
Requisition 
Submitted

Administration Requisitions Flow

Employee is 
updated in 

iSolved
**The position is 

NOT posted

New employee is 
needed for the same 

position, ie an 
employee 

leaves..replacing one 
human with a new 

one.

New position to the 
college, ie additional 

instructor, grant 
employee, newly 

created position..an 
additional human is 

needed.

An employee is 
changing 

positions. This is 
NOT: changing 

salary, location, or 
changing the title 
of the JOB.  Same 

human, doing 
something 
different.

Remember:One 
requisition = One 

human!

Replacement  
Position

Supervisor

HR 
Director

Job Posted 

Associate 
Director

Dept 
Director

VP of 
Administration

Job Posted

New Position

Supervisor

HR 
Director

Dept 
Director 

Associate 
Director

VP of 
Administration

Internal 
Change

Supervisor

HR 
Director

Associate 
Director 

Dept 
Director

HR 
Acknowledgemtn

VP of 
Administration



Requisition 
Submitted

College Relations Requisition Flow 

Employee is 
updated in iSolved
The position is NOT 

posted.

New employee is 
needed for the same 

position, ie an 
employee 

leaves..replacing one 
human with a new 

one.

New position to the 
college, ie additional 

instructor, grant 
employee, newly 

created position..an 
additional human is 

needed.

An employee is 
changing 
positions. This is 
NOT: changing 
salary, location, or 
changing the title 
of the JOB.  Same 
human, doing 
something 
different.

Remember:One 
requisition = One 

human!

Replacement  
Position

Manager

HR 
Director

Job Posted 

Dept 
Director 

VP of College 
Relations

VP of 
Administration

Job Posted

New Position

Manager

HR 
Director

VP of College 
Relations

Dept 
Director

VP of 
Administration

Internal 
Change

Manager

HR 
Director

Dept 
Director

VP of College 
Relations

HR 
Acknowledgemtn

VP of 
Administration



Requisition 
Submitted

Instruction Requisition Flow

Employee is 
updated in 

iSolved
The position is 

NOT posted.

New employee is 
needed for the same 

position, ie an 
employee 

leaves..replacing one 
human with a new 

one.

New position to the 
college, ie additional 

instructor, grant 
employee, newly 

created position..an 
additional human is 

needed.

An employee is 
changing 
positions. This is 
NOT: changing 
salary, location, or 
changing the title 
of the JOB.  Same 
human, doing 
something 
different.

Remember:One 
requisition = One 

human!

Replacement  
Position

Program 
Lead/Coordinator

HR 
Director

Job Posted 

Dept 
Director 

Associate VP 
of Instruction

VP of 
Administration

Internal 
Change

Program 
Lead/Coordinator

HR 
Director

Dept 
Director

Associate VP 
of Instruction

HR 
Acknowledgemtn

VP of 
Administration

Job Posted

New Position

Program 
Lead/Coordinator

HR 
Director

Associate VP of 
Instruction

Dept 
Director

VP of 
Administration
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