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Posting / Requisition Checklist
A "requisition" is the streamlined flow of collected information used to post jobs along with your 
approval process. It means hiring supervisors can electronically submit a request for a job to be 
posted.

The request is stored within the system and may move through a series of approval steps, 
allowing other members of the organization to review, edit, approve or deny.

Submitting a Requisition for a Job Posting: Log into Applitrack: www.applitrack.com/anoka

http://www.applitrack.com/anoka


Enter the title of the open position

Select the position type from the drop down
Contact Employee Services if the position you are hiring 

for is not listed. Do not proceed. 
 

Select the location from the drop down 

Add special instructions, information or questions for  
Employee Services regarding this requisition

Find Occ Code(Assignment Type Code) in Skyward in the 
“Assignments Tab” of the person you are replacing 

Enter the required license for position

Be sure to enter the desired start date 

Fill in all details: Days, Months, Hours  
Day and FTE 

Enter the name of the person being 
replaced

Current employee’s number from Skyward

Select a Reason for Vacancy

Budget Code = Current employee’s “Account Distribution” 
number from Skyward in the Assignments tab

Doe, John 012345

Hit Save & Next
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01 E 111 111 111 111 111 

Find info in Skyward
Assignments Tab



Description Tab

Per Posting Questions tab

• No action required

• Click on “Save & Next” to move to the Approval Process tab

Click “Save” - Predefined approvers have 
already been setup

Click on yellow flashing “Submit Requisition” 
button to complete the requisition process

No action necessary. 

Click on “Save & Next” to move to the Assigned Application Pages tab



Additional Support
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