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How to add a new Requisition (Job Posting):

1. Login to Hire Touch, via Single Sign-On Portal, myapps.up.edu

2. Select the Jobs Tab from the tool bar.
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3. Once the Jobs Tab is selected you can see the “Add a Requisition” button on the right side of the window.
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My Jobs - Student

My student jobs
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TITLE - POSITION# REQ# DEPARTMENT CATEGORY JOB STATUS
Customer Service Support P1600434 Financial Aid Student Closed
Financial Aid Office Assistant 62500-00 51600003 Financial Aid Student Closed
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4. Under the “Choose Template” tab, select student from the category drop down menu. Leave the department
option on “All Departments”. Next check the circle next to “Blank Template Student” and hit the continue

button.

Add a Requisition
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Step 1. Choose a Template

5. Onthe “Working Title” tab,
enter the name of the job that
you are posting. Hit the
continue button when
finished.

AVAILABLE JOB TEMPLATES P

Category: | Student M

Department: - All Departments - ¥
Search: | Job Template Title

® * Blank Template Student

Add a Requisition
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Step 2. Please provide a working fitle

Job Details > * Blank Template Student
Title: * Blank Template Student

Workflow Cenfiguration:  Student v

Additional Information

@ Back to Template [Continue

6. Next, you will be moved to the “Requisition Forms” tab. DO NOT MAKE CHANGES ON THIS TAB. Select the

continue button to move forward.

7. Now you will see the New Position listed under your Forms. Select “Start” link under actions for the position.

* Blank Template Student
Student - Pending Acceptance

Job Forms | Applicant Forms | Comments

Show Job Forms

Form Name
|-/ Requisition Student
[&f New Position - Student

Package added successfully
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New Position - Student

Requisition Details (ster10r2)

8. Step 1 - Enter the Requisition Details from your Job Description 1. Requiiion Dtals | 2 Acticna foreaton
on file With the Student Employment COOFdinatOF. When deta”S Please review/provide the required information for this position below. You will then
. “ . ” select the appropriate approvers on the next page.
have been added, click “Save and Continue”. Department: |- Select- v
Division: - Select - v
. . . . Job Categery Student v
9. Step 2 — Enter the Additional Information Required. Tool will Tile Financial Aid Scanning Assistan
default to resume and cover letter but references can be added Open Date g:;‘y
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as we I | . Leave blank if position will be open until filled
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Teaching Evidence
Research Statement
Letter of Application
Evidence of Teaching Effectiveness
References
Teaching Evaluations .
Committee
. . Members:
10. Add Committee Members to your review team. You can do so by
selecting the little person icon next to the Committee Member
box. If the name you are looking for is not available, please notify
studentemployment@up.edu.
&

11. You will need to select a Hiring Manager and Contact. The Hiring
Manager should be the supervisor the student employee is reporting directly to. The Contact can be same as
Hiring Manager or someone who is assisting in the applicant review process.

12. Once you are done filling out your requisition click “Submit”. You do have the option to save if the position is not
ready to be submitted to the Student Employment office yet.

13. This will take you to the Approvers. You will see it default to Student Employment Coordinator, Laura Barnard.
Do not change this selection. Choose “Save”. This will submit your requisition to the Student Employment
Coordinator to review and approve.

Approvers

Title Name

Student Employment Coordinator Approver: | Bamard, Laura v

Save Save Approvers Only @ Approvals @ Edit Approvers

14. You will receive an email once your job has been posted to the Student Job Board.

If you need to edit a job posting once it has been submitted, please email studentemployment@up.edu with the
job title and the requested changes in your correspondence.
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