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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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Next Gen 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.

Next Gen Web Solutions offers web
and mobile software solutions to
enable administrators to efficiently
manage online forms, scholarships,
employment, online timesheets and
other specialized processes that
requires electronic management.
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JobX Benefits

«~  Easyjob posting

A5
111

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

Y Customize job specific questions on the application to find the “most qualified” candidates

“% " inyour job(s).
i Systematic e-mail alerts ensure timely communications amongst everyone (employees,

supervisors, site administrators).

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

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

Jo® nextgent

nnnnnnnnnnnnnnn elnet

NGWEB SOLUTIONS, LLC - CONFIDENTIAL AND PROPRIETARY - 4
DO NOT SHARE WITHOUT PERMISSION




Training Agenda

Access JobX

Job Posting

Review and Hire Applicants

Approved for Hire

Questions
.Jo@ nextgen=
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Access JobX
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Access JobX Jo5)

Welcome to the Student Employment Portal

Navigate to your
school's customized
JobX Site

Student Workers On-Campus Supervisors Off-Campus Employers /
= Search and apply for on-campus jobs Create and post jobs = Create and post jobs
Review applications = Review applications

Th e n Cl i C k O n th e . :g:?i::)efr:?jgsl;_hnail notifications about
‘Off-Campus

Hire students
Palicies, forms, and training

Employers’ link.

Disclaimer:

Washington College is dedicated to establishing and maintzaining 2 safe and nondiscriminatory learning, living, and working environment in which
all individuals are treated with respect and dignity. Washington College is an equal opportunity/affirmative action employer with a strong
commitment to diversity and inclusion. Washington College does not discriminate on the basis of sex, race, color, religion, age, disability, status as
3 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.

JobX Portal:

https://washcoll.studentemployment.ngwebsolutions.com/washcoll
_standardlogin.aspx

nextggﬁ'—"" Jo@
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Off-Campus Employers Request Lo

L Off-Campus Community Service Partners

Washi
Colkge

Student Employment News
Welcome to the Student Employment website!

This is the best way to reach students and advertise your job.
Employers with positions open are welcome to add them for FREE
to our database by clicking one of the links to the right.

General information about how to become an Off-Campus FWS
employer.

Off-Campus Supervisor Training
Click here to access the Off-Campus Supervisor Training in PDF
format.

Suggestion Box

Send us your suggestions, ideas, or concerns!

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.

FWS Jobs

Federal Work-Study (FWS) is a federally funded financial aid
program established to provide part-time employment
opportunities for students with demonstrated financial needs.
Off-Campus Community Service partners, typically non-profit
agencies, offer FWS students an opportunity to help improve the
quality of life for the surrounding community.

Off-Campus Partners - JobX Login

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

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

Click the ‘Request Access to Site’ link.

obX)
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Off-Campus Employers Request Login

YYou 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. ot oy s oo,

First Name *
Middle Name

Then click ‘Submit’ button to

Full Email Address *
EBamole: oy

submit your request for an =

approved login. .

Website

Ererpasswore:
Resnterpasswors: [

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

Choose a Password *
Bassorcs e asesensive

Employer Choose one... >,

Job Title Nextgenjv

Notes

¥ your emloyer i ot szed in the pull-down menu.

e one you indicated wikh the pul-down menu aove.

This must be verified prior to submitting the form

D I'm not a robot e

NGWEB SOLUTIONS, LLC - CONFIDENTIAL AND PROPRIETARY -
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Off-Campus Employers JobX Login

Powarad by NoxtGen

’ = Off-Campus Community Service Partners
Washington

College  Off-campus employers may post job opportunities for applicants. Non-profit community service employers may submit an application to

participate in the Federal Work-5tudy Off-Campus Program.

Student Employment News
Welcome to the Student Employment website!

This is the best way to reach students and advertise your job.
Employers with positions open are welcome to add them for FREE
to our database by clicking one of the links to the right.

General information about how to become an Off-Campus FWS
employer.

Off-Campus Supervisor Training
Click here to access the Off-Campus Supervisor Training in PDF
format.

Suggestion Box

Send us your suggestions, ideas, or concerns!

FWS Jobs

Federal Work-Study (FWs) is a federally funded financial aid
program established to provide part-time employment
opportunities for students with demonstrated financial needs.
Off-Campus Community Service partners, typically non-profit
agencies, offer FWS students an opportunity to help improve the
quality of life for the surrounding community.

Off-Campus Partners - JobX Login /

Lagin to post jobs, access student applications, and hire students.

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

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

obX)
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Attention!

You are required to log-in to use the system. Enter your username (email address) and
password.
By logging-in | understand and acknowledge:
* Any unauthorized review, use, disclosure, or distribution of confidential information
contained in this system is strictly prohibited.
* | agree to access and use information contained within this site for my employment duties
only.
* Any misuse or unauthorized release of confidential information may be grounds for
discipline or legal action.

Employer
If this is your first time visiting this site, please click here. Otherwise, Please Log In! S u p e rVi S O r
e Login to JobX

Password
Login
Forgot Password? Employer - Create Account Request

Login utilizing you're your email and ‘Password’ created at
Request Login.

J o@ nextgen=
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Online Help
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Online Help

Welcome, Test On-Campus Supervisor | Logout

# Students~ JobX ~  Reporting ~  Access & Audit ~ /
Online Help /',\

Welcome to the Student Employment Portal

Student Workers On-Campus Supervisors Off-Campus Employers

» Search and apply for on-campus jobs Create and post jobs » Create and post jobs
and interships Review applications * Review applications

Hire students
Policies, forms, and training

* Sign up for JobMail notifications about
positions that interest you

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

NGWEB SOLUTIONS, LLC - CONFIDENTIAL AND PROPRIETARY -
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JobX & TimesheetX Manuals

Q 0 articles Q 21 articles Q 7 articles

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

E 7 articles Q 5 articles

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

E 0 articles

TimesheetX - Administrator 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.

Jo@ nextgen®
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Create a
Job Posting

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

D Inactive (2) ®

Wage: $11.51 - $12.50 /hr

FL 32216

# Employees - JobX - Reporting-  Access &Audit- Help -
Job Control Panel
= Result Filters:
My Jobs Only
Employer Name: )
© Add a Job Search Title, Description, Requirements, Contact or job ID - Select Action Below - v
Show Jobs From All My Employers v
[ select/Deselect Al Show 25 v results per page 1| t0250f28 << < > >>|
Job Status:
D Active, Listed Jobs (11) @ Student Employee Admin Assistant Applications: 3 (3 New) Employer: ACADEMIC AFFAIRS
(] pending Approval (1) @
EppnaIE (] Job Id: 4526 Status: Active, Listed Listed: 01/30/23 T
D Active, Not Listed (14) @ Contact Person: Test On-Campus Location: Job Type: On-Campus
Supervisor 6821 Southpoint Dr. N Jacksonville Non-FWS Jobs

Job Type:
Choose Job Type 2
Baseball Student Assistant : ) : ATHLETICS - BASEBA
() show My Jobs Only Applications: 3 (2 New) Employer: LETIC! SEBALL
Wage Filter: (] Job Id: 4503 Status: Active, Listed Listed: 01/30/23 RS o
—— Contact Person: Test On-Campus Location: Job Type: On-Campus
ge: 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| Highwage
(] Job Id: 4527 Status: Active, Listed Listed: 07/31/22 S =
Contact Person: Test On-Campus Location: Job Type: On-Campus
Supervisor 6821 Southpoint Dr. N Jacksonville  FWS Jobs
Waga* &R NN - 1N NN /hr El 2221A

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

obX)
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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
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.

Jo@ nextgen=
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Create a Job Posting - Job Type

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

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

Please Choose a Job Type

Choaose one...

On-Campus Jobs
Internship Jobs
¢ On-Campus Employment: On-campus positions are typically paid an hourly rate, ranging between $15 and $18 an hour. Select positions may be paid using a stipend.

¢ Internships: These positions provide students with real-world experience and are aligned with various academic and career goals.
¢ Off-Campus Community Service: These positions are available to students with Federal Work Study. The work typically involves improving the community and its residents..

b type you wish to use to recruit students during the student employment process. Once a job type is assigned to a job, you may not change the job type instead
ill need to be created.

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.

Powarad by NoxtGen
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Create a Job Posting - Complete Job Posting Template

Job Category * <=

Complete the Job Posting Template —
The Job Posting Template may vary depending on eslesnise oy
the job type selected =

Fields denoted with a red * are required fields =

Lastly, click ‘Submit’ to continue the next stepsin = wesw  woo e

the process. =

Important Note: [f your school has loaded your it o
contact information (e.g. Phone Number, Fax Number, .2
& Office Address), these fields will be pre-filled —

systematically. If not, you may optionally enter your | = |
Phone Number, E-Mail Address, and Location so an o

applicant can contact you, if desired. B ———
>
JobX) nexfgen=
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Create a Job Posting - Review Default Application

Employee ID *
Resume * Choose File | No file chosen

DHTML

"] 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.

NGWEB SOLUTIONS, LLC - CONFIDENTIAL AND PROPRIETARY -
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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).

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 1t new field being presented within this new section.

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

You can place any new question exactly where you want it by selecting

the desired location in the “Where to Add this Question” drop down list.

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

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

‘ Pick from Existing Questions | Create a New Question ‘

Question Details

Questlon Type ¥
Please select
Please select

Single Line Text
Multiple Line Text
Single Choice
Multiple Choice = e ap
Date

File Upload
Instructional Text

Application Behavior

Application Section ¥
Select an existing section ~ Create a new section
|- Please select -- v | [ I

Other flags
[ Application input is required ¥
[ prefill this question from previous answer? *'

Where To Add This Question? ¥/

|End of Application v h

| Add Question | fffmm—

NGWEB SOLUTIONS, LLC - CONFIDENTIAL AND PROPRIETARY -
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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 v

When all the above information looks correct... RalCGEAGEHIE

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
jobisin 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.

JobX) nextgen=
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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? = Assoon 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... e QEERCRT N

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

NGWEB SOLUTIONS, LLC - CONFIDENTIAL AND PROPRIETARY -
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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.

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.

Job Control Panel

= Result Filters: Job Status: Pending Approval Reset Filters
Show Jobs From All My Employer: v D Select/Deselect All Show 25 v results per page
Status:
b o MO —
[ active, Listed Jobs (85) @
Pending Approval (1) ® [ Job Id: 4422 Status: Pending Approval

Contact Person: NextGen TimAdmin
Wage: $10.00 - $11.50 /hr

[ Active, Nox Listed (3) @
Oinecive @ @
Job Type:
Choose Job Type v
My Jobs:
[ show My obs only
Wage Filter:
Low Wage:
Low Wage
High Wage:
High Wage
Wage Range:
Low Wage To| HighWage

Location:
6821 Southpoint Dr. N. Ste 220 FL 32216

Delete Selected Jobs.
1 tolofl << < > >>|
Employer: AIB / Admissions Office - 123
Listed: Adions  ~

Job Type: On-Campus Non-
FWS Jobs

JobX) nextgen®
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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

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

Job Control Panel

_ Welcome, Test On-Campus Supervisor | Logout
= Result Filters: Employer: All Available
Job Status: Pending Approval Reset Filters # Employees - JobX~ TimesheetX - Reporting~ Access &Audit - Help -
Employer Name:
©Add a job Search Titlg
Show Jobs From All My Employers v sl Manage job
Job Status: Select/Deselect All Job Title Employer Status Job Type
[ Listed Jobs (2) ) !
Pending Approval (1) Fitness Center Attendant STUDENT RECREATION Pending Approval On-Campus Non-FWS Jobs
Fitness Center Attendant
[ Review Mode (0) 0 Additional details about this job's status:
D Storage Mode (0) Jobla: 4‘;96 ) Etam?: P_ » This is a new job that has not yet been approved.
Job Type: Contaq erson: Test On-Campus ocation: » Itis set to go live upon approval.
Supervisor 6821 Sou » JobMail has been requested to be sent when the job is approved and listed.
Choose Job Type ¥ 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.

Edit, view or remove the online application.

» Click to cancel approval and change to

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

View Applicants Hire Applicant

No applications have been submitted for this job. You cannot hire employees while the job is in this status.

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

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

To edit the application tied to your job, .

click ‘Edit or View the Online
Application’. Finess Center Attendant

Job ID 4496

Powarad by NoxtGen
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Review & Hire Applicant(s)
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Manage
Applications

HOW DO | REVIEW APPLICATIONS FOR MY
JOB POSTING?

JobX) nextgen®
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Manage Applications

Job Control Panel

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

Rl Apply Action

to110f11 [<< < > >>|

-- Select Action Below --

v results per page 1

&~

Show Jobs From All My Employers v Search Title, Description, Requirements, Contact or Job ID

Job Status:
Active, Listed Jobs (11) ®

D Select/Deselect All Show 25

Employer: ACADEMIC AFFAIRS

Powarad by NoxtGen

O Pending Approval (1) @

Student Employee Admin Assistant

Applications: 3 (3 New)

(] Active, Not Listed (14) @ (] Job 1d: 4526 Status: Active, Listed Listed: 01/30/23 Actions =
Dnsctvet ® Contact Person: Test On-Campus Location: Job Type: On-Campus
nactive () Supervisor 6821 Southpoint Dr. N Jacksonville FL Non-FWS Jobs
Job Type: Wage: $11.51 - $12.50 /hr 32216
Choose Job Type v
D Show obs Onl
g Y Baseball Student Assistant Applications: 3 (2 New) Employer: ATHLETICS - BASEBALL
Wage Filter:
LoW Wage: (] Job1d: 4503 Status: Active, Listed Listed: 01/30/23 e -
ge: Contact Person: Test On-Campus Location: Job Type: On-Campus
Low Wage yp
& 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
(] Job1d: 4527 Status: Active, Listed Listed: 07/31/22 T
Contact Person: Test On-Campus Location: Job Type: On-Campus
Supervisor 6821 Southpoint Dr. N Jacksonville FL FWS |obs

» 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.

obX)
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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 (+). 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:

a Only show New?

Apply Filter(s) Clear Filter(s)

[]  selectDeselectAll  Show 25~ results per page

— Select Action Below - v [EENTZYaT)
1 to2of2 |l < > >

Name / Email Address AppDate  Status Flag Emailed? Resume Award  Preview  Actions
Frank Rogers3 frankrogers3@ngwebsolutions.com 9/24/2020  New! [ Resume 94000 @ Actions v
D Roy_Rogers1 royrogers1@ngwebsolutions.com 9/24/2020  New! = Resume 2500.00 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.

QQ@ nextgen®
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Interview anad
Selection

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

-- Select Action Below -- v Apply Action

— Select Action Below —

Delete

[:] Select/Deselect All Show 25 v results per page 1 to6ofb << < > >>| Export Summary
Export Details
Print Summary /
Print Details
Email Address Status Resume . :
Name App Date Flag Emailed? Award Pr Send Greeting Email s
Roy_Rogers1 royrogers1@ngwebsolutions.com 6/11/2020 Pending /7 Greeted  Resume 1000.00 | Send Reject Email
Send Custom Email
Larry Rogersé larryrogersé@ngwebsolutions.com 6/4/2020 New! =] Resume Q Actions v

» 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

S — > This feature is utilized to reach
informing applicants when the job has been filled. For that purpose, first fill the job, then you will be automatically prompted to inform the other O ut to O n e O r m O re St u d e n tS .

applicants.

Defaul i selected if not g i i or rejected.
F D Rogers1, Roy [royrogers1@ngwebsolutions.com] | f I t t h
New! 7 [[] Rogers2,Ted [tedrogers2@ngwebsolutions.com] > yo u S e e C m O re a n O n e
New! A Rogers3, Frank [f com] Student to InterVIeW, IndIVIduaI
Ce P list of oth mail i i i i
Example:

°°°°°°° = e-mails will be sent to each
J student selected. If you don't
wish to interview an applicant,

B U = ¢
I am interested in meeting with you to discuss your interest e a S e e S u r e t e O X n e Xt t O
in the "Your Institution Job Title" job opening in my
Body department. Please contact me at your earliest convenience . .
so that we can set up a time to meet to discuss your interest
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.

JobX) nextgen=
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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 | IENIRNailoh]

— Select Action Below —

Delete

[ selectDeselectAll  Show 25 v results per page 1 t060f6 [<< < > >>| Export Summary
Export Details

Print Summary

Print Details
Email Address - ’
Name App Date Status Flag Emailed? ~ Resume  Award  Pré (Sl Ema’ ns
o — T T I 6/11/2020  Pending /7 Greeted  Resume 100000 @ SendRejectémal
Larry Rogers6 larryrogers6@ngwebsolutions.com 6/4/2020 New! = Resume Q IR

» 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’

Jo@ nextgen®
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Notify applicant(s) they were NOT Selected

» This feature is utilized to
I n fo r m O n e O r m O r.e .St u d e nts >Uggestea use: 10 INTOrm applicants tnat tney aia Not get tnis Joo.
t h ey d I d n Ot g et t h I S J O b . Do 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.

Email Applicants - Rejection

Default: No applicants selected. You must select recipients.

If I t th New! /2 D Rogers1, Roy [royrogers1@ngwebsolutions.com]
> yO u Se e C m O re a n O n e New! £ D Rogers1, Roy [royrogers1@ngwebsolutions.com]

stu d e nt. to rej ect, individual e- o O it g
m a I | S WI I I b e S e nt t O e a Ch . New! /& Rogers4, Samuel [samue|rogers4@ngwebso.lunons.com]

New! A Rogers6, Larry  [larryrog com]

student selected. If you don't i Cl oo e

wish to reject an applicant, s ity o e
please be sure the box next
to that candidate is not =
checked. e

Jjulie@ngwebsolutions.com
Campus FWS Jobs - 052020 - Not Available

Job: Test
@B 1y ®é

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

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

» 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) nextgen=
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Undelete
Applications

HOW DO | UNDELETE AN APPLICANT?
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Undelete Application

- Select Action Below - v
D Select/Deselect All Show 25 ~ results per page 1 todofd|<< < = >>| Show Deleted?
Name Email Address AppDate  Status  Flag Emailed? Resume Award Preview  Actions
[} Bernice Rogers7 bernicerogers7@ngwebsolutions.com 7/31/2025 = Q, Actions ~
D Roy Rogers1 royrogersijtbdemo@ngwebsolutions.com 2/18/2025  Deleted = 2599.00 Qs Actions =
D Roy_Rogers1 royrogersijtbdemo@ngwebsolutions.com 1/30/2025 Deleted FJ 2599.00 Qg, Actions  ~
D Roy Rogers1 royrogers1jtbdemo@ngwebsolutions.com 11/8/2024  Deleted = 2599.00 Q Actions ¥

Click the box next to ‘Show Deleted?’

The “Deleted” applicants will show up in pink on the screen.
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Undelete Application

— Select Action Below - +
D Select/Deselect All Show 25 ~ results per page 1 todofd|<< = > >3 Show Deleted?
Name Email Address AppDate  Status  Flag Emailed? Resume  Award  Preview  Actions
[} Bernice Rogers7 bernicerogers7@ngwebsolutions.com 7/31/2025 = Q, Actions
D Roy Rogers1 royrogersijtbdemo@ngwebsolutions.com 2/18/2025  Deleted = 2599.00 Q; ' Actions ¥ l
D Roy_Rogers1 royrogersijtbdemo@ngwebsolutions.com 1/30/2025  Deleted = 2599.00 Q, Email Applicant ,
D Roy Rogers1 royrogersijtbdemo@ngwebsolutions.com 11/8/2024  Deleted = 2599.00 Qs Print Application
| UnDelete Application

Click the ‘Actions’ drop down and select ‘UnDelete Application’
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Undelete Application

- Select Action Below - v
D Select/Deselect All Show 25 ~ results per page 1 todofd|<< < > >3 Show Deleted?
Name Email Address AppDate  Status  Flag Emailed? Resume  Award  Preview  Actions
[] Bernice Rogers7 bernicerogers7@ngwebsolutions.com 7/31/2025 = Q, Actions  ~ /
(] Roy Rogers1i royrogersijtbdemo@ngwebsolutions.com 2/18/2025  New! = 2599.00 @ Actions
D Roy_Rogers1 royrogersijtbdemo@ngwebsolutions.com 1/30/2025  Deleted = 2599.00 Q, Actions =
[:] Roy_Rogers1 royrogersijtbdemo@ngwebsolutions.com 11/8/2024  Deleted = 2599.00 Q Actions =

Once application is “Undeleted” the application will no longer be highlighted in
pink.

Powarad by NoxtGen
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Hire
Applicants

HOW DO | HIRE AN APPLICANT OR
APPLICANTS WHO APPLIED?
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Hire an Applicant - Select Applicant

Job Control Panel

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

Show Jobs From All My Employers v

Job Status: [ select/eselect Al
Active, Listed Jobs (11) ®
; ployee Admin Assistant
[:I Pending Approval (1) @ Student fm
() Active, Not Listed (14) @ [] Job Id: 4526
. Contact Person: Test On-Campus
D Inactive (2) @ i
Supervisor
Job Type: Wage: $11.51 - $12.50 /hr
Choose Job Type v
[:] Show My Jobs Only
Baseball Student Assistant
Wage Filter:
R — [ Job 1d: 4503
ge: Contact Person: Test On-Campus
bowWage Supervisor
High Wage: Wage: $8.00 - $9.50 /hr
High Wage
Wage Range:
Low Wage To| High wage Student Basketball Assistant
[ Jobic: 4527
Contact Person: Test On-Campus
Supervisor

Search Title, Description, Requirements, Contact or Job ID

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 |acksonville FL

Show 25 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 |obs

Rl Apply Action

1 to1of 11 [<< < > >

-- Select Action Below --

Employer: ACADEMIC AFFAIRS

Actions  ~ /

Employer: ATHLETICS - BASEBALL

Actions -

Employer: ATHLETICS - BASKETBALL

Actions v

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.

NGWEB SOLUTIONS, LLC - CONFIDENTIAL AND PROPRIETARY -
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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 (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:

D Only show New?

Apply Filter(s) Clear Filter(s)

Send Reject Email A4l Apply Action

D Select/Deselect All Show 25 v results per page 1 to3o0f3|<< < > >>| D Show Deleted?
. Profile . .
Name Email Address AppDate Status Flag Emailed? Resume Vidéo Award Preview Actions

Frank Rogers3 frankrogers3@ngwebsolutions.com 7/29/2020 New! /7 1000.00 @ Acions  ~

O Ted Rogers2 tedrogers2@ngwebsolutions.com 7/28/2020 Hired [ 9.00 Q Email Applicant

O Roy_Rogers1 royrogers1@ngwebsolutions.com 7/28/2020 Hired Resume Video 1268.00 PrntApplication
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.

JobX) nextgen®
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Hire an Applicant - Applied to Job Posting

Hire Students
For Jab: Test Off Campus Job 010726

There are 4 openings for this position. Please select 4 or fewer applicants to fill this job.

(i) <-- Click for help on completing this step.

Hire 0»4&: Hire Previously Hired Applicants Hire Candidates who did not apply On-line

Ted b Rogers2 D Malachi Rogers5 (12/13/25 - 01/16/26) First Name Middle Initial Last Name * Student ID *

» 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.

» Please note, multiple candidates may be selected under the Hire On-Line Applicants if the
job has more than one position available for hire.

» Next, click ‘Go to Step 2'.
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Selected Hires
& Rehire

HOW DO | HIRE A PERSON WHO DID NOT
APPLIED OR IS A REHIRE?

JobX) nextgen®
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Hire Request - Select a Hire or Rehire a Person

Test On Campus 010726 Applications: 1 (1 New) Employer: Student Employment - Test
[ ljob Id: 4571 Status: Active, Listed Listed: 01/07/26
Contact Person: Test On-Campus Location: Job Type: On-Campus _ |
Supervisor 6821 Southpoint Dr. N Jacksonville FL Jobs Edit Job
Wage: $15.00 /hr 32216 Manage Application
| Hire/Re-Hire Candidate

» Locate the job you wish to hire, and click the ‘Actions’ drop-down box
and select ‘Hire/Re-Hire Candidate’

Jo@ nextgen=
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Hire Request - Select a Hire

Hire Students
For Jab: Test Off Campus Job 010726

There are 4 openings for this position. Please select 4 or fewer applicants to fill this job.

(D = Click for help on completing this step.

Hire On-line Applicants Hire Previously Hired Applicants Hire Candidates who did not apply On-line

D Ted b Rogers2 D Malachi Rogers5 (12/13/25 - 01/16/26) First Name Middle Initial Last Name * / Student ID * /

Rogers1 1111111

» To request a candidate who has not applied, enter their Name and Student ID in the fields
under ‘Hire Candidates who did not apply On-line’

» Please note, multiple candidates may be entered if the job has more than one position
available for hire.

> Next, click ‘Go to Step 2'.

Jo@ nextgen®
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Hire Request - Rehire

Hire Students
For Job: Test Off Campus Job 010726

There are 4 openings for this position. Please select 4 or fewer applicants to fill this job.

(i) =-- Click for help on completing this step.

Hire On-line Applicants Hire vaé Hired Applicants Hire Candidates who did not apply On-line
[ ] 7ed b Rogers2 Malachi Rogerss (12/13/25 - 01/16/26) First Name Middle Initial  Last Name * Student ID *

To rehire a current student employee into a new term, check the box next to the student
you with to rehire under the ‘Hire Previously Hired Applicants’ column.

Please note, multiple candidates may be entered if the job has more than one position
available for hire.

Next, click ‘Go to Step 2'.
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Hire Validation

HOW DO VALIDATE A STUDENT'S
ELIGIBILITY?

Jo@ T
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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 444444244

Check Employee ID

» After selecting the student who wish to hire and clicking the ‘Go to Step 2 button’, the
Validate Employees screen will be displayed.

» The Student's ID provided in the system will be defaulted into the ID field

» Please note: If the student ID is not correct, the student will likely fail the hire process as the
system validates against the Student ID provided to JobX by your institution.

» Next, click ‘Check Employee ID' to launch the hire validation service for this employee
or employees if multiple students were selected.
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Hire an Applicant- Compliance Validation - Fail

»  The system will validate the employee’s Employes P
account to ensure they are eligible to be R — P
hired.

»  If the employee does NOT pass one or
more of the employment eligibility checks,

Validation Lookup Results

Larry Rogersé:

the system will present a red X next to each | * oy o et s

eligibility requirement the employee did .

not meet. ) i S
»  If the supervisor wishes to email the L e gy s

employee regarding the employment —

el|g|b|l|ty results in an effort to get them The employee did nar pass validation and cannot be hired at this time.

resolved, they can click the ‘Email results’ CCMb“mmm'm‘sm'

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 hire will display with a cancel button
preventing the student from hire due to
not being eligible for the job.
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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.

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

Validation Lookup Results

Samuel d Rogers4:

b 4 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

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

Cancel

Student does not have a valid W4 on file.
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Hire an Applicant- Compliance Validation - Pass

Validate Employees

Employee Enter ID:

[X] Roya Rogers1 ERRRERERE]

Check Employee ID

Validation Lookup Results

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

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

En 4

» 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.

Jo@ nextgef |
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Hire an Applicant - Hire Approval

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

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

You may edit the information prior to
establishing the hire.

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

After this step, the process is completed
within JobX.

Welcome, Test On-Campus Supervisor | Logou

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

Step 3: Fill Out Hire Record Info
Job Title: Student Employee Admin Assistant
First Name
Middle Name
Last Name
E-mail Address
Wage which will be paid to Employee *

Hours Per Week *

Samuel

Rogers4

11.51

10.0

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

Employment Start Date *
Employment End Date *

Notes

Attachment

Classification *
Primary Supervisor *

Secondary Supervisors

Pay Schedule *

01-08-2023

06-23-2023

Choose File | No file chosen

upload new Attachment.

Standard Student Employee v
Choose one... v

Ctrl + click to select multiple

Select Some Options

Choose one... v
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Pending Hires

WHERE DO | VIEW PENDING HIRE
REQUESTS?
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ending Hires

Welcome, Test On-Campus Supervisor | Logot

“ Employees-l)obX-lRepoMng- Access &Audit - Help ~

JobX Home (Job Control Panel)

Hires Pending Hire Requests
- Submit Simple Hire Request? - Pending Forms & Approval(s)
R Supervisor Search Student I
Filter by employ || TRequestDate  JobType Job Title Name D Employer Form/Status Actions
All Employers. v

Status: Incomplete - Pending Form Completion

(O Requests I've Submitted W4 Form: Not Completed

04/07/23 On-Campus FWS Jobs test Roy Rogers1 111111111 AIB/ Academic Computer Lab . Actions  ~
() Requests for my employer(s) 19 Form: Not Completed
W4 Form: Not Completed
. 05/19/20 On-Campus FWS Jobs A SCAD Test Job Dakota Rogers9 999999999  AIB/ Academic Computer Lab 19 Form: N Ip d Actions
Search by employee rm: Not Complete
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 Actions  ~
Last Name 03/02/22 On-Campus FWS Jobs A Boston Univ Test Job Susan Rogers8 888888888 AIB/ Academic Computer Lab Actions  ~
02/10/22 On-Campus FWS Jobs AAA - Swarthmore - Clerical IV Roy Rogers1 111111111 AIB/ Admissions Office - 123 Actions  ~
10/22/21 On-Campus FWS Jobs Analyst i1l Susan Rogers8 888888888 AIB/ Academic Computer Lab Actions v
10/22/21 On-Campus FWS Jobs A Boston Univ Test Job Roy Rogers1 111111111 AIB/ Academic Computer Lab Actions  ~
03/11/21 On-Campus FWS Jobs AA Duke Test Job Roy Rogers1 111111111 AIB/ Academic Computer Lab Actions  ~
01/20/21 On-Campus FWS Jobs A Duke University - Computer Lab - Analyst Il Roy Rogers1 111111111 AIB/ Academic Computer Lab Actions  ~
01/08/21 On-Campus FWS Jobs AAA UNION UNIV TEST JOB Roy Rogers1 111111111 AIB/ Academic Computer Lab Actions  ~
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

User Dashboard

Employee Information | Applications I 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 before you can begin working.

2. Please review the Employment Eligibility Forms & Details and/or Hire sections below to determine if you need to complete any remaining forms before you can be hired.
3. If you have outstanding forms, the form links will be highlighted in pink below.

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

5. After completing a form, refresh your screen to view the updated status on the dashboard.

Employment Eligibility Forms & Details

Criteria Status Link?

19 Status Not completed Form I-9

W4 Status Not Completed W4 Form

Washington College Policies Not Completed Washington College Policies

MWS507 Maryland State Tax Instruction Not Completed MWS507 M. Tax In: n
Select time period to display Employee Information = Current/Future
Hires
Job Title Cost Center Wage Hours  Start Date End Date Supervisor Forms / Status Hire Status
Test Off Campus FWS Job -112125 Off-Campus FWS - Test $15.00 6 12/13/2025 01/16/2026 Test Off-Campus Supervisor Active
Test On-Campus - 11/20/2025 Student Employment - Test $15.00 0 12/13/2025 01/16/2026 Test On-Campus Supervisor Active

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

obX)
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Student Authenticated into Dynamic Forms from JobX

Student is seamlessly authenticated into Dynamic Forms via JobX.

o Dynamic
——— Forms

®

........

"
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Electronic Form I-9 Workflow - Employee

» Student’s first and last name fields are populated from JobX
> Select ‘Click Here' to proceed to the Form [-9.
+ Students: Will complete section 1 of the form
« Administrator: Complete section 2 the Form I-9 once the student presents the
employment documents for physical inspection.

First Name:

Last Name:

Form -9 is a required government form that must be completed for authorization to work in the US. Please complete page
one of the I-9 electronically to verify your employment eligibility. You must complete this form and present I-9
documentation to the University prior to starting work for compliance with the Form I-9 regulations.

Instructions for Section 1 (Page One) - Click here for more instructions on completing the Form I-9.

« US Citizens and Permanent Residents: Please use your home address.

After Completing Section 1
You should click the 'Next' button to continue to view all pages of the legal document and click 'Submit’ on the last page.
You are completed with this document when you land on the confirmation page at the end.

Next, you will be required to come to the Student Employment Office to present |-9 documentation. Your I-9 documents
regulations require original forms of identification for employment eligibility. Photocopies are not acceptable.

« US Citi /P i, Present one d from List A or Present one document from List B and one
document from List C

« The Section 1 of the Form I-9 contains a feature that allows you, as the employee, to upload your employment
documents for your school to retain in their records. This feature does not eliminate the need for the physical
inspection of your employment documents.

After Completing Section 1

Per the Federal Regulations of the Form I-9, you must present unexpired original documentation that shows the school
your identity and employment authorization. You will need to have your documents physically verified by your Student
Employment Office, please contact them at fedwork.study@lehman.cuny.edu for additional steps. For a list of acceptable
documents click here.

" eby ack ledge the Physical Insp above that | will need to physically present my identity

and auth to work d to the school within 3 business days of the date of hire.

Click Here to complete your Form I-9.

nextgen®
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Electronic Form - Completed by Employee

» Complete the section 1 of the I-9 and electronically signs the form, including uploading your employment documents for

record retention.

» As a reminder, you will still need to present your original documents to the Financial Aid office for Physical Inspection of the
employment documents before your Form I-9 is approved.

> 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.

uscis

& 2) Eligibility Verif { Form I-9
:' : Department of Homeland Security OMB No. 1615-0047
M U.S. Citizenship and Immigration Services Expires 10/31/2022
AND
START HERE: Read i carefully before ing this form. The il i must be available, either in paper or electronically, during completion
of this form. Employers are liable for errors in the completion of this form.
ANTI-DISCRIMINATION NOTICE: It is illegal to inst work- CANNOT specify which document(s) an employee may

agail
present to establish employment authorization and identity. The refusal to hire or continue to employ an individual because the documentation presented has a future
expiration date also constitute illegal discrimination

Section 1. must complete and sign Section 1 of Form 1-9 no later than the first
day of employment, bmrmbe'oveawepunga}ohoﬂer)
Last Name (Family Neme) First Name (Given Name) Middle Initial @) Other Last Names Used (i any) @)
[ Rogers1 Roy na na
‘Address (Street Number and Name) st Number @ City or Town State Zip Code.
1123 Test Dr n/a Jax FL v 32011
Date of Birth (mm/dayyyy) US. Social Security Number Employee's E-mail Address @) Employee's Telephone Number @)
[{01/21/1199 123-456789 royrogers1@ngwebsolutions.com 9045551212
1am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in connection
with the completion of this form.
1 attest, under penalty of perjury, that | am (check one of the following boxes):
1. Acitizen of the United States
2. Anoncitizen national of the United States (See instructions)
3. Alawful permanent resident (Alien Registration Number/USCIS Number): N/A N/A
4. An alien authorized to work until expiration date, if applicable, mmvad/yyyy): N/A QR Code - Section 1
|Some aliens may write "N/A" in the expiration date fieid. Do Not Wite In This Space
lAliens authorized to work must provide oniy one of the following document numbers to complete Form I-9:
|An Alien Registration Number/USCIS Number OR Form I-94 Admission Number OR Foreign Passport Number.
1. Alien Registration Number/USCIS Number: A
OR
2. Form 1-94 Admission Number: N/A
OR
3. Foreign Passport Number: N/A
Country of Issuance: N/A
3830343131
Dsgens 02/16/2022
€ignaldre of Employee Today's Date (mmiddiyyyy)
Preparer and/or Translator Certification (check one):
1did not use a preparer or A and/or translator(s) assisted the employee in completing Section 1.
(Fields below must be completed and signed when preparers and/or assistan in Section 1.)
Form I-9 10/21/19 Page 10f4

[Saveprogess [ weq |

"
L
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JobX Dashboard Updated

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

D Dynamic
Forms

s,

User Dashboard

Employee Information | Applications | Job Mail

Employment Eligibility Forms & Details

Criteria Status

19 Status Employee Section Complete, Pending Approval(s)

W4 Status Employee Section Complete, Pending Approval(s)

Washington College Policies Completed

MW507 Maryland State Tax Instruction Employee Section Complete, Pending Approval(s)

Powarad by NoxtGen

S
4 \ 3
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Admin Completes Forms

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

Student: For Form I-9, the you will be required to physically show required documents to school admin in person. An
admin may return your form for revision as well, and will be noted on your User Dashboard.

Pending Status Form -9 Section 2 Approval
. Atagmscms g com

e ot 50 o e ot s e 84

Employment Eligibiity Veriication
‘Department of Homeland Security OMB Ho, 1615.0047
S Citzenship and Immgraion Services. Expies 08312019

nextgen®

Powarad by NoxtGor
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User Dashboard Updated - Workflow Completed!

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

User Dashboard

‘ Employee Information I Applicatiunsljob Mail I

Employment Eligibility Forms & Details
Criteria

19 Status

W4 Status

Washington College Policies

MW507 Maryland State Tax Instruction
Select time period to display Employee Information | Current/Future v
Hires

Job Title Cost Center

Test Internship - 11/20/2025 Student Employment - Test

Wage
$15.50

Hours  Start Date

6

12/13/2025

End Date
01/16/2026

e

Completed

Status

Completed
Completed

Completed

Supervisor Forms / Status

Test On-Campus Supervisor

Hire Status

Active

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

nextgen®
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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.

PN
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Approved for Hire

NGWEB SOLUTIONS, LLC - CONFIDENTIAL AND PROPRIETARY -
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Hire Approval Email

» When the student has been approved to work you will receive a hire approval email.

» Please work with your student employee regarding the position’s schedule, responsibilities, and

expectations.
JoBX) nextgen®

NGWEB SOLUTIONS, LLC - CONFIDENTIAL AND PROPRIETARY -
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Active Hire

WHAT ARE THE NEXT STEPS ONCE STUDENTS
ARE ACTIVE?

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



Next Step: Approved for Hire

Once you have hired a student, they will be active in the college’s payroll system.

Students will use Self-Service to complete timecards. As their supervisor, you will

need to approve their timecards at the end of a pay period so the students can be
paid.

If the student is paid using a stipend, be sure to complete the stipend request form,
found on the Student Employment SharePoint.

nnnnnnnnnnnnnn

& gpelnet
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Questions?

Please contact the Student
Employment Coordinator at:

student_employment@wash
coll.edu

or call 410-778-7725

NGWEB SOLUTIONS, LLC - CONFIDENTIAL AND PROPRIETARY -

nextgens
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