
TALEO
Fluid Recruiting
Training for the Upgraded Taleo Recruiting System



PHASE 1:
POSTING A 
REQUISITION



LET’S GET STARTED!

Click on the 
requisitions tab



TALEO-FLUID REQUISITION PAGE 

The new requisition page 
Allows you to choose your 
Assigned access and filters.



WHAT IS YOUR ACCESS?

Filters DBA Access HM Access



CREATING THE REQUISITION



CREATING THE REQUISITION

Using a template will pull the job description from PeopleSoft

Click on Next 



CREATING THE REQUISITION

Input the position number for your
Open position.  Your position number
Should pull up when you begin type it in.

Once you enter the position
Number, click next.



CREATING THE REQUISITION
If you input a position number that was just created and it does not appear in Taleo, please pay 
attention to the execution date in Peoplesoft.  If the date is a future date, then you have to wait 
for that date for the information to appear in Taleo.



CREATING THE REQUISITION

Add Department Contact Only

Click Next once Department 
Contact has been added



CREATING THE REQUISITION

Look at all the fields and verify the 
Information or fill in what is missing

Red asterisk indicates required information



CREATING THE REQUISITION

Complete all required fields. Add internal
Notes for your recruitment team to have
Additional information regarding your position.

Inspect tab will let you know
What is missing in your requisition



CREATING THE REQUISITION

Inspection tab allows you to see what is required 
For saving, approval and posting your position.

New Feature



CREATING THE REQUISITION

The information on this 
Page should not be 
changed.



EMPLOYMENT REP & DEPARTMENT CONTACTS

Recruiter  & Recruiter 2 is for HR personnel only.
Department contact 1&2 are contacts in your departments. 

New Feature



COLLABORATORS

Click on Add Collaborators.  

Collaborators are your search committee 
members or your interview panels. 



COLLABORATORS

Input the name of your collaborator



COLLABORATORS



COLLABORATORS



COLLABORATORS



CANDIDATE WORKFLOW & ADDITIONAL INFORMATION

Do not change the workflow.  

Notes that you want your
Applicants to see.



JOB DESCRIPTION & MINIMUM QUALIFICATIONS

Do Not Change the Job Description or Minimum Qualifications



REQUIRED ATTACHMENTS

Choose what attachments you would
Like for the applicants to provide with
Their application. 



JOB INFORMATION

Information on this page 
Cannot be changed.



DISQUALIFYING QUESTIONS

All applicants are asked the questions below. This is part of the Application.



SUPPLEMENTAL QUESTIONS
Supplemental questions help to identify the most qualified applicants known as “ACE”
candidates. All supplemental questions will be confirmed by recruiter prior to posting.

Start by clicking on create to add supplemental questions.



SUPPLEMENTAL QUESTIONS

Add your question and answers.
Click Save & Close.



SUPPLEMENTAL QUESTIONS



This question would be marked required since it is a minimum qualification.

SUPPLEMENTAL QUESTIONS



READY FOR APPROVAL

Once you have entered all information on 
Your requisition, scroll to the top of the 
Requisition and click request approval.



REQUESTING APPROVAL

Click on More Actions if you are ready to
Submit for approval.



REQUESTING APPROVAL



Click on submit for approval.

REQUESTION APPROVAL



REQUESTING APPROVAL



REQUESTING APPROVAL


