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Creating a New Posting Instructions for Student Supervisors 

1. Login using your ATS log in and password. https://jobs.indstate.edu/hr/sessions/new 

2. Make sure that you are on the Applicant Tracking side, or Applicant Tracking System tab (blue 
header) of the Applicant Tracking System. 

3. Check to be sure that your User Group is set to Student Supervisor. 

 

4. Click on the header Postings, then select Student. 

5. Select the orange button that reads Create New Posting on the right side of the screen. 
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6. Select Create from Position Description. 

 

7. After selecting that, you will see the position descriptions that you have access to. 
a. Need Access? Let someone in Student Employment know! 

8. Click on the position that you want. Make sure that the Pay Index and Banner Position Number are 
correct. If they are not, please modify the position description. 

 

9. Review the information to verify that you selected the correct position description. If you chose the 
correct position description, select Create Posting from this Position Description. 

https://www.indstate.edu/sites/default/files/media/career-center/pdfs/modifying-a-position-description-instructions.pdf
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10. Make sure that you click the boxes next to “Accept online applications?” and “Student Employment 
Application” (bottom of page).  
11. Verify that all information entered is correct. Be sure that everything marked with a red asterisk “*” 
is filled in. 
12. Click Create New Posting.

 
 
 
13. Review all categories on the left hand side of the screen: Position Details, Job Duties, ADA Checklist, 
Career Readiness Competencies, Posting Details, Position Budget Information, Applicant Documents, 
Supplemental Questions, Guest User, and Search Committee. This information was pulled over from the 



Creating a New Posting updated 02/24/2021 

position description. If there is information that you would like to change in regards to the position 
description please review the instructions for Modifying a Position Description. Verify that all 
information entered is correct. Be sure that everything marked with a red asterisk “*” is filled in. 
 
14. Select Next after reviewing each section. 

 
15. Review your posting to ensure all information is entered correctly. If all of your information is 
entered correctly select Take Action on Posting, then Submit (move to Student Employment). 

 
 
 

https://www.indstate.edu/sites/default/files/media/career-center/pdfs/modifying-a-position-description-instructions.pdf
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16. If you would like to leave a comment about the posting, you may do so here. If your posting is going 
to be a hidden posting, write that in the comment section.  
If you do not have any comments, you can leave the box blank. Press Submit.

 


