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=Total
Solution

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

and reporting process for
employees, employers, and
administrators.
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Access JobX

Navigate to your school’s
customized JobX Site

Then click on the
‘Request

‘On-Campus Employers’
link.

i gesrenee

L] S ployers & A

qu®

Welcome 1o the Student Employment Portal

Student Workers

* Search and apply for jobs
« Sign up for jJobMail notifications.

JobX Portal:

https://mit.studentemployment.ngwebsolutions.com/
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On-Campus Employer Request Login

Select ‘On-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 -

On Campus

Request Log in permission

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 /

NGWEB SOLUTIONS, LLC - CONFIDENTIAL AND PROPRIETARY - DO NOT
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On-Campus Employer Request Login

Complete Request Login Form.

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

You must be a registered user to post jobs on the Employment website, Please fill out the g
request as quickly as possible.

First Name *

- e
Y E—

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

Choose a Password *

Favmem e e reestie

Employer Choose one.. -
Job Title Nexganiy

Notes

¥ /R RO | A 7T P .

At 2ese sz e

e e =)
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On-Campus Employer JobX Login

After access approval, click the ‘Create and post jobs’ link to login to the system.

III' == Student Financial
“ Services

# Students -  Employers & Administrators ~

Student Workers
* Search and apply for jobs
« Sign up for JobMail notifications.

JobX)

Welcome to the Student Employment Portal

On-Campus Employers
» Create and post jobs
o Bevlew anilicat

Off-Campus Employers
 Create and post jobs
: i apsliaat
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Touchstone@MIT

Welcome, please identify yourself to access MIT services.

Have an MIT certificate?

Use Certificate - Go

O Atways login with this

No certificate? Use Kerberos username

Usemame: [ Jomcens

Have Kerberos tickets?

Use existing tickets - Go

O Atways login with this

Login utilizing your Kerberos

NGWEB SOLUTIONS, LLC - CONFIDENTIAL AND PROPRIETARY - DO NOT SHARE WITHOUT
PERMISSION
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Online Help
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Online Help

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

Employer Help

Online Help
JobX)

Welcome to the Student Employment Portal

Applicants & Employees On-Campus Employers Off-Campus Employers
Search for a job or sign up for e-mail Post available job positions, review Off-campus employers may post job
notification about positions that interest applications, and hire employees. opportunities for applicants. Non-profit
you. Job Fair is Feb 28. Please, plan on Employment guidelines and required community service employers may submit an
attending this incredible opportunity. documents are at your fingertips! application to participate in the Federal Work-
Study Off-Campus Program.

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

nextgen® JO@
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JobX & TimesheetX Manuals

E 0 articles g 21 articles Q 7 articles

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

Q 0 articles Q 7 articles g 5 articles

TimesheetX - Administrator Online Help 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.

nextge n= JO @
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Create a
Job Posting

HOW DO | POST A JOB IN JOBX?

nextgen® Jo®




Create a Job Posting — Add a Job

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

w Employees - JobX - Reporting -  Access & Audit -  Help -
Job Control Panel
= Result Filters:
My Jobs Only
E""P'Wm m earch Title, Desaription. Regquirements, Contact ar job ID n — Select Action Below -
Show Jobs From All My Employers v
[ select/Deselect Al Show 25 v results per page 1 t0250f28 |<< < > >>|
Job Status:
O Active, Listed Jobs (11) @ Student Employee Admin Assistant Applications: 3 (3 New) Employer: ACADEMIC AFFAIRS
[ pending A 11
[ pending Approval (1) @ (] Job Id: 4526 Status: Active, Listed Listed: 01/30/23 o
[ Active, Not Listed (14 @ Contact Person: Test On-Campus Location: Job Type: On-Campus
ype
y Supervisor 6821 Southpoint Dr. N Jacksonville  Non-FWS Jobs
inacive 2@ Wage: $11.51 - $12.50 /hr FL 32216
Job Type:
Choose job Type v
[ Show My Jobs Only Baseball Student Assistant Applications: 3 (2 New) Employer: ATHLETICS - BASEBALL
Wage Filter: [] Job 1d: 4503 Status: Active, Listed Listed: 01/30/23 prren
Low Wage: Contact Person: Test On-Campus Location: Job Type: On-Campus
S Be: Supervisor 6821 Southpoint Dr. N Jacksonville Non-FWS Jobs
it Wage: $8.00 - $9.50 /hr FL 32216
High Wage:
High Wage
Wage Range: Student Basketball Assistant Applications: 2 (2 New) Employer: ATHLETICS - BASKETBALL
Low Wage To! Highwage
[] Job Id: 4527 Status: Active, Listed Listed: 07/31/22 R
T Contact Person: Test On-Campus  Location: Job Type: On-Campus
Supervisor 6821 Southpoint Dr. N Jacksonville  FWS Jobs
Winmas cO AN €10 AN e 1 271 c
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Create a Job Posting - Department

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

Please Choose an Employer/Department

ACADEMIC AFFAIRS =

Academic Learning Center

ACCESS & ACCOMMODATIONS

@ Copyright 2001- 2023, All rights reserved.
ALUMNI RELATIONS

ARTS AND SCIENCES

ADMISSIONS NG WebSolutions, LLC. Jacksonville, FL Phone: 904.332.9001

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®
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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.

nextgen®
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Create a Job Posting — Review Default Application

>
General

First name * 4
Middle name 2
Last name 7
Email * ~
Employee ID * L4
Resume * | Choose File | No file chosen <&

[T]H™ML

[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

uestion Details
Use an abbreviated name for the question you’ll be adding for retrieval purposes q

in the “Pick from Existing Questions” library. Please Note: This will not be
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
Multiple Choice IE o
Date
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
guestions 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. Application Behavior

Application Section ¥
You can place any new question exactly where you want it by selecting the Select an existing section ~ Create 3 new section
desired location in the “Where to Add this Question” drop down list. ~ Please select - v

Other flags
When you are completed adding a question, click the “Add Question” button. (7 Application input is required ¥/
Lastly, to save the application, please click the “Save Application” button. [ Prefill this question from previous answer? »
Where To Add This Question? ¥/
Please note: All job specific questions you add to your institutional default LEnd of Application H h

application will be reviewed and approved by your Site Administrator.

| Add Question | —

Pormares by Pnatiion
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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?  4s soon as possible v

2. Do you want the job listed i diately after it is approved?  ves, diatel v

3. Do you want JobMail to be sent when the job is listed?  ves 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 information looks correct...

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

2. 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
job is 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® QQ®
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Create a Job Posting — Finalize Job Posting — Step 2

Your job will be approved by an administrator betore 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 | close the job v

When all the above information looks correct...

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® gg@’)
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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 Filtecs
. . i Satch Titie, Dencrition Asduittenanes, Caoten 6e3oh Il “ Deiee Seested Jobe v _
You may elther prlnt your JOb s-o-‘m::':uﬁn.-mp— v “WM Show 25 v results per page 1 totofl e « > >
details or click ‘Return to your <= esanteinn MO g Emplyer A/ Adssos Ot 12
) . - Active, Listed Jobs (§5) -
control panel’ to view and/or Breryomecino iz s s ssoron A P
manage your JObS fu rther. 7:‘:;:;:-1(3,@ Wage: $10.00 - $11.50 /hr 63821 Southpoint Dr, N, Ste 220 FL 32216 FWS Jobs
Job Type:
Chocse Job Type v
If you choose to return to the W:M_W
control panel, the job you just | yuesee
added can be located in the M
‘Pending Approval’ queue. e
Wage Range
Low fags Ta| rgn Ve
[ e ]

NGWEB SOLUTIONS, LLC - CONFIDENTIAL AND PROPRIETARY - DO NOT
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Edit a
Job Posting

WHAT STEPS DO | TAKE IF MY JOB
POSTING NEEDS UPDATING?
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Edit a Job Posting

w  Employees - JobX -

Job Control Panel

Welcome, Test On-Campus Supervisor | Logout

TimesheetX -  Reporting -  Access & Audit +  Help)

b= Result Filters: Employer: All Available Manage job
Job Status: Pending Approval Beset Filters
Employer Name: Employer Status Job Type
Show Jobs Frovm Al My Employers _ i STUDENT RECREATION Pending Approval On-Campus Non-FWS jobs
Job Status: | Select/Deselect All
|_ Listed jobs 2) + This is 3 pew job that has not yet besn approved.
& pending Approval (1) Fitness Center Attendant It & set 1o g0 ve upon approval.
[ i © » JobMall has been requested 1o be sent when the job is appeoved and listed
[ storage Mode (0) [ Job 1d: 4436 Status:
Job Contact Person: Test On-Campus Locatiol
¥F Supesvisor 6821 54
Choose job Type - Wage: $11.51 - $12.50 /hr FL322 Manage Application
E”"l: » Clich to update ksting optons This job is configurad to collect onfine appheations.
|| show My Jobs Only

» Click to cancel approval and change to

» Click to cancel approval and change 1o

LILE

Hire Applicant.

You canncr tsre empicyees while the job s in this tatus.

You may view the job and/or application
details or request the job status be changed
by simply clicking on the Job Title link.

No appcations have been submitted for this job.

D e

Jelow 13 & view of approximately how this job sppears to applicants:

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

the ‘Manage Job’ page. =
To edit the application tied to your job, click Piness Center Attsndant
‘Edit or View the Online Application’. jobiD 446

JobX)

nextgen®
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Review & Hire Applicant(s)
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Manage
Applications

HOW DO | REVIEW APPLICATIONS FOR MY JOB
POSTING?

nextgen® QQ@




Manage Applications

Job Control Panel

= Result Filters:
My Jobs Only
Employer Name: Job Status: Active, Listed
Show Jobs From All My Employers v m Search Title
Job Status: [ select/Deselect Al
Active, Listed Jobs (11) ®
ployee Admin Assistant
O Pending Approval (1) ® Student Em
(L) Active, Not Listed (14) @ [7] Job Id: 4526
Contact Person: Test On-Campus
[ inactive )@ s 3 PY
upervisor
Job Type: Wage: $11.51 - $12.50 /hr
Choase job Type v
[ show My Jobs Only
Baseball Student Assistant
Wage Filter: -
: [ ] Job Id: 4503
e Wégé' Contact Person: Test On-Campus
T SV Supervisor
High Wage: Wage: $8.00 - $9.50 /hr
Wage Range:
Lo Wos o | nhiwa Student Basketball Assistant

O dobskaar

Contact Person: Test On-Campus
Sunervisor

Description, Reguirements. Contact or job 1D

Show 25 v results per page

Applications: 3 (3 New)

Status: Active, Listed

Location:

6821 Southpoint Dr. N Jacksonville FL
32216

Applications: 3 (2 New)

Status: Active, Listed

Location:

6821 Southpoint Dr. N Jacksonville FL
32216

Applications: 2 (2 New)

Status: Active, Listed
Location:
6821 Southnaoint Dr, N lacksonville Fi

&

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

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

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

- Sefect Action Below -

1 to11of 11 |<< < > >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.

nextgens
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Manage Applications

The list below contains all applications that have been recelved 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 detalls.
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 ta return all records.

First Name:
Last Name:
| Only show New?
—Selact Action Below ~ v Apply Actior

Select/Deselect Al Show 25 v results per page ' toan2|1< > »»|

Name / Email Address AppDate  Status Flag Emalled? Resume Award  Preview  Actions
|| Frank Rogers3 frankrogers3@ngwebsolutions.com 9/24/2020 New! [ Resyme 94000 @&, i B
| Roy Rogersl royrogers1@ngwebsolutions.com 9/24/2020  New! A Resume 250000 @, Aoy =

»  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.

nextgen® Jo@
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Interview and
Selection

HOW DO | CONTACT AN APPLICANT OR
APPLICANTS FOR AN INTERVIEW?

nextgen® QQ@




Schedule an Interview

— Salect Action Below - v\ Apply Action

Delete

D Select/Deselect Al  Show 25 v results per page 1 t0b6ofb << < > >>| Export Summary
Export Detalis
Print Summary
Name Email Address App Date Status Flag Emailed?  Resume  Award Prict Detals ns
Send Greeting Email
gwebsolutions.com 11/, i r v Send Reject Email
Roy Rogers1 royrogers1@n 6/11/2020 Pending P Greeted Resume 1000.00 Send Custom Emal
Larry Rogers6é larryrogersé@ngwebsolutions.com 6/4/2020 New! =] Resume Q Avors -

» 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.

nextgen® JobX)
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Schedule an Interview

Jick here 10 refuen (o reviewing aoplications,

dggested use: To set up interview schedules.

ipplicants.

Email Applicants - Greeting

To

53

30 NOT use for informing applicants when the job has been filled, For

Defautt: Appl

that purpose, first fill the job. then you will be automatically prompte

pC
Nempr

nowt £ BB Rogerskfrank [frankrogersfingwebsolutions com)

C

ts selocted if not g or rejected,

Rogersi, Roy  [royrogersi@ngwebsolutions.com]

Rogers2. Ted [tedrogers2@ingwebsolutions.com]

list of other recip il o, walkin

Example: joeDy

AR y-e

com, Mary com

teson@ngwetsokitons com

T am interested in

meeting with you to discuss your interest

in the "Your Iastitution Job Title" job opening in my
department, Please contact e at your earliest convenience
o that we can set up a time 10 meet 1o discuss your interest

further,

ifany.

» This feature is utilized to reach out

o nform the e 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.

nextgen®

» 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.

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 were NOT Selected

~ Select Action Below -~ v | ISR
Delste
[[]  select/DeselectAll  Show 25 v results per page 1 to6of6|<< < > >>| Export Summary
Export Details
Print Summary
Print Details
Email Address
Name App.Date Status Flag Emailed?  Resume Award Py i P ns
Rogersl royrogers1@ngwebsolutions.com 6/11/2020 Pendi Greeted  Resume 1000.00 Send Reject Emal
e i s T sendCustomemat
Larry Rogersé larryrogersé@ngwebsolutions.com 6/4/2020 New! = Resume Q Actons

» 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® JobX)
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Notify applicant(s) they were NOT Selected

» This feature is utilized to inform

one or more students they did not | i
get this job. B
Email Applicants - Rejection
Mew! 7 || Rogerst,Roy (royrog com)
» If you select more than one -] S Wesene——
student to reject, individual e- e s
. . To tew 7 B Rogersé.tary  [lamryrogerséngwebsolutions com]
mails will be sent to each student e —————
selected. If you don’t wish to ot ————
reject an applicant, please be sure
the box next to that candidate is fom T
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.

nextgen® Q.g®
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Questions?

Please contact the Student
Employment at:

seo@mit.edu
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