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PageUP: Recruiting for a Federal Work Study Student 
Position 

1. Login to your MyJaxState account. 

 

2. Select the Human Resources card 
• You may have to search in Discover More for the card.  
• You can bookmark it for later use. 
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3. Select Talent Management System (PageUP) 

 

4. Select Manage Position Descriptions (in the Position Description section) 

 

5. Search for the position 
• Position Title 
• Position Number 
• Employee name 

*Please note, your previous search fields will populate when you login in each time. It 
may be necessary to select “clear” before you search for accutrate results. 
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6. Once you have located the Federal Work Study position, click on "Recruit for 
Position" (towards the right of the screen) 

 

 

7. After clicking "Recruit for Position", you will be redirected to the requisition. 
8. Complete the required fields labeled with an asterisk (*). 

 The recruitment process field will auto-populate from the Position 
Description 

 Job Title 
 Position Type 
 Pay Table 
 Pay Grade 
 Salary Range – Set rate for Federal Work Study Students 
 FOAP/Budget # - Federal Work Study FOAP 
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 Posting Location 
 Division 
 Department/Center/Unit (This is the same number as your ORG number) 

 

9. Fill in Position Duties with Duties/ Responsibilities that the Federal Work Study 
Student will be responsible for.  
To Add Duties/ Responsibilities: 
 Click New 
 A box will appear where new duties may be added, be sure to include as 

much information as possible, the percentage of time the duty will be 
performed and whether this duty is essential. 

 Click “Add” to save the changes. 
 Add as many Duties/ Responsibilities as needed 

 

 

10. To Edit an existing Duty: 
 Click edit (this will edit the exisiting duty) 
 A window will open that will allow changes to be made to the exisiting duty 
 Once finished click “Update” to save the changes 
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11. To Remove an existing Duty: 
 Click edit (edits the exisiting duty)  
 Click Remove (removes the exisiting duty)  

 

*Please note: You can edit all fields on the Requisition except the “Required 
Qualifications” field. This field must be edited by Human Resources. 

 

12. Under “Users and Approvals:” 
 Add an Additional User (if necessary) 
 Add a Reporting Manager 
 Add a Hiring Authority (this should be the reporting manager/supervisor of 

the position) 
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13.  For the Approval Process select “Student Assistant” 

 

 
14. Do not adjust the Human Resources field.
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15. Click “Save & exit” to save the Requisition and begin routing it to the selected 
approvers. This will close the window. 

16. Click “Save” to save the Requisition and begin routing it to the selected 
approvers. 

17. Click “Save a draft” to save the Requisition as a draft to be completed later.  

*Pay special attention to the PD number that is assigned to the Requisition. You 
can use this to search for the draft later. 
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