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Copying a Posting 

Introduction 
 
This job aid shows how to copy a job posting only.  No exam plan or requisition will be 
associated with the job posting. 
 
Navigation Path:  Post – Job Postings 
 

 

 
 

 
 
 

 
 

 
 
 

Step Action Comments 

1.  Log into Insight – Human 
Resources 

 

2.   Go to Post – Job Postings  
 

This is just one way to search for postings. 

3.   Search for the posting you want 
to copy and click “Edit” next to 
the title 

You can search by “Job Title”, “Job Code”, 
“Job Number” or “Recruiter” 

4.   Click "Copy Job Posting" at the 
top left corner of the posting.   
 

A pop-up message appears, click “OK”. 
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Step Action Comments 

5.  Select the Draft checkbox at the 
top. 
 

Once the posting is completed and reviewed 
for accuracy, uncheck the Draft box to post 
on careers.ohio.gov. 

6.   Edit the “Advertise From” and 
“Advertise To” dates and change 
the “Job Number” if necessary. 
 

The “Advertise From” and “Advertise To” 
dates will default to the date you copied the 
posting. 

http://careers.ohio.gov/
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Step Action Comments 

7.  Enter the Pay Range, Job 
Location, Hours of Work, 
Division and Promotional Bid; 
these fields do not copy from the 
original posting.   
 

GovernmentJobs Location and Search 
Locations copy from the posting, but can be 
edited if necessary. 

8.  Mark the radio buttons next to 
Application Information, EEO 
and ADA Information and Direct 
Deposit Information. 
 

These fields are required for all postings. 
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Step Action Comments 

9.  Make any other edits as needed. 
 

(e.g. adjust “Reapply Period”, “Job Location”, 
etc.) 

10.  Click the "Update" button at the 
bottom of the posting. 
 

 Supplemental Questions, if any were 
added to the original posting, will copy as 
well 

o Follow steps 11 – 14 to edit or add 
additional questions  
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Step Action Comments 

11.  Locate the posting on your my 
HR page and click “Edit” 

It will be listed under your “Draft Postings” 
since you checked the “Draft” box when 
copying the posting. 

12.  Click the Supplemental 
Questions link at the top of the 
posting next to “Copy Job 
Posting”.  

 
 
 

13.  Click “Add New Question” to add 
another question.  

 
 
 

14.  Click “Edit” next to the question 
you would like to change. 
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