
Ignite Supervisor Proposal Process 

1. Log in to mySuccess via https://success.uwindsor.ca/ using your Staff/Faculty Account.  
NOTE: mySuccess uses SSO (single sign-on), so if you are using your University device, you should be 
signed in automatically. 

 

2. Select IGNITE – Work Study from the side menu and then click Ignite – Work Study again.  

 

  

https://success.uwindsor.ca/


3. This will bring you to your dashboard. Click “Create New +” to go to a new proposal.  

 

 

4. This will bring you to the proposal page. If you are prompted to add an “Industry Partner”, select “skip” and 
move on to the proposal.  



Your contact information should be pre-populated. Please double-check to ensure accuracy.  
Complete the proposal. For the job description and job requirements portions, it is recommended that you 
write them in a separate Word document and then copy and paste them into the text boxes. Refer to the 
Ignite Proposal Guide for guidance on key elements of the proposal. 
 

 

NOTE: If you are submitting this on behalf of someone, please select “No” for the “Will you be the 
individual directly hiring, supervising, and mentoring the student?” This will prompt an additional question 
for you to input the supervisor's details.  

 

  



5. Continue providing information about the faculty etc. The departmental account number is required. 
Please ensure you have the right account number before submitting your application.  

 

6. Input the Student Job Title and Job Description. It is recommended that you write it in a separate Word 
document and then copy and paste so you can work on the job description before submitting and have it 
saved separately. Basic formatting options are available.  
 

 
7. Identify if this position is available to certain programs only. Students in all disciplines will still be able to 

see the job; however, they will be told which academic programs have priority. Then, fill in the required 
skills and qualifications. You can add more specific information about program requirements here as well.  

 



8. Input the rate of pay and estimated weekly hours. This information will be shared with the student when 
they apply. Positions must pay a minimum of $17.95 per hour.  
Please include the expected working hours e.g. weekdays, weekends etc. You may leave the anticipated 
start and end date blank unless you have specific dates in mind.  
NOTE: The first possible day of work for Ignite 2026-2027 is September 14, 2026. Students will not be 
eligible for reimbursement for hours worked before September 14th. Students cannot work until the hiring 
process has been completed. 

 

9. The next questions are regarding the application process and how you plan to fill the role. You have the 
option to hire on your own or to post the job on mySuccess. You may select if you want a resume or a 
resume and cover letter to be submitted.  
This is also the place to indicate how many positions you are requesting. Remember, you may not get all of 
the positions you ask for. Use this space to indicate the priority of this job if you are proposing more than 
one Ignite job.  



10. Proposals now require a minimum of three learning outcomes. Provide an outline of learning outcomes 
that the student can realistically achieve during their employment in this Ignite position. 

 

11. As of 2025-2026, proposals require jobs to be linked to at least one University of Windsor Aspire strategic 
goals. 
(https://www.uwindsor.ca/publicaffairs/sites/uwindsor.ca.publicaffairs/files/uwindsorstrategicplan.pdf)  
Select at least one goal from the list and then describe how your job will help achieve that priority.  
 

 

12. The last part of the application is for the Ignite admin's use. No action from you is needed. 

 

  

https://www.uwindsor.ca/publicaffairs/sites/uwindsor.ca.publicaffairs/files/uwindsorstrategicplan.pdf


13. Click save, and the proposal will be sent to the Ignite team to review.  

 

14. You can check in on your proposal on your dashboard. Access your dashboard by logging into MySuccess 
as a Staff/Faculty, then clicking IGNITE -WORK STUDY like you did before. 

  

  



COMPLETING / DELETING PROPOSALS 

If your proposal is not submitted, you will be prompted on your dashboard with a notification. It will direct you to 
save and submit the finished proposal. Click the black circle with the three dots to open the complete or delete 
option.  

 

 

 

 



 

EDITING PROPOSALS 

After your proposal is complete, you can still edit it before the proposal deadline. All proposals will be on 
your dashboard. (Sign in as staff/faculty > IGNITE-WORKSTUDY) 

 

 


