Editing the Online Job Application

When you create a new job on the JobX Student Employment
system, you are
automatically prompted to —

edit the online application. | e S i

You Can aISO access the = Thig job is currently in Review Mode.
application at any point by

Manage Job

. Update Status
g OI n g to Listed Cannat list job because it has 0 Manage Application
openings.
Manage Job > Edit or view e e e

. . . Storags » Click to change to
the online application. Fire Student| —
[view Applicants |

| Mo applications have been submitted for this job.

“ou may not hire a student because this job has
| Zero openings. You must first edit the job to
increase the number of ocpenings.

[Edit this Job

You may add and edit questions as you wish.

Pending Job Application - STUDENT FINANCIAL AID - Office Assistant

If you are ready: | Click Here when finished

Note:
* Indicates questions which must be answered by the applicant.

The default online job A ary bk T e e e A o very applcaton.
application only contains five | ™™

guestions:

First, Middle & Last Names,
Email Address, and Student ID. ||

2. Middle Name

4. E-mail Address

5. Student ID

The University of North Dakota determines employment eligibility through the E-Verify system. What is
E-Werify? New employees to the University of North Dakota must present specific identification to determine their
empleyment eligibility ne later than their first day of work. To view the identification required, please go to page 4 at
www.uscis.gov/files/form/1-9.pdf. You will be required to have one item from List A OR one item from List B and List C.

Insert: | Mew Element: Single Line A

Click Here when finished




There are 5 Insert options you can use:
¢ New Element: Single Line

Insert Section Heading
Flease answer the following questions about your most recent

. employment experience.
Description

Save | Cancel

New Element: Multiple Line
New Element: Single Choice
New Element: Multiple Choice
New Element: Section Heading

New Element: Section Heading

The Section Heading insert option allows you to give instructions or
group questions together under a certain heading.

It will be displayed as:

New Element: Single Line

The Single Line Question will allow the student one line to provide a
text answer to your question.
It will be displayed as:

Insert: [ Mew Element: Section Heading i

Mew Element: Sin |E Lil"E

Mew Element: Single Choice

- Mew Element: Multiple Choice
[ Click F yew Element: Section Heading




Warning:

v If you enter something into “Default,” that will be entered into
the response line for the student automatically and can be
edited by the student as they fill out the application. In most
situations this is probably not advisable, unless you want to
enter something alone the line of, “Response Required.”

vV If you enter something into “Regular Expression,” it will not allow
the student to enter anything EXCEPT exactly what you
entered.

New Element: Multiple Line

Please answer the following guestions about your most recent employment experience.

The Multiple Line Question will allow the student multiple lines to
provide a text answer to your question.
It will be displayed as:

Insert Single Line

Question IHamE of Emplover

Default |

Regular Expression |

Flease provide the name of the most recent place yvou were

employed.
Description R |

Applicant input i= required

Save Cancel

New Element: Single Choice

Pleaze provide the name of the most recent place you were emploved.



The Single Choice Question will allow the student to select one
option from a drop down menu of answers. Options should be
separated by commas when creating the question.

Insert Multiple Line

Question |Please provide a list of your strengths and how you believe they

Default |

Description

Applicant input is required

Save | Cancel |

7. Please provide a list of yvour strengths and how yvou believe they will apply to this job.

It will be displayed as:

Insert Single Choice

Question I'.'-.'h'_f did vou leave vour last place of employment?
Options IResignEd,. Fired, Position Eliminated, Moved, Cther
Default |

Description

Applicant input 1= required

Save | Cancel |

8. Why did you leave your last place of employment?

New Element: Multip
The-Multiple Choice Que

Position Elir_lflrl'uat'n;rcl1 a . o i o ol

PpPtoNS
= Other
(JV O S WITE S



It will be displayed as:
This application would now appear to students as:

What computer programs are yvou familiar with?

1

Options IMic:rusuft Word, Microsoft Works, CampusConnection/FeopleSoft,

Description

Choose one...

Ll



Don’t be afraid to experiment or be creative! As you add each
guestion, it always gives you the option to edit or delete all of the
ones that you created. Everything you do can be changed or
corrected.



Remember, if you don’t ask the question, you won’t know the
answer. The online application is intended to help you screen your
applicants to determine if they are eligible for your position and if

Edit Delete Insert: | New Element: Single Line w

Fleaze answer the following questions about your most recent employment experience.

Edit Delete Insert: | New Element: Single Line w

6. Name of Employer

Please provide the name of the most recent place you were employed.

Edit Delete  Insert: | New Element: Single Line w

7. Please provide a list of vour strengths and how you believe they will apply to this job.

Edit Delete Insert: | New Element: Single Line w
8. Why did you leave your last place of employment?

Choose one... v

Edit Delete Inzert: | New Element: Single Line L

9. What computer programs are you familiar with?

[ microsoft word [ Micresoft Works DCampusCu:nnecticn_-'PecpleEu:Ft O microsoft Excel [ rowerroint

Insert: | Mew Element: Single Line W

[ Click Here when finished ]

they meet the standards and experience that you desire. The more
guestions you include on the online application, the quicker you
should be able to recognize your most qualified applicant.



Job Application created and used
by the Student Financial Aid Office




