JOBX INSTRUCTIONS FOR MOVING FROM ONE SEMESTER TO THE NEXT


To: Supervisors of student employees and primary/secondary contacts in JobX

On-campus student employment implemented the new JobX platform for departments to hire student workers.  We are coming up on our first-year anniversary.  So far, everyone seems to like the new platform.

Jobs in JobX are attached to a specific term during the school year: summer, fall, or spring.  Over the past year, our office has moved jobs from summer to fall, and again from fall to spring.  With the new school year right around the corner and our office working with continuing employment, we are going to ask for your help with the move into the new school year (from spring to summer).

The status of each current job listing is either Active, Listed (meaning that students can see and apply for the job) or Active, Not Listed (meaning that students cannot see the job, but you can still hire students for the job).

To move job postings to a new semester, whether Listed or Not Listed, our office will first move all student jobs to Inactive status.  That will do two things: 1) wipe out all current applications that students have submitted to date for the Active, Listed jobs; and 2) allow primary or secondary contacts to go into JobX and change your job listing(s) from Spring to either Summer 2026 or Fall 2026.  The correct choice for semester will now show the year. The dates for the new semesters are as follows:

	Summer 2026 – 05/03/26 to 08/08/2026
	Fall 2026 – 08/09/2026 to 12/12/2026
	Spring 2027 – 12/13/2026 to 05/01/2027

All student job listings in JobX will be moved to Inactive status on April 21st.  You will not be able to hire any more student workers for the current school year after that date.  Also, you will not be able to submit hire requests for the new school year until after you move your job(s) to the new school year.  Following is the procedure for you to follow.

· Click on the Student Employment card on the Portal, click on hiring manager, click on JobX login (you will now see your student jobs)
· Double click on the job title
· Click on Edit this Job
· Click to change the Start Term from Spring to Summer 2026
· Click on submit
· In the Update Status box:
· If you want the job posting to be active so that students can apply to it, click on the Active, Listed button.  You will have one more screen to complete.
· If you want the job posting to be Active, Not Listed, click on Send to Active, Not Listed Mode
· The job will come to Student Employment for final approval.  Once approved, you can start to submit hire requests for the summer term.  (Fall hire requests will be submitted later in the summer.)

Please contact Melanie Leonard (mlleonard@ysu.edu or call x. 2979) with questions. 
