
1 Login to MyMohawk.

How to Create a Position on the Co-Curricular Record Database

2  Click on the Campus Life Tab.



4 Click “Co-Curricular Record” in the side menu of the Career 
Ready portal.

5 Ensure the “Staff Role” tab is selected at the top of the page.

3  Scroll down to the “Get Involved” section and click on  
“Co-Curricular Record”.



7 Select one of the Validator options. If you select Option B, be 
sure to fill in the required fields.

6 Click on the blue “Request Activity” button.



8 Scroll down to select the “Period”, “Category” and “Activity”. 
Next choose the “Check Activity for Existing Positions” button. 

This allows you to ensure your position isn’t already listed on the 
Co-Curricular Record.

9 If your position isn’t already listed, scroll down and fill in the 
mandatory fields. A minimum of 5 hours is required for time 

tracking. The position description must be 75 words or less, 
written in past tense, and paragraph format. Next, enter your 
contact information and select “Yes” for both options.



10 Select 5 - 10 achievement statements that you feel are 
potential learning outcomes for students and hit “Save”. 

Your position will now sit pending until it is approved.


