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On-Campus and Off-Campus  
Supervisor Instructions   



TruPositions 

Click on Supervisors 



TruPositions 

Truman Faculty/Staff click Login 

Off-Campus supervisors enter 
Email and Password 



TruPositions 

Enter your 
username  
and password 



TruPositions 

Click Add 
New to add  
a position 

Click Deactivate All 
Jobs to make all posted 
positions inactive 



TruPositions 

Enter Position Title 

Change status to Active 

Indicate Type of Employment 

Choose On or Off-Campus and Department 

Enter Network ID if on-campus or 
Email if off-campus 
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All fields 
must be 
entered.  

All fields are required 
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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 
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Click Add to post 
your position 

Add any additional 
information relevant 
to the position 
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Position is active for 
students to apply 



TruPositions 

Click on Position Title to make 
a change to your position 



TruPositions 

You can make any 
changes you want to 
your position When you are finished making 

changes, click Update 



 
 
  
Now that your position is posted, 

you will receive an email when a 
student has applied for your 
position. 
 
You can then view their application 

on TruPositions. 



TruPositions 

Click on Position 
Title to view 
applicants 

This position is 
active and has 
one applicant 



TruPositions 

Click View Applications 



TruPositions 

Click on the 
applicant’s 
name to 
view their 
application. 
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The student’s 
information will 
appear to the left.  

You can make 
comments and rate the 
applicant and they will 
be saved when you 
click Close in the 
upper right hand 
corner.  



TruPositions 

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



TruPositions 

Here you can contact the student for an 
additional interview or instruct them to 
fill out the scholarship renewal, 
institutional clearance, or work-study 
clearance form. 



TruPositions 

You can delete students from your listing once you 
have notified them by selecting their name and 
clicking 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.  
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