Editing a job application

Log into JobX and select the job in which you wish to update the application.

Once the job is selected, click “Edit, view or remove the online application” under Manage Application

Welcome, Jim Rivera | |

# Employees - JobX ~ Reporting ~ Access & Audit ~ Uploads -~  Site Setup ~  Content ~  Help ~

Manage Job
Job Title Employer Status Job Type
Office Assistant Financial Assistance 1B (10004380)

Active, Not Listed On-Campus Jobs

Additional details about this job's status:

» This job is currently in Active, Not Listed.

Update Status

Manage Application

This job is configured to collect online applications.
» Click to change to

Edit, view or remove the online application.
Active, Not Listed

» Current Status

» Click to change to

Hire Applicant
View Applicants

Hil licant
No applications have been submitted for this job.

To edit the job application, click the corresponding link

Student Employment Office:
Job Board

Welcome, Jim Rivera
# Employees - JobX~ Reporting ~  Access &Audit -~ Uploads ~ SiteSetup -~ Content~ Help ~

Manage Job Application

[Return to Manage Job Page]

Job Title Employer Status
Office Assistant Financial Assistance 1B (10004380) Active, Not Listed

This job is currently set to accept online applications.

e To edit this job's application: [Click Here]

e If youwant to discontinue accepting applications for this job: [click here]

You can update the job's status: [Here]

The existing job application will then display. Scroll to the bottom of the page to “Create a new question”
or “Pick from an existing question”


https://bu.studentemployment.ngwebsolutions.com/jobx_login.aspx

Pick from Existing Questions Create a New Question

There were no questions found.

Click on the ‘Create a New Question’ tab beneath the default application.

Next, within the Question Details section, please select a type of question from the
‘Question Type’ drop-down menu. The page will reload and you can then enter the
question itself, along with a number of other options.

Creating a New Question

Adding a job-specific question to your Institutional default application will assist in achieving
a best-fit candidate for your job.

Pick from Existing Questions | Create a New Question

Question Details

Question Type *
Single Line Text
Multiple Line Text

Single Chaice |
Multiple Choice

Date

File Upload
Instructional Text  |(§ F & 4@

Application Behavior

Application Section V'

Select an existing section  Create 2 new section
== Please select -« W |

Other flags
UAppIir.atian input is required y
[ prefill this question from previous answer?

Where To Add This Question?
End of Application %

Add Question_

Question Types


https://media.screensteps.com/image_assets/assets/002/830/290/original/Create_a_New_Question.png?X-Amz-Algorithm=AWS4-HMAC-SHA256&X-Amz-Credential=AKIAVNY36S4EK3YMWFAE%2F20240817%2Fus-east-1%2Fs3%2Faws4_request&X-Amz-Date=20240817T201338Z&X-Amz-Expires=300&X-Amz-SignedHeaders=host&X-Amz-Signature=5ba2cde0688a05245421eb24cd1e5edfcf99da1427fc575fee01f4a89020a6d0

Single and Multiple Questions

For single and multiple-choice questions, you will need to create an internal name for the
question that only Institutional Site Administrator will see in the ‘Pick from existing
Questions’ tab that serves as a library of all your job-specific questions you add to an
application for your department. The Question Label field is the question an applicant
will see when filling out the application.

NOTE: Question Choices are the different choices that will be presented to the
applicant in either a drop-down list for single-choice questions or checkboxes for
multiple-choice questions. The choices entered should be a comma-separated list, as
seen below. If you would like one of the choices for a single-choice question to
default in the drop-down list, please designate using the Default Value drop-down
list.

Plck from Existing Questions | Create a New Question

Question Details
Question Type
| Single Choice |
Question Name * /
[volleyball ]
Question Label *

" BIU Z=EE @

Have you ever coached volleyball? é_

Question Choices *

|ves,na ][ Add | (

Default Value *
gnﬂﬂei b

Single Line Text Questions

Single-Line Text Question — Utilize this type of question for short answers.


https://media.screensteps.com/image_assets/assets/002/830/295/original/CNQ_-_Single_Line_Text.png?X-Amz-Algorithm=AWS4-HMAC-SHA256&X-Amz-Credential=AKIAVNY36S4EK3YMWFAE%2F20240817%2Fus-east-1%2Fs3%2Faws4_request&X-Amz-Date=20240817T201338Z&X-Amz-Expires=300&X-Amz-SignedHeaders=host&X-Amz-Signature=d3056361669bb9b7abd1c4190949ebe1648345c2670eab83753d938b8bda5bb3

Question Details

Question Type &

Question Name &
|h~'lair:-r

Question Label
@B I Ly =i==E adp

What 15 your Major

Default Value &

Regular Expression 4

Require Confirmation ¥/
a

Application Behavior

Application Section

Sefect an existing section Create a new section
|General V|

Other flags
Ehpplication input is required =
[ prefill this question from previous answer? */

Where To Add This Question? '
[En d of Application v

Multiple Line Text Question

Multiple Line Text Question — Utilize this type of question for longer answers.



https://media.screensteps.com/image_assets/assets/002/830/297/original/CNQ_-_Single_Line_Text_-_SHort_Answer.png?X-Amz-Algorithm=AWS4-HMAC-SHA256&X-Amz-Credential=AKIAVNY36S4EK3YMWFAE%2F20240817%2Fus-east-1%2Fs3%2Faws4_request&X-Amz-Date=20240817T201338Z&X-Amz-Expires=300&X-Amz-SignedHeaders=host&X-Amz-Signature=2a96971e2d80bb7a73bd16c8979d69587892fd3dccab0cf29673a133ef31660d

Question Details

Question Type ¥
[Multiple Line Text v

Question Name *
[Experience

Question Label ¥
LW BIU =85 @6

Explain a time when you had to participate as a team member. |

Default Value ¥
| |

Regular Expression ¥/

Application Behavior

Application Section ¥/
Selecr an existing section Create a new section
[General vl |

Other flags
M application input is required
[ prefill this question from previous answer? */

Where To Add This Question? &/
[End of Application b

Date Question

Date Question — This will present a date picker calendar to the applicant. The applicant can
either select a date from the calendar or type the date in the date field.



https://media.screensteps.com/image_assets/assets/002/830/298/original/CNQ_-_Multiple_Line_Text.png?X-Amz-Algorithm=AWS4-HMAC-SHA256&X-Amz-Credential=AKIAVNY36S4EK3YMWFAE%2F20240817%2Fus-east-1%2Fs3%2Faws4_request&X-Amz-Date=20240817T201338Z&X-Amz-Expires=300&X-Amz-SignedHeaders=host&X-Amz-Signature=a5b64b583ac07513569f2beb939d7aaf1c5ee19e9bf11fbfc1b71929fc6f13fd

Question Details

Question Type
| Date V|

Question Name &/
|]ob

Question Label ‘&
@B I U :i=:

What date did you start your first job?

Application Behavior

Application Section ¥
Select an existing section Creare a new section
|Previ0us Employars V| |Experience

Other flags
W Application input is required Y
[Iprefill this guestion from previous answer? )

Where To Add This Question? i

|End of Application g

Add Question

| I

Employer End Date: o November 2017 o i
5a

Su Mo Tu We Th Fr
Functions and/or Professional Experiences:
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What date did you start your first job? I|

*

File Upload Question

File Upload Question — This will allow an applicant to upload a document that will be
checked for viruses prior to loading to your JobX site.


https://media.screensteps.com/image_assets/assets/002/830/328/original/CNQ_-_Date_2.png?X-Amz-Algorithm=AWS4-HMAC-SHA256&X-Amz-Credential=AKIAVNY36S4EK3YMWFAE%2F20240817%2Fus-east-1%2Fs3%2Faws4_request&X-Amz-Date=20240817T201338Z&X-Amz-Expires=300&X-Amz-SignedHeaders=host&X-Amz-Signature=a189d97f964fad076b51a19e4eff5df91bab4ae4b138c29ca84a98b6010649fb

Please upload a Letter of Recommendation. Browse...

Instructional Text Question

Instructional Text — This can be used before or after a question and/or section.

Please provide three (3) references below. References may not be a relative.

Application Behavior

All questions added to the institutional default application for your specific job will need to be
associated with an existing section of the application or you may choose to add a new
section to the application if desired. In order to do so, you will need to complete the
‘Application Behavior’ section of this page before you can successfully add the new
question and/or save your application.

If you would like to add a new job-specific question to an existing section of the default
application, please select the desired section from the ‘Application Section’ drop-down

list. Otherwise, if you would like to create a new section in the application not already
present in the University default list of questions, you can simply type in the new section
name in the ‘Create a new section’ field below. This action will create a new application
section and list the new question you’'ve added in this same transaction in this new section.

Additionally, you can choose to require the new job-specific question be answered by
clicking the ‘Application input is required’ box or choose to have this question pre-filled with
the value they entered in a past application the applicant may have submitted for this job in
a prior term.

Lastly, you can utilize the ‘Where to Add this Question’ drop-down list to customize the
location of your new question. Once you’ve completed all these steps, click the ‘Add
Question’ button.

Application Behavior

Application Section *
Select an existing section  Create a new section

[-- Flease select -- v|

Other flags
Uﬁpplicatlon input Is required i
[l erefin this question from previous answer? v

Where To Add This Question? ¥
[End of Application v/]

NOTE: To save this job specific question and all others you may wish to add to the
application, please be sure to click the ‘Save Application’ button after adding all your
new questions. If you fail to click the ‘Save Application’ button your new questions
will NOT be successfully added to your application.


https://media.screensteps.com/image_assets/assets/002/830/368/original/CNQ_-_Application_Behavior.jpg?X-Amz-Algorithm=AWS4-HMAC-SHA256&X-Amz-Credential=AKIAVNY36S4EK3YMWFAE%2F20240817%2Fus-east-1%2Fs3%2Faws4_request&X-Amz-Date=20240817T201339Z&X-Amz-Expires=300&X-Amz-SignedHeaders=host&X-Amz-Signature=bee8458d05df096575417851b9684114e4be2cbf6876cc33ceaff15fde11270e
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