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=Total
Solution

JobX assists schools to automate
the job posting, application, hiring,

and reporting process for
employees, Supervisors, and
administrators.




Next Gen Web Solutions

Next Gen Web Solutions offers web and S SRS et il £t

mobile software solutions to enable
administrators to efficiently manage
online forms, scholarships, employment,
online timesheets and other specialized
processes that requires electronic
management.

for employees, Supervisors, and site
administrators. The JobX solution also
assists in compliance validations based
on various regulations and institutional
policies.

J

institutions to automate the job posting,
application review, and reporting process

J

nextgen®

WEB SOLUTIONS

NGWEB SOLUTIONS, LLC - CONFIDENTIALAND PROPRIETARY - DO NOT

SHARE WITHOUT PERMISSION




JobX Benefits

Easy job posting

Workflow job approval process ensures your jobs are reviewed timely and are compliant.

Customize job specific questions on the application to find the “most qualified” candidates in your
job(s).

Systematic e-mail alerts ensure timely communications amongst everyone (employees,
supervisors, site administrators).

Systematic applicant compliance checks ensures all employment eligibility requirements are met.

Broadcast e-mail tools for improved communications with your employees.

NGWEB SOLUTIONS, LLC - CONFIDENTIALAND PROPRIETARY - DO NOT
SHARE WITHOUT PERMISSION




Nelglele]
Specific
Customization

School Specific
Customization

Your JobX site has YOUR
school look and feel

Your JobX site has YOUR
school Off-Campus
Employers

Your JobX site has been
configured to support YOUR
school business processes

nextgen® Jo
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Training Agenda

Access JobX

Job Posting

Review and Hire Applicants

Approved for Hire

Questions
nextgen® JobX)
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Access JobX
& TimesheetX

Navigate to your school’s
customized
JobX/TimesheetX Site.

Then click on the

‘Off-Campus Employers’
link.

Applicants & Employees

Search for a job or sign up for e-mail
notification about positions that interest you.
Enter time and submit your timesheets!!

JQD@ Timeshgg@

Welcome to the Student Employment Portal

On-Campus Employers

Post available job positions, review
applications, and hire employees.

Manage employee timesheets. Employment
guidelines and required documents are at
your fingertips!

Off-Campus Employers

Off-campus employers may post job
opportunities for applicants. Non-profit
community service employers may submit an
application to participate in the Federal Work-
Study Off-Campus Program.

Sample College JobX & TimesheetX Site:
https://sample.studentemployment.ngwebsolutions.com/

il
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#  Employees -  On-Campus Supervisors & Administrators ~

JobX)
Access JobX

Navigate to your school’s

1
g
customized JobX Site E
Student Employees On-Campus Supervisors Off-Campus Community
+ Search and apply for jobs * Create and post jobs Employers
= Sign up for JobMail notifications * Review applications & Create and post jobs
o about positions that interest you. * Hire students = Review applications
Th e n C | I C k O n t h e * Employment guidelines and = Non-profit community employers
required documents are at your may submit an application to
loff C C . fingertips participate in the Federal Work
= apus IIIIII Study Program
Employer’ link
ploy :
Disclaimer:

Commonwealth University is dedicated to establishing and maintaining a safe and nondiscriminatory learning, living, and woerking environment
in which all individuals are treated with respect and dignity. Commonwealth University is an equal opportunity/affirmative actiocn employer with a
strong commitment to diversity and inclusion. Commonwealth University does not discriminate on the basis of sex, race, color, religion, age.
disability, status as a veteran, national or ethnic origin, sexual orientation, gender identity, gender expression, or any other category protected by
applicable law in the administration of its educational policies, admission policies. scholarship and loan programs, employment, or other school
administered programs. Applications by members of all underrepresented groups are encouraged.

JobX Site:
https://commonwealthu.studentemployment.ngwebsolutions.com

nextgen® o@
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Off-Campus Supervisor Request

Click the ‘Request Access to Site’ link.

Off-Campus Community Service Employers

! Off-campus employers may post job opportunities for applicants. Non-profit community service partners may submit an application to
participate in the Federal Work-Study Off-Campus Community Service Employers.

Student Employment News FWS Jobs

Welcome to the Student Employment website! Federal Work-Study (FWS) is a federally funded financial aid program
established to provide part-time employment opportunities for

This is the best way to reach students and advertise your job. students with demonstrated financial needs. To become an Off-

Employers with positions open are welcome to add them for FREE to Campus FWS Employer, agencies must be approved by the Student

our database by clicking one of the links to the right. Employment Office.

General information about how to become an Off-Campus JobX Login

Community Service Employers. Login to post jobs, hire students, and access student applications.

Request Access to Site
pus Community Service Employers Training . =
m B ) Click above if you are an Off-Campus Employer who has never
Click here to access the Off-Campus Community Service Employers N
il logged in before.
Training in PDF format.

Suggestion Box

Send us your suggestions, ideas, or concerns!

nextgen® Jo@
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Off-Campus Employer Request Login

Select ‘Off-Campus’ from the dropdown menu.

Then click ‘Go to next step’ button to proceed to the form.

#  Employees -~  Employers & Administrators ~

Request Log in permission

Thank you for your interest in registering to post job
employer that best describes you from the listbelow ~ #  Employees - Employers & Administrators -

Choose one... v Request Log in permission

Choose one...

Off Campus Thank you for your interest in registering to post jobs on the Employment website. To begin, please choose the type of
employer that best describes you from the list below.

Choose one... v
Go to next step /

nextgen® Jo@
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Off-Campus Employer Request Login

You must be a registered user to post jobs on the Employment website. Please fill out the following information, and we will evaluate your

Complete Request Login Form. et 5y s

First Name *
Middle Name

Then click ‘Submit’ button to submit s e

Full Email Address *
v

your request for an approved login. ==t

Enter Password: e
T RebnterPassword: [ ]

Please choose the employer for which you work from the list below.

Employer Choose one... v

D T

e 27 y3y 7UIEG N TN 0NN s B

This must be verified prior to submitting the form

| I'm not a robot e

nextgen® .,,._@
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On-Campus Supervisor JobX Login

After access approval, click the JobX Login’ link to login to the system.

Off-Campus Community Service Employers

y Off-campus employers may post job opportunities for applicants. Non-profit community service partners may submit an application to
participate in the Federal Work-Study Off-Campus Community Service Employers.

Student Employment News FWS Jobs
Welcome to the Student Employment website! Federal Work-Study (FWS) is a federally funded financial aid program
established to provide part-time employment opportunities for
This is the best way to reach students and advertise your job. students with demonstrated financial needs. To become an Off-
Employers with positions open are welcome to add them for FREE to Campus FWS Employer, agencies must be approved by the Student
our database by clicking one of the links to the right. Employment Office.
Community Service Work information
JobX Login

General information about how to become an Off-Campus

Community Service Employers. Login to post jobs, hire students, and access student applications.

Request Access to Site

Click above if you are an Off-Campus Employer who has never
logged in before.

Off-Campus Community Service Employers Training

Click here to access the Off-Campus Community Service Employers
Training in PDF format.

Suggestion Box

Send us your suggestions, ideas, or concerns!

nextgen® ob’,@

WEB SOLUTIONS Pawernd by NextGen

NGWEB SOLUTIONS, LLC - CONFIDENTIALAND PROPRIETARY - DO NOT

SHARE WITHOUT PERMISSION




Attention!

You are required to log-in to use the system. Enter your username (email address) and

password.
contained in this system is strictly prohibited.
* | agree to access and use information contained within this site for my employment E m | O e r
* Any misuse or unauthorized release of confidential information may be grounds for p y
discipline or legal action. J b X L .

By logging-in | understand and acknowledge: O ff (
* Any unauthorized review, use, disclosure, or distribution of confidential information a I I l p u S
duties only.
If this is your first time visiting this site, please click here. Otherwise, Please Log In! TO |Og| N to the

Email Address system, ensure you
Password are using the

- standard login page
provided by the site
Forgot Password? Employer - Create Account Request and NOT the school’s

SSO login.

Use the email and password you created during the
request access to the site process.

Pawored by Nex!Gan
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Online Help

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

Online Help | J0b®

Scomasnil vy b iy

Welcome to the Commonwealth Student Employment Portal

Student Employees On-Campus Supervisors Off-Campus Community
e Search and apply for jobs * (reate and post jobs Employers
» Sign up for JobMail notifications = Review applications s Create and post jobs
about positions that interest you. * Hire students + Review applications
* Employment guidelines and « Non-profit community emplayers
required documents are at your may submit an application to
fingertips participate in the Federal Waork

Study Program

Click the ‘Help’ menu after you login and select ‘Online Help'.

nextgent JOQ
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JobX & TimesheetX Manuals

Q 0 articles a 21 articles a 7 articles

JobX - Administrators Online Help JobX - Supervisors Online Help JobX - Employee / Student Online Help

Q 0 articles

TimesheetX - Administrator Online Help

Q 7 articles g 5 articles

TimesheetX - Supervisor Online Help TimesheetX - Employee / Student Online Help

Online guides are available based on your login role.
Supervisors will be able to see Supervisor and Employee/Student.
Employee/Students can only see Online Help for Employee/Students.

You have the ability to search by keyword or topics in the search field.

— 4
nextgen= JobX

NGWEB SOLUTIONS, LLC - CONFIDENTIALAND PROPRIETARY - DO NOT 17
SHARE WITHOUT PERMISSION







Create 3
Job Posting

HOW DO | POST AJOB IN JOBX?
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Create a Job Posting — Add a Job

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

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

Job Control Panel

= Result Filters:
My Jobs Only
Employer Name: - ‘
Search Title, Description, Requirements, Contact or Job ID -- Select Action Below — v
Show Jobs From All My Employers v
(| select/Deselect Al Show 25 w results per page 1 to250f28 |<< < > >>|
Job Status:
(] Active, Listed Jobs (11) @ Student Employee Admin Assistant Applications: 3 (3 New) Employer: ACADEMIC AFFAIRS
D Pending Approval (1
gApprvalil® [] Job Id: 4526 Status: Active, Listed Listed: 01/30/23 o
(] Active, Not Listed (149®@ Contact Person: Test On-Campus Location: Job Type: On-Campus
D " ve 2)® Supervisor 6821 Southpoint Dr. N Jacksonville Non-FWS Jobs
Racthve {7} Wage: $11.51 - $12.50 /hr FL32216
Job Type:
Choose Job Type v
o Baseball Student Assistant 2 ATHLETICS - Al
0 My Jobs Only Applications: 3 (2 New) Employer: ATHLETICS - BASEBALL
Wage Filter: (] Job Id: 4503 Status: Active, Listed Listed: 01/30/23 P
T— Contact Person: Test On-Campus Location: Job Type: On-Campus
Be: Supervisor 6821 Southpoint Dr. N Jacksonville ~ Non-FWS Jobs
Low Wage Wage: $8.00 - $9.50 /hr FL32216
High Wage:
High Wage
Wage Range: Student Basketball Assistant Applications: 2 (2 New) Employer: ATHLETICS - BASKETBALL
Low Wage To High wage
(] Job Id: 4527 Status: Active, Listed Listed: 07/31/22 Actions =
Contact Person: Test On-Campus Location: Job Type: On-Campus
Supervisor 6821 Southpoint Dr. N Jacksonville ~ FWS Jobs
Waga: €2 N0 - €10 0N /hr £l 29714

nextgen®

WEB SOLUTIONS

NGWEB SOLUTIONS, LLC - CONFIDENTIALAND PROPRIETARY - DO NOT

SHARE WITHOUT PERMISSION




Create a Job Posting - Employer

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

-~

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 —
If you have posting permissions for more than one department, Select the

department for which you want to post a job from the ‘Employer/Department Name’
drop-down list.

Next click ‘Go to next step’ button to proceed.

Note: If you only have permission to post for one department, please proceed to the

next slide.
nextgen® JobX)
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Create a Job Posting —Job Type

If you have posting permissions for more than one job type, Select
the job type for which you want to post a job from the ‘Job Type’
drop down list. Then click ‘Go to next step’ to proceed.

You are adding a brand new job to the web site for:
Employer: Test Off-Campus Employer Change

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

Please Choose a Job Type

Choose one...

Choose one..
Off-Campus Non-FWS
Internships

nextgen® Jo@
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Create a Job Posting — Complete Job Posting Template

Complete the Job Posting Template

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: If your school has loaded your contact
information (e.g. Phone Number, Fax Number, & Office
Address), these fields will be pre-filled systematically. If
not, you may optionally enter your Phone Number, Fax
Number, E-Mail Address, and Location so an applicant can

contact you, if desired.

4

nextgen~®

WEB SOLUTIONS

Job Category * s« Choose

Job Title *

Sepepr oo e

v - e cen < e
......

setect st y praiie

Do you wish to collect anline applications for this job?

This vl be displayed
on the job listing.

NGWEB SOLUTIONS, LLC - CONFIDENTIALAND PROPRIETARY - DO NOT
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Create a Job Posting — Review Default Application

~7
General

First name * ~7
Middle name 7
Last name * &
Email * 5
Employee ID * 7
Resume * No file chosen 54

[j HTML

[Jiava

[ | 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.

nextgen® Jo@
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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). \ Pick from Existing Questions | Create a New Question

Use an abbreviated name for the question you’ll be adding for retrieval purposes G sl v

in the “Pick from Existing Questions” library. Please Note: This will not be Question Type
presented to the applicant.
Please select

Single Line Text

The Question Label is what the applicant will see. Use the text and HTML editor Multiple Line Text
feature to make your questions look more professional. Single Choice
g!:tlzkple Choice P wdp
You can either add your question to the existing general section or create a File Upload
custom section for your question to be placed underneath. If you'd like to add a  Instructional Text
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 1%t 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 o )
selecting the new section from the “Select an existing section’ drop down list. Application Behavior
Application Section ¥
You can place any new question exactly where you want it by selecting the Select an existing section  Create a new section
desired location in the “Where to Add this Question” drop down list. =PlaseShate= ¥ I |
Other flags
When you are completed adding a question, click the “Add Question” button. 0 Application input is required ¥/
Lastly, to save the application, please click the “Save Application” button. O prefill this question from previous answer? ¥
Where To Add This Question? '
Please note: All job specific questions you add to your institutional default [End of Apphication . _

application will be reviewed and approved by your Site Administrator.

Add Question | ffm—

WEB SOLUTIONS Pawernd by NextGen
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Create a Job Posting — Finalize Job Posting — Step 1

| 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?  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 I close the job  ~

When all the above information looks correct... eSS EGTHEN

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.

b. Select ‘Later — | 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. Do you 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.

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

c. Select ‘No, put it in 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
jobis in an Active, Listed status.

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

nextgen® Jotﬁ’\
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Create a Job Posting — Finalize Job Posting — Step 2

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?  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 I close the job v

When all the above information looks correct... RElEGEEICRLIE

4. For how many days do you want the job to be listed on the site?
o If you want the job to be posted until you close the job, select ‘Until | close the job'

o 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.

nextgen® Jo@
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Create a Job Posting — Pending Approval

Congratulations! Your job is pending approval, then it will be listed.
What would you like to do now?

* View the job details (for printing. etc.)

* Return to your control panel.

Job Control Panel

= Result Filters: Job Status: Pending Approval Reset Filters

. . 3 - ame: m Sesrch Tale, Description, Requirements, Contact of Job D ..T h Deeve Seieced jobs
You may either print your job A

Show jobs From All My Employer v Ejﬁl!d-m&‘edn Show 25 w results per page 1 tolofl|<< € > >>|

details or click ‘Return to your = rbsaus Y P , e
Status: Pending Approval Listed:

[ Active, Listed Jobs (85) ®

control panel’ to view and/or i Jaobia: 4422

Contact Person: NextGen Timadmin Location: Job Type: On-Campus Non-

ma nage your JObS furthe r. [ Active, Not Lised (31 @ Wage: $10.00- $11.50 /hr 6821 Southpoint Dr. N. Ste 220 FL 32216 FWS jobs

[Jirscne 2@
Job Type:

Choose job Type v

If you choose to return to the My ok

: . [~ snow My jobs Only
control panel, the job you just = wagesiter

Low Wage:

added can be located in the
‘Pending Approval’ queue. (o

Wage Range:

Attions  ~

Low Wage TO | Hign Wage

nextgen® Qg@
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Edit a
Job Posting

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

nextgentT Job/,_@




Edit a Job Posting

Welcome, Test On-Campus Supervisor | Logout
# Employees ~ JobX - TimesheetX - Reporting -~  Access &Audit -  Help ~

Job Control Panel

Welc Te
= Result Filters: Employer: All Available ome, Test On-Campus Supervisor | Logout

=

Job Status: Pending Approval Reset Filters - ployees -~ JobX - - Reporting -  Access & Audit -  Help -
Employer Name:
m Search Titd
Show Jobs From All My Employers v Manage job

Job Status: Select/Deselect All Job Title Employer Status Job Type

L uisted obs 2) Fitness Center Attendant STUDENT RECREATION Pending Approval On-Campus Non-FWS jobs

B rending Approval (1) Eitness Center Attendant e

[ review Mode (0) . ‘Additional details about this job's status:

O Storage Mode (0) ) Job1d: 4496 Statizs: P |avoisa new job that has not yet been approved.

Job ; Contact Person: Test On-Campus Location: o g0 live upon approval.

Superyisor 6821 Sou » JobMail has been requested to be sent when the job is approved and listed.
Choose job Type v Wage: $11.51 - $12.50 /hr FL 32216
My Jobs:
[ show My Jobs only
Update Status. Manage Application
- » Click to update listing options This job is configured to collect online applications.
= s ki g ot o s e . |
- = Click to cancel approval and change to
Yi iew the job and licati i -
ou may view the job and/or application B
No applications have been submitted for this job. You cannot hire employees while the job Is in this status.

details or request the job status be changed

by simply clicking on the Job Title link.
I d——

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

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

the ‘Manage Job’ page. il
To edit the application tied to your job, click Fitness Center Attendant
‘Edit or View the Online Application’. o6 aase

nextgent QQ@
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Review & Hire Applicant(s
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Job Posting Approved - Next Steps

MANAGE INTERVIEW DECLINE HIRE
APPLICATIONS  AND SELECTION APPLICATION APPLICANT
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Manage
Applications

HOW DO | REVIEW APPLICATIONS FOR MY JOB
POSTING?

nextgen® JobX)




Manage Applications

Job Control Panel

o
ey
-

Employer Name:

Show Jobs From All My Employers v

Job Status:
Active, Listed Jobs (11) ®
D Pending Approval (1) @
(] Active, Not Listed (14) @
D Inactive (2) ®
Job Type:

Choose Job Type ~
(I show My jobs only
Wage Filter:

Low Wage:

Low Wage
High Wage:

High Wage
Wage Range:

Low Wage To| High wage

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

©Add a job

[ selectzDeselect Al

Student Employee Admin Assistant

[] Job Id: 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

Search Title, Description, Requirements, Contact or job ID

Show 25

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

Search

v results per page

&

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

Apply Action

— Select Action Below —

1 to11of11 << < > >3

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.

nextgen®
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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 (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:

[ ] only show New?

- Select Action Below -+

[ ] select/DeselectAll Show 25 v results per page 1 thofz|1 < > 53|

Name / Email Address AppDate  Status Flag Emailed? Resume Award Preview  Actions
[ | Frank Rogers3 frankrogers3@ngwebsolutions.com 9/24/2020 New! H Resume 94000 @ e
] Roy Rogers1 royrogers1@ngwebsolutions.com 9/24/2020 New! [ Resume  2500.00 & Actions v

»  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.
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Interview and
Selection

HOW DO | CONTACT AN APPLICANT OR
APPLICANTS FOR AN INTERVIEW?
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Schedule an Interview

‘ - Select Action Below -- v | IETRlEYailely]

— Select Action Below —

Delete

D Select/Deselect All Show 25 v results per page 1 tobofb << < > >>| Export Summary
‘ Export Details
Print Summary /
Print Detall§
Name Email Address App Date Status Flag Emailed? Resume Award PR Greeting Emal ns
ingwebsolutions.com / i ] )| Send Reject Email
Roy_Rogers1 royrogers1 @ 6/11/2020 Pending F  Greeted Resume 1000.00 e itea®
Larry_Rogers6 larryrogersé@ngwebsolutions.com 6/4/2020 New! = 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.
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Schedule an Interview

. > This feature is utilized to reach out
::pm:e for m(ormmg applicants when thajoh has been filled. For that purpose, first fill the job, then you will be automatically prompted to inform the other to 0 n e O r m O re St u d e n tS °

Email Applicants - Greeting

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

il ey e > If you select more than one student

. S — to interview, individual e-mails will
e ——— be sent to each student selected. If

you don’t wish to interview an

- e applicant, please be sure the box
e e et next to that candidate is not

el ‘:.ﬁ:ﬂm:::*?mmxﬁmm ChECkEd.

[ sea | concn |

» 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.

nextgen® Jo@
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Decline
Applicants

HOW DO | DECLINE AN APPLICANT OR APPLICANTS
WHO WILL NOT BE HIRED FOR THE JOB?
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Notify applicant(s) they were NOT Selected

-~ Select Action Below -- v | EEEGISITYailT]

Delete

[:] Select/Deselect All Show 25w results per page 1 to60f6 << < > >>| Export Summary
Export Details
Print Summary
ils
Print Detail
Name Email Address AppDate  Status  Flag Emailed?  Resume  Award Send Gresting Em s
. 6/11/2020 Pendi Greeted 1000.00 Send Reject Email
Roy_Rogersl royrogers1@ngwebsolutions.com ename F Greete Resume Send Custom Email
Larry Rogersé larryrogersé@ngwebsolutions.com 6/4/2020 New! A Resume Q S

» 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’

nextgen® go®
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Notify applicant(s) they were NOT Selected

» This feature is utilized to inform
one or more students they did NOt | e cnemmmnimin o

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

Email Applicants - Rejection

Default: No applicants selected. You must select recipients.

New! & O Rogers1, Roy [royrogers @ngwebsolutions.com]

» If you select more than one S hoeitt) (eaisitebios
student to reject, individual e- . e
mails will be sent to each student [ ——————
selected. If you don’t wish to e o o e e o
reject an applicant, please be sure
the box next to that candidate is Fom st

Subject jobx: Test On-Campus FWS jobs - 052020 - Not Available

not checked.

GBS U=

e de
= b et
> 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.
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Hire
Applicants

HOW DO | HIRE AN APPLICANT OR APPLICANTS?
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Hire an Applicant — Select Applicant

‘ Job Control Panel
= Result Filters:
e
My Jobs Only
Employer Name: Job Status: Active, Listed
Show jobs From All My Employers v Search Title, Description, Requirements, Contact or job ID -- Select Action Below -- Rl Apply Action
Job Status: E]SelecﬁDﬁeIectAll Show 25 ~ results per page 1 to11of11 |<< < > >3]
Active, Listed Jobs (11) @ ’
) Student Employee Admin Assistant 2 -
(] pending Approval (1) ® Applications: 3 (3 New) Employer: ACADEMIC AFFAIRS
(] Active, Not Listed (14) ® (] Job Id: 4526 Status: Active, Listed Listed: 01/30/23 T /
Clinacive Contact Person: Test On-Campus Location: Job Type: On-Campus
nactive 2) Supervisor 6821 Southpoint Dr. N Jacksonville FL Non-FWS Jobs
Job Type: Wage: $11.51 - $12.50 /hr 32216
Choose job Type v
how [o]
[~ show wy obs only Baseball Student Assistant Applications: 3 (2 New) Employer: ATHLETICS - BASEBALL
Wage Filter:
P— [] Job 1d: 4503 Status: Active, Listed Listed: 01/30/23 ror g
Contact Person: Test On-Campus Location: Job Type: On-Campus
Low Wage Supervisor 6821 Southpoint Dr. N Jacksonville FL Non-FWS Jobs
High Wage: Wage: $8.00 - $9.50 /hr 32216
High Wage
Wage Range:
Low Wage To| High Wage Student Basketball Assistant Applications: 2 (2 New) Employer: ATHLETICS - BASKETBALL
. A Ksied ST o—
Contact Person: Test On-Campus Location: Job Type: On-Campus
Supervisor 6821 Southpoint Dr. N Jacksonville FL FWS |obs

» 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.
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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 (). 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?

Apply Filter(s) Clear Filter(s)

Send Reject Email Al Appl
D Select/Deselect All Show 25 ~ results per page 1 to3of3|<<c < > >>| DSthe!ened?
Profile
Name Email Address AppDate Status Flag Emailed? Resume Video Award Preview  Actions
Erank Rogers3 frankrogers3@ngwebsolutions.com  7/29/2020 New! /7 1000.00 @ Actons =
] Ted Rogers2 tedrogers2@ngwebsolutions.com 7/28/2020 Hired 9.00 Q@ Email Applicant
(] Roy_Rogers1 royrogersl@ngwebsolutionscom  7/28/2020 Hired I 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.

WEB SOLUTIONS
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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

Middle Last Name
Initial

samuel d Rogers4

»  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'.

nextgen® Jo@
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Hire an Applicant — Verification of Student 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 Employee’s Downstate 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.

nextgen® Jo@
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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.

nextgen®

WEB SOLUTIONS

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

Validate Employees

Employee Enter ID:
Samuel d Rogers4 444444444

Validation Lookup Results

Samuel d Rogers4:
X Awarded Student does not have a valid Work Study Award - Warning

x 19 Status Student does not have a valid 19 on file.

x W4 Status Student does not have a valid W4 on file.
Email Resylts

The employee did not pass validation and cannot be hired at this time.
Click the "Cancel” button to cancel this hire.
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Hire an Applicant— Compliance Validation - Pass

validate Employees

Employee Enter ID:

[X] RoyaRogers1 111111111

Check Employee ID

Validation Lookup Results

Roy a Rogers1:
s 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.

R ¢

» 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.
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Hire an Applicant — Hire Approval

Welcome, Test On-Campus Supervisor | Logou

» Data from the original job listing will be pre-filled ® Employees- jobX~ Timeshest(- Raporting~ AcessiAudt-  Help~-
in the Hire Request Form to reduce your data Step 3 Fi Out Hire Record o
entry efforts. Job Tile: Student Employee Admin A
First Name Samuel
» Ensure you enter all information that is required Middie Name d
and labeled with a * if not already populated for Last Name Rogers4
you_ E-mail Address samuelrogers4@ngwebsolutions.com
Wage which will be paid to Employee * -~
> You may edit the information prior to Hours Par Wask*
establishing the hire. 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 * 01-08-2023
» Click on the “Submit Request” button to send Employment End Date * 0523203
your hire to your pay person to complete the Notes
hiring process. |
» After this step, the process is completed within e (CscsTae) o e hosen
JobX.
Classification * Standard Student Employee v
Primary Supervisor * Choose one.. ~
SAR S _— e
Pay Schedule * Choose one v
| oo |
B
nextgent JobX)
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Hire Request -
Pending

WHERE DO | VIEW PENDING HIRE REQUESTS?
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Hire Requests — Pending Approval

Welcome, Test On-Campus Supervisor | Logot
#  Employees - I JobX - Il\epotﬁng- Access & Audit - Help ~
JobX Home (Job Control Panel)
Hires Pending Hire Requests
- Submit Simple Hire Request? - Pending Forms & Approval(s)
Supervisor Search Student
Fiar by employer: T RequestDate  JobType Job Title Name ID Employer Form/Status Actions
All Employers v
Status: incomplete - Pending Form Completion
() Requests I've Submitted Form: A
"~ 04/07/23 On-Campus FWS Jobs  test Roy Rogerst 191111111 AIB/ Academic Computer Lab ;" . NN“CC"'":" e‘:d smons -
() Requests for my employer(s) Form: Not Complete
W4 Form: Not Completed .
05/19/20 On-Campus FWS Jobs A SCAD Test Job Dakota Rogers9 999999999 AIB/ Academic Computer Lab 9 - Not C ret d Agions -
Search by employee Form: Not Comp
First Name Status: Pending Final Approval
10/21/22 On-Campus FWS Jobs A SCAD Test job 2 Roy Rogers1 111111111 AIB / Academic Computer Lab Acgions  ~
Last Name 03/02/22 On-Campus FWS Jobs A Boston Univ Test Job Susan Rogers8 888888888 AIB/ Academic Computer Lab Acions  ~
02/10/22 On-Campus FWS Jobs AAA - Swarthmore - Clerical IV Roy Rogersi1 111111111 AIB / Admissions Office - 123 Agions ~
10/22/21 On-Campus PWS Jobs Analyst lii Susan Rogersg 888888888 AIB/ Academic Computer Lab Aclons -
10/22/21 On-Campus FWS Jobs A Boston Univ Test Job Roy Rogers1 111111111 AIB/ Academic Computer Lsb Agions  ~
03711721 On-Campus FWS Jobs AA Duke Test job Roy Rogers1 111111111 AIB/ Academic Computer Lab Agions -
01/20/21 On-Campus FWS Jobs A Duke University - Computer Lab - Analyst Il Roy Rogers1 111111111 AIB/ Academic Computer Lab Acions v
01/08/21 On-Campus FWS jobs AAA UNION UNIVTEST JOB Roy Rogers1 111111111 AIB/ Academic Computer Lab Agions  ~
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’.

> In the ‘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.
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Employment
FOrms

HOW DOES A STUDENT COMPLETE EMPLOYMENT
PAPERWORK?
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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.

Weicome, Test On-Campus Supervisor | Logo!
- Enpbyes-l JobX = Iupwng- Access & Audit - Help -
JobX Home (Job Control Panel)
Hires Pending Hire Requests
= Submit Simple Hire Request? - Pending Forms & Approval(s)
=
Supervisor Search Student i
Filter by employer: 7 RequestDate  JobType Job Title Name D Employer Form/Status Actions
ANl Empioyers ~
Status: Incomplete - Pending Form Completion
() Requests I've Submitted Form:
= 04/07/23 On-Campus FWS jobs test Roy Rogerst 111111111 AIB/ Academic Computer Lab b ENet Compitad Agions -
() Requests for my employer(s) 19 Form: Not Completed
: W4 Form: Not Completed
05719720 On-Campus PWS Jobs A SCAD Test Job Dakota Rogers9 999999999 AIB/ Academic Computer Lab . v Actions =
Search by employee 19 Form: Not Completed
First Name Status: Pending Final Approval
1021722 On-Campus FWS Jobs A SCAD Test Job 2
Hires Pending
P 03/02/22 On-Campus FWS jobs A Boston Univ Test job = Hires Requests - Pending Forms & Approval(s)
0210022 On-Campus FWSjobs  AAA - Swarthmaore - Clerical IV el EouetDate  Jab Tyes feuTie Hoom = Emsover Fmoa  Atone
D Status: Pending Final Approval
“ m T2 On-Campus FWSjobs  Analystill )78 Pansig Roqueess oane2y On-Campus FWS Jobs Business Office Student Assistant LamyRogersé 664666866 Business Office Mo -
‘Requests fve Submitted
122721 On-Campus FWS Jobs A Boston Univ Test Job () Requests for my employer(s) Ny On-Campus PWS jobs Business Office Student Assistant Roy Rogers! 111111111 Business Office e
2V a Non- AT AS L And = -
03111721 On-Campus MIOM AA Duke TES[]Ob n;‘mb'm 08721723 On-Campus Non-FWS jobs Studo S Sistant Larry Rogersé 666666566 Aty Sciences Aons.
080323 On-Campus Non-FWS jobs Student Employee Admin Assistant Roy Rogerst I Academic Affairs Aczoos. -
01720721 On-Campus FWSJobs A Duke University - Computer Lab - Analyst
08/0323 On.Campus Non-FWSjobs  Student Employee Admin Assistant Bermice RogersT  TTTTITIIT  Academic Affairs Actoss =
Last Name
01/08/21 On-Campus FWS Jobs AAA UNION UNIV TEST JOB or2823 On-Campus Non-FWS jobs Student Empioyee Admin Assistant Larry Rogersé 665666865  Academic Affairs Aciors =
01/07:21 Off-Campus FWS lobs  TESTER FWS OFF CAMPUS ki On-Camps PG Jots TR DUt Asistant Rox Sgees) TN - Aetce -t et s
- - o720023 On-Campus Non-PWS jobs Student Office Assistant Roy Rogers1 111111111 Alumni Relations Actoes =
Reguest Date Job Type Job Tie Name D Employer Formy/Status Email
Status: Hire Approved Pending Form Completion
081823 On-Campus Non-FPWS jobs Baseball Student Assistant Ted Rogers2 222222222 Athletics - Baseball W Form: Not Completed
Form 19: Employee Section Complete. Pending Approval(s)
o On-Campus Non-PWS jobs History Lab Assistant Roy Rogers1 111119111 History W Form: Em, P P = s
020223 Off-Campus Non-FWS Jobs Afterschoo] Group Leader Malachi Rogerss SSS555555 ymea W4 Form' Empicyee Section Complete. Pending Approvalis) -
Approved Hires - Pending Acceptance
Request Date JobType Job Ticle: Name o Empioyer Form/Status Actions
Status: Pending Acceptance
031323 Off-Campus External Employer Retal Assocate Larry Rogersé 666666666 Ann Taylor Ao -
B
- U 4
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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

‘W4 Status

A
19 Status Not completed Form 1-9 /

Not Completed W4 Form

Display: CurrentFuture ~ Employee Information

There are no hires to display.

Awards
Federal Work Study $2,000.00 $2,000.00 FWS Test Year 2021 - 2022

(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 12:45 PM
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
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Student Authenticated into Dynamic Forms from JobX

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

> DDV“amic
20 Foms
) |

_..-‘
3 Ve ,\
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Electronic Form I-9 Workflow - Employee

» Student’s first and last name fields are populated from JobX.
» Then, they will select ‘Click Here' to proceed to the Form I-9.

+ Students: Will complete section 1 of the form

+ Administrator/Supervisors: Complete section 2 the Form I-9 once the student presents the employment documents
for physical inspection.

L1

I Bloomsburg k—:|

ALTH UM

=

First Name:

=

Last Name:

Pleasse complete page one of the 1-9 electronically to verify your employment sligibility. You must complets this form and
present |-9 documentation to your supervisor or department designee prior to starting work.

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 tumn in your decumentation to your supervisor or department designee to present |-9 documentation.
For a list of acceptable documents please click here: -9 documentation. Your |-9 documents must be physical, original,

and unexpired Photocopies are not acceptable

= US Citizens/Permanent Residents: Present one document from List A or Present one document from List B and one
document from List C

» International Students: present your passport, VISA, most recent 1-94 {available online), and I-20 (F-1 or J-1), and
statement of citizenship
Note: Have supervisor or campus designee reach out to HR connect (hrconnectpayroll@passhe aedu) 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 assistance please contact the Center of Global Engagement
internationaladmissions@commonwealthu. edu.

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

o752l to complete your 19 form.

—
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Electronic Form I-9 Workflow - Employee

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

documents.

First Name: = Last Name: *

Autherized Representative

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

Authorized Rep First Mame: -1:| Last Name: | Emaitq
—
- v/
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» Student will complete the section 1 of the I-9 and electronically signs the form, including uploading your employment
documents for record retention.

> Next, click ‘Next' to review the next page of the document until you receive a ‘Thank you for submitting your document’
page. Your document is not submitted until you review this page. Since this is a legal document, all pages must be presented
to the individuals signing the document.

Employment Eligibility Verification
Department of Homeland Security
U.S. Citizenship and Immizration Services

START HERE: Employers must ensure the form instructions are available to employees when completing this form. Employers are liable for failing to
comply with the requirements for completing this form. See below and the Instructions.

ANTI-DI SCRIMINATION NOTICE: Al employses can choose which 3
an to verify information in Section 1. or specify which acoe; for Section 2 or Suppiement B, Reverification
Treating employees differently based on their citizenship, immigration status, or national origin may be illegal

Section 1. Employes Infarmation and Altestabion: Employees must compiate and sign Section 1 of Form |8 n later han the first day of employment. but not
lbefors acospling a job offe.

sl documentation to pressnt for Form -8, Employers cannot ssk employees for

| am aware that federal law ‘Chack one of the following boxes o atiest to your chzenship or immigraton status (S2e page 2 2nd 3 of the instructions.):
A o o1

provides for imprisonment andior Aci F the United States.
fines for faise statements, or the =

ettt Z_ A noncitizen national of the Uniied States (See instructons |

oSt L e o 3. Al permanent resident (Enter USCLS or A-Number.

penalty of perjury, that this | & Anoncitizen (other than em Numbers 2. and 3. above) authorized to work Unbl (=xp. date. 7 any] ("

information, including my - S . N
o e o B et if vou check ifem Number 4., evter one of these:

oy ooy o USCIS A-Number [Form I-94 Admission Number] _|[Foreign Passport Number and Country of Issuance |
status, is true and correst. | o | o |

Signature of Employes Today= Date (mmiad'yyyy)

(olick to sign}

It 2 preparer andlor transiator assisted you in completing Section 1, that person MUST complete the Preparer and/or Translator Cerication on Page 3.
Section 2. Employer Review and Verification: Emgloyers or therr suthanzad representstve must compiete and sign Section 2 within thres business days afier the
employes's first day of employment, and must physically examine, or examine consisient with 2n alfemative procadure authorized by the Secretary of DHS,

from LstAOR a of documentation from List B and List C. Enter any addiiional documentation in the Addsional Information box; see

Instructions.

ListA OR ListE AND ListC
Document Tile 1 * 058 — Choose — N

i=suing Authority

Dozument Number [ amy)

Expirstion Date (fany)

Document Title 2 (if any) Additional Information

issuing Autharity

Document Number (f arry)

Expiration Date (7 any)
Dogcument Title 3 (if any)
{sswng Authority

Ducurment Number (i any) Pe
Check here 7 you used an sitemative procedure authorized by DHS to examine documents

Expiration Date (7 any)
Certification: 1 attest, under penalty of perjury, that (1) | have examined the document(s) presented by the above-named
femployee, {2) the above-listed document(s) appear to be genuine and to relate to the employes named, and {3) fo the best of my
knowlecge the employee is authorized to work in the United States.

=y of Employment
iy

=t Narme. Firsl Narme s Tibe of Employer or Aulhonses Represenitive

ice M [Empioyers Businass or Organization Agdress, Ciy or Town, State, ZIF Coge

For reverification or rehire, complete Supplement B, Revenfication and Rehire on Page 4.

Form -0 Edition 0801:23 Page 10f4

[ Previous hext |

==
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JobX Dashboard Updated

» Once the forms are completed, the student will refresh the browser once returning to JobX.
» Form Statuses updated on the User Dashboard to show ‘Employee Section Complete, Pending Approval(s)’

User Dashboard

|Emp!oveelnformation Applications | job Mail

Stop, please complete the following steps before your first 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 befare you can be hired.
3. Please look in the Hire Pending section for the blue ‘Accept/Dedline’ button to accept or decline your position.
4. if 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.

Employment Eligibility Forms & Details

Criteria Status Link?
- 19 Status Employee Section Complete, Pending Approval(s) h
D Dynamlc 19 Status - upload Completed
qu]§ W4 Status Employee Section Complete, Pending Approval(s)

G4 Not Completed G4 Form
Direct Deposit Status Completed
Remote Form Complete Completed
Confidentiality Form Complete Completed

Display: |~ CurrencFurure 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

_..-‘
3 / ,\
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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 1-9. 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
Department of Homeland Security
US. Citizenship and Immigration S

&

START HERE: Employers must ensure the form instructions are available to employees when completing this form. Employers are liable for failing to
comply with the requirements for completing this form. See below and the Instructions.

ANTI-DISCRIMINATION NOTICE: All ampioyses can choose which sccaptable documentstion to prasent for Form 9. Employars cannot ask employzes for
documentstion to verify inform: o t presant for Section 2 or Suppiement B, Reverification
5nd Rehire. Tresting empioyees differently based on thair Gtizenship, immigration status, or national origin may be llegal

[Section 1. Employee Information and Attestation: Employ=es must compists and sign Section 1 of Form -8 no |ater than the first day of employment. But not
[befors accepting 3 job offer

sl Name [Famly Nerme)

I |

| am aware that federal law Creck ane of the Tallowing baves fo aftest ta yolr obzenship or mmigraon stafus (See page 2 and 3 of the instucbars)
provides for imprisonment andier 1. en of the United States
fines for false orthe =
R e B izen national of the Uniled States (See instrucbons.)
with the =

5 “ATawiul parmanent resident (Enter USCIS or A-Humbar)
of this form. | attest, under

penaty of perjury. that this A nonditizen (other than ltem Numbers 2. and 3. 20ove) Sutnorzed to work Untl (2xp. date. T any) @)
information, including my

Salecking of the hm( attesting to neck item Number 4. enter one of these:

my citizenship USCIS A-Number [Form 194 Admission Numhar{ [Foreign Passport Number and Country of Issuance |
status, is true and correct |

Signature of Emoloyes Foday's Date (mmidd/yyyy)

{alick to sign)

rer andlor translator assisted you in complefing Section 1. that person MUST complete the Preparer and/o F
Section 2. Employer Review and Verification: £ ar their aUthenizad representative must compiete and s Gays after the
employee's first day of employment, and must physicslly examine, of examine consisient with an sfemafive procadure suthorized by the Saeretary of DHS.
documentation from List A OR 3 combination of documentation from List B and List €. Enter any additional documentation in the Adcional Information bax, see
Instructions.

Ha

e

ListA 3 ListB AND ListC
Document Title 1 B S - Choose — -

tssuing Authority

Document Nurnber (i ary)

Expiration Dane {fany)

Document Title 2 (if any) Additional Information

' tssuing Authority

Docirnent Nuenbes (F sy

Expiration Date (Fany)
Document Title 3 (if any)
tssang Autherity

e

Docirnent Nuenbes (F sy

Expiration Date (Fany)
Certification | attest, under penalty of perjury, that (1) | have examined the wmp ahon

Day of Employment
vdyyyy)

own. State, ZIP Code

o o Qiganization Nare [Employers Businass or Organization Address, Ciy or

For reverification or rehire, complete Supplement B, Revenfication and Rehire on Page 4.

Form -8 Edition 08/01/22 Page 10f4
[ Previous | Nexd |

==
neXIl NG Web Solutions, LLC - Confidential and proprietary Do not share without permission.




User Dashboard Updated — Workflow Completed!

» Once all the forms are completed, the student’s ‘My Dashboard’ Form Statuses are updated to ‘Completed’

User Dashboard
| Employee Information [Applfcations]job hail |
Employment Eligibility Forms & Details

I9 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 ‘

—
= / ,\
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Final Approval

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

‘ 2%

=
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Approved for Hire
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Active Hire

WHAT ARE THE NEXT STEPS ONCE STUDENTS ARE
ACTIVE?

nextgens QQ@




Next Step: Approved for Hire

Update with Your Information:

nextgen® AQ@

SSSSSSSSSSSS

NGWEB SOLUTIONS, LLC - CONFIDENTIALAND PROPRIETARY - DO NOT
SHARE WITHOUT PERMISSION
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Questions?

Please contact the Student
Employment at:

xxxx@institution.edu

or call us at: XXX-XXX-XXXX

nextgen® ,,ng@

WEB SOLUTIONS
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