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Definition of Fields in Requisition Form 

FIELD DEFINITION FIELD DEFINITION 

Department Enter name of Department for 
position 

Requested Salary Enter requested salary for this 
position. 

* The system will not accept 
offers outside the approved 
range. If you decide to offer an 
amount outside of the range, 
please work with your VP and HR 
Representative. Once approved, 
the range will be updated 
allowing you to proceed with the 
posting. 

Headcount 
Management 

If hiring more than one person 
on this requisition please enter 
the no. of ADDITIONAL New or 
Replacement positions required. 

Skip this section if only hiring one 
person 
Note: all requested positions 
must have approved budget. 

 

Search Committee You can use these fields to create 
a committee for the hiring of this 
position. 

Posting Details 

In this menu you can 
apply for a posting 
Waiver. (Waiving only 
allowed for Student 
positions) 

Enter reason for 
Waiver  

Posting Details 

If you plan to 
advertise in addition 
to the TC website 
indicate the 
advertising source. 

Email your 
Representative and 
discuss these sources. 
HR will post positions 
externally.  

 

 

 


