
Creating a Requisition - Manager Space  
This PDF Guide will walk you through how to create a requisition. 

 
1. In Manager Space click on Manager Role  

 
 

2. Click on Hiring 

 
 
 
 
 
 
 
 
 
 
 
 
 



3. Click the three dots and then click Create Requestion  
Click on Create Requestions. 

 
 
OR Click on Create Requestions. 

 
 

4. On the requisition screen you will be required to fill in anything that 
has a red asterisk * by it.  

 
5. Click on Date needed and click on the calendar icon to pull up the 

calendar OR put a T and the current date will fill in.  

 



6. If you click the calendar icon, you will then select the date. 
 

 
 

 
7. Now, go to Position Code and click on the lookup trigger to look up 

the position.  
* You can not enter the position number or code in this box. You need 
to use the lookup screen. 

 
 
 
 
 

 



8. When looking up the position code you can search any of the boxes 
that are open below.  
In the example below, we extended the position number column so we had 
the option to type the position number in that box.  

 
 

9. Once the position code is entered some of the job information will 
auto-populate.  
You need to review ALL the boxes. Please be as complete as you can be. 
The blue boxes below are some examples of what is pre-populated.  

 



10. Enter additional locations if you want more than one. 
You can also choose statewide if that is more appropriate. 

 
 
11. To choose Relationship to Org click on the lookup trigger 

 
 
 
 
 
 
 



12. Choose the correct Relationship to Org.  
Click on Permanent, Seasonal, Temporary or Intern. You will need to use 
the arrow on the bottom to go to the end of the list to see these options.  

 
 

 
 

13. To choose the Work Type click on the Look Up Trigger. 

 
 



14. Choose the correct Work Type:  
Options: As Needed, Full Time, PTGE 20, or PTL20  
For this example, we will be choosing Full Time  

 
 

15. Click on the drop down for Agency and select your agency. 

 
 

16. Under Opening Information you must put the # of openings that you 
are planning on filling with this requisition.  

 



17. Under Contacts you will need to enter the Hiring Manger.  
You can put the hiring manger number in or use the lookup trigger.  
The Direct Manager and HR Contact will auto-populate. 

 
 
 

18. You can search by name or employee ID when using the lookup 
trigger.  
You may need to extend the column so you enter the employee number. 

 
 
 
 
 



19. Click on the hiring mangers name 

 
 

20. Recruiter doesn’t have a red asterisks, but you need to add the 
Recruiter - use the Lookup trigger as needed. 

 
 
21. We will be using Rachel as the recruiter for this example.  

You can pick any name, we will edit/correct when we post the job. 

 
 



22. Once you have reviewed and completed all steps for the requisition 
click on Save As Draft.  

 
 
23. Fill out and attach the Requisition Request Form.  

We continually update this form. Please always go to this link and fill out 
the most current form: 
https://www.sd.gov/bhra?id=kb_article_view&sysparm_article=KB0044662 

 
Click Supervisor on the main links - then click one of these options: 
• Requisition Request 
• Seasonal/Temporary Requisition Request 
• Intern Request Form 

 
 

https://www.sd.gov/bhra?id=kb_article_view&sysparm_article=KB0044662


 
 
24. Once you have the form done and save on your computer-  

Click on Attachments  

 
 

 
25. You will go into a new screen and click on the create button (the 

paper with a plus sign) in the upper right-hand corner.  

 
 

26. Click on the Type of Attachment and choose Requisition Request 
Form. Use the lookup trigger for File and add the file you saved to 
your computer. Click submit.  



 
 
27. Click on Submit for Approval. This will send the request to BHRA. 

 
28. Newly created requisitions will be shown in a status of “Draft”.  

Click submit for approval to send to the next step which is the HR 
Generalist. The status will then change to Approval Requested. 

 



 
 

29. Once the HR Generalist has approved you will see the status change 
to Pending.  

 
 

30. You will receive a POSTED email as soon as the announcement is 
posted. The status will show as Open.  
We recommend you click the link in that email as soon as possible to view 
the announcement as the candidate will. 

 
• Open does not always mean Posted.  

You can see in the example below that 36123 has ended and is not 
posted but we haven’t closed it yet. We change the status to Closed 
after we have moved all the candidates. It is common for you to get 
applications after the posting has ended because we have to review 
applications before we forward them to the manager. 
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