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Logging in 
The following link will be used by managers to log into Position Manager 11: 
https://pm.healthcaresource.com/PM/aspirus/account/logon 
Your username/password reflect your Aspirus Network ID and Password 
 
Manager’s log in and will see their home screen/dashboard, they should click on the Requisition/Jobs tab to enter a 
new requisition.  

 
 
Once they click on the Requisitions/Jobs tab, they will be shown all of their current open positions (drafts, in-process, 
active-posted, active-not posted and on-hold). To request a new position, they will click on “Add Requisition” 

https://urldefense.com/v3/__https:/pm.healthcaresource.com/PM/aspirus/account/logon__;!!KdQUqQVbPkCNUA!YW1jYhBF8Pk-0fnbnKc-99r8whixlmqBdlh-uaNb7lX-2yhiWpvbnKBgg7K47AjsmarC$
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Select Organization:  
Managers will be required to select their facility (Business Unit) and their department.  
 

 
 
A great feature to note is the keyword feature, once their Business Unit is selected: 
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Select Template: 
The “template” in Position Manager 11 is the position they are requesting.  
The positions listed in Position Manager 11, flow over from GHR. All active positions in GHR will appear under the 
department. It is important for managers to select the accurate position, as this is the position that candidates will be 
hired into when an offer is accepted. 
 
Positions that do not exist in GHR are unable to be requested through PM 11. Managers will have to work with their 
HRBPs to create a new position, before requesting. New positions will be updated daily by 5pm from GHR to PM. 
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Enter Req Details: 
 
The requisition form was custom made to fit the needs of Aspirus. All fields with an * are required.  
 
Manager’s will have the ability to choose who the hiring manger is and who the recruiter is. 
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*You are able to upload up to three documents 
- It is suggested to upload a SBAR if the position is required to go to SLEC 
-It is suggested to upload a Job Description if it is a new position 
 
If your 1-up requires you to send them this information prior to submitting to LEC, you will “Save as Draft,” Enter into 
the requisition again, hit “Take Action” and “Print.” You will be able to come back to your drafts to submit at a later 
date, if needed. 
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Next to Approve: 
 
Please select the Business Unit LEC that is appropriate. 
 

 
 
If all fields have been completed appropriately, you will receive a pop-up confirmation: 
 

 
 
 
 
 
 
 
 
 
 
Please refer to the .pdf provided by HealthCareSource “QuickStart_CreateRequisitionsforHiringManagers” for 
additional information. 
 


