
How to Freeze a Requisition 

• Start by looking up your req that you would like to Freeze by typing in jr:req ID – example 
below  

 
 

• Once your req pulls up, you will want to click on the req  

 

• Once you click into the req, the below page will pop up 

 



• Click on the ellipses (aka twinkie) to bring up the actions window, then choose “Job 
Change,” and then choose “Manage Job Requisition Freeze” 

 
 
 
 

• The below screen will then pop up and you will want to input any area that has a red asterisk  

 

 

 

 

 



• Click into the box for “Freeze/Unfreeze Reason”  
o You will then choose “Freeze Job Requisition>Freeze” 
o After choosing “Freeze Job Requisition>Freeze,” you will then choose 

“Freeze>Freeze for Business Review” 

 

 
 

• You will then want to put the date that you want freeze to start and click “Submit”  

 


