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Before You Begin

These instructions are for creating a Student requisition. Instructions for creating a Professional requisition (i.e. anything non-Student) are in a separate

document.
See Hire a Student on Taskroom for more information.
You will require several pieces of information.

The following pieces of information should be obtained from Midas. Refer to Obtaining
Required Position-Related Information from MIDAS for that process.

From MIDAS:
e Ministry and Entity Code
e JobTitle
e Position Number
e Location

e Job and Grade

e HR Organization

e Hours of Work

Salary Range, including supplement if applicable
Salary Modifier

Salary Account

Costing Code

© Position Number
T O
— Job 2
o = D o
= 25
“+ < 2
S % Job 0 >
= &£ Title % 3
S =) B © °
— D 3
o & ‘ =~
-1 e Costing Code

.1 HR Organization
Modifier  Hours of Work

Additional pieces of required information are:

Competition Structure

Number of Openings

Applicable Student Program (summer student, co-op, or
student-less-than-full-time)

Hiring Manager

Hiring Manager Assistants

Collaborators

Competition and Approval Details

Details Required By Approvers

Tool Allowance, if applicable

Labour Service Section, if applicable

Workplace Diversity Preference or Designation, if
applicable

Posting Dates, Advertisement, and Competencies
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Desired Posting/Closing Dates (only applicable to student-
less-than-full-time)

Screening Date, Time, and Location

Assessment (Interview, etc.) Date, Time, and Location
Advertisement

Competencies
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https://taskroom.saskatchewan.ca/manager-resources/hiring-employees/hire-a-student
https://taskroom.saskatchewan.ca/-/media/project/taskroom/documents/guide/obtaining-required-information-from-midas.pdf
https://taskroom.saskatchewan.ca/-/media/project/taskroom/documents/guide/obtaining-required-information-from-midas.pdf

The Requisition Form

NEED HELP?

To access Taleo User Guides, please visit Taleo Instructions in Taskroom or click the dropdown arrow beside your profile name in the upper right-
hand corner and choose "Help"

To obtain up-to-date position-related information required to create a competition, run the "Competition Creation for Taleo” report from MIDAS. See
Obtaining Required Position-Related Information from MIDAS in Taskroom to learn how.

LOOK FOR THESE SYMBOLS
Inspect: this tool will help you froubleshoot any fields that still require information to complete your requisition.

o Important compliance-related information for the section or field

Helpful information for the section or field

Saskatchewan B Find Candidores c 2 TesthM1 551 &

& Preferences

E RECRUITING TASKS REQUISITIONS CANDIDATES

You are here > Requisition List

® Logout
PP & oonicitiane o
£ o &
Requisition Info
Showﬂe\dsrequwred[o‘* O Save () Request Approval O Post Language: | English (Base) " Collapse All
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The Requisition Form is divided into sections:
1. Instructions

Competition Structure

Competition and Position Details

Posting and Advertising

Prescreening

ukhwnN

As described in the Instructions section, each section contains
links to Important Information and/or Help.

The User Guide can be found in the Instructions section or the
Help link from the drop-down list of your profile name in the
upper right corner of the screen.

The Instructions section provides a link to the MIDAS report

available for obtaining key pieces of information required in the
Competition and Position Details section.

The system will time out after 60 minutes of inactivity, and
unsaved information will be lost, so Save the form frequently.

Click Done to save and exit the edit view.
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Duplicating a Previous Requisition

Centers
Recruiting

Quick Access
Requisitions

Candidates

Welcome to Taleo!!!
This is your Home Page. New infor

Need help getting started with a con
need.

= RECRUITING

Saskatchewan %‘

REQUISITIONS

CANDIDATES

= recrumng | Tases

REQUISITIONS CANDIDATES

s [FUTERS ) Show requismions: | own or collaborate on @ Status Draft @  Perding @ Open @  On Hald ©
[ own or ca
& & | Mereacions v ¢ | Default requisition ist formar
| = -
S oy @ = Title Grade leb Employment Type Status Status Detail HRBP
» Stas
o FINGO3836 | Accounting Clerk - Health fevel 3 S6EU03  FAC- Drafc = Riringmgr
SGEU test
FNGO3857 | Accounting Clerk - Health ievel 3 SGEUG3.  FAC- Draft : nirngmer
SGEU Test
—

) Business Support Analyst (iD: ADM018702)

[8]e &

More Actions ¥

. Requisition Activities
Requisition || gy rchmer
EIJ Request For Contribution
|
f'f: Cancel
] ‘@ Duplicate this requisition
4 Instructi P d
Other Actions
NEED @ Add Comments
£ Create a Requisition - Duplicate an existing requisition
Requisition Info m| ‘
Show fields required to:¥  © Save (O Request Approval ) Post Language: | English (Base) ‘ v Collapse All  Save

4 Instructions
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NOTE: Only student requisitions may be duplicated to create a
new student requisition. Professional requisitions cannot be used
to create a new student requisition.

Navigate to the Requisition List by clicking Quick Access >
Requisitions on the home page or click REQUISITIONS in the blue
bar at the top of the screen on any pages other than the home

page.

If you are not assigned to the requisition as a Hiring Manager,
Hiring Manager Assistant, or Collaborator, you will not have
access to the requisition. If you need to duplicate a requisition to
which you do not have access, contact staffing@gov.sk.ca for
assistance.

If the requisition you want to duplicate has already been filled or
cancelled, check Include filled/cancelled requisitions in the
Filters panel.

Find the requisition you wish to duplicate in the Requisition List.
Click the requisition title to open.

Click More Actions > Duplicate this requisition or the Duplicate

this requisition & icon. A new requisition has now been created.

Click on the Inspect icon on the right of the screen. This
displays which fields are required for each step in the creation
process.

Scroll through the form to update fields, as appropriate. Pay
particular attention to the Competition and Position Details
section, as this information tends to change over time.

A new requisition number will be assigned as soon as the new
requisition is saved.

Once all fields in the form have been completed, click Done. The
requisition is now ready to be sent for approval.
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Creating a New Requisition From a Template

Navigate to the Requisition List by clicking Quick Access >
Requisitions on the home page or click REQUISITIONS in the blue
bar at the top of the screen on any pages other than the home

page.

Welcome to Taleo!!!

Centers This is your Home Page. New infon
Recruiting Need help getting starled with a col Saskatchewan%
need /
Requisitions —
Candidates — RECRUITING CANDIDATES
Then click Create Requisition.
E RECRUITING ‘ TASKS REQUISITIONS CANDIDATES

—

Snow requisidons: [rivess ) Snow r jons: | owner collsboraz on @ Sawes: Draft @ Pending @ Open © Onbold @ Clear &
| own or collaborate on b4
(-] ‘ More Actions + List Format | Default requisinian it farmar
Inelude fiadicancallad requisnians
ov @ & Tite - Grade Jobs Employment Type Status Status Detail HREP
* Status
= FING03897  Accounting Clerk - Health level 3 SGEUD3.  FAC- Draft - iringmgr
SGEU st
=
FINQO3E29 Accounting Clerk - Health level 3 SGEU.03. FAC Permanent Part-time Draft hiringmgr
sceu test
FING03896  Arcounting Clerk - Health leyel GEUDI  FAC- Draft = hirinemer

Use a template is selected by default. Click Next.

Saskatchewan J

=  recrumne ‘um REQUISITIONS  CANDIDATES

e » Raqusman Lt > Creoes @

3 Create a Requisition
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You are here > Requisition List > Create Requisition

f2) Create a Requisition -

e \ "/ \°/

Basic Information Find Template Specify Attributes

Please specfy the hire type for the requisition you are creating. Note that this information cannot be changed once the requisition is created

Select the requisition type *

Professional

Complete and save

Find Template xi
|
17 Recuisiion templats areavllable, <. i '
[FERs) Nofiters are applied
» Organization
Language Job Title to Be Advertised Category Action
* Loceten English Student - Agriculture & Environmental Services Research and Policy Select
» Job Category English Student - Agrology Assistant Agrology
T English Student - Business &Finance Administrative Support Select
English Student - Communications Communications Select
e — English Student - Engineering Assistant Engineering Select
English Student - Facilities & General Labour General Operations and Labour Select
English Student - Geological Survey Geosciences Select
HAGH English Student - Highway Maintenance General Operations and Labour Select
—————————— | |engih Student- Law Court services Select
English Student - Office Administration Administrative Support Select
English Student - Park Gate Attendant Park Operations Select
English Student - Park Interpreter Park Operations Select
English Student - Park Maintenance Worker Park Operations Select
English Student - Parks & Culture Park Operations Select
Page‘Ion (1-15 of 17 items) 2|2 |

You are here > Requisition List > Create Requisition

) Create a Requisition -

Back to Req:

7N

° ° 3)

Basic Information Find Template Specify Attributes

Template (sample competition to build from): Enter a key word from job title being staffed. For a blank template, enter "blank". *

Student - Communications -]

Complete and Save

Public Service Commission - Strategic Systems & Innovation Branch

Step bar displays the process of creating a requisition.
Select Student and click Next.

Click on the Open Selector % jicon to launch the Find Template

window to see the list of sample competitions for student

positions. Select the template which best matches the position

you're staffing. You will be taken back to the previous screen.

Click Next.

August 20, 2021
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= recrumng | Tasks
|

You are here > Requi

£ Create a Requisition -

Basic Information

For help with Job Category, open a new internef

Requisition Structure

Select the requisition type
Professional

Requisition Style
Requisition File Apr 32018

ob Category (for help go tc

REQUISITIONS  CANDIDATES

te Requisition

Find Template

mplate Used
Administrative Support (Child and Family Services 05 PSC)

ocL)

Administrative Support | v | Q)

Specify Attributes

indow and go to http://www.careers.gov.sk ca/OCL. For Location, do not leave "City” level blank.

& TestHM1 SsI ¥

Complete and Save

0 Add additional locations

Location Selector

435 Locations are vaable S ot o proce

» Location

[FILTERS)) No filters are applied

State/Province State/Province Region city Action
China Select
China SH Select
Region
China SH Shangnai select
India Select
City
India ND New Delhi Select
Keyword Japan Select
(R B = Y select
Address Japan TKY Tokyo Select
\ | e o .
Zip/Postal Code
Page | 1 |0f29 (1150f 435 items) n 2134 >
(Jhow only work ocations
Locations Selected (0)
(Jhow only worker locations
‘ Primary Name Actions

‘ No data to display.

=

B Create a Requisition -

Bask Information

Requisition Structura
Professional
Accounting Clerk - Health level 4

Redquisiton File Apr 3 2016

Find Template

Finance and Revenu | v | Q]

specify Attributes

Alison Lara

Executive Government » 033 Public Service Commission | +

Complete and Save

=
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Enter a key word from the Hiring manager’s name, the ministry
name and the location, then wait a moment for the system to
present a pick-list for you to choose from.

Alternatively, click on the Open Selector % icon to launch the
Selector window to select from.

The template will insert the appropriate value in the Job Category
field. Do not change the job category.

If the requisition is for more than one location, click Add
additional locations to open Location Selector to select the other
locations.

Use the Filters on the left to search for the additional locations,
then click Select to add them. Do not select a value where the

City column is blank.

Click Done when all locations are selected.

Click Next.

A new requisition has now been created. Scroll through the form
to enter and/or update fields as appropriate.
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3 Create a Requisition -

Requisition Info

Request Approval Post

L

Collapse All  Save

&
hiringmer, test - e None applicable Lara, Alisor 7
e — Inspect
| |92 i i
10f2 :
Next

[ Te

Collaborators

© Add Collaborators

First Name Last Name Email Title
No Collaborators have been selected. Please click ‘Add Collaboratars' to 3dd collaboratars
Instructions: : Select a User Group. Refer to User Group Help section in Additional Taleo Information for Student Requisitiofs in Tas}

Business Partner Team & | 9

4 Saving (2)

4 Approval (7)
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Click on the Inspect icon on the right of the screen. This
displays which fields are required for each step in the creation

process.

A new requisition number will be assigned as soon as the new

requisition is saved.

Once all fields in the form have been completed, click Done. The

requisition is now ready to be sent for approval.
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