
Posting Student Assistant Positions in PeopleAdmin 
**If you do not have Student Hiring Manager access in PeopleAdmin, please contact Justine Ochs, HR Assistant, 
at Justine.Ochs@cortland.edu, or the Student Employment Coordinator at 607-753-4715, or 
career.services@cortland.edu. 

Log in to 
MyRedDragon 

Select Faculty/Staff 

Select 
Recruitment/ATS from 
meRedDragon 
Resources 

If you do not see this 
screen, X out of the 
screen and try again.  

**User group (top right 
hand corner) should say 
Student Hiring Manager. If 
it does not, use the drop 
down arrow to select.  

Select ‘Postings’ and then 
‘Student’ 

mailto:Justine.Ochs@cortland.edu


Select ‘Create New 
Posting’ on the right side 
of the Student Postings 
page 

**There are two ways to 
create a posting. Select 
the one that best fits 
your needs 

‘Create from Position Type’ 
gives you a blank form to 
complete.  

‘Create from Posting’ will 
allow you to select a 
previously posted position 
and update as necessary to 
accommodate new dates, 
pay rates, and any
applicable job changes.



Create from Position Type (Starting a New Job Posting) 

Add the student job 
title  

Verify Division, 
School Sub -Division, 
and Department are 
correct.  

Select ‘Create New 
Posting’ 

Complete each section 
filling out required 
fields as indicated.  

** Be as thorough as 
possible 

Select ‘Next’ to move 
through each section 



Once the sections are 
complete you will 
come to the Summary 
page.  

In the top right you 
will see ‘Posting was 
successfully updated.’ 
This is a great sign that 
you are almost done!!! 


 If you are satisfied 
with your posting 
information: 

Select ‘Take Action On 
Posting’  

Select ‘Send to SES’ 

from the drop down 



Create from Posting (Select old post from your account to edit) 

Select the position 
you would like to 
re-post.  

Select ‘Create Posting 
from this Posting’ 



Edit position title if 
needed and verify 
Organizational Unit 
information 

Select ‘Create New 
posting’ 

You will automatically 
route to the Edit: 
Position Details tab.  

Make any necessary 
updates in each 
section for the posting 
to be current.  

Move through each of 
the sections by 
selecting ‘Next’  



When you reach 
the Summary 
section, select the 
‘Take Action on 
Posting’ button  

Select ‘send to SES’ 
from the drop 
down screen.  

The highlighted areas 
are places within the 
job posting that 
need to be reviewed 
and updated before 
submitting 

*Note: The last 
highlight, Open until 
filled, should always 
be blank or say No* 



To verify where your postings are within the system, return to the main Student 
Postings page 

Workflow State will 
indicate the status 
of your job 

If the status says SES, 
your job has been 
successfully 
submitted and is 
awaiting approval 
from Student 
Employment 
Services.  

Draft indicates you 
have started the 
posting but need to 
complete it and 
submit to SES for 
approval and 

posting.  


