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1. Log into 
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6. If you are new to posting a student job, the next screen should be blank. In the top right there should be an 
orange button to “Create New Posting.” Select that. 

 

 

7. The following box should then appear: 

 
 

8. If this is the first time creating this position, you will need to select “Create from Position Type.” 
8a. When selecting “Create from Posting Type” this screen will appear: 

 

8b. Enter your requested position title in the working title field.  
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9. 
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25. After selecting “Send to Student Office” this box will popup: 

 

26. Once HR has received and reviewed your posting, it will be posted to the web on the posting date you indicated 
earlier. 


