
 

 

 

 

 



 

 

 



 

Tip: Although the position summary you entered into the NPP in HCM will transfer over to the 
External & Internal Descriptions, there is a character limit in HCM so you may need to add 
onto the position descriptions/review for edits.   

The highlighted fields above are the only fields that are required/should 
be filled out when editing the requisition to prepare for posting.   

 

 

 

 

 

 

 



Once you have completed editing the requisition: 

1. Select ‘save and close’ 
a. **NOTE** If the page does not refresh (spinning wheel), please hit the refresh 

button on your internet browser, and move to step #2. 

 

 

2. Then, select the ‘more actions’ button 

 

 

3. Select ‘save as open’.  

 

After review, please send an e-mail to HR.Faculty-Request@ucdenver.edu, letting Bobby know it 
is ready to post. He will post to CU Careers and submit a link to the active posting. 
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