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Setup PostingManager Account for JobTarget.com 
OneClick 
Users can have multiple PostingManager accounts for JobTarget.com OncClick. While posting a job user can choose 

which one to be used for the posting. 

Existing JobTarget Account: 

 Use JobTarget Username, First Name, Last Name, and Title to create PostingManager account for JobTarget.com 

OneClick. Choose your password for PostingManager account for JobTarget.com OncClick which can be different 

from the JobTarget account password.  

 “SSO OneClick” link will be appeared on the PostingManager Account page right after submitting the information if 

the JobTarget account is valid and active. 

Create New JobTarget Account: 

 Create a new PostingManager account for JobTarget.com with desired information.  

 Application will create a new JobTarget account with admin access when given the PostingManager account which 

will be used to post a job. 

 Once the JobTarget account gets created, the “SSO OneClick” link for the given account will appear. 

Note: Users will not be able to log into the JobTarget site using mention credentials, use SSO OneClick link or 

JobManage URL that is found on the Posting & Account page. 

 

Post requisition(s) 
Manage posting via manage requisition: 

 Users with the right access can manually post requisition to JobTarget.com via manage requisition page. 

 Upon submission, the success/error message will be shown. 

 Posting to JobTarget.com is real-time, a link to manage the job distribution will be available right after a successful 

posting. 

 Requisition will be keep getting submitted to JobTarget.com (via nightly cron script) until it’s End Date (specified 

during posting). 

 Any updates to requisition after its initial posting will be also sent to JobTarget. 

 Posting will be deleted from JobTarget.com when it reaches to end date or if requisition status gets changed from 

open to filled/closed/any inactive status before its end date. 

 Users can also manually delete posting from the cross-posting page before its end date. 

 When deleted, all active distribution via JobTarget.com will be also taken down for the requisition. 
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 Users will have to re-submit the requisition if it’s get deleted. 

Note: Link to manage the distribution on the JobTarget site will be also available upon re-visiting posting page for 

the same requisition. 

Field Required Usage 

Account Yes 
A selected account will be used for posting. In the case of multiple accounts, the 

user needs to select one option from drop-down otherwise value will be pre-filled. 

End Date Required 
Date to expire the posting within ATS. Default set to 30 days from today. Users 

can set it to the desired date to expire the posting. 

Experience Optional The number of years' experience necessary for the job opening 

Job Function Optional The OneClick ID representing the closest job function for this position. 

Industry Optional The OneClick ID representing the closest industry for this position 

Job Type Optional The status of employment 

Duration Optional The job requirements to be displayed on the job ads 

Travel Optional The amount of travel required for this position 

Education Optional The minimum education requirement for this position 

Salary Type Optional The salary type for the provided low and high salary 

Entry level Optional Indicates whether the job is entry-level 

 

Via Auto Cross-Posting: 

 When enabled, requisitions with open/active status will automatically be sent out for posting via a nightly cron script.  

 Account and option selected during the auto cross-posting setup will be used to post all open requisitions. 

 Requisition(s) will get deleted when it’s moved out of open/active status. 

 Requisition(s) will start getting re-posted when it’s moved back into open/active status. 

 

Field Required Usage 

Account Yes A selected account will be used for posting. 

Experience Optional The number of years' experience necessary for the job opening 
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Job Function Optional The OneClick ID representing the closest job function for this position. 

Industry Optional The OneClick ID representing the closest industry for this position 

Job Type Optional The status of employment 

Duration Optional The job requirements to be displayed on the job ads 

Travel Optional The amount of travel required for this position 

Education Optional The minimum education requirement for this position 

Salary Type Optional The salary type for the provided low and high salary 

Entry level Optional Indicates whether the job is entry-level 

 

Manage distributions for posted requisition(s) via ATS 
For the requisition posted manually, the user will get a link to manage distribution right after a successful posting. Link 

will be also available when the user re-visits the posting page for the same requisition, up until it’s actively posted. 

SSO OneClick link will be available for all valid/active accounts. Users will be able to manage distributions for requisition 

submitted via a given account. 
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Step 1: CrossPosting Setup 
Path: Administration > Recruiting > Cross-Posting > Accounts 

 

On this page: 

 Manage company contact information. 

 Manage Subscribed Sites. 

 Manage Auto Cross-Posting. 

 Use Site Selection to get the list of actively available Site(s). 
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Step 2: Select Site(s) 
Path: Administration > Recruiting > Cross-Posting > Site Selection 

 

On this page: 

 All actively available sites will be listed. 

 Use Filter to find JobBoard(s) by Name/Description AND JobBoard type Free/Pay/Distributor. 

 Select the site to make it available for cross-posting. 
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Step 3: Activate and Setup Site 
Path: Administration > Recruiting > Cross-Posting > Accounts 

 

On this page: 

 Check box under Active column and submit to activate it. 

 Check box under Auth Required column and submit to enable authentication prior to cross-posting. 

 Link to manage AutocrossPost.  

 Link to manage the account. 

Note: Site Mode option will be only available on development instance. On production instance, no such option will 

be available. 
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Autocrosspost Setup Page 
When enabled, all open jobs will be sent for posting with options selected on this page. All open jobs will be sent out for 

posting through cron script every night, which will be distributed to JobBoard via another cron script. Job(s) will be 

removed from the posting when it’s filled out/closed/move into inactive status. 

 

On this page: 

 Manage auto crossposting options. 

 Fill out all required field to complete the setup 

 Use the Finalize button to submit the selections. 

 Use the Stop Autocrosspost button to stop auto cross-posting. 
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Cross-Posting Account Management Page 
Add active JobTarget credential to set up cross-posting account if there is one, otherwise fills out the form and related 

account will be created. 

 

 

On this page: 

 Add/Edit/Delete accounts 
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Field Required Description 

Name Yes PostingManager account name. 

Username Yes 
Existing JobTarget Username or desired Username to be used to register a 

new JobTarget account. 

Password Yes 

PostingManager account password (for existing JobTarget account user can 

choose your password for PostingManager account, it doesn’t need to be the 

same as JobTarget password). 

Preferred 

Language 
Yes 

Preselected to English. JobTarget.com only supports the US English (en-US) 

language. 

First Name Yes 
For Existing JobTarget account use the same first name, for new account use 

desired value to be used to register new JobTarget account. 

Last Name Yes 
For Existing JobTarget account use the same last name, for new account use 

desired value to be used to register new JobTarget account. 

Title Yes 
For Existing JobTarget account use the same title, for new account use desired 

value to be used to register new JobTarget account. 

 

SSO OneClick - Single Sign On (SSO) link to log a user into OneClick. 
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Authorization Requests 
Path: Administration > Recruiting > Cross-Posting > Authorization Requests 

When JobBord is set up with “Auth Required” option, all postings submitted by none admin users will be queued under 

this page for admin’s approval. Admin can approve or reject postings.  

 

On this page: 

 Manage posting authorization. 

 Approve or Reject individual or all postings. 
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Step 4: Cross-Post specific Job via Manage Requisition 
Path: Recruiting > Requisitions > Manage Requisitions. 

 

On this page: 

 Click on three dots from the last column to expand more options for selected jobs 

 Use Cross-Post this Job option. 
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CrossPost to JobTarget 
Path: Recruiting > Requisitions > Manage Requisitions > Cross-Post this Job 

 

On this page: 

 Select JobTarget.com OneClick to post a job. 

 Fill out all required fields and submit them for cross-posting. 
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Successful Posting 

 

On this page: 

 Users will get a link to manage distribution through JobTarget on successful posting. 
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JobTarget SSO 

 

On this page: 

 Use SSO OneClick to log into the JobTarget site to manage job distribution. 


