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Close a Sourcing Job Requisition 
Overview 

A sourcing job requisition can be closed after the associated recruiting activities are completed:  

• Sourcing job requisition for multiple position vacancies: close the requisition after the Org Chief has selected the successful candidates, moved them 
into the SuccessFul Candidates segment within the Talent Pipeline for the sourcing job requisition, and forwarded them to the approved job requisitions 
associated with the sourcing job requisition. 

• Sourcing job requisition not linked to a position vacancy: close the requisition when the associated job posting is no longer required (e.g. a sufficient 
candidate pool has been sourced for future opportunities). 

Note: After the job requisition is closed, all unsuccessful applicants will be notified via email. Therefore, it is essential to make sure that the successful 
candidates are also moved into the Successful Candidates segment within the Talent Pipeline for the sourcing job requisition. This will ensure that a successful 
applicant does not receive a notification in error. 

Procedure 

From within the applicable sourcing job requisition screen,   

1. Click in the Requisition Status field and select Closed from the drop-down. 

 

2. Scroll down to the bottom of the screen.  
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3. Enter comments in the Comments field to document the closure of of the sourcing job requisition.  

Note: Do not delete any existing comments that appear in the Comments field.   

4. Click Close Job Requisition. 

 

A Warning pop-up message opens to indicate that all job postings associated with the sourcing job requisition will be removed.  

5. Click OK. 

 

 Next Steps 
The sourcing job requisition is closed, unsuccessful candidates will be notified by email automatically (any who are not moved in the Successful Candidates 
segment in the Talent Pipeline), and any associated job postings are removed automatically.  
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