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Status of the requisition is 
changed to either:
· On Hold OESH

or
· Ready to Release

Comments are added 
indicating that the 
position has been 

reviewed and is released

Manual SAP

SF Auto
SF User 
Action

Run “FLS Job 
Posting Data” 

report daily and 
filter by postings 
going live within 

two days

The status of the posting 
is changed to:

· On Hold FLS

If OESH has already placed 
the position on hold, the 

status is updated to:
· On Hold OESH & FLS

Should the 
position be 
placed On 

Hold?

Position automatically 
goes live after 2 
business days

Does the 
position 
require 
updated 

language?

The posting is updated 
with the required 
language and new 

effective dates where it 
is set to go live 

immediately

If review of the 
posting is projected 

to be longer than 
the designated 2 
days, the posting 

dates are removed

Yes

Yes

No

The applicable requisition 
is identified on the Queue 

Report and via Remedy 
by the Queue Leader

Position is posted 
immediately

Contact HRSS to update 
the posting to reflect 
bilingual details i.e. 

translation.

A Remedy ticket is created

No

Contact the Org Chief 
to determine if the 
position should be 

designated as 
bilingual.

Contact the OESH 
Disability 

Coordinator to 
inform them that FLS 

is also holding the 
position if OESH has 
already placed the 
position on hold

Decide if the 
position needs 

updating to 
bilingual

Comments are 
added to the 

requisition detailing 
the reason for 

holding the posting

End

End

If the position has previously been placed on hold by 
both OESH and FLS and has not yet been released by 

OESH, the status is updated to “On Hold OESH”.

If the position has already been reviewed and released 
by OESH it is updated to “Ready to Release”


	FLS Process Rev 2 - May 21, 2019.vsd
	Page-1


