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=Total
Solution

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

and reporting process for
employees, employers, and
administrators.




Next Gen Web Solutions

Next Gen Web Solutions offers web and
mobile software solutions to enable
administrators to efficiently manage

online timesheets and other specialized
processes that requires electronic
management.

online forms, scholarships, employment,

J
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WEB SOLUTIONS

JobX solution in this training, assist
institutions to automate the job posting,
application review, and reporting process
for employees, employers, and site

administrators. The JobX solution also
assists in compliance validations based
on various regulations and institutional
policies.
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JobX Benefits

\/ Easy job posting

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

L4448
1l

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

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

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

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

nextgen® Josx)
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A Your JobX site has YOUR
w Institution look and feel

Nelg[ele]

Specific

Customization

School Specific . Your JobX site has YOUR

=l PHY Institution On-Campus
! Employers

Your JobX site has been

-: configured to support YOUR
L Institution business

processes
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Training Agenda

Access JobX

Job Posting

Review and Hire Applicants

Approved for Hire

Questions
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Access JobX
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" Uhiass | Dartmouth

A Students  Employers & Administrators

Access JobX

Navigate to your school’s 49!95\?)

customized JobX Site

Student Employees
Seal

rch for a job or sign up for email
n

Off-Campus Employers
Off-campus employers may post job oppol

Then click on the
‘Off-Campus Employers’
link.

https://umassd.studentemployment.ngwebsolutions.com

—
4
—
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Off-Campus Request a Login

" BNIass | Dartmouth

M Students  Employers & Administrators

Off-Campus Employer Home Page
M Employment News - M pwsjobs

Welcome to the UMass Dartmouth Employment fecacst WorkSu.ch (FV)1s 2 facarall tineied Iomietal S i,
established to provide part-time employment opportunities for students
website. with demonstrated financial need. To become an Off-Campus FWS
This is the best way to reach applicants and advertise your job. e PP :
Employers with positions available are welcome to add them to our
database by dlicking one of the links to the right. 8 Job Management Login
Login to post jobs, hire and access

o Forms and Information
General information about posting jobs, hiring. and access to all £} Requesta Login
university student employment forms. Request a login if you are an Off-Campus Employer who has never
1 logged in before.
[, conact us

WI:!QI'r-:‘.mawmwmlllllMTI'ﬂum om“m " I "

Click the ‘Request a Login’ link.

rextgen? sof)
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Off-Campus Employer Request Login

Complete Request Login Form.

Then click ‘Submit’ button to e
submit your request for an e
approved login. E—

B S —
s il S—

Ple nployer for which y list below.

e g e o o od b0 4 i S A h
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Off-Campus Employer JobX Login

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

n Ulvlass Dartmouth

Off-Campus Employer Home Page
Bl gmployment News B Fws jobs

Welcome to the UMass Dartmouth Employment Federal Work-Study (FWS) is a federally-funded financial ald program,
% established to provide part-time employment opportunities for students
website. with demonstrated financial need. To become an Off-Campus FWS

This is the best way to reach applicants and advertise your job. Employs; agencies myst be eppx by the Career Center.

Employers with positions available are welcome to add them to our

database by clicking one of the links to the right. ﬁ Job Management Login ’

Login to post jobs, hire employees, and access applications.
Forms and Information
General information about posting jobs, hiring, and access to all a Request a Login
university student employment forms, Request a login if you are an Off-Campus Employer who has never
Al logged in before.
i3 contact us

Report a hire, submit a question, or utilize the Termination ew .
Request form. User's Guide in DOC or POF format.

Powerod by Ne:
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Job Postings
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Create a
Job Posting

HOW DO | POST A JOB IN JOBX?
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Add a Job

n as | Dartmouth

#  Students JobX Reporting Access & Audit

Welcome, Test On Campus Supervisor | Logout

To add a job, please select an employer from the employer dropd list Searcn Title, Description, Contact or Jab | [ Search
presented in the filters to the left.

Your Selections: Beset  job Actions:

Job Filters Applied:

Employer- All Available > & > a% @ [ Select Action Beilow— | [ Apply Action |
Job Filters Delete  Export  Prnt  Suparveers

My Jobs: + [ select/Deselect All - Show| 2! results per page s L P

Employer Name: T 1) STORAGE - Jobs NOT Currently Listed with NO Applicant Data

[Show Jobs From All My Emp ¥ | Ccenter
Job Status: = Title Contact Job Type App # Listed  Actions
@ [ Listed Jogs (0) Eront Desk Receptionist Sharon Allen On-Campus Federal Work Study 0.0 New) B
3 E’ Pending Approval (0) [5) Tutoring Position Sharon Allen On-Campus Federal Work Study 010 New] 3
e :::;:::;(27} (5} Eront Desk Receptionist / Offi... Sharan Allen On-Carnpus Non-FWS. 00 New) [~ 4]
Job Type: + | @ Math Tutor Sharon Allen On-Carmpus Non-FWS. 0(0 New) B3
O 5177  Tutering Position Sharon Allen On-Campus NonFWS. 00 New) 3
1 5322 Office Aide Jonn Fermandes  On-Campus Federal Work Study 000 New) L =
{1 5493 Recepionist Amy Parelman On-Carmpus Federal Work Study 00 New) [~ 4]
[ 5500 Writing and Reeding Center Tut.. Amy Parelman On-Carmpus Federal Work Study 0(0 New) 83
[ 5501 Wwriting and Reading Center Tut.. Amy Parelman On-Carmpus Federal Work Study 000 New) 3
1 5502  wwriting and Resding Center TUL... Amy Parelman On-Carnpus Federal Work Study 000 New) L =
[ 5503 Writingand Reeding Center Tut.. Amy Parelman On-Campus Federal Work Study 0(0 New) 3
O 5504 Writing and Reading Center Tut.. Amy Parelman On-Carmpus NonFWs. 0(0 New) 83
[l 5505 wwritingand Reading Center Tut.. Amy Parelman On-Carmpus NonFWS. 000 New) 3
1 5506 \Writing and Resding Center Tut. Amy Parelman On-Carnpus Non-FWs. 00 New) L ]
[ 5507 Writingand Reeding Center Tut.. Amy Parelman On-Campus Non-FWS. 0(0 New) 3
1 5696 PeerMentor Sharon Allen On-Carmpus MonFWs. 0(0 New) 283
(1 5745  QOffice Assistant Corinne Cortes On-Carnpus Federal Work Study 0.0 New) @3
(1 5745  Office Assistant Corinne Cortes On-Carnpus Federal Work Study 00 New) L ]
O 5747  Office Assistant Corinne Cortes On-Campus Federal Work Study 00 New) 3
[0 5753  Science & Engineering Center John Fernandes  On-Campus Non-FWs. 000 New) 25

If you have posting permissions for more than one department, select the department
for which you want to post a job from the ‘Employer Name’ drop down list. If you only
have permissions to post for one department, please proceed to the next slide.

WEB SOLUTIONS
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Add a Job

Job Filters Applied:

Employer: Academic Resources @
Center P @ 'j B

u UNiass | Dartmouth

#  Students | JobX Reporting = Access & Audit

ﬂ Add a new job for | Academic Resources Center

Your Selections: Reset | Job Actions:

Ermal

Delete  Export Print SLpervisors

Job Filters [ Select/Deselect All Shaw|25 ¥ | resuits per page
My Jobs: ar
Employer Name: = [} STORAGE - Jobs NOT Currently Listed with NO Applicant Data
- Academic Resources Center
T
|Ac,adem|c Rescurces Center | Ref#  Title Contact
Job Status: — | O 5173  Front Desk Receptionist Sharon Allen
@ [ Listed Joos 0) [ 5174 Tutoring Position Sharon Allen
& O pending Approval (0)
d [ Review Maode (0) ) 5175  Front Desk Receptionist / Offi... Sharon Allen
[ storage Mode (22) [ 5176 Math Tutor Sharon Allen
+
Job Type: 1 5177 Tutoring Position Sharon Allen
[ 5322 Office Aide John Fernandes
I/ 5439  Receptionist Ay Parelman
[ 5500  Writing and Reading Center Tut... Amy Parelman

Welcome, Test On Campus Supervisor | Logout

Search Title, Description, Contact or job || Search |

@ | -- Select Action Below -

Job Type
On-Campus Federal Work Study

On-Campus Federal Work Study
On-Campus Mon-FWs
On-Campus Maon-FWs
On-Campus Mon-FWs
On-Campus Federal Work Study
On-Campus Federal Work Study

On-Campus Federal Work Study

¥ || Apply Action

wZZUfZZI« P

App #
0 [0 MNew)

0 [0 Mew)
0 (0 New)
0 [0 Mew)
0 (0 New)
0 [0 Mew)
0 (0 New)
0 [0 Mew)

Listed

Actions

Vo
Vo
Vo
Vo
Vo
Vo
Vo
Vo

Click the ‘Add a new job for {Your Department Name will be Prefilled here} button.

WEB SOLUTIONS Poworod by NextGon
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Add a Job

u Uniass ‘ Dartmouth

Welcome, Test On Campus Supervisor | Logout
#  Students JobX Reporting  Access & Audit

You are adding a brand new job to the web site. (D

== 5tep 1: Supply Job Profile == Step 2: Review Job Application »> Step 32 Go Live

Please Choose a Job Type /

On-Campus Federal Work Study ¥ | GO0 10 Next step |
Choose one..

On-Campus Fed-*al Work Study _
On-Campus Stipehd

Cn-Campus Non-FW5

Please choose a Job Type for the job listing you wish to post and click the “Go to
next step” button.

nextgen® JobX)
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Add a Job — Step 1 — Supply Job Profile (On-Campus FWS Job)

Enter the Job Profile information below. Any fields denoted with a red * below
are required fields that must be completed before the profile can be saved.

Select the Job Category

Enter the Job Title.

Enter Job Description*

Enter Job Requirements*

Enter the Number of Available Openings *

Enter the Min and Max Hours per Week for the job
Enter Start Date and End Date for the job

Select the Time Frame for the job *

Select Base pay rate for the job

Select the Supervisor* from the drop down list. This will be the person who
receives e-mail when an employee applies for the job.

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 Work Location so an
applicant can contact you, if desired.

Select a Secondary Contact Please Note: The Secondary Contact must be
different than the Primary Contact.

To select a Secondary Contact, place your cursor in the field and click to view all
users approved to be a JobX Supervisor for the applicable department you are
creating the job.

Next, click an individual’s name you wish to be the Secondary contact.

If you wish to have more than one Secondary Contact, press CTRL and select all
applicable Secondary Contact names you wish to add to the job.

Select Desired Majors
Lastly, click ‘Submit’ to continue to Step 2 of the ‘Add a Job’ process.

nextgen® JoBbx)
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Joh Casegery <7 [Chonscane... A
il — %
Bk | ronl Uank Hevagiennd
=] |
Joh Desarption
(i S —
= | ==
Joh Recparamants
P b s chtarbind i preaiche.

Numbar ot st Cparings —

Haurs por Wovk 150 ¥ JiofSame ¥ ]
Rk I
sl

Time Fame =

Levels of employment

Laval 1 - Erery level, no experience needed. Requires diroct supenisian.

Laval 2 . Arevious pupenicnoe or knowiedge nepded. £an work with moderate supendsian.

Lowel 3 -Profiency, speciaied knowledge, ar expes Canwork : v,

Lavel 4 - Demanch Highiy specialized =il andior nowicdge. Can wark indspendentty with [Ete Spervisian.

Lawl5 Tach/Bpec - Entry I, na capes

Lol 6 TachvEpec [ can iy wih o e

Laval 7 Tach/Spec - Frofirioncy, specialned knowledge or meperience naeded. £an work independently with bt supenision.

Lowal B Tech/Spéc - Demanis highty speciatzed skill andior knowtedge. Can work Indeperdertly wae Ite supertsion.

Recommendad pay scals
Basa pay rate; [chosscane. ¥}
Frimary Conzact Persca

Seiect 3 contact and the D263 below wall prell From the: Primary contaer's ser profie. ¥ou must ciear the fiekd IFyou 6o not want It displayed with the posing.
Fhana Number

Fast Numbier
Email

Locition
4

Cul bk st e e
[Batect Boma cptions |

Addtional Contact Poaple <7

T
| Betoct 5ome cptions |
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Add a Job —Step 1 — Supply Job Profile (On-Campus Stipend)

Enter the Job Profile information below. Any fields denoted with a red * below
are required fields that must be completed before the profile can be saved.

Select the Job Category

Enter the Job Title.

Enter Job Description*

Enter Job Requirements*

Enter the Number of Available Openings *

Enter the Min and Max Hours per Week for the job

Enter Start Date and End Date for the job

Select the Time Frame for the job *

Select Stipend Type

Select Hourly Pay Range or other compensation for the job

Select the Supervisor* from the drop down list. This will be the person who
receives e-mail when an employee applies for the job.

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 Work Location so an
applicant can contact you, if desired.

Select a Secondary Contact Please Note: The Secondary Contact must be
different than the Primary Contact.

To select a Secondary Contact, place your cursor in the field and click to view all
users approved to be a JobX Supervisor for the applicable department you are
creating the job.

Next, click an individual’s name you wish to be the Secondary contact.

If you wish to have more than one Secondary Contact, press CTRL and select all
applicable Secondary Contact names you wish to add to the job.

Select Desired Majors
Lastly, click ‘Submit’ to continue to Step 2 of the ‘Add a Job’ process.

nextgen® JoBbx)
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B —
[ ——

Jah Deseription
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Humber of Awalable Cpanings ¥

Hours pes Woe (120 ¥ Jim[same ¥

Start Date |

[re—

End Date

[Ep—— rd

Tama Frame v [Ehooscane.. ¥

‘Stipend Typs. [Choose ane... v
® Check herre f £s jobwil pay an houry rate.

Py e ram (TG0 | o SV ¥ |

1 there is no flexiliy In she wage for this [oF, Sy pur the ssme value in the “Fram’” and To" bawes.
Compersation Descrigion, If apnicable. lJ:I
Exampiess:

*Depends on Experienoe”

“S0.50 rabses every year”
- 255 characer limE.

9 OR Check here I an hourly rate dos nos describe this Jobfs compensation.

Descrie Compereation Here:|
Exampies:

5100 Sipend

$1.50 per phone cal
ot

Evaryjob primary pro— "
Primary Concact Frsin
Seiect 2 contact and the ID:53 bekovw will prefil from the Primary contac’s wser profile. Wow muss cear the fiek iy tit 1 Ene post
Phonae Number
Fax Number
Email
Laxcation
v

Cinl + clk o st miph
[isoct soms cptions |

Additional Contact Peops 1=

Pur + chcken saductwraliple
[ isoct soms cptions |

Desirad Mafors

Submit
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Add a Job — Step 2 — Review Job Application

u PRIAsS | Dartmouth

# | Students JobX = Reporting = Access & Audit

Welcome, Test On Campus Supervisor | Logout

The job data was successfully saved. However, the job is not yet posted on the web site. There are two more steps. First, please review the job application below
and delete any questions you do not want. Also, you may re-arrange the order of the questions. Any changes you make will be approved by an administrator.

Pending Job Application - Academic Resources Center - Test On Campus FWS Job - 1/10/18

Tirmer *
55:36

General

Student 1D 7
First name @
Middle name @
Last name @
Email Address o _ @
Flease use your institutional email address

Phone [ | oY
Do you have a Federal Work Study award? * (54
Major [ Please select v oY
Upload Resume No file chosen <9
Upload Cover Letter Mo file chosen 5]

To ensure you get a “best fit” candidate for your job, you may add job specific questions to the institutional default
application questions. Please Note: 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 can choose from an
existing list of questions previously created by you by clicking the ‘Pick from Existing Questions’ tab or create a new question
using a sophisticated application designer by clicking the ‘Create a new Question’ tab that will take you to the next screen.

nextgen® J°®
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Add a Job Specific Application Question

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.

nextgen® JoBhxX)
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‘ Pick from Existing Questions | Create a New Question

Question Details

Question Type '
Please select v
Please select 3

Single Line Text
Multiple Line Text
Single Choice
Multiple Choice
Date

EXYY

File Upload
Instructional Text

Application Behavior

Application Section
Select an existing section  Create a new section

-- Please select-- ¥ | |

Other flags
[ Application input is required D

[ Prefill this question from previous answer? D

Where To Add This Question? ¥/

|End of Application v | ‘

| Add Question |« m—

NGWEB SOLUTIONS, LLC - CONFIDENTIAL AND PROPRIETARY - DO NOT
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# | Students JobX Reporting = Access & Audit

You are adding a brand new job to the web site. (D

=»5tep 1: Supply |ob Profile >> Step 2: Review |ob Application »> Step 3: Go Live

Add a Job — Step 3 — Go Live

" LSS ‘ Dartmouth

‘Welcome, Test On Campus Supervisor | Logout

Academic Resources Center - Test On Campus FWS Job - 1/10/18

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

1. When da 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 | close the job ¥
When all the above infermation looks correct... | Click here to finish!

Select ‘As soon as possible’ from the list on question #1 if you want the job to be reviewed for approval immediately.
However, If you want to save the job for later, select ‘Later, | need to review it myself first”. The job will go to Storage for later

review.

Select ‘Yes, immediately’, from the list on question #2 if you want the job to be listed immediately upon approval.

Applicants can create a JobMail account allowing them to define their job preferences. If you’d like to notify applicants with
job preferences that match your job, please select ‘Yes, send JobMail’. Otherwise, select ‘No’ and your job information will

NOT be emailed to any potential applicants.

nextgen® J°®

NGWEB SOLUTIONS, LLC - CONFIDENTIAL AND PROPRIETARY - DO NOT

SHARE WITHOUT PERMISSION




Add a Job — Step 3 — Go Live (Continued)

n LSS ‘ Dartmouth

#  Students JobX Reporting = Access & Audit

Welcome, Test On Campus Supervisor | Logout

You are adding a brand new job to the web site. @

=»5tep 1: Supply |ob Profile >> Step 2: Review |ob Application »> Step 3: Go Live

Academic Resources Center - Test On Campus FWS Job - 1/10/18

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

1. When da 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 | close the job ¥
When all the above infermation looks correct... | Click here to finish!

For the question, ‘For how many days do you want the job to be listed on the site?’

> If you want to designate a specified period of time the job should be posted, select the applicable duration from the drop down
list.

> If you want the job to be posted until your close the job, select ‘Until | close the job.’
o Click the “Click here to Finish!” button.
> Your job will be submitted to the Student Employment Office for review/approval.

WEB SOLUTIONS
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Add a Job — Completed!

#  Students JobX Reporting = Access & Audit
Academic Resources Center - Test On Campus FWS Job - 1/10/18
Congratulations! Your job is pending approval, then it will be listed.
What would you like to do now?

» \iew the job detsils (for printing, etc)

» Return to your control panel. ﬁ

HNIasE ‘ Dartmouth

" UMass | Dartmouth

#  Students  JobX  Reporting  Access &Audit

Wielcome, Test On Campus Supervisor | Logout

To add a job, please select an from the list [Search Titie, Deseription, Contac or Job || Search |
presented in the filters ta the left.

Your Selections: esel  op Actions:

Job Filters Applied:

Employer: All Avsilable 5 @

? n& $ _— (1)[ - Select Action Below - ¥ || Apply Action |
Email

Job Filters Delete  Expot  Prol  Sugensors

My Jobs: 4 [ SelecDesslectAll  Show|25 ¥ |results per page mgnm‘« s

Employer Name: =

Show Jobs From All My Emp ¥ 1) PENDING APPROVAL - Jobs Currently Pending. Approval (* -
‘Academic Resources Center

Job Status: o}

Ref# Tite Contact Job Type. App# Listed  Actions

@ [0 Listed Jobs (0)
[ €607 Tes:OnCampus PWS|ob-1/10L.  TestOn CampusSupervisor  On-Campus Federal Work Study 20

@ O pending Approval (2);

& [ Review Mode (0] (] €608 TestOn CampusStipend|ob-1. %  Test On Campus Supervisor  On-Campus Stipend @3

'3 O Storage Mods (27)

Job Type: +*
') STORAGE - Jobs NOT Currently Listed with NO Applicant Data
‘Academic Resources Center

Ref# Tite Contact Job Type. App# Listed  Actions

[0 5173 Front Desk Receotionist Sharan Allan On-Campus Federal Work Study 010 New) 20
[ 5174  Tutoring Position Sharon Allen On-Campus Federal Work Study 0 (0 New) @3
[J 5175  Front Desk Receptionist / Offi... Sharon Allen ©n-Campus Non-FINS 0 (0 New} 3
[ 5176  MathTutor Sharan Allan On-Campus Nan-FNS 010 New) L 4]
[ 5177 Tutoring Position Sharon Allen On-Campus Non-FWS. 00 New) 3
0 5322 Office Aide John Fernandes On-Campus Federal Work Study 0 (0 New) L 4]
[ 5499 Receotionist Amy Parelman On-Campus Federal Work Study 010 New) 20
[ 5500 Writing and Reading Center Tut... Amy Parelman On-Campus Federal Work Study 0 (0 New) @3
[ 5501 Writingand Reading Center Tut..  Amy Parelman On-Campus Federal Work Study 010 New) 28
[ 5502 Vritinzanc Resding CemterTur.  AmyPareiman ©On-Campus Federal Work Study D10 New) L 4]
[l 5503 Writing and Reading Center Tut .. Amy Parelman On-Campus Federal Work Study 0 (0 New) 3
[ 5504 Writing and Reading Center Tut... Amy Parelman On-Campus Non-FWS. 0 (0 New) L 4]
[ 5505 \Wriingand ResdingCenterTur.,  AmyParelman ©On-Campus Non-FNS 010 New) 20
[] 5506 Writing and Reading Center Tut... Amy Parelman On-Campus Non-FWS. 010 New) @3
[0 5507 Writing and Reading Center Tut... Amy Parelman On-Campus Non-FWS. 00 New) 3
[ 5636 PeerMentor Sharan Allan On-Campus Nan-FNS 010 New) ]

You may either print your job details or click ‘Return to your control panel’ to view and/or manage your jobs further.

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

nextgen® JoBbx)
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Edit a
Job Posting

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

nextgenT ggﬂ




Edit a Job

w

Students

Your Selections:
Job Filters Applied:

Center

Employer: Academic Resources

Job Staws: Pending Approval

Unlass | Dartmouth

JobX  Reporting = Access & Audit

Add a new job for | Academic Resources Center

Reset  |ob Actions:
v $ ® =
Delete  Expot  Print smm

) Select/Deselect All - Show results per page

L) PENDING APPROVAL - Jobs Currently Pending Administr.
=  Academic Resources Center

Ref # Title ntact

Job Type:

Job Filters
My Jobs: &
Employer Name:

|Acad=mic Resources Center ¥ |
Job Status:

iy ) 6607 TestOn Campus FWS Job - 1/10/..,

@ [ Listed Jobs (0) [ 6608 TestOn Campus Stipend Job-1...*

@ @ Pending Approval (2)
& [ Review Mode (0)
'd [ Storage Made (22)

Test On Campus Supervisor

Test On Campus Supervisor

proval (* - Application upd

JobTyp
On-Ca

On-Ca

#  Students JobX Reporting = Access & Audit
Manage Job
Job Title Employer

Test On Campus PWS Job - 1/10/18
Additional details about this job's status:

» This is a new job that has not yes been approved.
#Itis set to go live upon approval.
» JobMail has been requested to be sent when the job is approved and listed.

Academic Resources Center

Update Status

" UMass Dartmouth

Listed
Review Mode
Storage

» Click to update listing options
» Click te cancel approval and change to
» Click to cancel spproval and change to

View Applicants
Ne applications have been submitzed for this job.

Welcome, Test On Campus Supervisor | Logout

Status
Pending Approval

Job Type
On-Campus Federal Wark Study

Manage Application

This job is canfigured to collect online apglications.

» Edit or view the enline i b
Hire Applicant

You cannot hire employees while the job is in this status, |

[Edit this [ob] h

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

Test On Campus FWS Job - 1/10/18

JobID 6607

Job Type On-Campus Federal Work Study
Employer Academic Resources Center
Job Category Administrative/Support Services
Job Test

Job Requirements Test

Available Openings 5

Hours 10.0 to 20.0 hours per week

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’ link on the ‘Manage Job’ page.

To edit the application tied to your job, click ‘Edit or View Online Application’.
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Review & Hire Applicant(s)
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Job Posting Approved - Next Steps
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MANAGE INTERVIEW DECLINE HIRE
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Manage
Applications

HOW DO | REVIEW APPLICATIONS FOR MY JOB
POSTING?
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Manage Applicants

n Vhiass ‘ Dartmouth

#  Students JobX Reporting  Access & Audit

Welcome, Test On Campus Supervisor | Logout

To add a job, please select an employer from the employer dropdown list

) s Search Title, Description, Contact or Job \H Search |
presented in the filters to the left.

Your Selections: Reset  Job Actions:
Job Filters Applied:

Employer: All Available . & @
w Email ® ‘ -- Select Action Below -- v ‘ Apply Action

Delete  Export  Print Supervisors

Job Filters
My Jobs: o [ Select/Deselect Al Show results per page t.,zs of29 [2< < > »»|
Employer Name: =

< LISTED - Jobs Currently Listed with Applicant Data (if applicable)

|Sh0wJobs From All My Emp ¥ |

Academic Resources Center
Job Status: = Ref# Title Contact Job Type App # Listed Actions
Q.- [ Listed Jobs (2) ) 6608 TestOn Campus Stipend Job-1.. Test On Campus Supervisor On-Campus Stipend 1(1 New) 01/10/18 '@ Ba
2 [ pending Appraoval (0) o

6607 Test On Campus FWS Job - 1/10/... Test On Campus Supervisor  On-Campus Federal Work Study 1.1 New) 01/10/18 ? Ba

<% ) Review Mode (0)
B o Storage Mode (27)

You may hire an online applicant by clicking the link under the ‘App#’
column link next to the applicable job.
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Manage Applicants

nextg
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" Diviass | Dartmouth

# Students JobX Reporting Access & Audit

Welcome, Test On Campus Supervisor | Logout

View Job Applications - Academic Resources Center - Test On Campus Stipend Job - 1/10/18

The list below contains all applications that have been received for this job. You may view an application by dlicking 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:
["lonly show New?
Apply Filter(s) ‘ ‘ Clear Filter(s) ‘

v $ $ 3 3 8 9 e
T, B gk oM A D

[ Select/Deselect All Show results per page Dl to1ofl| > >

Name Email Address App Date Status  Flag Emailed? Resume Award  Preview Actions.

@ Roy Rogers1 royrogers1@ngwebsolutions.com 1/10/2018 New! P Resume q Actions

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 with Applicant(s

- DRIASS | Dartmouth

Welcome, Test On Campus Supervisor | Logout
#  Students JobX Reporting  Access & Audit

View Job Applications - Academic Resources Center - Test On Campus Stipend Job - 1/10/18

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 "Mew!" 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:
Clonly show New?
Apply Filter(s) | | Clear Filter(s) |

Export Export Print Print Send. Rej . Err@slll
I Summary Details Summary Details Greeting Appmma Applicants
(] lect/Deselect All Show results per page El to1ofl |22 < > >
ame Email Address App Date Status  Flag Emailed? Resume Award  Preview Actions
Roy Rogersi royrogers1@ngwebselutions.com 171042018 New! Fj Resume Q Actions ¥

Click the box next to one or more applicants you wish to send a
greeting email to schedule an interview. Next, click the ‘Send Greeting’

nextgg?ﬁoﬂb@
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Notify applicant(s) you wish to interview

u UMass | Dartmouth

Welcome, Test On Campus Supervisor | Logout
# | Students JobX Reporting = Access & Audit

Job Application - Academic Resaurces Center - Test On Campus Stipend Job - 1/10/18

Suggested use: To set up interview schedules.

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

Email Applicants - Greeting

Default: Applicants selected if not i i or rejected.
Mew! [ ¢ Rogers1, Roy [royrogers1@ngwebsclutions.com]

Comma-separated list of other recipients’ email addresses (e walk in candidates], if sny.

To Example: Joe@yahoo.com, Mary@hommail.com

From testen@ngwebselutions.com

Subject lob: Test On Campus Stipend job - 1/10/18 b
@B I U = ¢
1 am interested in meeting with you to discuss your interest in the
Test On Campus Stipend Job - 1/10/18 job opening in my.
department. Please contact me at your earliest convenience so

Body that we can set up a time to meet to discuss your interest fuxther.

/ *
Send | Cancel

»  This feature is utilized to reach out to one or more students. If you select more than one
student to interview, individual e-mails will be sent to each student selected. 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 other email recipients in the

~_To’ box, n click on the “Send” button.
nextgen< JobX
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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 did NOT get the Job

“ DNIAsS | Dartmouth

Welcome, Test On Campus Supervisor | Logout
#  Students JobX Reporting = Access & Audit

View Job Applications - Academic Resources Center - Test On Campus Stipend Job - 1/10/18

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 "Mew!” 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:
[Clonly show New?
Apply Filter(s) ‘ ‘ Clear Filter(s) |

Export Export Print Print Send Re| : Email
Delete
Summary Details. Summary Details g o
[l Select/Deselect All Show results per page I:I tolofl << < > >
/ Email Address App Date Status Flag Emailed? Resume Award Preview Actions
= oy Rogerst royrogers1@ngwebsolutions.com 1/10/2018 New! Fj Resume Q Actions -

Click the box next to one or more applicants you would like to send a
rejection email. Next, click the ‘Send Rejection’ button.
nextgen® Jo@
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Notify applicant(s) they did NOT get the Job

>

nextg

" Hanss | Dartmouth

Welcome, Test On Campus Supenvisor | Logout
A | Students  JobX Reporting  Access & Audit

Jeb Application - Academic Resources Center - Test On Campus Stipend Job - 1/10/18

Click here to return to reviewing applications.
Suggested use: To inform applicants that they did not get this job.

Do NOT use for informing applications that the job has been filled. For that purpose. first ill the job. then you will be sutomatically prompted to inform the other spplications.

Email Applicants - Rejection
Default: No applicants selected. You must select recipients.
newt 1 @ Regerst, Rey [royrogsrs @ngwetsalutions.cam]

Comma- d list of ipients email e walkin candidates), if any.
ample: Joe@yshaoo.com. Mary@hotmail.com

teston@ngwebsolutions.com

Subject lob: Test On Campus Stipend job - 1/10/18 - Mot Availasle J+

FERREX)

‘Yourecently submitted an on-line application for the Test On
Campus Stipend Job - 1/10/18 job opening. I regret to mform
vouthat the position has been filled. Thank you very much for
Four interest in the position.

Send | Cancel

This feature is utilized to inform one or more students they did not get this job. If you select
more than one student to reject, individual e-mails will be sent to each student selected. If you
don’t wish to reject 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 other email recipients in the “To’ box,
then click on the “Send” button.

ens. Jo@
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Hire
Applicants

HOW DO | HIRE AN APPLICANT OR APPLICANTS?
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Hire an Employee

UMass
UMass " Dartmouth
u | Da rt m o uth Welcome, Test On Campus Supervisar | Logout

# Students  JobX | Reporting  Access & Audit

Welcome, Test O

A Students JobX  Reporting  Access & Audit View Job Applications - Academic Resources Center - Test On Campus Stipend job - 1/10/18

To add a job, please select an employer from the employer dropd list Search Title, Descriptio

presented in the filters to the left.

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 spplication by dicking the magnifying
glass icon (4. Previewing allows you o view the application without affecting the "New!” status. Clicking the Applicant name removes the "New!” status and displays the application details.

Filter by Name:
Your Selections: Reset g
Job Actions: ou may filter the results by searching by First / Last name below.

Job Filters Applied: Click the Apply Filter(s) button to filter the results. Click the Clear Filter{s) button to return all recards.

Employer: All Available = & @ First Mame:
9 Emel (@) |- Select Action Below - N

Delete  Export  Print  Supervisors

Job Filters C0nly show New?
My Jobs: o 1) Select/Deselect All [
lobs:
el N i < LISTED - Jobs Currently Listed with Applicant Data (if applicable)
Show Jobs From All My Emp ¥ Academic Resources Center z
Job Status: - Ref# Title Contact Job Type App # » & & > > 8 LA 2
Ddel gy Duas  Smmmy  Deain  Onemo  Awiaes  Awiens

) 6608 TestOn Campus StipendJob-1...  Test On Campus Supervisor ~ On-Campus Stipend 1(1 New)

@ [ Listed Jobs (2)
g [ Pending Approval (0) O 6607 TestOn Campus FWS Job - 1/10/.. Test On Campus Supervisor ~On-Campus Federal Work Study 1 (1 New] [ Selec/Deselect All Show[25 ¥ | results per page [ dmiertges « s
[ Review Mode (0)

‘3 o Storage Mode (27) Mame Email Address ‘App Date Status  Flag Emailed? Resume Award  Preview Actions
¥ Roy Aozers! royrozers] @ngwebsalutions.com 1102018 New I Resume Q Actons -
Email Applicant

Print Application
Delete Application

— i

If you wish to hire the student, after clicking the “# Applicants” link next
to the job on your control panel, please select ‘Hire Applicant’ from the
Action dropdown list next to the applicant’'s name you wish to hire.
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Hire an Employee

" Biiass | Dartmouth

#  Students JobX Reporting  Access & Audit

Welcome, Test On Campus Supervisor | Logout

Hire Students
For Job: Test On Campus Stipend Job - 1/10/18

There are 5 openings for this position. Please select 5 or fewer applicants te fill this job.

®<—- Click for help on completing this step.

Hire On-line Applicants Hire Candidates who did not apply On-line
Roy & Rogerst First Name :::S::e Last Name Employee ID

d ]| |
| ]| |

B-I [N |
|

[N |
[y |

s— | coostep2 |

>  The student’s name will be automatically selected for you.

>  Next, click ‘Go to Step 2’ to launch the hire validation engine.

nextgen® J°®
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Hire an Employee

n UNiass ‘ Dartmouth

@  Students JobX Reporting = Access & Audit

Welcome, Test On Campus Supervisor | Logout

Hire Student(s) Step 2: Fill Out Hire Info
For Job: Test On Campus Stipend Job - 1/10/18

Validate Employees
Employee Enter ID:

[X] Roya Rogersi 11111111 f‘

Check Employee ID | h

> The Employee’s 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 can correct their ID by typing over the pre-filled ID.
Please note: If their 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.
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Hire an Employee Flow — Fail Validation

u Siiass | Dartmouth

#  Students JobX Reporting Access & Audit

Hire Student(s) Step 2: Fill Out Hire Info
For Job: Test On Campus Stipend Job - 1/10/18

Validate Employees

Employee Enter ID:
[X]1 Roy z Rogersl 111111111 ”‘

Check Employee ID

Validation Lookup Results

Roy a Rogers1:

« Enrolled The student is Enrolled

K h Gradstudent The student must be recognized as 2 Graduate Student in COIN
19 Present 19 must be present

« W4 Present W4 must be present

Email Results

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

Lconce! | fffmmm—

Welcome, Test On

Send an email

From |teston@ngwebsolutions.com |

To reyrogers1@ngwebsolutions.com

cc | |

see | |

Subject |Hire Validation Results |

@BIUS xx A4 i-i=| == === =¢pEH=|rmmpBmEEBH 4

Below are the results of an attempt to hire. If there are issues preventing a succesful hire please visit the
finiancial aid office to resolve.

Roy a Rogersl:

+ Enrolled The student 1s Enrolled

W GradStudent The student must be recognized as a Graduate Student in COIN
" 19 Present

Body + W4 Present

19 must be present
W4 must be present

Send Email

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

If the employee is NOT eligible to be hired, the system will present a red X next to each eligibility requirement the

employee did not meet. The hire request will be prevented and you will need to click the ‘Cancel’ button.

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.
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Hire an Employee Flow — Pass Validation

" SiIass | Dartmouth

Welcome, Test On Campus Supervisor | Logout
A  Students JobX Reporting  Access & Audit

Hire Student(s) Step 2: Fill Out Hire Info
For Job: Test On Campus Stipend Job - 1/10/18

Validate Employees

Employee Enter ID:
X1 Roy aRogersi 111111111 f*

Check Employee ID

Validation Lookup Results

Roy a Rogers1:

L Enrolled The student is Enrolled

L GradStudent The student is recognized as a Graduate Student in COIN
4 19 Present 19 must be present

L W4 Present W4 must be present

Email Results

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

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 Employee

u vhlass Dartmouth

»  Data from the original job listing will be pre-filled St e ]

#  Students JobX Reporting  Access & Audit

in the Hire Request Form to reduce your data  ireswaents step 2: il out re nfo

For job: Test On Campus Stipend Job - 1/10/18

entry eﬁorts' Please fill out hire info for this student.
. . . . Employee First Name: [Roy \
> You may edit the information prior to R T ; ]
establishing the hire. Employee Last Name [Ragers ]
Employee ID number [111111111 |
]

. « . ” Email Address of Employee Hired [royrogers1 @ngwebsolutions.com
>  Click on the “Submit Request” button. o
Estimated Employment Start Date {mm/dd/yyyy)
Stipend Commitment  F
Bt Combo code —
Budget Combo Code 1 % . F
Budget Combo Code 2 L]
Budget Combo Code 2% ]
Budget Combo Code 3 I
Budget Combo Code 3 % ]
ButgeCombo Code 4 —
Budget Combo Code 4 % 1
Stipend Type Graduate Research Assistantship
Is this a hire or a re-hire? ® Hire O Re-Hire*
Additional Notes

s e o —
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Approved for Hire
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Next Step: Approved for Hire

Your hire will automatically be approved once you click the Email Hire Approval
button! A confirmation message will be displayed stating the hire has been sent to the
hire archive.

mmmmmmmmmmmmmmm ftn
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Please contact the Student
Employment at:

508-999-8643
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