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1. Go to MySWC, log-in and select the NeoEd app. 
2. In NeoEd, make sure to be in “Dashboard” and then select “Recruiting.” 

 

 
 

3. Select the “My Requisitions” tab and then select the “Create a Requisition” button. 
 

 
 
 

4. Step 1: Create the Requisition Details. 
• You will need the approved HRT (from ServiceNow) to enter the required information. 
• For the most part the “List Type” will be “Regular.” Only a few exceptions for any of the other 

types, consult with HR prior to selecting any of the other list types. 
• Skip the “EEO/Census Data Template.” 
• If this recruitment is for a new, vacant, part-time instructor or temporary non-academic hourly 

position, for the “Previous Employee” section, please list N/A. Otherwise, list the previous 
employee that last vacated the position. 

• If the funding is split between fund sources, ensure that all budget numbers are listed under 
“Budget Information” along with the split percentage. 

• If this is a new position, complete the “Position Details” section, otherwise skip. 
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5. Select the green button at the top of the page, “Save & Continue to Next Step.” 
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6. Step 2: Approvals 
• This should be autogenerated but if no approver is listed then select the “+ Add Approval Group” 

and select the appropriate HR approver. 
 

 
 

7. Save and continue to the next step. 
 

8. Step 3: Attachments  
• Add the ELT approved HRT and any supporting documentation. 
• If this is for a part-time or hourly position, you can skip this step. 

 
 

9. Select the green button at the top of the page, “Save & Submit.” 
 

10. The Requisition Detail will now show as “In Progress.” You are also able to edit the requisition if you 
notice an error after submitting. 
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11. The requisition will remain in your “My Requisitions” tab. 
 

 


