
Creating a Staff 

Employment Requisition in 

the  

TEAMS (PeopleAdmin) System  



Important Notes 

• Most fields on the requisition are populated from 

information drawn from the position description. 

• You must first create or update the position 

description.  Refer to the Manager’s Toolkit for 

information on how to edit the position description 

or contact UHR –Compensation.   

• Position descriptions must be approved before 

changes will transfer to the new employment 

requisition. 

 

 



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 

Staff Requisition 



Click on 

Create from 

Position 

Description 



Enter the Name or the Position 

Number then click Search 

Click on 

the 

Position 

Title 



Click on Create Requisition from 

this Position Description 



Click on 

Create New 

Requisition 



Review all of the 

information and 

complete the required 

sections of the 

requisition.  The 

Position Title should 

not be changed at this 

time.  The Job 

Category and 

Responsible Hiring 

Supervisor are 

dropdown selections.  

If you do not see the 

Hiring Supervisor in 

the list, contact HR.  

That supervisor may 

need to be given 

Hiring Supervisor user 

type. 



Continue to complete 

the required sections 

of the requisition.  

The Work Schedule 

and Pay Schedule are 

dropdown selections.   

 

Save will keep you on 

the same page.  Next 

will save the 

information and 

move to the next 

page. 



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.   

 

Enter the Reason 

for Recruiting and 

if a replacement 

specify the 

incumbent. 



Most of the 

information is 

carried over 

from the 

position 

description.  

The Job Open 

Date is 

completed by 

HR when the 

requisition is 

ready to post.  

HERC is also 

completed by 

HR at the time 

of posting.    



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.  

The list is then 

activated by HR.  



Click on Take Action 

on Requisition 



From Point of Contact the 

requisition should ALWAYS be 

submitted to Hiring Supervisor 



HIRING SUPERVISOR 

Log in as 

Hiring 

Supervisor 

and click 

refresh 

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. 



The Hiring 

Supervisor 

should review 

the information 

then scroll down 

to the Selection 

Criteria section.   



Click on Edit 



Criteria 1 through 5 

are required.  

Criteria 6 and 7 can 

be created by the 

supervisor and 

related to the 

position.  This 

section must be 

completed by the 

Hiring Supervisor 

before submitting the 

requisition for 

further approval 



Questions can be added to postings.  There are many 

approved questions entered into the system and can be 

searched by key words.  Start by clicking on Add a Question. 





Enter 

key 

words. 

Click 

on 

Submit 

Select a 

question 



To add a new question, click on 

Add a question 



Click 

on Add 

a new 

one 



Enter a Name for the question.  Select a category for the question.  Enter the question. 

Click on Submit.  New questions are “pending” until UHR approves them before posting. 



If there are predefined answers, click on the radio button for Possible Answers, and enter 

the predefined answers.  Click on Submit.  New questions are “pending” until UHR 

approves them before posting. 



FOR STAFF POSITIONS:  

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.   



Once the documents 

selected are saved, 

they move to the top 

of the page. 



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.  

The list is then 

activated by HR.  



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 UHR. 



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. 


