Lesley University Interview Exchange Requisition Process:

Connecting to Interview Exchange Requisitions 
Interview Exchange:  www.interviewexchange.com 
1. You will need to enter your full Lesley email address and your IE password.  
2. Select the radio button “Employer” 
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3. Then click “LOGIN”.  
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4. Click-  Requisitions hyperlink found at the top of the page. 

5. Click- Add New Requisitions 

6. Click- Create New Requisition –from the drop down menu select “New/Replacement Position”
[image: image3.png]Manage Requisitions

Add New Requisition  Manage Jobs

Select Template: | Select
ol NeviReplacement Positon
Employee Change
[ Temporary Posiion





7. Then Click  “NEXT” 
8.  Complete All Fields Marked With An Asterisk *  (Note, please use your name as the “Originator” on the Requisition in the * field)
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9. Next, click “Browse” to upload the related job description.  Please ensure the job description is in accordance with the template found on the HR website http://www.lesley.edu/hr/content/jobdesc0607.doc
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10. Click “Submit”

11. Next you will be invited to select the list of approvers from the drop down menu.   Select  Jane Russell, for Human Resources, next select the direct supervisor as Manager I, then the budget head of your department as Manager II, then select the Senior Budget Analyst assigned to your cost center for Finance, next the VP for Administration or Provost (faculty positions only) and lastly, Jane Russell for Human Resources.   Once the list is completed click on the box to “Send for Approval”.  You will receive an email from Interview Exchange to view the requisition. Please review the requisition and click on the button at the bottom of the page to “approve” and click submit.  
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An email requisition will be automatically generated from IE and sent to the next approver on the list.  Once the approval process is complete an email will be sent to the Originator notifying them of the completed status.
Requisition Approvers:
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