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The high-level steps required to create employee requisitions in New Business Budgets are shown here. Each step includes sub-steps.

Create Employee Requisitions in New Business Budgets Quick Steps

Navigation:
• Use the PAGE DOWN key to proceed to the next slide.
• Use the PAGE UP key to return to a prior slide.

1. Create/Enter a New Business 
Budget

A. Go to the New Business 
Budgets screen.

B. Create a new business budget 
or select an existing one.

2. Access Advanced Search

A. Click the Hours subtask.

B. Click the Advanced Search 
subtask.

C. Enter the search criteria.

3. Create an Employee 
Requisition

A. Click the Employee Requisition 
subtask.

B. Enter the qualifications and 
salary details for the requisition.

4. Add the Employee Requisition 
to the New Business Budget

A. Load the requisitions created 
for the new business budget.

B. Select the requisition record 
and click Add Resources.

C. Enter the Acct ID and Org ID of 
the employee to be hired.



Go to the New Business 
Budgets screen.

A

1. Create/Enter a New Business Budget > Step A



1. Create/Enter a New Business Budget > Step B

Enter or select a new business budget in which you would like to create an 
employee requisition, and then provide the other required budget information. 
Once done, click Save.B

To create an employee requisition, the Status of the budget must be Working.



2. Access Advanced Search > Step A

Click the Hours subtask.

A



2. Access Advanced Search > Step B

Click the Advanced Search subtask.

B



2. Access Advanced Search > Step C

Enter the search criteria. 
C

The job template for the requisition you create prepopulates with 
the search criteria you entered on this subtask.



3. Create an Employee Requisition > Step A

Click the Employee Requisition subtask.

A



3. Create an Employee Requisition > Step B

Enter the qualifications and salary details for the requisition. After you 
complete the required information, click Create Employee Req.

B



3. Create an Employee Requisition

After the requisition is created, a Job Template ID is automatically generated and 
assigned to the requisition. This serves as a link to the Manage Job Templates 
screen. Click this link to view or modify the requisition details on the Manage Job 
Templates screen.



4. Add the Employee Requisition to the New Business Budget > Step A

Click Auto Load Employee Req. This will display all employee 
requisitions for the budget on the Resources table.

A



4. Add the Employee Requisition to the New Business Budget > Step B

Select the requisition record you want to add to the budget, 
and click Add Resources.

B



4. Add the Employee Requisition to the New Business Budget > Step C

Enter an Acct ID and Org ID for the requisition, and 
then click     .

C

Employee requisitions you add to a budget display on the Hours subtask with Employee Req as its ID Type, 
and the Job Template ID as the employee ID. Once an employee is hired, the ID Type changes to Employee
and the ID field will be populated with the new employee’s actual ID number. 



Once you create employee requisitions on the New Business Budgets screen, you can 
view or modify its corresponding job template on the Manage Job Templates screen. 

Some of the fields on the Manage Job Templates screen are populated with the search 
criteria you entered on the Advanced Search and Employee Requisitions subtasks. 

When you have finalized the job template details, you can export the template details to 
Deltek Talent Management (DTM) using the Transfer Talent Management Data screen. 
Once the necessary hiring steps have been done in DTM, use the Transfer Talent 
Management Data screen to import employee information from DTM into Costpoint.

The job template and the employee details will be updated on the Manage Job Templates 
and New Business Budgets screens when you hire an employee that matches the 
requisition criteria.



This concludes the 
Create Employee Requisitions in New 

Business Budgets Quick Steps.


