

= Ensures planning, monitoring, and appraisal of employee work results by supporting managers to coach and discipl scheduling
conferences wilh employees; hearing and resolving employee grievances; counseling employees and supervisors.

« Maintains employee benefits programs and informs employees of benefits by studying and assessing benefit needs and trends; recommending benefit programs to "
management; directing the processing of benefit claims; obtaining and evaluating benefit contract bids, awarding benefit contracts; designing and conducting 5
educational programs on benefit programs. g

» Ensures legal compliance by menitoring and implementing applicable human resource federal and state ducting invesli intaining records
representing the organization at hearings.

* Maintains management guidelines by preparing, updating, and recommending .,uman resource policies and procedures.

» Maintains professional and technical knowledge by atiending i reviewing personal networks:
in professional societies.

= Contributes to team effort by accomplishing related results as needed.

T Job Summary
Develops policy and directs and coordinates human resources activities, such as employment, compensation, labor relations, benefits, training, and employee services.
Maintains and enhances the organization's human resources by planning, implementing, and evaluating employee relations and human resources policies, programs, and
v

neantinee

Job profile page with pre-populated Job Description, Job Summary, and Competencies
for the HR Professional role

14. Add or customize sections

Click Add Section to add a custom section to the job profile. Click the Edit
button next to a section header to edit an existing section. Changes and
additions you make here are reflected in the job requisition.

5f successractorsTitle X
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il
Req Id :1001 Job Profile  Ca
© Add Section ™
T b Description sEdit) AV
Job Responsibilities:
+ Maintains organization staff by estabiishing a recruiting, testing, and interviewing program; counseling managers on candidate selection; conducting and analyzing exit interviews: recommending changes.

+ Prepares new emplayees for assignments by establishing and conducting crientation and new hire programs.
+ Maintains a pay plan by conducting periodic pay surveys; scheduling and conduicting job evaluations; preparing pay budgets; monitoring and scheduling individual pay actions; recommending, planning, and implementing

pay structure revisions.

+ Ensures planning, menitoring, and appraisal of employee work results by supporting managers to coach and discipli scheduling with hearing and resolving employee

counsaling d N
+ Maintains employee benfits programs and informs employees of bensfits by studying and assessing benefit needs and trends: recommending benefit programs to management; directing the processing of banefit claims: |
v

obtaining and evaluating benefit contract bids: awarding benefit contracts; designing and conducting educational programs on benefit programs.
records; the at hearings

* Ensures legal by monitoring and ling applicable human resource federal and state i ‘conducting

and

« Maintains management guidelines by preparing, updating, and ing human P
persenal netwarks; participaling in professional societies,

» Maintains professional and technical knowledge by attending reviewing

» Contributes to team effort by accomplishing related results as needed.

T Job Summarv +Edi) AV

Job Description section with the Edit and Add Section options
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15. Continue filling out the requisition form
Enter or confirm the following details in the Organizational Information
section:

¢ Internal Job Title: HR Professional

« External Job Title: HR Professional (or select "Same as Internal")
e Status: Open

e Location: Berlin-Berlin (1010-0001)

e Posting Country: Germany (DE)

e Job Country: Select the appropriate country from the dropdown.

A red asterisk (*) marks required fields.

sf successfactors:Title X
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B I‘ﬁ £ Reciuiting + ) Sem S— [? @ Jane Moneypenny (sfadminjon =
esthun 9 behalf of Tessa Walker (twalker)

Job Requisitions ~ Preferences  Candidates  Interview Central  Interview Scheduling  Ask HR
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© Add Section ~

T Job Description sga) AV
Job Responsibilities:
+ Maintains erganization staff by estabiishing a recruiting, testing, and interviewing program; counseling managers on candidate selection; conducting and analyzing exit interviews; recommending changes.
« Prepares new employees for assignments by establishing and canducting crientation and new hire programs.

* Maintains a pay plan by conducting periodic pay surveys; scheduling and conducting job evaluations; preparing pay budgets; manitoring and scheduling individual pay actions; recommending, planning, and implementing
pay structure revisions.

« Ensures planning, monitoring, and appraisal of employee work resuits by supporting managers to coach and discipline emp scheduling with hearing and resolving employee
counseling empl d

+ Maintains employe benafits programs and informs employees of benefits by studying and assessing benefit needs and trends; recommending benefit programs ta management; directing the processing of bencfit claims;
obtaining and evaluating benefit contract bids; awarding benefit contracts; designing and conducting educational programs on benefit programs

* Ensures legal by monitaring and i ing applicable human resource federal and state requir ducting investigati intaining records; the organi at hearings.
+ Maintains management guidelines by preparing, updating, and ing human policies and
javascriptvoid(a) iaintains professional and technical knowledge by attend ps; reviewing icati persanal netwarks; participating in professional societies.

Organizational Information section with HR Professional titles, Open status, Berlin
location, and Posting Country set to Germany
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16. Specify the job function

In the Job Function dropdown, select the functional area for the job. For an
HR Professional, choose Human Resource. Tooltips such as "Choose the
functional area of this job" may appear to guide your selection.

U SuccessFactors: Requisitio.. X &

€ (@ httpsy//salesdemod.successfactors.com/acme?bplte_company=SFPART 628&fbacme_n=my_forms&in X Q Search ¥ @' g - A
B B = Q | iProcon Partner |_ SFPortale | SFLearning | SF Provisioning || SFInfo || SFInstances | Resources | Later || Clients |\ RCM /RMK @ Career Site [l Get Smart- Getting Co... »
—— ~
\ . . Jane Moneypenny (sfadmin)on
BestRun @ Recniting Q ’f? (? 3 behalf of Tessa Walker (twalker)
Job Requi Candidat Interview Central  Interview Scheduling  Ask HR
Job Requisition: Demo Test & Internal Posting Preview (2 External Fnslmg Prédiew
o
Reqld ;1001 View Details Job Profile  Candidates(0)
© Add Seetion ~

T Job Description i) AV
Job Responsibilities:

* Maintains organization staff by establishing a recruiting, testing, and interviewing program; counseling n;anlgm n candidate selection; conducting and analyzing exit interviews; recommending changes.

* Maintains a pay plan by conducting periodic pay surveys; scheduling and conducting job evaluations; preparing pay budgets; monitoring and scheduling individual pay actions; recommending, planning, and implementing
pay structure revisions,

+ Ensures planning, manitoring, and appraisal of employee work results by supporting managers to coach and discipline scheduling with hearing and resolving employee:
grievances; counseling employses and supervisors.

* Maintains employee benefits programs and informs employees of benefits by studying and assessing benefit needs and trends; recommending benefit programs to management; directing the processing of benefit claims;
obtaining and evaluating benefit contract bids; awarding benefit contracts; designing and conducting educational programs on benefit programs.

+ Ensures by monitoring and ing applicable human resource federal and state requir ting ining records; the at hearings.

» Maintains management guidelines by proparing, updating, and ing human policies and

@
$
B
2
+ Prapares new employees for assignments by establishing and conducting crientation and new hira programs.
| v

Read salesdemod successfactors.com wiedge by attending i reviewing licati i personal networks; participating in professional societies.

Job Function dropdown menu open with options such as Administration, Business
Analysis, Customer Service, and Human Resource

Note: Job roles and families keep your job requisitions consistent,
comprehensive, and aligned with organizational standards. Predefined
content saves time and reduces errors, while custom sections give you
flexibility when needed. Always review and save your changes before you
submit the requisition for approval.

Fill in all required fields in the requisition form

17. Complete the remaining required fields
Fill in all required fields in the requisition form, focusing on those marked
with a star (*). Example fields include:

e Replacement for whom

e Recruitment Justification

e Salary and Benefits Information
e |s this a budgeted position

e Currency (set to USD)

e Base Salary

Generated with docsie.io
14/ 28



e Salary Frequency
e Employment Type
e Pay Type

5f SuccessFactors: Requisitio.. X | 4=

€ ©f httpsy/sale 4 .com/acme?bplte_company=SFPARTO10628&fbacme n=my forms&in @  Q Search + O 7 ®|- | =

I By == & | | iProcon || Partner || SFPortale | SFLearning |\ SF Provisioning |\ SFInfo || SFinstances |\ Resources | | Later |} Clients |\ RCM /RMK @ Career Site Bl Get Smart- Getting Co...

~

Employee Referral

If this job is eligible under the critieria of the ERS please provide details.

ERP Amount

Requisition Team

[Provide the key people involved in the recruiting activities for this job requisition. Only these users will be able to access the requisition during the process,

" Recruiter (R)
Tessa Walker Find User...

Recruiting Team Admin-selected Users: Ellen Reckert, Stephanie Decker, Elsa Mormin, Nicole Bade, Marcia Carvalio, Michelle Frankenfeld, Jenny Ding
Amelia Ruiz, Jane Moneypenny
Admin-selected Groups: Recruiters - DO NOT CHANGE NAME @
Manage Addilional Users Restore admin defaul

Re-apply personal preferences

|* Hiring Manager D
Tianyang Wang Find User

e Team d lected Groups: - DO NOT CHANGE NAME @
Manage Addilional Users
Restore admin defaults

Re-apply personal preferences|

Recruitment Coordinator 4

Requisition form fields including Salary and Benefits Information, Currency set to USD,
and dropdowns for Employment Type and Pay Type

18. Define the requisition team
In the Requisition Team section, define the key people involved in the
recruiting process:

e Enter or confirm the Recruiter (for example, Tessa Walker).

e Enter or confirm the Hiring Manager (for example, Tianyang Wang).

e Review or add members to the Recruiting Team and the Requisition
Administrator Team as needed.
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e Optionally, add ERP Amount and Employee Referral details if
applicable.

sf Successfactors: Requisitio.. X | 4

€ @ @ hitps;//salesdemod.successfactors.com/acme?bplte_company=SFPART010628&fbacme_n=my_forms&in ¢ Q Search + O v

8 B = @ | iProCon | Partner | ) SFPortale | SFLeaming | SF Provisioning |/ SFInfo |} SF Instances |+ Resources | ) Later |} Clients | ) RCM/RMK @ Carcer Site BBl Get Smart- Getting Co..

mployee Referral
i this job is eligible under the crilieria of the ERS please provide details.

ERP Amount

s
Requisition Team
Provide the key people invalved in the recruiing activities for this job reguisition. Only these users will be able fo access the requisilion during the process.
" Recruiter (R)
Tessa Walker Find User.
Recruiting Team Admin-selected Users: Ellen Reckert, Stephanie Decker, Elsa Mormin, Nicole Bade, Marcia Carvalho, Michelle Frankenfeld, Jenny Ding,

Amelia Ruiz, Jane Moneypenny
Admin-selecied Groups: Recruiters - DO NOT CHANGE NAME @
Manage Additional Users Restore admin defau

Re-apply personal preferences:

[* Hiring Manager B
Tianyang Wang Find User...

q i Team ! lected Groups: - DO NOT CHANGE NAME @
Manage Additional Users
Reslore admin defaults

Re-apply personal

Recruitment Coordinator

Requisition Team section with the Recruiter, Hiring Manager, and Recruiting Team
members

19. Add competencies and skills

Include relevant competencies or skills in the requisition. Hiring managers
or recruiters use these later to rate candidates during the evaluation
process.

20. Add screening questions
Add screening questions to the requisition to help evaluate candidates:

e Click Add more questions in the Questions section.
e Use the Browse tab to select existing questions or create new ones.
» Set the language for the questions (for example, English US).
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Example questions include "Are you able to perform the essential duties of
the position?", "Are you at least 18 years of age?", "Are you authorized to
work in [country]?", and "Are you open to relocation?".

5f SuccessFactors: Requisitio.. X | 4=

€ O https//sale 4 com/acme?bplte_company=SFPART0106288&fbacme_n=my.forms&in @  Q Search + 9 7 ® |~ =
IS B == @ | iProCon ) Partner | SFPortale | SFLearning |\ SF Provisioning |\ SFInfo | SF Instances || Resources |_J Later | Clients || RCM /RMK @ Career Site B Get Smart- Getting Co... »
~
mployee Referral
If this job is eligible under the critieria of the ERS please provide details.
RP Amount
E mount 3
Requisition Team
[Provide the key people involved in the recruiting activities for this job requisition. Only these users will be able to access the requisition during the process.
" Recruiter (R)
Tessa Walker Find User...
Recruiting Team Admin-selecied Users: Ellen Reckert, Stephanie Decker, Elsa Mormin, Nicole Bade, Marcia Carvalio, Michelle Frankenfeld, Jenny Ding
Amelia Ruiz, Jane Moneypenny
Admin-: ied Groups: Recruiters - DO NOT CHANGE NAME @
Manage Additional Users Restore admin defaul
Re-apply personal preferences!
|* Hiring Manager D
Tianyang Wang Find User
e Team ! lected Groups: - DO NOT CHANGE NAME @
Manage Addilional Users
Restore admin defaults|
Re-apply personal preferences|
Recruitment Coordinator i

Questions section with the option to add more questions and a list of basic screening
questions

21. Select required and disqualifier questions
Choose which questions are required and which are disqualifiers:

e Select the Required box for questions that all candidates must
answer.

e Select the Disqualifier box for questions that automatically disqualify
a candidate if answered incorrectly.

e Assign scores and weights to each question as needed (for example,
Score: 50).
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When a candidate answers a disqualifying question incorrectly, the system
can automatically disqualify the candidate and send an email notification.

sf Successfactors: Requisitio.. X | 4

€ (@ nhttpsy//salesdemod successfactors.com/acme?bplte_company=SFPART010628&fbacme_n=my._forms&in ¢ Q Search + ©- 7 »

P B == @ | iProCon ) Partner | | SFPortale | SFLearning | SF Provisioning | SFinfo | i SFInstances || Resources | | Later | | Clients |\ RCM /RMK @ Career Site B Get Sman- Getting Co..

? My Saved Questions

essential duties of the position for which you are applying?

aie of 1-

e of 15

‘A
w
£
b}
B
F
‘V

1 what are your salary requirements?

Questions table with required and disqualifier checkboxes and score and weight
columns

22. Set the required score
Set the required total score that candidates must reach to pass the
screening (for example, Required Score: 100.0).

23. Add overall comments

If needed, enter comments in the Overall Comments field. These
comments are included in the email notification sent to the next person in
the approval chain.

Submit the requisition for approval

24. Submit the job requisition

Click the Create Requisition button to submit the completed requisition.
The system forwards it to the next person in the approval workflow,
typically the Hiring Manager's Manager.
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The next screen confirms that the requisition will be sent for approval. It
shows the route map and the recipient (for example, "Forward Form to Yi
Lu"). Optionally, enter Email Notification Comments to include in the
approval notification.

5f Successfactors: JobRequi.. X | 4

€ @& httpsy/salesdemod f com/xi/ui/remjobreqsummary/pages/jobRegSummaryxhtmiz_scrb=ij | €&  Q Search + O 7 ®|(r =
M By == @ | iProCon || Partner | i SFPontale |} SFLearning | SF Provisioning |\ SFinfo | SFinstances | | Resources || Later || Clients i RCM /RMK @@ CareerSite B Get Smart- Getting Co..
A Pe@urmy |
ing ~ - ane Moneypenny (sfadminjon
BestRun @ Reoniting Q a behalf of Tessa Walker (twalker)
Job Candidat Interview Central Interview Scheduling Ask HR
Job Requisitions 7] 2
ol

(® Create New  [5 Offer Approvals

Candidates 79 New 49 Current External 49 Current Intemal  Average Days Open
Forwarded Candidates Requisitions Requisitions L]

Welcome to the requisition listing page. This list page displays all the requisitions to which you have access to, and navigational elements to interact with the requisitions. Access Is controlled by the Operator fields in the job requisition.
The analytic widget above is Interactive, acting as a method to filter the requisition lst to view only requisitions that meet certain criteria. Use the "Clear all filters” link to retur to a non-filtered view of the requisition list. Please refer t
the Help and Tutuorial link above to access relevant training material,

lloms por page | 50 v [« < Page| 1 |or2 > B

Filter Job Requisitions: Al job requisitions v ¥ Filler Options @ Display Options Highlight Job Title: ()

[ setect Req

Al Job Title Id Hiring Manager Location Due Candidates  Status Updated\  Age(Days) Job Postin
HR Professianal (& 1001 Tianyang Wang Berlin-Berlin (1010-0001) 06/18/2017 - Open 05/19/2017 - Not Posty
Planning (& 962 Tianyang Wang B3 London (0200-0004) 0511412017 3 Open 05/182017 - VE®
Production Tester (% 901 Jimi MacCalin E51 Knutsford (0200-0005) 09/30/2016 2 Open 04/26/2017 0 VEE
Consulting Analyst (% 721 Lisa Clark E2 Dallas (0300-0005) 10/07/2016 1 Open 10/14/2016 - I Not Pasti v

2>

Create Requisition confirmation screen with the route map and Forward Form to Yi Lu

25. Proxy as the approver

To approve the requisition as the manager, use the proxy feature to act on
behalf of the approver (for example, Yi Lu). On the Job Requisitions
summary page, find the user menu in the top right corner. Select Proxy
Now or the equivalent option to switch to the approver's view.
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The summary page lists all job requisitions, with job title, requisition ID,
hiring manager, location, due date, candidate count, and status.

5f Successfactors: Job Requi.. X | 4

€ (&  httpsy/salesdemod successfactors.com/xi/ui/rcmjobreqsummary/pages/fjobReqSummary.xhtmi?_s.crb=ij ¢ Q Search + & 7 ®r =
M2 By == © | iProCon || Partner | i SFPortale | ) SF Learning | SF Provisioning |+ SF Info || SF Instances | | Resources | | Later || Clients |\ RCM /RMK @ Careersite Bl Get Smart- Getting Co... »
o~ ~
y N : - Jane Moneypenny (sfadmin)on
BestRun @ Reenitng Q i Q @ e behalf of Tessa Walker (twalker)
Job Requisitions ~ Preferences  Candidates  Interview Central  Interview Scheduling  Ask HR B!mm!sérff
o Proxy Now
Job Requisitions
o Options
Admin Center

@ create New | Logout

Candidates 7 New 4 Current External 49 Current Internal ~ Average Days Open
Forwarded Candidates Requisitions Requisitions L]

Weicome to the requisition listing page. This list page displays all the requisitions to which you have access to, and navigational elements to interact with the requisitions. Access is controlled by the Operator fields in the job requisition.
The analytic wiiget above is interactive, acting as a method to filter the requisition lst to view only requisitions that meet certain criteria. Use the "Clear all flters” link to retum to a non-filtered view of the requisition list. Please refer
o

the Help and Tutuorial link above to access relevant training material.
llemsperpage |50 v [« < Page| 1 [of2 >

Fiter Job Requisitions: Al job requisilions v 7 FiterOptions @ Display Options Highlight Job Title: )
[ setect Req
Al Job Title Id Hiring Manager Location Due Candidates  Status Updated | Age(Days) Job Postin.
HR Professional (% 1001 Tianyang Wang B8 Berlin-Berlin (1010-0001) 06/18/2017 - Open 05/18/2017 Not Post,
Planning (2 962 Tianyang Wang &5 Londan (0200-0004) 051412017 3 Open 05/18/2017 VEE
Production Tester (% 901 Jimi MacCalin B2 Knutsford (0200-0005) 09/30/2016 2 Open 04/26/2017 0 VEE
Consulting Analyst (% 721 Lisa Clark E2 Dallas (0300-0005) 10/07/2016 1 Open 10/14/2016 - Not Post v

Job Requisitions summary page with the user menu open and the Proxy Now option

26. Review the requisition as the approver

Click the requisition you want to review (for example, "HR Professional"
with Req Id 1001) to open the approval view. The Standard Job Requisition
for HR Professional screen appears. Its route map highlights the current
step, "Hiring Manager's Manager Approval."
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The approver sees only essential fields, such as job title, requisition ID, and
status.

=) Connecting... X

v

€ @& httpsy/salesdemod successfactors.com/sf/home?_s.crb=ij1xR3IMN6252brgN3gh%252h0%252f1BMs5qL X Q search R 3 @v g

M5 B = @ | | iProCon | Partner | SFPortale | | SFLeaming | SF Provisioning |/ SFInfo | ) SF instances |+ Resources | ) Later | ) Clients | ) RCM/AMK @ Carcer Site Bl Get Smart- Getting Co..

B ﬁ € Recruiing v Q sear @ G Jane Moneypenny (sfadmin) on
esthun Jiting behalf of Tessa Walker (twalker)

Job Requisitions  Preferences  Candidates  Interview Central  Interview Scheduling  Ask HR

Job Requisitions N

@ create New [ Offer Approvais

Candidates 7 New 4 Current External 4 Current Internal ~ Average Days Open 20
Forwarded Candidates Requisitions Requisitions. —
Welcome to the requisition listing page. This list page displays all the requisitions to which you h to, and navi elements to interact with th requisitins. Access is controlled by the Operator fields in the job requisition.

the Help and Tutuorial link above to access relevant training material,

The analytic widget above is Interactive, acting as a method ta filter the requisition list to view only requisitions that meet certain criteria. Use the "Clear all filters” link to retun to a non-filtered view of the requisition lst. Please refer
ltems per page 50 v (< Page ei2)

@ rpprove Filter Job Requisitions: Al job requisitions v 7 Filter Options @ Display Options Highlight Job Title:
[ setect Req
All Job Title Id Hiring Manager Location Due Candidates ~ Status Updated |  Age(Days) Job Postin
HR Professional (& 1001 Tianyang Wang &5 Berlin-Berlin (1010-0001) 06/18/2017 - Open 05/1912017 - Not Post,
Planning (2 962 Tianyang Wang I London (0200-0004) 05/14/2017 3 Open 05/1812017 - VE®
Production Tester (@ 901 Jimi MacCalin 5 Knutsford (0200-0005) 09/3012016 2 Open 04/26i2017 0 VE®
Consulting Analyst (% 721 Lisa Clark Dallas (0300-0005) 10/07/2016 1 Open 10/14/2016 - Not Post v

<

Waiting for salesdemod successfactors.com...
Requisition approval screen with limited fields visible to the approver

27. Approve the requisition

Scroll to the bottom of the requisition review screen. Optionally, add
comments in the Overall Comments or Requisition Comments fields. Click
the Approve button to move the requisition to the next step in the workflow.

W SuccessFactors: Requisitio.. X | 4

€ O @ httpsy/salesdemod: .com/sf/jobregreview?fid=8522&company=SFPARTO10628&wsermname X Q Search + Q- 7 |-

P B == @ || iProCon | Partner | SFPortale | SF Learning | SF Provisioning || SFinfo | SF Instances | | Resources || Later || Clients |} RCM/RMK @ Career Site [ Get smart- Getting Co...

e
4 o #) Jane Moneypenny (sfadmin) on
BestRun @ Reauiting Q w | P g e Moy

Job Requisitions  Preferences  Interview Central  Interview Scheduling  Ask HR

~

Standard Job Requisition for HR Professional
BE~2E&8Cc0

~ Route Map

Assessiment — et Gomplaned

(\1_/ Requisition Crested [0 ____ ° ;;ﬁ:g::’;ﬂ:‘::l n| 3 RecningTeamActon [ | 4 Completed @
[ Actions
I & Interal Posting Preview & Extemal Posting Praview

Job Requisition Delsil + Job Profile
Req Id o
Intermal Job Title HR Professional
External Job Title HR Professional Same as Inlemal
Status Open v

Read salesdemo4 successfactors.com

Approval screen with the Approve button and comment fields
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28. Forward the approved requisition to the recruiting team
After you approve, a confirmation screen shows that the requisition will be
sent to the recruiting team for review. The Forward Form to field shows the
next recipient (for example, Tessa Walker).

Optionally, add Email Notification Comments before you finalize the
approval. Then click Approve to complete the process.

sf Successfactors: Requisitio.. X | 4

€ @ & | httpsy//salesdemod successfactors.com/sf/obreqgreview?fid=B5228company=SFPARTO106288sername ¢ Q Ssearch + ©- 7 wix =
IS B ==& | iProCon Partner | SF Portale SF Learning |4 SFP g | SFinfo || SFinstances | | Resources | Later || Clients || RCM /RMK & Career Site B Get Smart- Getting Co...
— "
iting " (’ ) Jane Moneypenny (stadminjon
BestRun @ Recuiing Q Q E behalf of ¥i Lu (ylu)

Job Requisitions  Preferences  Interview Central  Interview Scheduling Ak HR

~

Standard Job Requisition for HR Professional al
B8 =8 @ 6 O

~ Route Map
12 Requisition Created (1] HRmgMenanecs. o) 3 Reciting Team Action (1) 4 Completed [
s T Manager Approval
[ Actions
o
3
& Intenal Posting Preview & Extemal Posting Preview I8
Job Requisition Detail + Job Profile
Req Id A
Internal Job Titte Fem
External Job Title MR Professional g
Status Gy 7

Approve confirmation screen with Forward Form to Tessa Walker and the Approve
button

Complete the recruiting team action and post the job

29. Return to the Job Requisitions summary page

After the requisition is approved and forwarded to the recruiting team,
return to the Job Requisitions summary page. Key analytics appear at the
top:

e 2 Candidates Forwarded

e 7 New Candidates

e 7 Current External Requisitions
e 7 Current Internal Requisitions
e Average Days Open: 0
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Below the analytics, a list shows all job requisitions. The columns are Job
Title, Req Id, Hiring Manager, Due Date, Candidates, Progress, Updated,
and Age (Days). The user menu in the top right corner lets you switch proxy
roles or return to your own profile.

8f SuccessFactors: Job Requi.. X |+

€ @ & httpsy//salesdemod.successfactors.com/xi/ui/remjobreqsummary/pages/jobReqSummary.xhtmi?_s.crb=ij e Q Search + O 7 o =
m= &) [ iProCon | Partner | SFPortale | SF Learnin SF Provisioning |\ SFInfo || SF instances | | Resources | | Later |} Clients | RCM /RMK @ Carcer Site B Get Smart- Getting Co..
9 9 9
— @ a
4 e ¥ 7 =) Jane Moneypenny (sfadminjon
BestRun @ Recuiing Q Q g behalf of i Lu (ylu)
Job Requisitions  Preferences  Interview Central  Interview Scheduling  Ask HR Hecorme Selly
i Proxy Now
Job Requisitions
.| Options

Admin Center
@ create New | Logout

Candidates 7 New 7 Current Exteral 7 Current Intemal  Average Days Open 0
Forwarded Candidates Requisitions Requisitions |
Welcome to the requisition listing page. This list page displays all the requisitions to which you have access to, and navigational elements to interact with the requisitions, Access Is controlled by the Operator fields in the job requisition,

The analytic widget above is interactive, acting as a method to filter the requisition list to view only requisitions that meet certain criteria. Use the "Clear all filters” link to return to a non-filtered view of the requisition list. Please refer t|
the Help and Tutuorial link above to access relevant training material.

ltems porpage | 10~ | < Page| 1 [of1

Filter Job Requisitions: ~ All job requisitions ~ 7 Filter Options @ Display Options Highlight Job Title: ()
[ setect A1l Job Title Reqid T Hiring Manager Due Candidates Progress Updated Age(Days)
Project Manager (® 143 Tianyang Wang 5 11/08/2015 13(3 New) I 1000712016 - el
Scheduler (& 148 Lin Jin 11/08/2015 2(2 New) [ 08/15/2016
Project Execution Lead (% 150 Tianyang Wang B3 11/08/2015 2(1 New) I 10/07/2016
Engineer Il (% 152 Lin Jiang BEX 11/08/2015 1(1 New) [ 08/15/2016
v
< : >
. compan...s=Blopt mode=8lopge_param. T  mode=mode_be sell8 s.crb=j1xR3MN+1q DA= v

Job Requisitions summary page with analytics, the requisition list, and the user menu
open

30. Open the requisition at the Recruiting Team Action step
Find the requisition you want to work with (for example, "HR Professional"

with Req Id 1001). Click the job title to open the requisition details. The
Standard Job Requisition for HR Professional screen appears.
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The route map shows the current step, "Recruiting Team Action" (Step 3).
The previous steps, "Requisition Created" and "Requisition Approved," are
complete. The requisition status is "Open," and both internal and external

job titles are "HR Professional."

8f SuccessFactors: Job Requi.. X |+

€ @& httpsy//salesdemod.successfactors.com/xi/ui/remjobreqsummary/pages/jobReqSummary.xhtmi?_s.crb =ij

i B == & | iProCon | Partner |\ SF Portale || SF Learning

SF Provisioning |\ SF Info |

SF Instances

¢ Q Search

| Resources |} Later

+ -7 ®(x | =

_} Clients | RCM /RMK @ Career Site Bl Get Smant- Getting Co...

o
BestRun @ Recwiing v

Job Requisitions  Preferences  Interview Central  Interview Scheduling  Ask HR

Job Requisitions

Candidates 7 New 7 Current External 7
Forwarded Candidates Requisitions.

Current Internal  Average Days Open
Requisitions

Qs

0 @8

@ Croate New

Jane Moneypenny (sfadmin) on
behalf of jw_‘pf (ylu) =

~

il

[ offer Approvels

Welcome to the requisition listing page. This list page displays all the requisitions to which you have access to, and navigational elements to interact with the requisitions, Access is controlled by the Operator fields in the job requisition,
The analytic widget above is nteractive, acting as a method to filter the requisition list to view only requisitions that meet certain criteria. Use the "Clear all flters™ link to return to a non-filtered view of the requisition list, Please refer

the Help and Tutuorial link above to access relevant training material.

Filter Job Requisitions: Al job requisitions

[ select a1 Job Title Reqld T
Project Manager (@ 143
Scheduler (B 148
Project Execution Lead (& 150
Engineer Il (& 152

<

~ ¥V Filter Options

Hiring Manager
Tianyang Wang B2
Lin Jin

Tianyang Wang B

Lin Jiang B2

Due

11/08/2015
11/08/2015
11/08/2015
11/08/2015

® Display Options

Candidates
13(3 New)
2(2 New)
2(1 New)

1(1 New)

Items per page | 10

Highlight Job Title:

Updated

10/07/2016
08/15/2016
10/07/2016

08/15/2016

v | K< Page| 1 [of1

Age{Days)

Standard Job Requisition for HR Professional with the route map at the Recruiting Team

Action step

31. Set the posting start date
Open the requisition and go to the JOB POSTINGS tab. Under "Job

postings," find the rows for "Internal Career Site Posting" and "External
Career Site Posting." Both are marked "Not Posted."
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Click the Posting Start Date field to open the date picker. Select the start
date (for example, 05/19/2017). Make sure the date matches the intended
go-live date for the job posting.

5f SuccessFactors: Job Requi.. X | 4

€ @ @ | https//salesdemod.successfactors.com/xi/ui/remjobreqsummary/pages/jobRegSummary.xhtmi?_s.crb=ij @ Q search + ©- 7 ®» | =
P& B == @ | iProcon | Partner || SFPortale | SF Learning | SF Provisioning || SFInfo |\ SF Instances || Resources || Later |\ Clients |_i RCM /RMK @& Career Site B Get Smart- Getting Co.
— a
v - a @ Jane Moneypenny (sfadminon
BestRun @ Recwiing a : e behalf of Tessa Walker (twalker)
Job Requi Candidat Interview Central  Interview Scheduling  Ask HR
Job Requisitions ul i
Wil

@ create New 5 Offer Approvais
Candidates 79 New 49 Current External 49 Current Internal ~ Average Days Open
Forwarded Candidates Requisitions Requisitions =

Welcome to the requisition listing page. This list page displays all the requisitions to which you have access to, and navigational elements to interact with the requisitions. Access Is controlled by the Operator fields in the job requisition.
The analytic widget above is interactive, acting as a method to filter the requisition list to view only requisitions that meet certain criteria. Use the "Clear all filters” link to retumn to a non-filtered view of the requisition list. Please refer t|

the Help and Tutuorial link above to access relevant training material.

s
Items per page 50 ~ | < Page| 1 [of2 > el

Filter Job Requisitions: Al job requisitions “ 7 Filler Options @ Display Oplions Highlight Job Title: [x)
Job Title Reqld  Hiring Manager Location Due Candidates  Status Updated 4 Age(Days) Job Postings
HR Professional (% 100+ Tianyang Wang E5 Berlin-Berlin (1010-0001) 06/18/2017 - Open 05182017 - NotPosted 5~
Panning (& 962 Tianyang Wang London (0200-0004) 0514/2017 3 Open 05/18/2017 - VE®E
Production Tester (® 901 Jimi MacCalin &8 Knutsford (0200-0005) 09/30/2016 2 Open 04/26/2017 o VEE
Consulting Analyst (& 721 Lisa Clark E5 Dallas (0300-0005) 10/07/2016 1 Open 10142016 - NotPosted 5

<

Job Postings tab with the date picker open for Posting Start Date

32. Publish the job requisition to the career sites
Do the following for each posting type, Internal and External Career Site
Posting:

» Set the Posting Start Date (for example, 05/19/2017).

e Optionally, set the Posting Start Time, Posting End Date, and
Posting End Time if required.

e Click the Post Job button in the Action column to publish the job.
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The system updates the posting status to "Posted" for the selected sites.

5f Successfactors: Job Requi.. X | =+

€ @@ httpsy//salesdemod successfactors.com/xi/ui/remjobreqsummary/pages jobReqSummary.xhtmi?_s.crb=ij @ Q Search + S 7 w - =
I5 B == @ | iProCon | Partner | SFPortale | SF Learning | SF Provisioning |\ SFInfo | SF Instances || Resources |} Later | Clients || RCM /RMK @ Career Site [ Get Smart- Getting Co... »
1AL e ;
v s i Jane Moneypenny (sfadmin)on
BesIFi‘un faf  Recruiling Q @ behalf of Tessa Walker (twalker)
Job Candidat Interview Central Interview Scheduling Ask HR
Job Requisitions l 45
i

@ Create New [5 Offer Approvais
Candidates 79 New 49 Gurrent Extemal 49 Current Internal  Average Days Open
Forwarded Candidates Requisitions Requisitions =
Welcome to the requisition listing page. This list page displays all the requisitions to which you have access to, and navigational elements to interact with the requisitions. Access is controlled by the Operator fields in the job requisition,

The 2nalytic widget above is nteractive, acting as @ method to filter the requisition list to view only requisitions that meet certain criteria. Use the "Clear all filters™ link to retum to a non-filtered view of the requisition list. Please refer
the Help and Tutuorial link above to access relevant training material.

ltems per page 50 v < Page‘ 1 [of2 > ol

Filter Job Requisitions: Al job requisitions v ¥ Filter Options @ Display Options Highlight Job Title: [x)
Job Title Reqld  Hiring Manager Location Due Candidates  Status Updated 4 Age(Days)  Job Postings
HR onfesslona'_@;w, 1001 Tianyang Wang Berlin-Berlin (1010-0001) 06/18/2017 - Open 05/19/2017 - Not Posted [/
Planning (& 962 Tianyang Wang 5 London (0200-0004) 051412017 3 Open 0518/2017 - Ve
Production Tester (& 901 Jimi MacCalin B8 Knutsford (0200-0005) 09/30/2016 2 Open 0472612017 0 Ve
Consulting Analyst 721 Lisa Clark Dallas (0300-0005) 10007/2016 1 Open 101142016 - Not Posted (5
< 2>
p ¥ s crb=ij g q o5 ns= g_mode=1001

Job Postings tab with Internal Career Site Posting as Posted and External ready to post

33. Verify the posting status

After posting, confirm that the Posting Status for both Internal and External
Career Site Posting is "Posted." The Posting Start Date and Posting Start
Time should reflect the values you selected (for example, 05/19/2017, 02:06
PM EDT).
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The Last Modified Date and Last Modified By columns update to show the
posting details (for example, Tessa Walker). To unpublish the job from a
specific site, click the Remove Post button.

5f SuccessFactors: Job Postin.. X | 4

€ (O @ https://salesdemod.successfactors.com/acme?_s.crb=ij1xRIMN%252brgN3gh% W0%252f1BMs5qDAY @  Q Search 3 @v ? w o =
P& B == @ | iProCon _| Partner || SFPortale | SF Learning | SFProvisioning || SFInfo |\ SFInstances || Resources |_| Later || Clients |_i RCM /RMK @ Career Site B Get Smart- Getting Co.. »
- @ é Jane M (sfadmi =
@ s ane Moneypenny (sfadminjon
BestRun @ Recniting Q e behalf of Tessa Walker (twalker)
Job didalts Interview Central Interview Scheduling Ask HR
: g ~
Job Postings: HR Professional al
o @
JOBREQUISITIONDETAL ~ JOBPROFILE ~ CANDIDATES(0)  JOBPOSTINGS(2)  CANDIDATE SEARCH
Your changes have baen saved
Job postings
Posting Type Posling Status  Posting Start Date  Posting Start Time  Posling End Date  Posting End Time  LastModified Date  Last Modified By Action
Internal Career Site Posting &  Posted 05/19/2017 02:06 PM EDT - . 05/19/2017 Tessa Walker Remove Post
External Career Site Posting & Posted 05/19/2017 02:06 PM EDT - - 05/1972017 Tessa Walker Remove Post

Note: Postings expire at 11:58 pm at the end of the selected expiration date. Please note, new postings can take several minutes before they are returned in search results on the career sites.

Job board postings
This job is not being posted on any job boards.

Note: Updates for some boards might possibly fail on eQuest at a later time. Pleasa check the external boards to see if the update has failed

Add Job Boards

Job Postings tab with both Internal and External postings as Posted and the Remove
Post option

34. Manage job board postings

To post the job to external job boards, click the Add Job Boards button in
the "Job board postings" section. The job is not currently posted on any job
boards.

Use Update All Job Boards or Remove Job as needed to manage postings
on external boards. Updates for some boards may be delayed, so check the
external boards to confirm.

35. Finalize and monitor the process

After publishing, monitor the workflow to make sure all steps are complete
and the requisition is visible on the intended career sites. If further actions
are required, such as additional approvals or edits, follow your
organization's workflow procedures.

Summary

You now know how to create a job requisition in SuccessFactors from start
to finish. You created a requisition from the Standard Job Requisition
template and selected a job family and role. You completed the required
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fields, defined the requisition team, and added screening questions with
scoring. After the manager approved the requisition, the recruiting team
posted it to the internal and external career sites.

Each step in the workflow is tracked and documented, with opportunities to
add comments and notifications along the way.

What's next

e Monitor the requisition on the Job Requisitions summary page to
confirm it is visible on the intended career sites.

e Add the job to external job boards with Add Job Boards, and check
those boards for updates.

e Follow your organization's workflow procedures if the requisition
needs further approvals or edits.
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