
 
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. 
You can also access the 
application at any point by 
going to  
Manage Job > Edit or view 
the online application
 

. 

 
 
 
 
 
 
 
The default online job 
application only contains five 
questions:  
First, Middle & Last Names, 
Email Address, and Student ID. 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 



 
There are 5 Insert

• New Element: Single Line 
 options you can use: 

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

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

New Element: Section Heading       
  

 
It will be displayed as: 
 

The Single Line Question will allow the student one line to provide a 
text answer to your question. 

New Element: Single Line          

It will be displayed as: 



Warning: 
√ 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.” 

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

 

The Multiple Line Question will allow the student multiple lines to 
provide a text answer to your question. 

New Element: Multiple Line         

It will be displayed as: 

 
New Element: Single Choice         



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. 

It will be displayed as: 
 
 
 
 

 
 
 

The Multiple Choice Question will allow the student to select multiple 
options from a list of potential answers. Options should be separated 
by commas when creating the question. 

New Element: Multiple Choice         



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

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Don’t be afraid to experiment or be creative! As you add each 
question, 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 

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



 


