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If the position you want to close still has an open Job Requisition, you will first 
need to close the Requisition. 

 
1. Search Close Position in  

Workday. Click the task  
that appears. 
 
 
 
 

2. Input the Position you want  
to close.  
 
Click OK. 
 
 
 
 
 

3. Select the appropriate Close  
Reason.  
 
 
 
Add the Close Date. 
 
 
 
 

Click Submit.  
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4. The HR Partner will get the  

Workday inbox task to  
approve closing the position. 
 
 
 
 

5. The Compensation HR Office  
Partner will get the task to  
approve.  
 
The Close Position process  
is now complete. 
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