
How to Un-Post a req  

 

1) You will want to first look up the job req you want to un-post.  There are two ways you 
can look up your job req 
• The first way you will want to look up your job req would be to type in jr:req ID – 

screen shot below.  If you search for your job req this way, you will then want to skip 
to step 2). 

 

• The second way to look up your job req that you want to post would be to navigate 
and click on the icon “Job Requisitions” and then click on the tab “By Primary 
Location” 

 

 

 

 



• Once you are on the tab ‘By Primary Location” you will want to find the req you want 
to post and then click on “Open detailed view”  

 

 

2) You will now want to click on “Job Postings”  

 

 

 



3) After you click on “Job Postings” the below screen will pop up and you will want to click 
on “Unpost Job”  

 

 

4) After you click “Unpost Job” the below screen will pop up and you will want to click 
“Submit” to unpost your job 

 


