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Accessing NeoEd

Enter the following link into your web 
browser:
https://login.neoed.com/signin?siteCode=IN

Sign in to NeoEd using your daily credentials.

Your username is your ALCORN username.

Your password is the password you created 
when setting up your account.

If you have forgotten your username or 
password, select “Forgot your username or 
password” located beneath the login fields.

https://login.neoed.com/signin?siteCode=IN


After you login to the system, you should see the Insight Dashboard.

If you don’t see the dashboard, select the 9 dots on the left side.

The following menu will appear. Select Recruiting (Insight) under Talent Acquisition. 



From the Recruiting (Insight) Dashboard, select Approved Reqs

The approved requisitions for your department will appear. Select Create New Job



The following screen will appear. 
Select No, enable later.
Then select Proceed. 



The Job Details screen will appear. The information from the requisition will populate into 
the job posting. * Fields with a red asterisk are required.

Select only if you want to advertise a 
closing date to the applicant.

Select continuous to leave the 
position open until filled. Keep in 
mind the posting will close in 60 
days by default.

Leave the following default fields. 
• Create New 
• Draft – leave in draft until you 

complete the form. 
• Accept Online Applications

Populated from the requisition

Populated from the requisition

Populated from the requisitionPopulated from the requisition

Populated from the requisition

The date the posting is created will 
automatically populate. 

Select the drop-down menu.
Select Open. This means both 
internal and external applications 
can apply. If you select 
Promotional if only internal 
applications will be accepted. 



Allows you to indicate the maximum number of 
applications you will accept. 

Leave this number as 1. 
This allows the applicant 
one time to reapply. 

Select search icon and 
indicate which location, 
Lorman or Natchez branch.

Select the search icon. 
Select a category to 
describe the position.

The address will populate 
once the Location is 
selected on the opposite 
side. 

Do not complete EEO. It 
will populate once the 
posting is created.

Leave this field blank. It is not a 
required field. There are no remote 
jobs at this time.Select search icon. Then 

select the application type. 
Faculty, Staff, or Student. 

The E-Reference Questionnaire will 
appear after you select the 
application type. A questionnaire 
will be sent to the references listed 
by the applicant. 

If you are creating the posting, the 
job posting is assigned to you. 
Otherwise, you can assign the 
posting to someone else in the dept.



For the next four fields, Job Title, Essential Job Functions, Qualifications, and 
Knowledge,  Skills, and Abilities, select Populate from Job Description. The 
information will auto – fill. Do not edit the job description. 



Do not change the following field. We do not advertise on the posting.

Salaries are commensurate with experience and 
not advertised. Therefore, leave this field blank. 

Select the salary breakdown. This is a full-time position; 
however, the candidate will be paid Bi-Weekly.  Make 
sure both fields match. Per and Show Salary Breakdown.

This field populates from the requisition. Do not change.



The fields located in the lower section 
of the page may remain as they are, 
unless you choose to add Internal 
Notes.

• Show Alternate Salary Text 
should remain set to Off.

• Alternate Salary Text should 
be left blank.

• Internal Notes are for your 
personal reference only.

• Will Overtime Be Paid Until 
Job Is Filled? should not be 
selected.

Once all information has been 
reviewed, select Save & Submit.



On the final page, you will have the option to add screening questions to help evaluate applicants.
You may select Add New Question to create your own custom question, or choose Add from Item Bank 
to use pre-created questions available in the system.
These questions will assist in identifying qualified candidates and strengthening the applicant review 
process.



If you choose to add screening questions from the Item Bank, a list of pre-created questions will appear, 
covering areas such as education and experience for you to select from.
Please ensure that the questions you choose focus on the required qualifications and essential job 
functions, as they are designed to help narrow your search and identify the most qualified candidates.
For this posting, a High School Diploma is required; therefore, I selected the appropriate question and 
then clicked Add to Posting.



Next, review how the applicant will view and respond to the question. The input type is set to Radio, 
which means the applicant will select either Yes or No.
You may assign points to the question if desired; however, for this example, no points will be assigned.
Be sure to mark the question as Required, as it reflects a minimum qualification for the position and 
must be answered.
Once complete, select Save.



Select Save & Close



Position is in DRAFT FORM. 1. Select Edit Job

2. Deselect Draft. 3. Then select Save & Continue in the top Right Corner



Congratulations!!!! Your posting is active on the 
website and applicants can begin to apply online.
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