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Remove a Job Posting 
Overview 
After a job posting is created, it can be removed by an authorized user. For example, this may be required in cases where:  

• HR Shared Services needs to correct an error in the posting details,  
• Occupational & Environmental Safety & Health (OESH) reviews a posting for a potential medical accommodation  (see Using SuccessFactors to Facilitate 

a Medical Accommodation), or 
• French Language Services (FLS) reviews a posting for bilingual designation, or French language (see Using SuccessFactors to Facilitate the FLS Posting 

Review Process).  

Procedure 

From within the applicable job requisition screen, 

1. Click the JOB POSTINGS Link. 

Note: The number that appears beside the JOB POSTINGS text indicates how many job postings are currently associated with the job requisition. In the 
example below, there are two job postings associated with the job requisition. 

 

https://sharedhealthmb.ca/files/sf-facilitate-md-accomodation.pdf
https://sharedhealthmb.ca/files/sf-facilitate-md-accomodation.pdf
https://sharedhealthmb.ca/files/sf-facilitate-fls-review.pdf
https://sharedhealthmb.ca/files/sf-facilitate-fls-review.pdf
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2. Click the Remove Post button (under the Action column) next to all applicable job postings.  

Note: In the example below, there are two job postings that can be removed (one Internal Posting and one External Posting). 
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After removing the job posting(s),  

• The number that appears beside the JOB POSTINGS text is reduced by the number of job postings that have been removed. 
• A message displays above the Job Postings area to indicate that your changes have been saved. 
• Posting information (e.g. posting start and posting end dates) is removed from the applicable job posting row(s). 
• The Post Job button now displays under the Action column beside the applicable job posting row(s) . 

 

Next Steps 

The next step will depend on the reason for removing job posting(s). For example: 

• If HR Shared Services removed a job posting due to an error, the correct job posting can be created.    
• If OESH removed a job posting as part of a review for potential medical accommodation, any associated steps that have not been completed can be 

completed. Refer to Using SuccessFactors to Facilitate a Medical Accommodation for more information. 
• If FLS removed a job posting as part of the FLS posting review process, any associated steps that have not been completed can be completed. Refer to 

Using SuccessFactors to Facilitate the FLS Posting Review Process for more information. 

https://sharedhealthmb.ca/files/sf-create-job-posting.pdf
https://sharedhealthmb.ca/files/sf-facilitate-md-accomodation.pdf
https://sharedhealthmb.ca/files/sf-facilitate-fls-review.pdf
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