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Copying a Requisition  

Introduction 
 
This job aid explains how to copy a previously created requisition and includes instructions 
on how to associate the requisition with an existing exam plan.  You can then proceed with 
creating or copying a job posting. 
 

 
 

 
 

 

 
 

 
 
 
 
 

Step Action Comments 

1.  Log into the Online Hiring Center 
and search for the Requisition 

 You can search by entering “Req. #”, 
“Req. Title” or “Position #” 

 You can also search under “Approved 
Requisitions” or “Open Requisitions” 

 

2.   Click “Copy Req” next to the 
Requisition Title 
 

A pop-up message appears, click “OK”. 
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Step Action Comments 

3.  Complete the “Requisition #”.   
 

 We recommend creating your own 
numbering system that includes some 
combination of numbers, the date, division 
or job code (e.g. 09MIS001) 

 If you are creating multiple requisitions, 
due to multiple vacancies, for the same 
exam plan we recommend using the same 
number but adding a letter to the end (e.g. 
09MIS001a, 09MIS001b, etc.) 

 
4.  Make any other edits as 

necessary.   
 

 All fields, with the exception of 
“Requisition Number”, copy from original 
requisition 

 (e.g. “Working Title”, “Job Term”, “Position 
Type”, etc.) 

 Make sure to edit the “Position Control” 
information  

o If you copied a requisition with no 
vacancy information, click “Add 
Another Vacancy” to enter the 
applicable information. 

o You must enter data in all fields.  If 
the position is new or data is 
unknown, you can enter N/A in all 
fields except “Vacancy Date” which 
must a date 

 “No Approvals” box should be checked 
5.  Click “Save Only” or “Save and 

Release”. 
 

 “Save Only” will save the requisition as a 
draft 

 “Save and Release” will allow you to move 
on in the process and create the exam 
plan and posting  

 NOTE: Attachment(s) will not copy with 
the requisition 
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Step Action Comments 

6.  To add an attachment to your 
requisition, find your requisition 
and click on the title 

Your requisition will be listed under the 
“Approved Requisitions” section if you clicked 
“Save and Release” in the previous step; it 
will be listed under “Draft Requisitions” if you 
clicked “Save Only”. 

7.  Enter a “File Description” and 
then click “Browse” to locate 
your file  
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Step Action Comments 

8.  Locate your file, select the file 
name and click “Open” 

 

9.  Click “Upload” to attach the file 
to your requisition or click 
“Attach another file” to add 
another file 
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Step Action Comments 

10.  Log out of the OHC and log into 
Insight 

 

11.  Go to Requisitions – Approved  

12.  Find your Requisition and click 
“Authorize” 

You can search either by “Requisition Title” or 
“Position #” 
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Step Action Comments 

13.  Change the “Status” to “Open”.  

14.  Make sure your name is listed 
as “Analyst”. 

If not, select your name. 

15.  Do not select an “Existing Exam 
Plan” if creating a new Exam 
Plan and Posting. 

 Only select “Existing Exam Plan” to 
associate requisition with previously 
created Exam Plan  

o Only one Posting can be 
associated with each Exam Plan 

 If creating a new Exam Plan and copying 
a Posting follow steps outlined in the 
Copying a Posting and Associating an 
Exam Plan job aid then go back and 
select that “Existing Exam Plan” 

16.  Enter any “Comments” if 
applicable and click the “Save” 
button. 
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