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=Total
Solution

JobX assists schools to
automate the job posting,

JobX

Powered by NexiGen

application, hiring, and
reporting process for
employees, employers, and
administrators.
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JobX Benefits for Students

Apply for multiple L Job searches
jobs with one JObMa'.I rllgtglcatlonz on based on skills
application potential jobs matches

Automated notices
throughout the job
search process

Accelerated online
hiring process

Elimination of paper
forms

Web accessibility 24-hour service
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School Specific Customization

& Your site has YOUR school's look and feel

Your site has YOUR school departments

Your site has YOUR school customer fields

Your site has been configured to support YOUR
specific processes
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Training
Agenda

Login to JobX

\/ Complete a JobMail Subscription

Q Find a Job

= Apply for a Job

/74 JobX'My Dashboard’ Feature

nextgen®
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Login to
J[e]0)

Navigate to your
school's customized
JobX Site

Then click on the
‘Applicants &

Employees' link to
access the area of
your choice.

Washington College

#  Employees -  Employers & Administrators ~

JobX)

Welcome to the Student Employment Portal

Student Workers
* Search and apply for on-campus
jobs and interships
* Sign up for JobMail notifications
about positions that interest you

On-Campus Supervisors
* (Create and post jobs
s Review applications
* Hire students
* Paolicies, forms, and training

Off-Campus Employers
s (Create and post jobs
* Review applications

Disclaimer:

Washington College is dedicated to establishing and maintaining a 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 a veteran, national or ethnic origin, sexual orientation, gender identity, gender expression, or any other category protected by applicable law

in the administration of its educational policies, admission policies, scholarship and lean programs, employment. or other school administered
programs.

Washington College JobX Site:
https://washcoll.studentemployment.ngwebsolutions.com/

nextgen® JoBx)

obX
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https://washcoll.studentemployment.ngwebsolutions.com/

How to Login to JobX

Step 1: Click ‘Dashboard’ for access to your Dashboard or ‘Find a
Job' link to search for a job.

& Applicants & Employees
Washington
College  Explore job opportunities or subscribe to email notifications about positions that interest you.

.

Information Training Other Links /
Welcome Applicant and Employee Training Dashboard
Welcome! Learn about the Employment Click here to review a customized training Click here to review your recently applied

PowerPoint on how to apply for jobs. jobs, update your JobMail Subscription.

process at Washington College.
Washington College hires students for /
Finda Job

various positions throughout the campus.
Conduct either quick or advanced

There are hourly positions at the Miller . . .
Library, in Athletics, at the Lit House, as searches for available jobs. Submit an

nextg
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4
enr
WEB SOLUTIONS
A @elnet Comparny

well as paid internships through the Starre
Center and the Center for Environment
and Society. There is a job for everyone!
Hiring takes place all year long so be sure
to look at job postings frequently as they
are updated daily.

Forms

Download your 1-9, W-4, and MD507 forms
here. These are required in order to begin
work.

EAQ

Questions about JobX, the job registration
process, or our employment processes in
general? Check out our FAQ's to help
answer your guestions.

online job application.

Manage JobMail
Be the first to know when jobs matching
your criteria become available.

Contact Us
Have questions? Click here and send us

your questions, suggestions, or CONCermns.

NGWEB SOLUTIONS, LLC - CONFIDENTIAL AND PROPRIETARY -

DO NOT SHARE WITHOUT PERMISSION
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= Washington College
Sign in

Email Address

Student
Employee
Login to JobX

By logging in, you agree to abide by the Policy
on Responsible Use of Washington College
Computers and Data

Need help? Contact the Technology Service
Center

Login utilizing your Washington College SSO ID and ‘Password'.

nextgen® Jo@

A@elnet Company . poveredbyNextGen
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Online Help
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Online Help

Welcome, Roy a Rogers1 | Logout

#  Employees ~ | Help -

| online Help |

A JosX)

Welcome to the Student Employment Portal

Student Workers On-Campus Supervisors Off-Campus Employers
* Search and apply for on-campus * Create and post jobs * Create and post jobs
jobs and interships * Review applications * Review applications
* Sign up for JobMail notifications * Hire students
about positions that interest you * Policies, forms, and training

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

WEB SOLUTIONS
A @elnet Comparty Powered by NextGen
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Online Help

JobX & TimesheetX Manuals

g 0 articles Q 0 articles

JobX - Administrators Online Help JobX - Supervisors Online Help

Q 0 articles Q 0 articles

TimesheetX - Administrator Online TimesheetX - Supervisor Online Help
Help

g 7 articles

JobX - Employee / Student Online
Help

Q 5 articles

TimesheetX - Employee / Student
Online Help

»Online guides are available based on your login role.

»Employee/Students can only see Online Help for Employee/Students.

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

nextgen®
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JobMail
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What is JobMail?

Must complete a JobMail
Subscription to receive
notifications

JobMail notifies you about potential job
matches based on your interest

The email will provide all details
about the job to assist you in
identifying a great job
opportunity

After JobMail setup you will
receive notifications on new job
listings that interest you

A @elnet Company

Powered by NextGen




How to Access JobMail

Applicants & Employees

n
College  Explore job opportunities or subscribe to email notifications about positions that interest you.
N p

Information Training Other Links

Welcome Applicant and Empl Trainin, Dashboard

Welcome! Learn about the Employment Click here to review a customized training Click here to review your recently applied
process at Washington College. PowerPoint on how to apply for jobs. jobs, update your JobMail Subscription.

Washington College hires students for

various positions throughout the campus.
There are hourly positions at the Miller
Library, in Athletics, at the Lit House, as
well as paid internships through the Starre
Center and the Center for Environment
and Society. There is a job for everyone!
Hiring takes place all year long so be sure
to look at job postings frequently as they

Eind a Job

Conduct either quick or advanced
searches for available jobs. Submit an
online job application.

Manage JobMail
Be the first to know when jobs matching
your criteria become available.

are updated daily.

Contact Us
Forms Have questions? Click here and send us
Download your -9, W-4, and MD507 forms your questions, suggestions, or concerns.
here. These are required in order to begin
work.
FAQ

Questions about JobX, the job registration
process, or our employment processes in
general? Check out our FAQ's to help
answer your guestions.

Step 1: Click ‘Dashboard’ or ‘Manage JobMail' link on the Federal
Work Study Students or Service Scholarship Students home page.

WEB SOLUTIONS
A @elnet Comparty Powered by NextGen
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Configure your JobMail Subscription

Job Mail

The JobMail system sends email to you when jobs of interest are posted. Add and edit your JobMail subscriptions below to determine what jobs you will receive JobMail about.

Add New Job Mail Subscription

On-Campus FWS Jobs

Edit Category Name Delete Job Mail Subscription - Category
Employer 0 selected View/Modify Employer values for Category
Category 9 selected View/Modify Category values for Category
Time Frame 0 selected View/Modify Time Frame values for Category
Edit Subscription2 Name Delete Job Mail Subscription - Subscription2
Employer 0selected B —
Category 0sselected View/Modify Category values for Subscription2
Time Frame 0 selected

View/Modify Time Frame values for Subscription

~You may create multiple subscriptions and name them as desired for each Job Type (On-Campus FWS, On-
Campus Scholarship Hours) supported by JobX

» For Example: You can create a Summer Subscription that has different attributes than your Academic Year
Subscription

»For each subscription, you may set criteria
<+ Desired Departments (a.k.a. JobX Employers) you wish to work (e.g. Biology & English)
*» Desired Job Categories you're interested in (e.g. Tutoring, Clerical, etc.)
*» Desired Time Frames you're interested in working (e.g. Summer Only, Academic Year, etc.)

A @elnet Company Powered by NextGen
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Configure your JobMail Subscription

User Dashboard

Employee Information | Applications | Job Mail

X
Job Mail ngwebsolutions.com needs some info from
you.
The JobMall system sends emall to youwl Edit this subscription name. Jow to determine what jobs you will

receive JobMail about.

| NewSubscription| / X I

B O ee,|| e

I\

Click to edit Subscription Name: RIS SRITEIT] Delete Job Mail Subscription - Subscription1
/ » Employer 0 selected View/Modify Employer values for Subscription1

» Category O selected View/Modify Category values for Subscription1

»Time Frame o celected View/Modify Time Frame values for Subscription1

Community Service FWS Jobs Add New Job Mail Subscription

~Click ‘Add New JobMail Subscription’ button to start the setup process to creating a JobMail subscription.
»When the subscription name window pops up, update to your desired name.

~If you need to edit the scription name, click the ‘Edit Subscription’ button.

WEB SOLUTIONS
A @elnet Comparny Powered by NextGen
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Configure your JobMail Subscription

User Dashboard
Employee Information ‘ Applications | Job Mail ‘
Job Mail

The JobMail system sends email to you when jobs of interest are posted. Add and edit your JobMail subscriptions below to determine what jobs you will
receive JobMail about.

Changes must be saved to take effect. [EREIERTRITIO)

On-Campus FWS Jobs

Add New job Mail Subscription

Click to edit Subscription Name: [VINENSILECILTY Delete job Mail Subscription - NewSubscription

View/Manage Employer values

Close

»Employer 3selected  modhes View/Modify Employer values for NewSubscription
Selected. Items . _ Remove All Options
Click Remove to remove an item to the list
» Category 1selected  modifies View/Modify Category values for NewSubscription
None selected

» Time Frame

2selected  modified View/Modify Time Frame values for NewSubscription

Community Service FWS Jobs

Add New Job

There are no subscriptions for this job type.

Avaitable ftems “ Add All Options
Click Add to add an item to the list

P e ACADEMIC AFFAIRS B
e ACCESS & ACCOMMODATIONS
ADMISSIONS

ALUMNI RELATIONS B

Click Save when complete

~Click ‘Add all Options’ or ‘Add’ next to each item you wish to add to your JobMail
subscription.

A @elnet Company
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Configure your JobMail Subscription

User Dashboard
Employee Information ‘ Applications | Job Mail
Job Mail

The JobMail system sends email to you when jobs of interest are posted. Add and edit your JobMail subscriptions below to determine what jobs you will
receive JobMail about.
Changes must be saved totoke effct. [NEEHEREETVV)

View/Manage Category values

Selected Items
Click Remove to remove an item to the list

On-Campus FWS Jobs emove All Options

F
H
=]
]
o
»

Administrative and Office Support Remove
Athletics

Click to edit Subscription Name: [ AN

Remot

Food and Hospitali
»Employer 3selected  modifed P ty Remove

F)

o 22
=)

]

< B
] 3

Information Technology
»Category  1selected  modites . — b
S
. e oo cpin
» Time Frame Add All Options
2selected  modied Click Add to add an item to the list

None available
Community Service FWS Jobs

There are no subscriptions for this job type.

Changes must be saved to take effect. m Click Save when complete

~Your selection(s) will appear in the top under ‘Selected Items'.

»When you're finished adding search criteria, click ‘Save'.

~Repeat this step for each Job Type and Criterion (Department/Employer, Category, and
Time Frame).

nexfg

A @elnet Company Powered by NextGen

~Ypu mayreturn to this screen any time to modify your subscription.
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Quick Search

Welcome, Roy a Rogers1 | Logout

# | Student Employees ~ | Help ~
My Dashboard
Find a Job

_i | Instructions

Find A Jo

Choose from the quick search options below or click on the “Advanced Search” button for more options.

Quick Search Advanced Search

Select a quick search.
Starr Center Lit House Library Social Media and Marketing Summer Positions Internships Center for Envirenment and Society
25 Most Recently Posted Positions All Active Jobs by Department Athletics

~Click the ‘Find a Job’ function from the Employees Menu.
~Select a specific pre-defined ‘Quick Search’ you would like to utilize to find a job.

~Otherwise, to define your own custom job search filters click ‘Advanced Search'.

A @elnet Company Powered by NextGen
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Advanced Search

»Click the ‘Advanced Search’ button to

define your own job criteria you wish to
search.

~Advanced Search enables you to search for
jobs by the following:

“*Search by Job Type Population (On-
Campus, Off-Campus FWS Jobs, etc.)

<»Keyword(s) Search

<*Job Category, Employers/Department,
Time Frame, Wage, and Hours per Week

nextgen®

A @elnet Comparty

NGWEB SOLUTIONS, LLC - CONFIDENTIAL AND PROPRIETARY -
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Find A Job

i Instructions
Select Advanced search options, and click search

[Run a New Search ]

Quick Search Advanced Search

Job Type(s):  Wimmm—

® on-campusjobs () Off-Campus Community Service

Narrow your search with the following options.
Selecting none for any search criteria implies all.

) Internship Jobs

Keyword(s): l

Click ® and @ to expand and collapse search criteria.

Categories

Employers

Time Frames.

Wage




Apply for a Job
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Disclaimer Statements

Find A Job

_i_ Instructions
1. Please select one or more jobs you wish to apply for by clicking the check box next to the job(s), then click "Apply for selected jobs" button.

2.1f a job does not accept online applications, there is no check box next to the job. Follow the instructions in the job posting to apply.
3. To view the details of a job click on the Job Title.
In erder to view available jobs, if any disclaimers are presented below, you must first click the “I Agree” button in order for those jobs to be presented for your consideration.

[Run a New Search ]

Disclaimer: Off-Campus Community Service
NOTICE: A Federal Work-Study Award is REQUIRED to be eligible for community service jobs. If you have a Federal Work-Study award, click "l agree" below. If you do not have a Federal
Work-Study award, please contact the Student Employment Office during office hours (Monday through Friday, 8:30 a.m. to 4:30 p.m.) to inquire about your eligibility.

All Active

In order to view available job listings, you may be required to review and agree to
one or more disclaimer statements.

A disclaimer statement will be presented for all Job Types you selected.

After you've successfully reviewed the applicable disclaimer statement(s), you will
be required to click the ‘l agree’ button(s) before any available jobs of that Job

Type population will be presented.

nextgents Jo®
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Apply for a Job! With One Click

25 Most Recently Posted Jobs
Jobs found: 5
Show Al v results per page
Fitness Center Attendant
, Wage: $11.51/hr to $12.50/hr Hours: 10 / week Category: Student Services
aXiees Openings: 10 Location: Job Type: On-Campus Non-FWS Jobs
Listed: 11/25/2020 6821 Southpoint Dr. N
Jacksonville FL 32216
Food Service Assistant
AN Wage: $15.00/hr Hours: 10 to 20 hours / week Category: Food and Hospitality
((&/ Openings: 15 Location: Job Type: Off-Campus Non-FWS Jobs
\ Listed: 11/25/2020 6821 Southpoint Dr N
Jacksonville FL 32216
Volunteer Manager
Wage: $10.00/hr Hours: 15 to 25 hours / week Category: Community Service
Openings: 12 Location: Job Type: Off-Campus FWS Jobs
Listed: 11/25/2020 6821 Southpoint Dr N
Jacksonville FL 32216

»Simply click the box next to the jobs you wish to submit an application.

i aAOb does not have a box or does not allow for the selection of the job, then you will
need to click the Job Title to view the job details on how to apply for the job.

~Then, click the ‘Apply for Selected Jobs' button.

A @elnet Company Powered by NextGen
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Job Application

gy »Complete the questions on the application.

Apply To Job

N - | ~Fields with a red asterisk are required to be
e completed before your application can be
successfully completed.

Review this application carefully before you submit it. You will not have an opportunity to revise your answers once they are submitted.

By submitting the application below, you will be applying for the following jobs:

»Some of the fields may have information
pre-filled. Please be sure to review and
update the information as needed.

General

First name *

Middle name *

. »You may upload a resume for the hiring
' e s employer to review, if desired. In order to

Employee ID*
oy do so, browse to that file on your computer
Please mark all skills below considered to be strengths. * égﬁm a n d CI i C k ] O p e nl.
DMSWnrd
Resume [Choose File | No file chosen
this job. *
References
Please do not provide any immediate family members or relatives as a reference below.
Reference Name
Reference Email
e

A @elnet Company Powered by NextGen
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Application Successfully Submitted

Q Congratulations, you have successfully submitted an application. Please review
your submitted application(s) below.

Employee Information Applications Job Mail

Display 1 Year v of Application Data.

Applications
Jobid Job Title Employer Status () Application Date Job Openings  Details Print  Withdraw
4494  Help Desk Assistant MANAGEMENT INFORMATION SYSTEMS Submitted 11/25/2020 19 Q > X

~Your application is successfully submitted when you received the Congratulations
message.

nextgen® JobX)
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What is the JobX My Dashboard Feature?

~»The JobX ‘My Dashboard’ feature
provides a centralized location to
access all your JobX data.

»'My Dashboard’ Includes:

<*Applications: Status, View, Print,
Withdraw

“*Hires: Past /Current / Future
“+JobMail Subscriptions

A @elnet Comparny
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My Dashboard: Access

#  Student Employees -  Help -

User Dar My Dashboard
Find a Job
|Emu\ovee Information | Applications | Job Mail

stop, please complete the following steps before your first day of work. User Dashboard
1. You may need to complete one or more hiring forms or accept your hire bg
2. Please review the Employment Eligibility Forms & Details and/or Hire secti

3. Please look in the Hire Pending section for the blue ‘Accept/Decline’ button| | Employee Information | Applications | Job Mail
4. If you have outstanding forms, the form links will be highlighted in pink bell
S. Please click the blue link next to the first form status which is ‘Not Complet{ ™7

6. After completing the form, refresh your screen to view the updated status. Stap, please complete the following steps before your first day of wark.

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

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

4. If you have outstanding forms, the form links will be highlighted in pink below.

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

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

Criteria

W4 Status.
Confidentiality Form Status Employment Eligibility Forms & Details
Select time period to display Employ d Cur Criteria Status Link?
19 Status Not completed Form 1-9
W4 Status Not Completed W4 Form
Confidentiality Form Status Not Completed Confidentiality Form

Select time period to display Employee Information | Current/Future w

Moo

~»To access your ‘My Dashboard’ feature, click the ‘My Dashboard’ feature from the
Student Employees menu.

~To access the past /current/future hires, applications, or JobMail subscription, click the
respective tab you wish to view.

A @elnet Comparny
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My Dashboard: Application

# Employees -~  Help ~

User Dashboard

Employee Information = Applications Job Mail

Display = 1Yvear v of Application Data.

Applications l l l

Jobld Job Title Employer Status @) Application Date Job Openings  Details Print  Withdraw
4494  Help Desk Assistant MANAGEMENT INFORMATION SYSTEMS Submitted 11/25/2020 19 Q§ > x

»My dashboard provides real-time self-service access to past / current / pending hires.
~You may customize your application view and print applications.

~»You may withdraw a previously submitted application by clicking the red ‘X’ next to the application if you are no longer
interestéd in the job. FPIease note: If the applicant has already been hired, there will be no red ‘X’ displayed)

»Applicant’s have two options when withdrawing their application.
<+ Withdraw an application and email the supervisor to explain why you are withdrawing your application; OR

< Withdraw an application without emailing the supervisor.

A @elnet Company Powered by NextGen
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My Dashboard: Hires

Employee Information | Applications |Job Mail ]

Display:  Current/Future v Employee Information

Hires

Job Title Cost Center Wage  Start Date End Date Supervisor Hire Status

Test On-Campus FWS Jobs - 052020 Academic Computing Center $17.00 01/01/2020 06/15/2020 Test On-Campus Supervisor Active

Awards
Award Name Amount Balance Term
FWS Academic Year 2019 - 2020
Federal Work Study $1,000.00 $1,000.00 (07/01/2019 - 06/30/2020)

»My dashboard provides real-time self-service access to past / current / pending hires.
»Click on the Employee Information Tab to see the status of your jobs.

nextgen® Jo@
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Selected for Hire
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Employment
Forms

HOW DOES A STUDENT COMPLETE
EMPLOYMENT PAPERWORK?

nextgen® Jo®
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Pre-Hire Approval Employment Forms

Before you are approved for hire, all pre-hire employment forms will need
to be completed and are displayed on ‘My Dashboard'.

User Dashboard

>TO a Ccess yo u r ! My | Employee Information | Applications | job Mail
Da S h b Oa rd, featu re, CI iCk Stop, please complete the following steps before your first day of work.

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

1 !
t h e M y D a S h b O a rd fe a t u re 2. Please review the Employment Eligibility Forms & Details and/or Hire sections below to determine if you need to complete any remaining forms before you can be hired.

3. Please look in the Hire Pending section for the blue *Accept/Decline’ button to accept or decline your position.
fro m t h e Em /O ees m e n u 4. If you have outstanding forms. the form links will be highlighted in pink below.
p y . 5. Please click the blue link next to the first form status which is ‘Not Completed’ to complete the form.

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

»Click Form Name link to e

start the form completion - e
process. e s s o

Confidentiality Form Status Not Completed Confidentiality Form

Select time period to display Employee Information | Current/Future v [ITERERS

A @elnet Company Powered by NextGen
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Student Authenticated into Dynamic Forms

Student is seamlessly authenticated into Dynamic Forms via JobX.

®

o Dynamic
——— Forms




Electronic Form Workflow - Employee

> Your first name, last name, and email fields are populated from JobX. Please read the information
on the page, and complete the form process.
» Student will click next through all pages of the form and complete all desired or required
fields.

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® JoBX)
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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.

Ei Eligibility Veri s FUSC']SB
Department of Homeland Security Ny
U5, Ciizanship and Inmigration Services fastitssnel
START HERE: 0 i eing this form. Emp lisble for failing to
oly
ANTI-DI SCRIMINATION NOTICE: &Il ampicyees can chooss which P o
‘documentation to verify information in Section 1, or specify whic for Section 2 or Reverification
2nd Rehire Trestng empioyess af on . o i iy ce g
Section 1. i ; TorFa Erie
H e o e ‘ = ,
i N T irany) | iy or Town | saie | Ze Cae
Il i ] il
o T ey ot s TEmioes g orter
L L | ]
T aware thatfederal o Trech one of e Tollowing bares 1 s 1 your Sioenship o rrmigraton st ey
provides for mprisonment andior | ) 1. A siszen of e Unied Sisies
7 i

..... for orthe
use of false documents, in BE e Unies

[ 3_A Wi permanen resdn (Enier USGS orANumee) 1 [ [other ~
T 7 R vorataen (coe o e Namers 2 3733, soove) s roraed ook o0 erp ame o) @]

in uding my

selection of the box sttesting to Ify0u check Htem Number 4. enter one of s ___ _

my citizenship or immigration USCISANumber | [Form 84 igr ity of fssuance |

status, s true and correct. 7| R [ T
|

Fgrmtore 7 Evpiores F.mr; =T

(click to sign)

Seotion 1, that person MUST complete the Preparer and/or 1t T age

12 preparer andlor ranslator assisted you
Seotion 2. i i : Employers
ployee's f . or exani

List C. Enter

GistA OR ListB AND Liste
DocumentTifled " — Choose — ~ [l=Croose = ~ | — Choose - v

‘Daeument Nurnber (1 any) 4
Check hers # you used an skemative procsdure suthorized by DHS to examine documents.
Expraton Date (fany) = d

(Certiioation: 1 sfie=t, under penalty of perury, " E by the Frst Dy of Smpiogmert
femployee, (2) the above-i to to relate to “and {3 to the best of my_[mmicdyyyy)
[knowledge the employee is authorized to work in the United States.

[P, P s ol o g = Pehriond Repeeseriaios |

Ervpioyers Busness = Orgarization Narme. [Emeioyers Business or Organization Agdress, Ciy or Town, Siate, ZIF Coge

E ication or rehire, complete
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Employment Forms

Before you are approved for hire, all employment forms will need to be
completed and are displayed on ‘My Dashboard'.

User Dashboard

| Employee Information | Applications |J0b Mail |

Stop, please complete the following steps before your first day of work.
1.¥ou may need to complete one or more hiring forms or accept your hire before you can begin working.
2. Please review the Employment Eligibility Forms & Details and/or Hire sections below to determine if you need to complete any remaining forms before you can be hired.
3. Please ook in the Hire Pending section for the blue 'Accept/Decline’ button to accept or decline your position.
4. If you have outstanding forms, the form links will be highlighted in pink below.
5. Please click the blue link next to the first form status which is ‘Not Completed’ to complete the form.
6. After completing the form, refresh your screen to view the updated status.

Employment Eligibility Forms & Details

Criteria Status Link?

19 Status Not completed Form I-9

W4 Status Not Completed WAForm —
Confidentiality Form Status Not Completed Confidentiality Form

Select time period to display Employee Information | Current/Future

irnec

~Click Employees menu and select ‘My Dashboard’ to access your forms.

»Click ‘Form W-4' link to start the Form W-4 process.

A @elnet Comparty Powered by NextGen
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Student Authenticated into Dynamic Forms

Student is seamlessly authenticated into Dynamic Forms via JobX.

> D Dynamic
Forms
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Electronic Form W-4 Workflow

e
Ny

Washington
College

First Name: |
Last Name: 1 |

Student ID: T ]

Instructions for Tax Form W-4
Instructions for W-4 form: W-4 Instructions
For more information about Form W-4, please click here to visit the IRS's website.

Please use your home address for payroll tax purposes. You can sign up for direct deposit on Student Self Service to avoid

paper checks being mailed.

If you have any questions, please email student_employment@washcoll.edu.

Do you have a Social Security Number? Tres V]

Click here to complete your W4 form,

~Select if you have a Social Security Number or not.
~Then, select ‘Click Here' to proceed to the Form W-4,

nnnnnnnnnnnnnn
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Electronic Form - Completed by Employee

» Complete the top section of the W-4 and electronically signs the form.

> 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.

o W= Employee's Withholding Certificate GMB No 15450074
Dasariment of te Trassuy | COMPplete Form Wet 5o that your employer can withhold the correct federal income tax from your pay.

: Give Form W4 to your smployer.
Intemz] Revenue Senics Your withholding is subject 1o review by the IRS. 2 @24

W-d Instructions.

Step 1: fa) _First name and middle init: Last name (b) Social security numbar
Enter 1 | |
Personal Addrass Does your name match the
i i ] name on your social
security card? I not. to
‘City or town, state, 2nd ZIF code ensure you get credit for your
] I ] eamings, contaat S5Aat 800-
TR or poto
W 358,90V
1) [ Single or Married filing separately
[ Married filing jointly or Qualifying widowler)
[0 Head of household (Check only if you're unmarried and pay more than half the costs of keeping up a hame for yourself and 2 qualiying indidual)

Complete Steps 2—4 ONLY if they apply to you; otherwise, skip to Step 5. See pags 2 for more information on each step, who can clsim exemgtion from
withhoiding, and when o use the estimator at ww irs govii4A

Step 2: Complete this step if you (1) hold mare than one job at 2 Bme, or (2) are mamied filing jointy and your spouse also works.
Multiple Jobs The correst amount of withholding depands on income eamed from all of these jobs.

or Spouse Do enly one of the fallowing.

Works

{a) Use the estimator at www irs.gow/W4App for most accurate withholding for this step (and Steps 3-4). If you or your
spouse have sel-employment incame, use this opfion; or
(b) Use the Multiple Jobs Workshest on page 3 and enter the result in Step 4(c) below; or
{c) If there are anly two jobs total, you may check this box. Do the same on Form W-4 for the ather job. This
Sption = ganerall mora aecurste than (£) f pay 3t ihe lower pying jeb = mare tran nalof tha pay at the
higher paying job. Otherwise, (b) is more accurste - o

Complete Steps 3-4(b) on Form W-4 for only ONE of these jobs. Lesve those steps biank for the other jobs. (Your withholding wil be most accurste if you complete
Staps 3-4(b) on the Form W4 for the highast paying job.)

Step 3: FFyour income will be $200,000 o le=s (3400,000 or less if married fiing joinify):

Claim Muttiply the number of qualifying children under age 17 by 52,000
Dependents Multiply the number of cther dependenis by 36500 . . . .
and Other
Credits Add the amaunts abave for qualifying children and other dependents. You may add ta

this the 2mount of any other eredits. Entter the total here . . K
Step 4: 20 Gffer ingame {ot From Jobz). W yau wank i wfihPeld T other incame yad expect
(optional) ins year hal worl nave winnling ner the amount of the ncome here. Tis may

optional include interest. dividends. and retrement income . . . L. ol

Other
Adjustments {b) Deductions. If you xpect to olaim deductions oiher than the standard deduction

Endwart o reduce your wiEhalding, use e Deductans Werkshest o page 3 and

enter the result here . . . - ete

(e} Extra withholding. Enter any addibonal tzx you want withheld each pay period . o T

[ ]| “Select- v
Step 5 Under genalbes of perjury, | declare that this certifcate, to the best of my knowledge and belief, s true, comect, and complete.
Sign > (click o sign) »
Here
Employee's signature (This form is not valid unless you sign it) Date
Employers  [Fmeloyers name and address First date of [Empiayer
Only number (EIN})
=

For Privacy At and Paperwork Reduction Act Nofice, see page 3. Cat. No. 10220Q Form W4 (2024)
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JobX Dashboard Updated

~0Once 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)

Welcome, Samuel d Rogers4 | Logout

Kent State ID

19 Status Completed /
Employee Section Complete, Pending Approval(s)
Completed

SSA1945 Status
Confidentiality Form Status

Dynamic
Forms

Hires Pending Action
Job Title Cost Center W Forms / Status Hire Status
Test On-Campus Hourly UFE (CPM) - 10/01/2025  Student
(UFE) (584)

&

Awards
Award Name

mmmmm
///////////////////////

College Work Study

Classes
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Employment Forms

Before you are approved for hire, all employment forms will need to be completed and
are displayed on ‘My Dashboard'.

User Dashboard

Employee Information | Applications lJoh Maill

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 Employee Section Complete, Pending Approval(s)

W4 Status Employee Section Complete, Pending Approval(s)

Washington College Policies Completed

MW507 Maryland State Tax Instruction Not Completed MW507 Maryland State Tax Instruction s

Select time period to display Employee Information = Current/Future v

~Click Employees menu and select ‘My Dashboard’ to access your forms.

»Click ‘'MW507 Maryland State Tax Instructions’ link to start the Form MW507 process.
nextgens JoBX)
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Student Authenticated into Dynamic Forms

Student is seamlessly authenticated into Dynamic Forms via JobX.

®

> D Dynamic
Forms
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Electronic Form MW507 Workflow

Y—
S

Washington
College

Frsthame: e |
LestName

Instructions for Tax Forms MW507

Complete Form MW507 so that the correct Maryland and local income tax is withheld from your pay.

Click hereoﬁnlcad the pdf, then upload the form back to this page once complete.

If you have any questions, please email student_employment@washcoll.edu. /

Please upload your completed Maryland State MW507 form here.

"0 Check this box to confirm you completed the MW507 for and uploaded it to this page.

(click to sign)

Student Signature

~Click the ‘Click here’ link to access the MW507 PDF. You will download it and
complete the form.

~Next, take the completed form and upload it by clicking the ‘Attach File’ button

~Finally click the check box confirming the uploaded document and sign the form.

nextgens JoBX)
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Electronic Form — Completed by Employee

> 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.

MWH507 Employee’s Maryland Withholding Exemption Certificate

Print full name Social Security Number
Street Address, City, State, ZIP ‘County of residence (Nonresiderts enter Maryland county {or Bakimare City) where you are employed.
O Single [] Married (surviving spouse or unmarried Head of Household) Rate D Married, but withhold at Single rate
1. Totsl number of exemptians you are claiming not to exceed line f in Personal Exemption Worksheet on page 2. 1.
2. Additional withholding per pay periad under greement with SMPIOYER. .« .« e v\t et et e ea e e et e s e e eneaas 2.
3. Ichim exemption from withholding because I do not expect to owe Maryland tax, See instructions above and check boxes that apply.
[] a. Last yearI did not owe any Maryland income tax and had a right o a full refund of all income tax withheld and
[0 b. This year I do not expect to owe any Maryland income tax and expect to have the right to a full refund of all income tax withheld.
(This includes seasonal and student employees whose annual income will be below the minimum fling requirements).
1f both a and b apply, enter year applicable (year affective) Enter "EXEMPT HSre .. .vveereteeeeeeeennnns 3.
4. Iclaim exemption from withholding because I am domiciled in ene of the following states. Check state that applies.
[[] District of Columbia [ virginia [[] west virginia
1 further certify that I do not maintain a place of abode in Maryland as described in the instructions above, Enter "EXEMPT" hare, vvvvy..s 4,
5. Iclaim exemption from Maryland state withholding because I am domiciled in the Commonwealth of Pennsylvania and 1 do not
2 Place of ahoda in Maryiand 5 Saseribad in The metracsions o Form M 507 Enfar "EXEMPTY Rare, <o wvs e s oo ee s e eses 5.
6. 1claim exemption from Maryland local tax because I live in @ local FEnnvsylvima jurisdiction within York or Adams counties,
Enter "EXEMPT here and on line 4 of Form MW507 .. i .. e 6.
7. 1claim exemption from Maryland local tax because I live in 3 local Pennsylvania jurisdiction that does not impose an eamings or income
tax on Maryland residents. Enter "EXEMPT” here and on line 4 of Form MWS07. ...\ tiu e iueetn e e eetaeanniannnns 7.
8. 1certify that 1 am a lagal resident of the state of and am not subject to Maryland withhelding because | meet the require-

ments set forth under the Servicemembers Civil Relief Act, a5 amended by the Military Spouses Residency Relief Act, Enter "EXEMPT” here.. . . 8.

Under the penalty of perjury, I further certify that I am entitled to the number of withholding slloviances claimed on line 1 sbove, or if claiming sxemption
from withholding, that T am entitled to claim the exempt status on whichever line(s) T completed.

Employee's signature Date
Employer’s name and address including ZIP cade (For smployer use only) Federal Employer Identification Number
‘COM/RAD-036 03/23

WEB SOLUTIONS
A (@elnet Company Powered by NextGen
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JobX Dashboard Updated

~0Once 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)

. Employment Eligibility Forms & Details
Dyn ami c Criteria Status
Forr'1s 19 Status Employee Section Complete, Pending Approval(s)
frmE e e W4 Status Employee Section Complete, Pending Approval(s)
m Washington College Policies Completed
MWS507 Maryland State Tax Instruction Employee Section Complete, Pending Approval(s) s

nextgen® Jc,@
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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 1-9, 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 1-9 Section 2 Approval

A@elnet Company o Powered by NextGen
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User Dashboard Updated - Workflow Completed!

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

Employment Eligibility Forms & Details

Criteria Status

19 Status Completed
W4 Status Completed
Washington College Policies Completed
MWS507 Maryland State Tax Instruction Completed
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Final Approval

~ Students will not be approved to work, until they received a Hire Approval e-mail stating they may
begin work.
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Next Step: Approved for Hire

Once you receive your hire approval email, contact your supervisor for next
steps.

If this is your first job with Washington College, be sure to add your direct
deposit information in the payroll section of Self-Service.

nextgen® JobX)
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Questions?

Please contact the Student
Employment Office:

Student employment@wash
coll.edu
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