
 
 

Closing a Job  
It is the Responsibility of the Hiring Manager to close out a job once a position has been filled or canceled. 

What you need to do What you will see 

STEP 1:  
From your dashboard, Go to the 
New Job tile. Click on the XX 
Jobs Open link.  
 
 
*If you have not yet notified 
applicants, refer to the 
Managing Applicants & Reasons 
for Non-Selection user guide. 
  

STEP 2:  
You will be taken to your My 
jobs listing. Scroll through the 
list to locate the requisition you 
want to close. 
 
Once you have identified the 
requisition, click View Job in the 
right-most column to open it. 

 
 
 

STEP 3: 
Scroll to the bottom of the 
requisition and click Close Job. 

 
STEP 4a:  
 
In the Select a status to move 
the job into field, choose Filled 
or Cancelled. 
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STEP 4b:  
 
In the Date filled field, input the 
date that the job was filled.  
 
 
 

 
STEP 4c: Select a reason for 
closing 
 
If the requisition’s status is to be 
updated to Filled, select 
Position Filled 
 
If the requisition’s status will be 
Cancelled, select the most 
appropriate reason. 

  

STEP 4d:  
 
You may also type in any extra 
details in the Comment box. 
 
Click Save. 
 
 
Your requisition is now closed.  
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