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With the changes in federal  funding in many 
areas, we may be required to respond quickly to 
changes in the workforce and we want to 
consider how to best support members of the 
PSOM community.  

We wil l  be better positioned to match staff and 
opportunities if  we have a clear view of open 
and active requisit ions.  
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STEPS FOR REPORTING OPEN REQS

AND 

TIP SHEET FOR CLOSING INACTIVE 

REQUISITIONS 
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Running a report on open reqs: Step 1 
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Running a report on open reqs: Step 2 
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Running a report on open reqs: Step 3 
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Closing Requisitions 
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Here’s the Workday tip sheet on how to close a requisition: 
https://www.workday.upenn.edu/docs/default-source/tip-sheets/recruiting-
manage-open-job-requisitions.pdf?sfvrsn=91e08856_36

https://www.workday.upenn.edu/docs/default-source/tip-sheets/recruiting-manage-open-job-requisitions.pdf?sfvrsn=91e08856_36
https://www.workday.upenn.edu/docs/default-source/tip-sheets/recruiting-manage-open-job-requisitions.pdf?sfvrsn=91e08856_36


Penn Medicine

Additional Resources 
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P ROCES S  MAY  N OT A LWAYS  BE  L IN EA R BU T D EPA RTMEN TA L  OP P ORTU N ITIES  
S H OU LD  BE  TH E  F IRST  STEP

Redeployment 

Look for opportunities 
within the department 

Contact PSOM 
Recruitment 

Explore matching 
opportunities across the 

school 

Central HR is providing 
matching support for 

University
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How to 
Access the 
Matching 
Tool 

https://redcap.me
d.upenn.edu/surve
ys/?s=FYXAYTDKXX
EY84JW

https://redcap.med.upenn.edu/surveys/?s=FYXAYTDKXXEY84JW
https://redcap.med.upenn.edu/surveys/?s=FYXAYTDKXXEY84JW
https://redcap.med.upenn.edu/surveys/?s=FYXAYTDKXXEY84JW
https://redcap.med.upenn.edu/surveys/?s=FYXAYTDKXXEY84JW
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