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Introduction 
 

This job aid explains how to copy a previously created requisition.  This saves time 
because you do not have re-enter information. 
 

 
 

 
 

 

 
 

Step Action Comments 

1.  Log into the Online Hiring Center 
(OHC)  

 

2.  Click “Show Filled Reqs” Certification staff will always change the 
status of the requisitions to “Filled” after filling 
every request. 

3.  Enter the req.# or title in the 
search box for the layoff request 
you want to copy 

You also have the option to just scroll down 
the page and locate your requisition. 

4.  Click “Go”  

5.  Click on “Copy Req.” next to the 
requisition 
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Step Action Comments 

6.  Click “OK” in the pop-up 
message that appears after you 
click “Copy Req.” 

 

7.  Enter “Requisition #”.   
 

 The Requisition # should contain your 
department, class code, date and LF to 
signify layoff follow-up request 

     (e.g. AGE-12551FEB1711-LF) 
 For departments with multiple locations 

add the first 3 digits from the OAKS 
department code (DRC will add 4 digits) to 
your department code 

     (e.g. DOT080-12551FEB1711-LF) 

8.  Check “Yes” for “Follow up 
Requested” 

 Make sure you uncheck “No” 
 All fields, with the exception of 

“Requisition #”, copy from original 
requisition number (e.g. “Working Title”, 
“Job Type”, etc.) 

9.  Click “Save and Release”. 
 

  “Save and Release” sends the 
requisitions to Certification  

 “Save Only” will save the requisition as a 
draft 
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