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Accessing NeoEd

Enter the following link into your web browser:

https://login.neoed.com/signin?siteCode=IN

Sign in to NeoEd using the username and password 
you created for the account.

First Time?

Select Forgot Username
Enter your Alcorn email address
A verification code will be sent to your email address
Enter the verification code
Create a password for the account

Your username is your ALCORN username.

If you forget your username or password, 
select “Forgot your username or password”
located beneath the login fields.

https://login.neoed.com/signin?siteCode=IN


From the Insight Dashboard
Select the drop-down menu beside the word jobs. 



Select Requisitions

Next, select + Add



Enter the information in each field.

Enter your department.

Enter the title of the job description. Enter the approved title of the job.

Enter the desired start date.
Keep in mind hire dates are 
the 1st and the 15th.

Enter the name of the hiring manager.

*Committee Chair and Search/Interview Committee information is not available at this time.



Select the drop-down menu for Job Type and make a selection of which job type.
Select the drop-down menu for List Type and male a selection of which list type. 



Enter the number of vacanciesSelect the search icon, find and select the position

Answer the question? Enter the budget information here.
Fund, 100000. Org, 300300. Position# E01072, Salary, $32,000
 



Answer the question.
If the position is new, select yes. 

Next, go to the top of the page and select Save and Continue to Next Step.



If the answer is no, select no. 
Then select the + Add Position Detail.

Complete the following fields. 
Enter the date the position became vacant.
Enter the name of the former employee who held the position.
Add comments at the bottom of the page to justify the need for the position in your dept. 
Select the Save and Continue to Next Step Tab at the top of the page on the right.



Review the approval workflow. 

Ex. If your position is not funded by Title 
III and/or Grants and Contracts, select 
the trash icon to delete that stage of the 
workflow. 

If you have a question or concern about 
the workflow, select Save & Exit at the 
top of the page and contact our office. 
This will place the requisition in draft 
form until you return.

Notice the status shows Pending at 
each stage of the workflow. This will 
remain the status until the approver 
updates the status to approved or 
denied. If returned, a comment will be 
provided why it was returned.

When you finish reviewing and 
updating the requisition, then select 
Next at the top right of the page



Add attachments to confirm funding of the position and/or submit a letter of justification. 
For Example:
Provide the documentation to confirm the position is grant funded or if the position is currently approved in the budget.
Or 
If this is a new position that is not in the budget and you are requesting funds, submit a letter of justification.
 
Select Click Here To Upload those documents to be reviewed in consideration of approval by the persons reviewing the requisition.

Then select Submit at the top right of the page.



Once submitted, the dashboard appears as shown below. 
It provides the present status of the requisition at each step of the approval process.



A link to login to the system is provided to 
review the requisition.
Copy and paste the login link into the 
search engine, then enter.

The approver will receive an 
email notification with details regarding the 
requisition.  



You and the hiring manager will receive an 
update when the requisition status changes.

Select the link to login and view 
the requisition.



On the dashboard, you will select the 9 dots in the top left corner.

Next select Recruiting (Insight)



In the Requisitions Section, 
Select view all to view the approved requisition.

To create a posting, select the Create New Job located at the end of the status bar.



How to 
Approve a 
Requisition

NEOED Training Manual



A link to login to the system is provided to 
review the requisition.
Copy and paste the login link into the 
search engine, then enter.

The creator, hiring manager, and 
approver will receive an 
Email notification to review the 
requisition for approval.  



Accessing NeoEd

Enter the following link into your web browser:

https://login.neoed.com/signin?siteCode=IN

Sign in to NeoEd using the username and password 
you created for the account.

First Time?

Select Forgot Username
Enter your Alcorn email address
A verification code will be sent to your email address
Enter the verification code
Create a password for the account

Your username is your ALCORN username.

If you forget your username or password, 
select “Forgot your username or password” 
located beneath the login fields.

https://login.neoed.com/signin?siteCode=IN


From the Dashboard you 
will find Tasks for you, 
the approver, to 
complete.

Find the requisition and 
select it for review and 
approval.

Notice the due date.



Review the Requisition Details.

Title of the position.

Select the highlighted job description 
to review the details of the position.

Budget Information

Desired Start Date.

Hiring Manager

Department

# of vacancies

Comments to justify the need 
for the position.

Position Details. 
The position #, Vacancy Date, 
and the name of the employee 
that vacated the position.



Requisition Approval
After reviewing the requisition details, select the appropriate action and then select Submit.

Approve
Select Approve only when all information is complete, accurate, and correct.

Deny
Select Deny to return the requisition to the department with comments explaining what needs 
to be corrected or why it cannot be approved.

Hold
Select Hold if additional time is needed to verify information before making a decision.
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