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Reposting a Closed Requisition (Job Posting): 
 

1. Login to Hire Touch, via Single Sign-On Portal, up.appid.com. 
 

2. Select the Jobs Tab from the tool bar.    
 

3. Click on the Job title for the position that you would like to repost.  
 

 
 

 
 
 
 

4. Once you enter the job you will see that it is closed. In the upper right had corner, under Actions select Send 
Correspondence.  
 
 
 

 
 
 

5. This will open an email window. On the right side of the screen you will see Template options. From the drop 
down menu select Re-Post Student Employment Job request.  

 
 
 
 
 
 
 
 
 
 

 
6. This will provide a formatted email to the 

Student Employment Coordinator with 
your request for the job to be reposted. 
You will need to enter your new closing 
date for the job posting. Click Send to 
complete your request. 
 
 
 
 

 

https://up.appid.com/

