Posting Student Assistant Positions in the Applicant Tracking System
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**If you do not have Student Hiring Manager access in the Applicant Tracking System (also referred to as PeopleAdmin),
please contact the Student Employment Coordinator at 607-753-4715, or career.services@cortland.edu.
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Select ‘Create New
Posting’ button on the
right side of the Student
Postings page.

There are two ways
to create a posting.
Select the one that
best fits your needs.

‘Create from Position
Type’ gives you a
blank form to
complete.

‘Create from Posting’
will allow you to
select a previously
posted position and
update as necessary
to accommodate new
dates, pay rates, and
any applicable job
changes.
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What would you like to use to create this
new posting?

Create from Position Type

Includes only the information that applies across the entire Position Type. A
new Posting from a Position Type is almost completely blank.

Create from Posting

Uses an existing posting as a template and automatically copies in most
information.



Create from Position Type (Starting a New Job Posting)
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Select the position
you would like to
update and re-post.
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To take the action, select the appropriate Workflow Action by hovering over the orange "Take Action on this Posting” button. You may add a Comment to the posting
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from this Posting’ link.

and also add this posting to your Watch List. in the popup box that appears. When you are ready to submit your posting, click on the Submit button on the popup box
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The highlighted areas
are places within the
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need to be reviewed
and updated before
submitting.
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To verify the status of your job, return to the main Student Postings page
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Questions? Contact the Student Employment Coordinator at 607-753-4715, or career.services@cortland.ed.
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