
How to Create a Position Requisition 

NEOED Position Requisition 

 

Login to NeoEd 

Go to your Dashboard 

Select: Create a Requisition 

 

When submitting for a replacement, reach out to your campus HR department to provide 

you with the position number for your requisition. 

Select the search icon to locate the campus department/division  

 

https://www.youtube.com/watch?v=pUJh16x4DM4


Select Job Description search icon:  

 

Input the Working Title for the position to be filled: 

 

Select the desired start date 

Hiring Manager:  

 

 

 

 

Select the Job Type: 



• Classified 

• Confidential 

• FT Faculty 

• Management – Classified Administrator 

• Management – Educational Administrator 

 

Select List Type: 

 

Select the Number of Vacancies: 

 

Select the Location of the position:  

 

FTE: 



If this is a full-time position – 1.0 

If this is a less than 12-month employee – Contact your campus HR department for 

assistance. 

Number of Months: 

Number of Hours per Week: 

 

Please select the following: 

Salary Grade 

Salary Amount (per the current salary schedule) 

FOAPAL Number (with the percentage for each) 

Budget Dollars (Salary and Fringes) 

 

 

 

 

 

 

Supervisor and Position Number of the position  



Screening Committee Chair 

Screening Committee Members 

 

 

Complete the following areas: 

Explain why the work cannot be reassigned to other staff within the department 

Impact on College/District 

Yes/No – Is a temporary employee performing the work of this position? 

New Position Only 

 

 

Is this a New Position – If Yes: 



Add any comments 

 

 

Is this a New Position – If No:  

 

Save & Continue: 

 

 

Approval Workflow: 



 

Classified: 

• Campus HR Director 

• Administrative Supervisor 

• Campus Budget Office (Budget Analyst) 

• Campus Vice President of Finance 

• Campus College President 

 

Faculty: 

• College HR Director 

• Administrative Supervisor 

• Campus Vice President 

• Campus Budget Office (Budget Analyst) 

• Campus Vice President of Finance 

• Campus College President 

• DO Budget Office 

• DO VC Business Services 

• DO Faculty HR Specialist (FON Report) 

• DO VC Human Resources 

• Chancellor 

 

Management: 

• Campus Vice President 

• Campus College President 

• Campus Budget Office (Budget Analyst) 

• Campus Vice President of Finance 

• Campus HR Director 

 

Adjunct: 

• Campus Vice President 

• Campus HR Director 

 

After selecting the Approval Workflow: 

Select Save & Continue to Next Step: 



 

Attachments Needed:  

Benefits Calculation Template:  

• Welcome to KCCD Employees  
• Business Services 

• Budget 

• Benefits Template FYxx 

• Employee Forms 

 

Job Descriptions - Job Descriptions 

• Classified 

• Confidential 

• Management 

Save & Submit 

 

https://www.kccd.edu/employees/
https://www.kccd.edu/employees/employeeforms.html
https://www.kccd.edu/human-resources/job-descriptions.html

