
Creating a Casual/Temporary

Employment Requisition in 

the 

TEAMS (PeopleAdmin) System 



Important Notes

• Fields marked with an * require completed 

information before moving forward to the next page.

• Make sure the Hiring Supervisor is in the system.

• If you need help, please contact Kim Crawford at 

x3489, or email at Crawford@Oakland.edu



Log into the TEAMS system at https://jobs.Oakland.edu/hr

using your NetID and password.  

https://jobs.oakland.edu/hr


Need to be 

in Applicant 

Tracking 

Module

Change 

user type 

to Point of 

Contact 

and click 

refresh

POINT OF CONTACT



Click on Create New 

Casual/Temp Requisition



Click on 

Create from 

Position Type



Enter the Title for the Position

Click on 

Create New 

Requisition



Do not enter a Position Number.  

That is entered by the Budget Office.

Complete the required fields for the requisition.  Some of the fields have a dropdown list to 

select from.  Make sure the appropriate item is selected from the dropdown list.  Enter the 

name of the Hiring Supervisor who will be managing the hired employee. Save will keep you 

on the same page.  Next will save the information and move to the next page.

Casual/Temporary 

employees must be 

paid an hourly pay 

rate on biweekly 

payroll unless 

approved by Gail 

Ryckman, Manager of 

Employment, x3479 or 

email at 

ryckman@Oakland.edu



Enter the required 

budget information.  

If more than one 

account needs to be 

entered, click on 

“Add Funding Builder 

Entry”. Another 

builder form will 

open and the 

information can be 

entered. The total 

budget amount goes 

in first Amount field. 

Enter the Effective 

Date for a start date 

and if this is a 

temporary position, 

enter the date the 

temporary position 

will be completed.  

Most temporary 

positions have a 6-

month limit.



Job Duties are 

required for any 

casual/temporary 

requisition.  Enter 

the Name of Hire if 

you know the person 

you are hiring.  If 

the person has 

worked for OU 

before, enter the 

last 4 digits of their 

Grizzly ID Number.  

The Job Open Date is 

completed by HR if 

the position is going 

to be posted.

Check the 

appropriate Pre-

Employment 

Requirements.  All 

hired applicants will 

be required to 

complete a Criminal 

Background Check.    



Questions can be added, either from the approved list already in the system, or 

by adding a new question.  New questions are in a pending status until UHR 

approves them before posting.  Questions can only be added if the position is 

going to be posted for applicants to apply.



IF A CASUAL/TEMPORARY 

POSITION IS GOING TO BE 

POSTED:  

Select from Cover Letter, 

Resume, Work Sample, 

Reference Letters and 

Media Profile.  All of the 

other documents are used 

for Faculty positions.  If 

one of those is chosen, 

UHR will need to approve.

NOTE: If a “Required” 

document is selected, it 

could inhibit applicants 

from applying if they do 

not have that type of 

document.  For example:  

reference letters.  

Choosing “Optional” would 

be a recommendation.  



Click on Create User Account

The system 

automatically 

generates a Username 

and Password.  The 

Password can be 

changed.  Click on 

Update Password if 

changed.  

Enter the email 

addresses of anyone 

who will be on the 

interview committee.  

Click on Update Guest 

User Recipient List.  

Guest User 

accounts are 

not required 

and only used 

if the position 

is posted and 

there is a 

committee 

used to review 

the applicants.  

Bypass this 

page if not 

needed.



Click on Take Action 

on Requisition

Review the requisition under 

Summary.  Make any changes, if 

needed, by clicking the Edit 

button in the section that needs 

revision.  After saving the 

changes, click on Summary again.



From Point of Contact the 

requisition should ALWAYS be 

submitted to Hiring Supervisor



HIRING SUPERVISOR

The Hiring Supervisor should receive an email indicating 

a requisition is in the queue.  The requisition will 

appear in the Inbox.  Click on the title of the position.

Log in as 

Hiring 

Supervisor 

and click 

refresh



The Hiring Supervisor should 

review the information on the 

requisition.

Requisition is Complete:

Submit to the next appropriate 

level for approval.

Requisition needs revision:

Click on Edit at top next to title, 

or scroll down the requisition 

and click on the Edit next to the 

section that needs revision.  

After saving changes, click on 

Summary on the left side of the 

screen, then submit to the next 

appropriate level for approval.



From Hiring Supervisor, submit to the 

next User Type for your specific 

department/division.  In most cases, 

Dept Head is skipped and the requisition 

is Submitted to Admin Head.

IMPORTANT

Submitting the requisition to 

the wrong user type could 

leave the requisition sitting in 

limbo.  If unsure of the next 

level user type, contact Kim 

Crawford at x3489 or email at 

Crawford@Oakland.edu.



Whatever the user type, you can add the requisition to your Watch List for 

easy searching and accessing while the requisition is open.  You can also 

see at any time where the requisition is sitting.



NEXT STEPS:
1. If the position is grant-funded, the requisition must go from Admin Head to Grants.

2. Requisition gets to VP/President Level

a) Temporary Custodian, Bag Drop, Greenskeepers, Pro Shop Clerks and Starters go 

directly from Admin Head to Employment Review.

3. VP/President Submits to Employment Review

4. Employment Review Submits to Compensation Review if necessary

5. Employment Review Submits to Budget Review

6. Budget Review Submits to Budget

7. Budget Submits to Human Resources

8. Human Resources finalizes process.


