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Job Posting

	1.  
	Click the Next Step button.
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	2.  
	Click the Add Job Postings button.
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	3.  
	Click the Look up Description ID (Alt+5) button.

	4.  
	Click the Search Results table.

	5.  
	Scroll the Description object with the mouse wheel.

	6.  
	Click the Look up Description ID (Alt+5) button.

	7.  
	Click the Search Results table.
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	8.  
	Scroll the Description object with the mouse wheel.

	9.  
	Scroll the Description object with the mouse wheel.

	10.  
	Scroll the object with the mouse wheel.

	11.  
	Click the Lookup Description ID button.
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	12.  
	Click the Search Results table.

	13.  
	Click the Preview button.
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	14.  
	Scroll the object with the mouse wheel.

	15.  
	Scroll the object with the mouse wheel.

	16.  
	Click the OK button.

TIP
If you need to make any changes to the posting, click the return to previous page and click on the job posting title
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	17.  
	Click the Next Step button.

If you are satisfied with the posting click on Next Step
If you have changes, click on the job title above
[image: image7.png]Next Step





	18.  
	End of Procedure.
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