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Rev. 8/11/2023 

Instructions for Requesting Talent from Career Gateway* 
*Previously Temporary Help Pool 

Please have the following ready prior to completing the Request Form: 

Account number | Supervisor NetID | Title of Assignment | Rate of Pay |  
Work Schedule | Work Description/Job Announcement | Required Education |  
Required Experience | Skills | 

 
1. Login using your NetID and password at this link: cgsystem.utk.edu 
2. On that page, click on the “New Request Form” link: 

 
3. Complete Request Form – please complete all requested information.  

a. You may save as a draft and come back at a different time to complete. 
Use the same link above to find the draft again.  

4. Once the request is submitted, the Career Gateway administrator will review the 
form. 

a. If approved – the Career Gateway administrator will post the position on 
Taleo and begin reviewing candidates. 

b. If your form is returned, you will receive an email with the reasoning listed. 
5. You may also revisit your homepage (same link as above) to see the status of 

where your request form is.  
a. If submitted, the CG Administrator is working on cultivating candidates.  
b. If filled, the department has made a hire 
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