
Cornerstone ATS Requisition Flow Chart 

 

Requisitions 
A requisition is the request for online job posting for recruitment of applicants.  

 
**IMPORTANT** 
The position description in People Admin must be reviewed and approved within the 
last 3 years in order to request a listing. 

 

 

 

 
 

Requisition is added 
and submitted 

Requisition is submitted to HR.   

 HR Reviews and makes necessary revisions. 

 HR assigns user approvals in accordance to department 
or college/division approval workflow. 

 HR submits through approval workflow 

Requisition submitted to appropriate department 
and/or college/division approvals. 

 

Requisition submitted to 
HR for posting. 

Position posted for recruitment! 

Dept. manages applicant pool and 
changes applicant statuses accordingly. 

This step applies to Faculty and 

Exempt level positions only. 

Offer made to final candidate 

Requisition is submitted 
to Affirmative Action 

Post-offer Background Check   

Candidate Hired! 

Requisition placed on Hold 
Requisition may be placed on 

hold following required scope 

of recruitment period.  

 


