
 
 

How to Propose a Candidate to a Job Requisition 
 

• Step 1: Locate the Job Requisition 
You can access the Job Requisition in two ways: 
- Via email with a direct link. 
- By selecting the 'Job Requisitions' tab and setting the status filter to 'Sourcing Process Ongoing'. 

 

• Step 2: Open the Job Requisition 
Click on the Job Requisition number to open its details. On the Job Requisition page, select 'Propose'. 

 

• Step 3: Select the Candidate 
Type the candidate’s name in the search box. (Ensure the candidate has already been uploaded in the Candidate 
tab.) Select the correct candidate and click 'Continue'. 

 



• Step 4: Enter Contract Type 
You will be prompted to select the Contract Type: PAYE or Umbrella. This step is critical because it determines the 
rate automatically. 

 

• Step 5: Send the Proposal 
Once the contract type is selected, click 'Send Proposal'. 

 

• Step 6: Complete the Action 
To finalise the process, click 'Perform Action'. 
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