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On-Campus Supervisor
JobX Training



Training Agenda

Access JobX

Job Posting

Review and Hire Applicants

Approved for Hire

Questions



L3

JobX Site:

Access JobX

jobx.commonwealthu.edu

Click on “On-Campus Supervisors” to log-in.

Employees -  JobX~-  Reporting ~  Access & Audit -

Student Employees
+ Search and apply for jobs
« Sign up for JobMail notifications about
positions that interest you.

Uploads -

Site Setup -  Content~  Help -~

JobX)

Welcome to the Commonwealth University Student Employment Portal

On-Campus Supervisors
Create and post jobs
Review applications
Hire students
Employment guidelines and required
documents are at your fingertips

Communitv-based Student
Employers
Create and post jobs
Review applications
Non-profit community employers may
submit an application to participate in
the Federal Work Study Program

Off-Campus Jobs & Internships
Search & apply for internships or jobs
after graduation

Follow companies that may align with

your career aspirations

Expand your career network by
messaging alumni and employers to
connect with them




On-Campus Supervisor Login

Login utilizing your school ‘SSO ID’ and ‘Password’.

On-Campus Supervisors

Post availablz job positions, review applications, and hire emplayees. Employment guidelines and required documents are atyour fingertips! ( ‘ & Emplojees~  On-Campus Supervisors & Administrators +

Attention!

3 You are required to log-in to use the system. Enter your username (email address) and
Student Employment News Supervisor Tools P
By logging-in | understand and acknowledge:

¢ Any unauthorized review, use, disclosure, or distribution of confidential information

FUI'T'!'I§ & Information jan LUEiﬂ contained in this system is strictly prohibited.

(General informatian about posting jabs, hring, and access o all Login to post johs, hire students, and access student applications. ' ;:f‘r::;g‘;“ﬁ”““ use formtion contaned whi s efor my employment
UﬂiVEfSi[y student employment forms, o Any misuse or unauthorized release of confidential information may be grounds for
; discipline orlegal action.
Request Access to Site
On-Campus Supervisor Training (lick zhove fyou are an On-Campus Supenvisor who has never
(Click here to access the On-Campus Supervisor Training in POF Deen granted access to the stz Please Log
format. Email Address
. Password
Suggestion Box
Send us your suggestions, ideas, or concerns!

Forgot Password? Employer - Create Account Request




Create a
Job Posting

HOW DO I POST A JOB IN JOBX?




Create a Job Posting- Add a Job

Click ‘Add a Job’ button to start the process to create a job.

+# Employees -  JobX -

Job Control Panel

Employer Name:

\ Show Jobs From All My Empl...

Job Status:

[ active. Listed Jobs (5) @
[ pending Approval () ®
E‘ Active, Not Listed (0) &
[ inactive 0 @
Job Type:
Choose Job Type
[ show My Jobs only
Wage Filter:
Low Wage:

g

High Wage:

High Wage

Wage Range:

Reporting - Access & Audit - Help -

Result Filters:
My Jobs Only Reset fters

©Adda job

[ select/Deselect Al

Test Gri istant 3/12/24
[]Job Id: 4569
Contact Person: Test On-Campus Supervisor
Wage: $12.00 /hr

Test On Campus 3/12/24
[]Job Id: 4568

Contact Person: Test On-Campus Supervisor
Wage: $12.00 /hr

Test Graduate Assistant - 03/08/2024
[]JobId: 4566

Contact Person: Test On-Campus Supervisor
Wage: $12.00 /hr

Test On-Campus - 03/08/2024

Show 25 w results per page

Applications: 1 (0 New)

Status: Active, Listed
Location:
6821 Southpoint Dr. N Jacksonville FL 32216

Applications: 2 (1 New)
Status: Active, Listed

Location:
6821 Southpoint Dr. N Jacksonville FL 32216

Applications: 1 (1 New)
Status: Active, Listed

Location:
6821 Southpoint Dr. N Jacksonville FL 32216

Applications: 3 (2 New)

Listed: 03/12/24
Job Type: Graduate Assistant

Listed: 03/12/24

Job Type: Student Employment -

Clearance Not Required

Listed: 03/08/24
Job Type: Graduate Assistant

~ Select Action Beiow - Rl “ppiy Action

1 to50f5 ] < > >3
Employer; STUDENT EMPLOYMENT - Test

Actions  ~

Employer: STUDENT EMPLOYMENT - Test

Actions =

Employer: STUDENT EMPLOYMENT - Test

Actions  ~

Employer: STUDENT EMPLOYMENT - Test




Create a Job Posting- Department

You are adding a brand new job to the web site for:
>> Step 1: Supply Job Profile information >> Step 2: Review Job Application >> Step 3: Go Live

Please Choose an Employer/Department

ACADEMIC AFFAIRS A

Academic Learning Center

ACCESS & ACCOMMODATIONS

ADMISSIONS NG WebSolutions, LLC. Jacksonville, FL Phone: 904.332.9001
© Copyright 2001- 2023, All rights reserved.

ALUMNI RELATIONS

ARTS AND SCIENCES

Select the department for which you want to post a job ‘Employer/Department Name’ drop-down list. If you have posting
permissions for more than one department you will see multiple options.

Once department is selected- click ‘Go to next step’




Create a Job Posting- Job Type

& Employees- JobX- Reporting- Access&Audit- Uploads -  Site Setup -

Content-  Help -

You are adding a brand new job to the web site for:
Employer: Acad Dev & Counseling (Lock Haven) Change

>> Step 1: Supply Job Profile informatigat> Step 2: Review Job Application > Scep 3 Go Live

Please Choose a Job Type

Choose one.

v ‘ il Gotonextstep

rance Not Required

A—

t Employment - Clearance Required

) selecting "Clearances not required”, above | attest that this student employee will not have direct contact and/or routine contact with a miner/child nor will they be responsible for the care, custody, or contrel of a minor/child during the course of their employment duties.
Graduate Assistant

As the student employee’s supervisor, by selecting "(learances required”, above | attest that this student employee may have direct contact and/or routine contact with 8 minor/child or may be responsible for the care, custody, or control of a minar/child during the course of their employment duties.

In addition, here are some examples (not an inclusive list) of what would constitute routine or direct contact
» Theatre where minors participate in productions.
= Admissions where prospective students are given tours
= TRIO/Upward Bound
= Athletics (camps/conferences)
Other summer camp employees
= Peer Mentors

Please send any questions regarding background clearances wo complianceoffice@commonwealthu.edu.

Please select the appropriate Job Type- Please note this is where you will select if clearances are required or not required for your position.

Once Job Type is selected - click ‘Go to Next Step’




Create a Job Posting- Complete Job Posting Template

Complete the Job Posting Template R

|

The Job Posting Template may vary =
depending on the job type selected

Fields denoted with a red * are required
fields

Lastly, click ‘Submit’ to continue the next
steps in the process.

Important Note: Your contact information e =

(e.g: Pl]one Numbe]; FaX Numbe]‘; & Ofﬁce :::j,mp(mmwv”lw” s ———
Address), these tields will be pre-filled =

systematically. If not, you may optionally
enter your Phone Number;, Fax Number, E- Sy o e
Mail Address, and Location so an applicant T ————
can contact you, if desired.




Create a Job Posting- Review Default Application

General

First name *

Middle name

Email *

Employee ID *

¢ ¢ ¢ ¢ ¢ ¢

Resume * | Choose File | No file chosen

[]HT™L
[Java
[~ MS Excel

To ensure you find the most qualified candidate for your job, you may add job specific questions to the institutional default
application questions.

Your site administrator must approve these job specific questions.

To add job specific questions to your institutional default application, at the bottom of the page you may use the customized tool,
see next slide for additional information.



Create a Job Posting- Add Customized Questions

When creating a new question, please select a type of question
from the ‘Question Type’ drop down menu (i.e. Single Line,
Multiple Line, Single Choice , Multiple Choice, Date, File Upload, or
Instructional Text).

Use an abbreviated name for the question you’ll be adding for
retrieval purposes in the “Pick from Existing Questions” library.
Please Note: This will not be presented to the applicant.

The Question Label is what the applicant will see. Use the text and
HTML editor feature to make your questions look more
professional.

You can either add your question to the existing general section or
create a custom section for your question to be placed underneath.
If you'd like to add a new section for a question to be within, please
enter the name of the section in the “Create a new section” at the
same time you're adding the 15t new field being presented within
this new section.

Once this section has been added with your new question, all
subsequent questions you may want to add to this new section can
be done by simply selecting the new section from the “Select an
existing section’ drop down list.

You can place any new question exactly where you want it by
selecting the desired location in the “Where to Add this Question”
drop down list.

When you are completed adding a question, click the “Add
Question” button. Lastly, to save the application, please click the
“Save Application” button.

Please note: All job specific questions you add to your institutional
default application will be reviewed and approved by your Site
Administrator

Pick from Existing Questions ‘ Create a New Question

Question Details

Question Type *
Please select

Single Line Text
Multiple Line Text
Single Choice
Multiple Choice
Date

File Upload
Instructional Text

Application Behavior /

Application Section *
Select an existing section ~ Create a new section
- Please select -- ¥

PiFwep

Other flags

Application input is required _

Prefill this question from previous answer?

Where To Add This Question?

End of Application v —
Add Question | «fffm—




Create a Job Posting- Finalize Job Posting- Step 1

1.  When do you want the job to be reviewed for approval?

a.

Select ‘As soon as possible’ from the list if you want the job to be reviewed for approval
immediately.

Select ‘Later - I need to review it myself first’ if you wish to review the job further before
approval. The job will be placed in Active, Not Listed until you are ready for approval.

2. Doyou want the job listed immediately after it is approved?

a.

Select ‘Yes, immediately’ from the list if you wish upon approval for the job status to be Active,
Listed.

Select ‘No, put it in inactive for me’ from the list if you wish upon approval for the job status to
be Inactive.

Select ‘No, putitin Active, Not Listed for me’ from the list if you wish upon approval for the
job status to be Active, Not Listed.

3. Do you want JobMail to be sent when the job is listed?

a.

Select ‘Yes, send JobMail’ from the list is you want this posting to be included in JobMail that
will send a notification to students if your job is in an Active, Listed status.

Select ‘No, do not send JobMail’ from the list is you do not want this posting to be included in
JobMail notification student message.

Your job will be approved by an administrator before it can be posted. Please choose an option.

1. When do you want the job to be reviewed for approval?  As soon as possible v

2. Do you want the job listed immediately after it is approved? Ve, i

mmediately v

3. Do you want JobMail to be sent when the job is listed? ~ Yes, send JobMail v

4. For how many days do you want the job to be listed on the site?

When all the above information looks correct... RalEGEERCEHE

Until I close the job v




Create a Job Posting- Finalize Job Posting- Step 2

4. For how many days do you want the job to be listed on the site?
= If you want the job to be posted until you close the job, select ‘UntilI close the job.’
» If you want to designate a specific period of time the job should be posted, select the
applicable duration from the drop-down list.

Click the “Click here to Finish!” button.

* Your job will be submitted to the Student Employment Office for review/approval.

Your job will be approved by an administrator before it can be posted. Please choose an option.

1. When do you want the job to be reviewed for approval?  As soon as possible
2. Do you want the job listed immediately after it is approved?  Yes, immediately v
3. Do you want JobMail to be sent when the job is listed? ~ Yes, send JobMail v

4. For how many days do you want the job to be listed on the site?  Until | close the job v

When all the above information looks correct... el EERECRHEN




Create a Job Posting- Pending Approval

. . . : i g Congratulations! Your job is pending approval, then it will be listed.
You may either print your job details or click ‘Return to your control panel’ to view and/or manage your

jobs further. What would you like to do now?
 View the job details (for printing, etc.)

If you choose to return to the control panel, the job you just added can be located in the ‘Pending
Approval’ queue

* Return to your control panel.

Job Control Panel

= Result Filters: Job Status: Pending Approval Reset Filters
©Addajob Search Delete Seiected jobs. v B
i = =

Select/Deselect All Show| 25 | results per page 010f1[<< < > >

Snow Jobs From All My Employen v
sttus: Y o plore

b lications: Employer: AIB / Admissions Office - 123
Active, Listed Jobs (85) @

Pending Approval (1) ® Job Id: 4422 Status: Pending Approval Listed: e e
Contact Person: NextGen TimAdmin Location: Job Type: On-Campus Non-

Active, Not Listed (3) @ Wage: $10.00 - $11.50 /hr 6821 Southpoint Dr. N. Ste 220 FL 32216 FWS Jobs

inactive (2) @
Job Type:

Choose Job Type v

My Jobs:

Show My Jobs Only
Wage Filter:
Low Wage:

High Wage:

Wage Range:
To

daiil "




Edit a
Job Posting

WHAT STEPS DO I TAKE IF MY JOB POSTING NEEDS UPDATING?




Edit a Job Posting

Welcome, Test On-Campus Supervisor | Logout
# Employees- JobX- Timesheetx -

Reporting - Access & Audit - Help -

Job Control Panel

= Result Filters: Employer: All Available
Job Status: Pending Approval
Employer Name:

Job Status: I Select/Deselect All ‘ Show 25 v results per page wiofl << < > >>|
Listed Jobs (2)
[ pending Approval (1)

Fitness Center Attendant Applications: Employer: STUDENT RECREATION
Review Mode (0)
Storage Mode (0) Jobld: 4496 Status: Pending Approval Listed: e
ob Type: Contact Person: Test On-Campus. Location: Job Type: On-Campus
X x Supervisor 6821 Southpoint Dr. N Jacksonville Non-FWS jobs
Choose job Type - Wage: $11.51 - $12.50 /hr FL32216
My Jobs:
Show My Jobs Only

You may view the job and/or application details or request

the job status be changed by simply clicking on the Job
Title link.

To edit the job, click ‘Edit this Job’ button on the ‘Manage
Job’ page.

To edit the application tied to your job, click ‘Edit or View
the Online Application’.

# Employees- JobX~  TimesheetX ~
Manage Job

Job Title Employer
Fitness Center Attendant STUDENT RECREATION

AAdditional details about this job's status:

» This is a new job that has not yet been approved.

» Itis set to go live upon approval.

» JobMail has been requested to be sent when the job is approved and listed.

» Click to update isting options

» Click to cancel approval and change to

» Cick to cancel approval and change to

Below is a view of approximately how this job appears to applicants:

Fitness Center Attendant

JobID 4496

Reporting - Access & Audit ~

Welcome, Test On-Campus Supervisor | Logout

Status. Job Type

Pending Approval On-Campus Non-FWS Jobs

Manage Application

This job is configured to collect online applications.

Edit

lew or remove the online applic

Hire Applicant

You cannot hire employees while the job is in this status.




Review & Hire Applicant (s)




Job Posting Approved- Next Steps

MANAGE INTERVIEW AND DECLINE HIRE APPLICANT
APPLICATIONS SELECTION APPLICATION




Manage Applications

HOW DO | REVIEW APPLICATIONS FOR MY JOB POSTING?




Manage Applications

Job Control Panel

= Result Filters:
My Jobs Only
Employer Name: Job Status: Active, Listed

Show s From Al y Emplopers
Job Statuss: [ select/Deselect Al
Active, Listed Jobs (11) @
ployee Admin Assistant
O Pending Approval (1) @ Student Em
[ Active, Not Listed (14) ® (7] Job Id: 4526
== Contact Person: Test On-Campus
[Jinactive 2) @
Supervisor
Job Type: Wage: $11.51 - $12.50 /hr
Choose Job Type v
) show My Jobs Only
Baseball Student Assistant
Wage Filter:
[ Job 1d: 4503
Low Wage:
w Wag Contact Person: Test On-Campus
Supervisor
High Wage: Wage: $8.00 - $9.50 /hr
Wage Range:
Student Basketball Assistant
To
() obigas27
Contact Person: Test On-Campus
Supervisor

Show 25 v results per page

&

Applications: 3 (3 New)

Status: Active, Listed

Location:

6821 Southpoint Dr. N Jacksonville FL
32216

Applications: 3 (2 New)

Status: Active, Listed

Location:

6821 Southpoint Dr. N Jacksonville FL
32216

Applications: 2 (2 New)

Status: Active, Listed
Location:
6821 Southpoint Dr. N lacksonville FL

Listed: 01/30/23
Job Type: On-Campus
Non-FWS jobs

Listed: 01/30/23
Job Type: On-Campus
Non-FWS Jobs

Listed: 07/31/22
Job Type: On-Campus
FWS lobs

Select Action Below

Il Apply Action

1 to110of11 << < > >>|
Employer: ACADEMIC AFFAIRS

Actions  ~

Employer: ATHLETICS - BASEBALL

Actions

Employer: ATHLETICS - BASKETBALL

Actions  ~

> You may hire an online applicant by clicking the ‘Applications’ link next to the job title or ‘Hire Applicant’ from the action drop down menu.




Manage Applications

The list below contains all applications that have been received for this job. You may view an application by clicking either Applicant Name or Preview the application by clicking the
magnifying glass icon (). Previewing allows you to view the application without affecting the "New!" status. Clicking the Applicant name removes the "New!" status and displays the

application details.
Filter by Name:

You may filter the results by searching by First / Last name below.
Click the Apply Filter(s) button to filter the results. Click the Clear Filter(s) button to return all records.

First Name:
Last Name:
Only show New?
Select/Deselect All Show 25 v results per page 1 (oZonll <> >
Name / Email Address AppDate  Status Flag Emailed? Resume Award  Preview  Actions
Erank Rogers3 frankrogers3@ngwebsolutions.com 9/24/2020 New! A Resume  940.00 Q Adions
Roy._Rogers1 royrogers1 com 9/24/2020 New! F Resume  2500.00 @& Adions  ~

>  Click the Applicants Name link to view the application in a full screen view.

>  Click the magnifying glass next to the student’s name to get a quick view format of the application.

» If the student has provided a resume, click on the “Resume” link next to their name.




Interview and Selection

HOW DO I CONTACT AN APPLICATION OR APPLICANTS FOR AN
INTERVIEW?



Schedule an Interview

- Select Action Below -- v | EENEYail]

- Select Action Below —
- Delete
(] selectDeselect All Show 25 v results per page 1 to6of6 |<< < > >>| Export Summary
Export Details
Print Summary /
o Print Details
Name Email Address pDate Status Resume
Ap Flag Emailed? Award PR a Greeting Email ns
‘ Roy_Rogers1 royrogers1@ngwebsolutions.com 6/11/2020 Pending F Greeted  Resume 1000.00 y SendRejectEmail
Send Custom Email
Larry Rogersé larryrogersé@ngwebsolutions.com 6/4/2020 New! 1= Resume Q Acions

»  This feature is utilized to set up interviews for one or more applicants. If you don’t wish to interview an applicant, please be sure the box next to that candidate is not
checked.

>  You may change the text in the body of the e-mail or add additional email recipients in the “To’ box, then click on the “Send” button.

Important Note: Do NOT use this function for informing applicants you are not interested
in hiring them and the job has been filled. For that purpose, you can utilize the integrated
Send Rejection Email(s)’ function reviewed in a future slide.




Schedule an Interview

Zlick here to return to reviewing,

Suggested use: To set up interview schedules.

0 NOT use for informing applicants when the job has been filled. For that purpose, first fill the job, then you will be automatically prompted to inform the other
applicants.

> This feature is utilized to reach out to one or more students.
Email Applicants - Greeting

Default: Applicants selected if not greeted/interviewed o rejected.

P ) Rogersi.Roy  (royrogersi@nguebsoluions.com] »  Ifyou select more than one student to interview, individual e-
Nt P ) [RogeiiTed,_ Desiopu g shakcs o) mails will be sent to each student selected. If you don’t wish to
T S e e e ey interview an applicant, please be sure the box next to that
e ey et snssus . ol conckcaes N candidate is not checked.
o e >  You may change the text in the body of the e-mail or add other
st = email recipients in the ‘“To’ box, then click on the “Send”
Sslues button.

T am interested in meeting with you to discuss your interest
in the "Your Institution Job Title" job opening in my

Body department. Please contact me at your earliest convenience
so that we can set up a time to meet to discuss your interest
further.




Decline Applicants

HOW DO I DECLINE AN APPLICANT OR APPLICANTS WHO WILL
NOT BE HIRED FOR THE JOB?



Notify applicant (s) they were NOT Selected

‘ -~ Select Action Below -- v | NG

~ Select Action Below
‘ Delete
D Select/Deselect All  Show 25 v results per page 1 tobof6 << < > > Export Summary
Export Details
| Print Summary
| Hod? Print Details
Name Email Address App Date Status Flag Emailed?  Resume Award Pr s ns
‘ Roy_Rogerst royrogers1@ngwebsolutions.com 6/112020  Pending /7 Greeted  Resume 100000 @ SendRejectEmal
Send Custom Email
Larry_Rogers6 larryrogersé@ngwebsolutions.com 6/412020 New! A Resume Q Actions ~

>  Click the box next to one or more applicants you would like to send a rejection email. Next, select the ‘Send Reject Email’ action. Finally click, ‘Apply Action’




Notify applicant (s) they were NOT Selected

suggested use: 10 Inform applicants that they did not get this Job.

20 NOT use for informing applications that the job has been filled. For that purpose, first fil the job, then you will be automatically prompted to inform the other applications.

> This feature is utilized to inform one or more students
they did not get this job.

Email Applicants - Rejection

Default: No applicants selected. You must select recipients.

New! A [] Rogersl,Roy [royrogersi@ngwebsolutions.com]
. . .. ew! J rsi, royrogers1@ngw utions.com]
>  Ifyou select more than one student to reject, individual S S g [
. . New! "] Rogers2,Ted [tedrogers2@ngwebsolutions.com]
e-mails will be sent to each student selected. If you Z e
B . . . New! ] Rogers4, samuel [samuelrogersa@ngwebsolutions.com]
don’t wish to reject an applicant, please be sure the box . o ’ . ¢ g: [
. . 0 New! Rogersé, Lai [ ers6@r solutions.com]
next to that candidate is not checked. e il i
New! [J Rogerst,Roy [royroger: com]

Comma-separated list of other recipients' email addresses (i.e., walk in candidates), if any.
Example: joe@yahoo.com, Mary@hotmail.com

>  You may change the text in the body of the e-mail or
add other email recipients in the ‘To’ box, then click on
the “Send” button.

From julie@ngwebsolutions.com

Not Available

Subject job: Test On-Campus FWS jobs

LB IyU®s

You recently submitted an on-line application for the Test
On-Campus FWS Jobs — 052020 job opening. I regret to

Body inform you that the position has been filled. Thank you
very much for your interest in the position.




Hire Applicants

HOW DO I HIRE AN APPLICANT OR APPLICANTS?




>

Hire an Applicant- Select Appl

lcant

Job Control Panel

-—
=
=

Employer Name:

Show Jobs From All My Employers

Job Status:

Active, Listed Jobs (11) @
‘:l Pending Approval (1) @

[ Active, Not Listed (14@

[ inactive 2) @
Job Type:

Choose Job Type
[ show My Jobs Only
Wage Filter:

Low Wage:

High Wage:

Wage Range:
To

Result Filters:
My Jobs Only
Job Status: Active, Listed

©Add ajob

[ select/Deselect All

Student Employee Admin Assistant

[] Job 1d: 4526
Contact Person: Test On-Campus
Supervisor
Wage: $11.51 - $12.50 /hr

Baseball Student Assistant

[] Job 1d: 4503
Contact Person: Test On-Campus
Supervisor
Wage: $8.00 - $9.50 /hr

Student Basketball Assistant

[] Job Id: 4527
Contact Person: Test On-Campus
Supervisor

Show 25 v results per page

&~

Applications: 3 (3 New)

Status: Active, Listed

Location:

6821 Southpoint Dr. N Jacksonville FL
32216

Applications: 3 (2 New)

Status: Active, Listed

Location:

6821 Southpoint Dr. N Jacksonville FL
32216

Applications: 2 (2 New)

Status: Active, Listed
Location:
6821 Southpoint Dr. N Jacksonville FL

Listed: 01/30/23
Job Type: On-Campus
Non-FWS Jobs

Listed: 01/30/23
Job Type: On-Campus
Non-FWS Jobs

Listed: 07/31/22
Job Type: On-Campus
FWS Jobs

-- Select Action Below -

v Apply Action

1 to11of11 |<< < > >>|
Employer: ACADEMIC AFFAIRS

Actions v

Employer: ATHLETICS - BASEBALL

Actions -

Employer: ATHLETICS - BASKETBALL

Actions -

To hire an applicant click on the ‘Applications’ link or select ‘Hire Applicant’ from the action drop-down menu. This is also used to hire or rehire an applicant that did not
submit an application.




Hire an Applicant- Select Applicant who Applied

The list below contains all applications that have been received for this job. You may view an application by clicking either Applicant Name or Preview the application

by clicking the magnifying glass icon (4). Previewing allows you to view the application without affecting the "New!" status. Clicking the Applicant name removes the
"New!" status and displays the application details.

Filter by Name:

You may filter the results by searching by First / Last name below.
Click the Apply Filter(s) button to filter the results. Click the Clear Filter(s) button to return all records.

First Name:
Last Name:

LJ Only show New?

Apply Filter(s) Clear Filter(s)

‘ send Reject Emall Bl Apply Action

[[]  selectDeselectAll  Show 25 v results per page 1 to30f3|<< < > >> [ show Deleted?
Profile
Name Email Address AppDate Status Flag Emailed? Resume Video Award Preview  Actions
Erank Rogers3 frankroger. itions.com 7/29/2020 New! [7 1000.00 @ Actions  ~
[ Ted Rogers2 tedroger: tions.com 7/28/2020 Hired 9200 @ Email Applicant

[J Roy Rogers1 royrogers1 scom  7/28/2020 Hired Resume Video 1268.00 PrintApplication
Delete Application
Hire Applicant

If you wish to hire the applicant, please select ‘Hire Applicant’ from the Actions dropdown list next to the applicant’s name you wish to hire.




Hire an Applicant- Applied to Job Posting

Hire Students
For Job: Test - Community Service FWS Jobs - 052020

There is one opening for this position. Please select one applicant to fill this job.

(@ <-- Click for help on completing this step.

The following employees filled out an on-line application and have already been hired for this job:
Roy a Rogers1, Ted b Rogers2, Larry f Rogersé

There is one pending hire for this job.

Student Status Cancel Request
Ted b Rogers2 Pending Acceptance Cancel Request
Hire On-line Applicants Hire C. who did not apply On-line
7 n
% samuel d Rogers4 First Name M,qdle Last Name
Initial
1.

Gotostep 2

>  The applicant’s name will be automatically selected for you if you are hiring from an application. Otherwise, to hire an applicant who did not apply you will need to enter their
information manually.

» Next, click ‘Go to Step 2.




Hire an Applicant- Verification of Banner ID

Hire Student(s) Step 2: Fill Out Hire Info
For Job: Test - Community Service FWS Jobs - 052020

Validate Employees

Employee Enter ID:

[X] Samuel d Rogers4 444444444

Check Employee ID

> The Banner ID provided by the applicant in their job application will be defaulted into the ID field. If the applicant mis-keyed their student ID, you may correct their ID by
typing over the pre-filled ID.

> Please note: Iftheir ID has been mis-typed, they will likely fail the hire process as the system validates against the Employee ID provided to JobX by your institution.

> Next, click ‘Check Employee ID’ to launch the hire validation service for this employee.



Hire an Applicant - Compliance Validation- Warning

The system will validate the employee’s account to ensure
they are eligible to be hired.

If the employee does NOT pass one or more of the
employment eligibility checks, the system will present a red
X next to each eligibility requirement the employee did not
meet.

If the supervisor wishes to email the employee regarding
the employment eligibility results in an effort to get them
resolved, they can click the ‘Email results’ link to open an
email. The results of their validation check will be pre-filled
in the body of the email. The supervisor can type additional
text in the body of the email and add other recipients of the
email in the cc or bc fields.

The supervisor will need to click the ‘Continue’ button to
save their hire request or Cancel if the employee cannot be
hired at that point in time.

Hire Student(s) Step 2: Fill Out Hire Info

For Job: Test - Community Service FWS Jobs - 052020

Validate Employees

Employee

[X] Samuel d Rogers4

Check Employee ID

Validation Lookup Results

Samuel d Rogers4:
X Awarded

X 19 Status

X W4 Status

Student does not have a valid Work Study Award - Warning
Student does not have a valid 19 on file.

Student does not have a valid W4 on file.

The employee did not pass validation and cannot be hired at this time.
Click the "Cancel” button to cancel this hire.

Cancel




Hire an Applicant- Compliance Validation- Pass

If all the employment eligibility
requirements have been successfully
met, green check marks will be
presented next to each eligibility
requirement and a “Continue” button
will be presented to continue the hire

process.

validate Employees

Employee Enter ID:

[X] RoyaRogers1 11111111

Check Employee ID

Validation Lookup Results

Roy a Rogers1:
v Awarded Student has a valid Work Study Award
v 19 Status Student has a valid 19 on file.
v W4 Status Student has a valid W4 on file.

This employee has passed validation and may be hired.
Click the "Continue” button to proceed to the next step.

[ continve [




Hire an Applicant- Hire Approval

Data from the original job listing will be pre-
filled in the Hire Request Form to reduce your
data entry efforts.

Ensure you enter all information that is
required and labeled with a * if not already
populated for you.

You may edit the information prior to
establishing the hire.

Click on the “Submit Request” button to send
your hire to your pay person to complete the
hiring process.

After this step, the process is completed within
JobX.

Welcome, Test On-Campus Supervisor | Logou

# Employees~ JobX- TimesheetX - Reporting -  Access&Audit~ Help -

Step 3: Fill Out Hire Record Info

Job Title: Student Employee Admin Assistant

First Name Samuel

Middle Name d

Last Name Rogers4

E-mail Address samuelrogersa@ngwebsolutions.com

Wage which will be paid to Employee *
Hours Per Week *

Please review the start and end dates and be sure they are the correct dates for the employment period for this employee.

Employment Start Date *

Employment End Date *
Notes
4

Attachment Choose File | No file chosen

upload new Attachment.
Classification * Standard Student Employee v
Primary Supervisor * Choose one. v
Secondary Supervisors Ctri+ click to select multiple
Pay Schedule * Choose one. v




Hire Request-
Pending

WHERE DO I VIEW PENDING HIRE REQUESTS?




Hire Requests- Pending Approval

Welcome, Test On-Campus Supervisor | Logot
# Employees - | JobX - | Reporting -~  Access & Audit -  Help ~
JobX Home (Job Control Panel)
Hires Pending Hire Requests
= Submit Simple Hire Request? - Pending Forms & Approval(s)
Supervisor Search Student
P by omployer: RequestDate  job Type Job Title Name ] Employer Form/Status Actions
Al Employers v
Status: - Pending Form Ci
Requests I've Submitted s
- 04/07/23 On-Campus FWS Jobs  test Roy Rogers1 111111111 AIB/ Academic Computer Lab W4 Mar: Nok Campleted Adions «
Requests for my employer(s) 19 Form: Not Completed
WA Form: Not Completed X
05/19/20 On-Campus FWS Jobs A SCAD Test Job Dakota Rogers9 999999999 AIB/ Academic Computer Lab . i Actions -
Search by employee 19 Form: Not Completed
First Name Status: Pending Final Approval
10721722 ©On-Campus FWS Jobs A SCAD Test Job 2 Roy Rogers1 111111111 AIB/ Academic Computer Lab Actions -
Last Name 03/02/22 On-Campus FWS Jobs A Boston Univ Test Job Susan Rogers8 888888888 AIB/ Academic Computer Lab Actions -
02/10/22 On-Campus FWS Jobs  AAA - Swarthmore - Clerical IV Roy Rogers1 111111111 AIB/ Admissions Office - 123 Adions  ~
10/22/21 On-Campus FWS Jobs  Analyst Ill SusanRogers8 888888888 AIB/Academic Computer Lab Adions  ~
10/22/21 On-Campus FWS Jobs A Boston Univ Test Job Roy Rogers1 111111111 AIB/ Academic Computer Lab Acions
03/11/721 On-Campus FWS Jobs AA Duke Test Job Roy Rogers1 111111111 AIB/ Academic Computer Lab Actions -
01/20/21 On-Campus FWS Jobs A Duke University - Computer Lab - Analyst I Roy Rogers1 111111111 AIB/ Academic Computer Lab Adions  ~
01/08/21 On-Campus FWSJobs  AAA UNION UNIV TEST JOB Roy Rogers1 111111111 AIB/ Academic Computer Lab Adions -
01/07/21 Off-Campus FWS Jobs TESTER FWS OFF CAMPUS Frank Rogers3 333333333 America Reads Actions -

> To view pending hire requests, you may click on the ‘JobX’ menu drop down and select ‘Hire Requests’.

> Inthe ‘Action’ drop down, you have the option to ‘Preview’ the hire information, ‘Cancel’ the hire, or send a follow-up ‘Email’ to the student from this dashboard.




Employment Forms

HOW DOES A STUDENT COMPLETE EMPLOYMENT PAPERWORK?




Employment Forms- Hire Request Page

On the Hire Request page, a supervisor will be able to monitor the form statuses in the section Incomplete - Pending Forms or Approved Hires -
Pending Forms. This is based on if the student needs to complete the form before or after Administrative Approval.

Reporting - Access & Audit - Help -

Welcome, Test On-Campus Supervisor | Logor
#  Employees - | JobX -

JobX Home (Job Control Panel)
. -ires Pending
Hires Pending Hire Requests = Hires Requests - Pending Forms & Approval(s)
= Submit Simple Hire Request? - Pending Forms & Approval(s)
o Filter by employer:
Supervisor Search Student L BequestDate  JobType Job Title Name [ Employer Form/Status  Actions.
Fier by enployer: RequestDate  jobType Job Title Name L] Employer — Status: Pending Final Approval
Al Employers v AllPending 923 On-Campus FWS Jobs Business Office Student Assistant Larry Rogersé 666666666  Business Office -
Status: Incomplete - Pending Form Completion Requests Fve Submitted
Requests f've Submitted Requestsformyemployers) | 091923 On-Campus FWS Jobs Business Office Student Assistant RoyRogerst 11T Business Office 2
04/07/23 On-Campus FWS Jobs  test Roy Rogers1 11111111 AIB/ Academic Computer Lab
082172 n-Campus NonFWSJobs  Studio Art Assistant LomyRogers6 666656565 Arts And Sciences -
Requests for my employer(s) Search by employee 082123 OnCampus Non-AWsJobs Stud Rogerss 666666566 E
it Name
05/19/20 On-Campus FWSJobs A SCAD Test job Dakota Rogers9 999999999  AIB / Academic Computer Lab 080323 OnCampusNonéWSjobs  StdentEmployee AdminAssstant  RoyRogersi 11111111 Academic Affars .
First Name ing Final Approval LastName
OnCampusNon-FWSjobs  StudentEmployee Admin Assstant  LaryRogersé 666566666 Academic Affirs -
10121722 On-Campus FWS jobs A SCAD Testjob 2 Roy Rogerst AIB / Academic Computer Lab
On-Campus FWS jobs Student Basketball RoyRogersi 111111111 Athetcs - Basketbal =
03/02/22 On-Campus FWS Jobs A Boston Univ Test job Susan Rogers8 888888888 AIB/ Academic Computer Lab Reset
Last Name ) ¥ % P On-Campus Non-FWSjobs  Student Office Assistant Roy Rogers1 111111111 Alumni Relations Actons -
02110722 On-Campus FWS Jobs  AAA - Swarthmore - Clerical IV Roy Rogerst 11111 AIB/ Admissions Office - 123
Approved Hires - Pending Forms
10122721 0On-Campus FWS Jobs Analyst iil SusanRogers8 888888838 AIB/ Academic Computer Lab
Request Date JobType JobTite Name » Employer Form/Status email
10122721 On-Campus FWSJobs A Boston Univ Test job Roy Rogerst 111111111 AIB/ Academic Computer Lab Status:Hire Approved Pending Form Completion
18723 On-Campus Non-FWS jobs Baseball Student Assistant Ted Rogers2 thletics - Baseball Wa Form: Not Completed
0311721 n-Campus FWS Jobs  AA Duke Test job Roy Rogers1 111111111 AIB/ Academic Computer Lab T .,
081123 On-Campus Non-FWS obs History LabAssistant  RoyRogers1 111111111 History e
01720721 0On-Campus FWS Jobs A Duke University - Computer Lab - Analyst I Roy Rogers1 111111111 AIB/ Academic Computer Lab
23 Off-Campus Non-FWS Jobs Afterschool Group Leader Malachi Rogerss 5¢ 55 Ymca W4 Form: Employee Section Complete. Pending Approvalis)
01/08/21 On-Campus FWSJobs  AAA UNION UNIV TEST OB Roy Rogers! 111111111 AIB/ Academic Computer Lab
Approved Hires - Pending Acceptance
01/07/21 Off-Campus FWS Jobs  TESTER FWS OFF CAMPUS FrankRogers3 333333333 America Reads
Request Date. Job Type Job Title: Name L] Employer Form/Status. Actions
.| ‘Status: Pending Acceptance
03323 Off.Campus Extemal Employer Retal Assoate  Larry Rogerss, Ao Taylor ras




Employment Forms

A Student is approved for hire, all employment forms will need to be completed and the statuses are displayed on the student’s ‘My Dashboard’.

User Dashboard
Employee Information | Applications | Job Mail

Employment Eligibility Forms & Details

Criteria Status /
19 Status Not completed Form 19 /
W4 Status Not Completed W4 Form

Display: ~ CurrentFuture v Employ:elnfmmation

There are no hires to display.

Awards
Award Name Amount Balance Term
FWS Test Year 2021 - 2022

Fe | Work . ¥

ederal Work Study $2,000.00 $2,000.00 (06/01/2022 - 08/18/2022)
Classes
Current Class Schedule
Course Title Start Date End Date Days Start End
CONCEPTS IN CHEMISTRY (details) 06/01/2022 08/18/2022 Tu 10:15 AM 12:45PM
CONCEPTS IN CHEMISTRY (details) 06/01/2022 08/18/2022 F 12:00 PM 1:15PM
INTRO TO ENVIRONMENTAL SCIENCE (details) 06/01/2022 08/18/2022 Th 10:15 AM 12:45PM




Student Authenticated into Dynamic Forms from JobX

Student is seamlessly authenticated into Dynamic Forms via JobX when they click a link on My Dashboard.

D Dynamic
o) > Forms
) | = Foms




Electronic Form I-9 Workflow- Employees

» Student’s first and last name fields are populated
from ] obX. fﬁ]‘,,m,h,“.g FRLQCK  MANSFIELDTR
» Then, they will select ‘Click Here’ to proceed to
the Form I-9.

First Name:

Last Name:

* Students: Will complete section 1 of the form
° AdminiStrator/superVisors: Complete SECtion 2 Please complete page one of the -9 electronically to verify your employment eligibility. You must complete this form and
the FOI‘I’n 1_9 once the Student presents the present |-3 documentation to your supervisor or department designee prior to starting work.

employment documents for physical inspection. Instructions for Page One
« International Students: Please use your local address or campus housing address

- US Citizens and Permanent Residents: Please use your home address

After Completing Page One

You will be required to turn in your documentation to your supervisor or department designee to present 1.9 documentation.
For a list of acceptable documents plsase click here: 1.9 d. ion. Your |-9 d must be physical, original,

and pired. Phi pies are not bl

« US Citizens/Permanent Residents: Present one document from ListA or Present one document from List B and one
document from List C

- International Students: present your passport, VISA, most recent |-94 (available gnline), and 1-20 (F-1 or J-1), and
statement of citizenship
Note: Have supervisor or campus designee reach out to HR connect (hrconnectpayroll@passhe.edu) for statement of
citizenship form. You must have a Social Security Number. If you do not have one, you must apply for one:
www ssa gov For further assi: please contact the Center of Global Engagement
il i issi [thu.edu

\ If you have any questions, please contact your supervisor or department designee.




Electronic Form I-9 Workflow- Employees

» The student will verify the person listed on the
next page is the individual who will be reviewing

your employment documents. j e
ﬁ;?llltl\hlll‘.‘.l i—é AN MANSFIELDTR

WEALTH UNIVERSITY OF PENNSYLVANIA

First Name: = LastMame: =

Authorized Representative

Please confirm the following is the individual who will inspect your documents,

Autharzed Rep First Mame: ‘| | LastNamej ‘ Ema\l:ﬂ




Electronic Form- Completed by Employee

Employment Eligibilitv Verification USCIS
Department of Homeland Security - -
U e oo Sotcs oY s

» Student will complete the section 1 of the I-9 and
electronically signs the form, including uploading your m— = —
employment documents for record retention. L CRATON HOTIE A e o :

for
Joyess mus! prasen: o Section 2 or Suppiement B Revarfication

2nd Renire. Treating emplo on ther o P, . or nationa ongin may e ilegal

» Next, click ‘Next’ to review the next page of the document = == e g
until you receive a ‘Thank you for submitting your > — = | = ‘
. ; . e 2
document’ page. Your document is not submitted until e e et Ty
you review this page. Since this is a legal document, all e
pages must be presented to the individuals signing the Sy SR S e e = =
document. et | e e ]
[Signature of Emplayee Today’s Date (mm/dd'yyyy)
e |
If a preparer andlor translator assisted you in completing Section 1, that Dejsnﬂ MUST complete the Preparer and'or Page 3.
|Section 2. Employer Review and Verification: Employers 5t complete and i
et == = ListBand List C.. y box; see.
D:.n:mm::;| " — Choose w [[=cnoose— v F — Choose — v
Docurment Narmber (4 any)
Expiration Date ( any)
D T
Iscung Authority
‘Documers Muber (4 any)
Expiraton Date (f any)
e
Iscung Authority
‘Decument Nurmber (4 any) = : A
— e :
[Certification: | attest, under penalty of perjury, that (1) | have examined the document(s) presented by the above-named [First Day of Empioyment
R e e —
T T —— T ——y T ——— ’- | ’
‘ ‘Soratrn of Emoiaper or Authoz00 Reoresertabue Todsys Date (mmadyyyy)
Lo =

Praviess




JobX Dashboard Update

» Once the forms are completed, the student will refresh the
browser once returning to JobX.

» Form Statuses updated on the User Dashboard to show e ——
‘Employee Section Complete, Pending Approval(s)’ Stop. plesse complets the following steps before your frst day of work.

1. You may need to complete one or more hiring forms or accept your hire before you can begin working.

2. Please review the Employment Eligibility Forms & Details and/or Hire sections below to determine if you need to complete any remaining forms before you can be hired
3. Please look in the Hire Pending section for the blue 'Accept/Decline’ button to accept or decline your position.

4.1f you have outstanding forms, the form links will be highlighted in pink below.

5. Please click the blue link next to the first form status which is ‘Not Completed to complete the form.

6. After completing the form, refresh your screen to view the updated status.

User Dashboard

Employment Eligibility Forms & Details

Criteria Status

Link?
19 Status Employee Section Complete. Pending Approval(s) h
19 Status - upload Completed
W4 Status Employee Sectien Complete, Pending Approval(s)
Dynamic G4 Not Completed G4 Form
Forms Direct Deposit Status Completed
e Remote Form Complete Completed
Confidentiality Form Complete Completed
Display: | currenvFurure v Employee Information
Hires
Job Title Cost Center Wage Hours Start Date End Date Supervisor Forms / Status Hire Status
Studio Art Assistant Arts And Sciences $11.51 10.00 01/01/2023 12/31/2023 NextGen TimAdmin Active




Admin/Supervisor Completes Forms

Dynamic Forms sends email to school’s admin/supervisor to
complete their section of the forms.

Admin/Supervisors: When the student presents the
documents, you will find the email and click on the link to log
into the system to complete the Section 2 of the Form I-9. You
will need to click through all pages of the document.

The form process is complete when the Admin/Supervisor
receives ‘Thank you for submitting your document’ page.

Employment Eligibility Verification Juscrs
Department of Homeland Security L 0T
US. Citizanship and Immigration Services e
START HERE instructi il is form. Empl iable for failing to
comply with i for i See below and
NOTICE: Al choos which acospt presen 8
i ' Sestion 1. @ . + for Section 2 or Suppiement B, Reverfication
2nd Renie. Treating empioyees ciferenty based on ther Glizenshis, IMmigration Status, or natonal orgn may be legal.
Section 1 A = For v B
T [ ool i 7ary) | e Lot Mo U
]
Address ) = | | Zip Goce.
il ]| - Choose~ M ]
e T “m ot oty N = . e To ©
Ll |
(2 aware thatfegeral w “Chatk ona of he folloming boxe: o 311251 o your GLZSNSNP o MQraton S (526 Fage 2 2nd 3 of he nstucbons. .
provides for imprisonment andior || ] 1. Acitzen of e United States
Lorthe  |I=
it okt T 2 Aroneitzen nationa of the Uriad Siates (Ses nstrustons |

ol e o T 5 A lawid permanent masdent (Eriar USCIS or ANomber) * Chome___ v
penaity of perjary, hat this T % A ronien (cihar fran liem Numbars 2. nd 3. sbove) authorzsd 1o work unil (sxp deie. Tary) @
information. inciuding my T i——
<election of the box sttesting to o un _ore ol bese.
vy citizenship or immigration USCISANmber | _[Form 194 q Feren and Country of Issuance |
s, v e and corect |cie o |
[Sianatire o Emoioves foday's Date (mmidd'yyyy)
(click o sign)
I
7= preparer andlor tramslstor ssisted you Tn compieting Secion 1, hat parson WIST complete the Freparer andior Translator Cort Fages
Seotion 2 Employer Review and Verification: Emoloyers 7] i afer e
el day of empicyment, and . or DHs,
R ListB and ListC. v in fon box see
nsinucticns.
TeiA 3 [T AND e
DosurmentTiet e < f=crome= ST v
[—T————
Exirsion Date f any)
‘Document Tle  iFany) “Additional Information
suing Autneriy
Dot Mnter i )
Document Tile 3 {fary)
Tssung Autrarty
Document Musvber  any) 2
Crecichere Fyou used
Exgirston Dae 7 any) e
fon | aest, under penalty of perury, Ehat (1)1 presented by the [Fist Day of Empioy
Jemplayzs, (2)the sbove-i 1o torelate 13 |, 2nd (3] to the best ofmy vy
Juncuecige the employee is authorized to work in the United States.
s, Fret s e T o Erpieye s Prries Fepeessrisivs r ‘
| I — | e e ]
e B = gt e [Ermpioyers Businass or Organzstion Address. Ty or Toun, Siate, ZF Coda
For reverifiation of rehirs, compiets T Rehire on Fage 4.
Form |0 Edfion 080123 Fage 1074




User Dashboard Updated- Workflow Completed

User Dashboard

Once all the forms are completed, [Emploves Information | Applications | job Ml
the student’s ‘My Dashboard’
Form Statuses are updated to

‘Completed’. crere ey o

Employment Eligibility Forms & Details

19 Status Completed
Graduate Assististant Form Completed
W4 Status Completed
Grant Form Completed
Direct Deposit Status Completed
Credit Hours Yes

Enrolled Yes

Us Citizenship Yes

PA LST Exemption Completed
PA Residency Completed
Volunteer Completed

Clearance Completed




Final Approval

Students will not be approved to work, until they received a Hire Approval
e-mail from payroll stating they may begin work.




Questions?

Please contact:

Christina Preston
CU Student Employment Coordinator

workstudy@commonwealthu.edu




