
 
Truman’s Centralized Student Positions Website  

 
 

On-Campus and Off-Campus  
Supervisor Instructions   



Go to trupositions.truman.edu 

Click 
Supervisor 
Information 
to get started 



Adding Positions 

Click ‘Position 
Listing’ to 
Add/update a 
job description. 



Access is given to faculty & staff 

Use your network 
username and 
password 

Use your e-mail address 
and password for  
i-clearance 



Adding a new position 

Click ‘Add New’ to post a position 



General Information-all fields required  

Network ID 

Change to Active Status 

Indicate your department 



General Information-all fields required  

All fields must be 
entered.  



Competencies 

Competency fields 
are not required but 
we strongly 
encourage you to fill 
them in so the 
student will have a 
greater knowledge of 
the skills required for 
the position. 



When finished 

Click ‘Add’ when 
you are finished 



Your position is posted! 



Making a change to your position 

Click on 
your 
position 
to make 
a change 



Making a posting inactive 

You can make any 
changes you want 
to your positions. 
 
For example, 
making your 
posting inactive 



After making any changes 

After making 
your changes, 
you must click 
the update 
button. If you wish to delete your 

posting click here. 



 
 
 

 
Now that your position is posted, 

you will receive an e-mail when a 
student has applied for your 
position. 
 
You can then view their application 

on Tru-Positions. 



Viewing your applicants 

Click on ‘Position Listing’ 



Viewing the application 

Click on your 
position 



Viewing the application 

Click view at the 
top of your 
position listing to 
view your 
applicants 



Viewing the application 

Click on the applicants name to view their 
application 



Making comments on applications 

The student’s information will 
appear to the left.  
 
You can make comments and rate 
the applicant above and they will 
be saved when you click close in 
the upper right hand corner.  



Alerting the student of decision 

Send the student an e-mail instantly by selecting 
their name and clicking ‘Email Selected’  



Notification of decision 

Here you can contact the student 
for  an additional interview or 
instruct them to fill out the 
scholarship renewal form. 



Deleting application 

You can delete student from your listing once you have 
notified them by selecting their name and click ‘delete 
selected. 



A few tips on position listings 
 If you are going to use a position in the future, simply 

make it inactive so you don’t have to re-enter it every 
year. 

 Once you delete a position or applicant, it is gone so 
please be careful when deleting.  



Questions or Comments 
 

 If you have any questions or comments about Tru-
Positions, please contact the Financial Aid Office at 
finaid@truman.edu or by phone at 4130. 
 

 Suggestions for improvement are welcomed! 

mailto:finaid@truman.edu�
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