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Student Employment

Employer Training Template



next =

Student Employment Suite

JobX + TimesheetX = Total Solution

 JobX helps schools automate the job posting,
hiring, and reporting process for students, employers,
and administrators.

« TimesheetX helps schools automate the time
sheet submission and approval process for students,
employers, and administrators.

« JobX and TimesheetX are seamlessly
Integrated.
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JobX

Benefits for Employers:

« Job posting control
e Custom applications
 E-mail alerts

« Streamlined hiring

 Broadcast e-mail tools for
student communication
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TimesheetX

Benefits for Employers:

 No math errors

e No sloppy handwriting
* No late time sheets

e Automated warnings
« Web accessibility
 Deadline reminders

e E-signature enabled
 Easyto use



next =

School Specific
 You site has YOUR School look and feel

e Your site has YOUR School accounts &
departments
* Your site has been configured to support

YOUR School processes
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Today’s Demo

 Employer posts job

 Employer hires student

 Employer approves time
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First Time?

Request a Login
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FINANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK
WELCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WEBSITE

Student Employment
Home Welcome to Student Employment!
Students .
B Important Information
On—Carnpus More Than Just Our Look Has Changed:
Employers As part of an electronic initiative, this site now includes
increased functionality for students and employers alike.
Off-Campus We invite you to begin a new experience with us.
Employers
Job Listings Now Available:
Contact Us To search the listings now, click here.

Students On-Campus Employers -~ Off-Campus Employers
Search for a job or sign up for ost available positions, Off-campus employers may post
e-mail notification about view applications, and hire job opportunities for students.

|~

positions you're interested |
Enter time and submit yo
timesheets.

- student employees. Manage

student timesheets.
Employment guidelines and
required documents are at
your fingertips.

Mon-profit community service
employers may submit an
application to participate in the
Federal Work-Study Off-Campus
Program.

=

1. Navigateto
https://hunter.studentemployment.ngwebsolutions.com
2. Click ‘On-Campus Employers’




Student Employment
Home

On-Campus
Emplovers

LogIn

Request Login
Permission

Contact Us

Log Out

IF YOU DON'T HAVE A LOGIN YET,
YOU MUST CREATE ONE

TNANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK

WELCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WEBSITE

On-Campus Employer Home Page

Job Management Login

Pl student Employment News Pl Employer Tools
Welcome to the Student
Employment website! o

@ Forms and Information

General information about

posting jobs, hiring, and access e
to all University student '0'
employment forms.

|y Suggestion Box

Send us your suggestions, (& ]
ideas, or concerns!

Click ‘Request a Login’

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

Timesheet Management
Login

Login to manage your
timesheets.

Request a Login

Click above if yvou are an On-
Campus Employer who has
never logged in before.

User's Guide
[DOC] [PDF]

Download the Web site User's
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JETNANCIAL AID

HLMHUU]II(I OF THE CITY UNIVERSITY OF NEW YORK

\\ ELCOME TO THE HUNTER COLLEGE
~a OFFICE OF FINANCIAL AID WEBSITE

1. The following information is

Student Employment

. . H
req u I red . I“"“ Request Permission To Use This Site
. Students ‘Icfm must be a ':agislenlald ||s¢ir to post jobs on the Shld:al Empkm::zﬂ website. Please fill out the following
information, and we will evaluate your request as quickly as ible.
b Fir st N ame f,;'lj;f',‘f,'” o . S liq —
[ Off.Campus First Name |
L aS t N am e Emploers Middle Name

« School E-mail address |

Full Email Address [
Example: yourself@university.edu

« Password = E—
« Employer (select your

City r
primary department -
from the list) —
b Tltle Website F

2. If you need to be able to A e

Re-Enter Passwort

m an ag e j 0 b S an d Please choose the employer for which you work from the list below.

Employer Choose one...

timesheets for additional |

departments, state which e
ones in the ‘Notes’ section.

3. Click ‘Submit’ to send your

request to the Financial Aid
Office. -
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4 FINANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK

WELCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WEBSITE

Thank you for submitting a log-in request. It will be reviewed as soon as possible, and
you will receive email once it is approved.

THE FINANCIAL AID OFFICE WILL CONTACT YOU WHEN YOUR ACCOUNT IS
APPROVED



Student Employment
Home

On-Campus
Emplovers

LogIn

Request Login
Permission

Contact Us

Log Out

M TNANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK

WELCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WEBSITE

On-Campus Employer Home Page

P student Employment News

Welcome to the Student
Employment website!

@ Forms and Information

General information about
posting jobs, hiring, and access
to all University student
employment forms.

Llil Suggestion Box

Send us your suggestions,
ideas, or concerns!

Bl Employer Tools

Job Management Login

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

) Timesheet Management
Login
Login to manage your
timesheets.

S Request a Login

Click above if vou are an On-
Campus Employer who has
never logged in before.

O User's Guide
[DOC] [PDF]

Download the Web site User's

1. Onceyou have received notification from the Hunter SEO office that you
have a Login Id, navigate to

https://hunter.studentemployment.ngwebsolutions.com and click ‘On-

Campus Employers’

2. Click ‘Job Management Login’



FORGOT YOUR PASSWORD? NO WORRIES!




Student Employment Home

Log Out

FINANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK
WELCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WEBSITE

Please Log In!

Email Address ]

Pazsword |

Login

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

By logging-in I understand and acknowledge:

® any unauthorized review, use, disclosure, or distribution of confidential
information contained in this system is strictly prohibited.

# I agree to access and use only information that I need in the performance of my
employment duties.

® any misuse or unauthorized release of confidential information may be grounds
for discipline or legal action.

Employers, don't have a password? Request permission to post jobs by clicking here.

Help! I forgot my passwerd! (If so, click here). ‘—_

Click the link in ‘Help! | forgot my password!’



HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK

WELCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WEBSITE

Student Employment

Home If you forgot your password...

Students If you forgot your password, please enter your email address below. A link
to reset your password will be sent to you by email.

On-Campus

Employers . .
Please be sure to enter you email address carefully. For security

Off-Campus reasons, the system will NOT notify you if there is no matc_hi_ng email

Emplayers address. Enter in exact form the email address you used originally to

: register for this site.
Contact Us

Your email address:

| | —
[(Sbmit ] e

Perevarud By .

nextgen®

1. Enter the e-mail address you used when you signed up.
2. Click ‘Submit’
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Student Employvment
Home

Students

On-Campus
Employers

Off-Campus
Emplovers

Contact Us

ETNANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK
WELCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WEBSITE

Please check your email in a few minutes for instructions to reset
your password.

If you have not received an email within that time, please click the BACK
button and be sure:

+ You do not have any typos in the email address you submitted.

» You entered the email address that you originally used to register for
this site. The email addresses must match exactly.

+ Your SPAM blocker is allowing through email from this site.

If you have tried these items and still do not receive a password reset
email, please contact the Student Employment administrator.

Pewarad By

next

Check your e-mail after a few minutes.
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Framm: e ariskalia@hunter. cuny.edu Sent:  Thu 10092008 2:06 PM
To: taige. haines@ngwebsolutions. com
e

Subject:  Reset your passward

To rezet wour password, please click here: httpa://hunter.ztudentemployvwent.nelnet.net/Chin FesetPasaword, aspx?Userld=
1481 &P= OFZF18AR0A27YO09BCODESOEBODDIDAER

Click the link in the e-maill.




ETNANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK
WELCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WEBSITE

Student Employment

Home Reset your password

Students Flease enter a new password in the boxes below.
On-Campus MNew password: | |
Employers Confirm password: | |
OftCampus

Employers

Contact Us

PFewarud By

néxtgens

Enter a password and click ‘Submit’



If‘fNANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK

WELCOME TO THE HUNTER COLLEGE
e OFFICE OF FINANCIAL AID WEBSITE

Student Employment Hame Your password has besn ressel.

Shudents
Employers, Clhck here to continue.

On-Campus Employers

Sudents, Chilk hara,
Contact Us '

Click the link for Employers to continue to the Job Control Panel.
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Post A Job

\




EITNANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK
WELCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WEBSITE

Student Emplovment Home

Log Out

Please Log In!

Email Address ]

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

By logging-in I understand and acknowledge:

# any unauthorized review, use, disclosure, or distribution of confidential
information contained in this system is strictly prohibited.

@ I agree to access and use only information that I need in the performance of my
employment duties.

# any misuse or unauthorized release of confidential information may be grounds
for discipline or legal action.

Employers, don't have a password? Request permission to post jobs by clicking here.

Help! I forgot my password! (If o, click here).

Log in with your e-mail address and password
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Welcome, Taige Test Employer 2
Monday, August 08, 2011

Filter Employers:

Cnly show "my" jobs
Show Jobs From All My Employers % © ! v

& Show all jobs within selected employer(s)

 CURRENTLY LISTED JOBS

Mo jobs are currently lizted.

:: Jobs which are pending approval

Admissions
Ref# 4174 Technology Manage Job
i Review Mode Jobs

Accounts Payable

Ref# 3867 Clerical Assiztant Manage Job View Applicants (800 (60 New] Listed: 12/2/2008

Admissions
Ref# 4223 Clerical Manage Job View Applicants (0) Listed: 3/1/2011
Refi# 3969 Other Manage Job View Applicants (48) (48 New) Listed: 3/4/2011

If you only have posting permissions for one department, you will not
see a ‘Filter Employers’ box. This only appears when you have posting
permissions for more than one department.



ETNANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK

WELCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WEBSITE

®

Welcome, Taige Test Employer 2
Monday, August 08, 2011

Filter Employers: .
- nly show "my" jobs
Accounts Fayable ’ vl
Show Jobs From Al My Employe
Accounts Pavable
Admizzions

& Show all jobs within selected employer(s)

ts Payabie

w CURRENTLY LISTED JOBS

No jobs are currently listed.

» Review Mode Jobs

Ref# 2967 Clerical Azsistant Manage Job View Applicants (60 (60 Hew]) Listed: 12/9/2008

Select the department for which you want to post a job



M4 ' INANCIAL ATD

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK

WELCOME TO THE HUNTER COLLEGE
. OFFICE OF FINANCIAL AID WEBSITE

®

Welcome, Taige Test Employer 2
Monday, August 08, 2011

Filter Employers: .
Only show "my”
|Acc0unt5 Payable r v| O only show "my" jo

® Show all job in selected employer(s)

Add a new job for Accounis Payable

= CURRENTLY LISTED JOBS

No jobs are currently listed.

 Review Mode Jobs
Ref# 3867 Clerical As=istant Manage Job View Applicants (60) (60 New) Listed: 12/8/2008

: Jobs in Storage

Ref# 2888 Clerical Manage Job

1. Click ‘Add a new job...
2. If you only have posting permissions over one department, the ‘Filter
Employers’ will not appear. Instead, click the ‘Add a new job...’ link.



next =

EINANCIAL AID
HUN R COLLEGE OF THE CITY UNIVERSITY OF NEW YORK

o
Tr

1. Selectthe Job
Category

2. Enter ajob
description and job
requirements

WELCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WEBSITE

3. Enter the number of
available openings

4. Enter the range of
hours per week that
will be worked

5. Enter a Start Date
and End Date for
the job. You may
enter text instead of
a date (i.e. ASAP,
End of Year, etc.)

6. Select the Time s vl
Frame for the job ]

Pomared By
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# LINANCIAL AID

. HUNTER COLLEGE OQF THE CITY UNIVERSITY OF NEW YORK

WELCOME TO THE HUNTER COLLEGE
¢« OFFICE OF FINANCIAL AID WEBSITE

1. Select the appropriate

Base pay rate: | Choose one: b

for th b oo S .
Wag e ran g e O r e J O . Every job mus Unrate Level | (S7.15) on (the next question). It may also have any number of secondary contact people.

Undergraduate Le

2. Select a Funding

Undergraduat: )]
Undergraduats Level V (28.00)

Source (if applicable). ..,.EE =
You must select at

=zve blank if you o not wish studsnts to 222 thiz infarmation

least select one. e £ e s e i
Fax Nlumber ) o ) ’7
Leave blsnk if you do not wish students to see this information.

Email Address
Leave blsnk if you d

you do not wish students to se= this information. |

Location

Do yvou wizh to collect online applications for this job?

® ves
Ono

Submit
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S FINANCIAL AID

. HUNTER COLLEGE OF THE CI'TY UNIVERSITY OF NEW YORK

1. Choose a Primary
Contact person from
the list. This will be the
person who receives e-

WELCOME TO THE HUNTER COLLEGE
¢« OFFICE OF FINANCIAL AID WEBSITE

Every job must have one primary contact person (the next question). It may also have any number of secondary contact people.

mail when a student oo -

applies for the job. e St ol (
2. If you wish to —

designate a secondary A ——

contact, select the — ——=

p e r- S O n ’S n am e fro m Dg’:;:'\shln collect online applications for this job?
. . Qno
the list and click the

‘Add >>>’ button.

3. You may optionally
enter a Phone Number,
a Fax Number, an
alternate E-Mail
Address, and a Work
Location if you wish.

4. Click ‘Submit’ to
continue.



FINANCIAL AID

UNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK

WELCOME TO THE HUNTER COLLEGE

i OFFICE OF FINANCIAL AID WEBSITE
Student Employment Home
Joh Control Panel
You are adding a brand new job to the web site. (D
Timesheet To-Do [tems
==Step 1: Supply Job Profils >> Step 2: Review Job Application == Step 3: Go Live
Timesheet Control Panel
Log Out This is the online application that will be collected for your job. You

may not make changes to it yourself. If you want specific questions
to be asked, please contact Student Employment.

Pending Job Application - Accounts Payable - TEST JOB - DO NOT APPLY

If you are ready: [ Click Here when finished ]

Note:
* Indicates questions which must be answered by the applicant.
A gray background indicates questions which must be asked on every application.

EEEE—

[ Click Here when finished ]

nextgens

Click ‘Click here when finished’ to save the job application.



HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK

= FTNANCIATL AID

WEILCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WEBSITE

Stuedent Employment Home -
You are addeig & brand new job o the web sile. l:-L’I
lob Controd Panel
»wShep 11 Supply Job Profile »» Step 3: Review Job Applicotgn > Step 3: Go Live
Turieshast To-Do [ems
Tuneshest Cantrol Panel Art Education - Assistant
Log Cut Your job will be approved by an adminestrator before t can be posted. Flease choose an option.
1. When da you want the job to be reviewsd for approval? | As soon as possible E vI
2. Do you want the job listed immedsately after it is appro Utﬂ_r » 1 need to review it m-,-:elfi'st.
3. Do you want JobMail to be sent when the job is listed? | Yes, send JobMail ;I
4, For how many days do want the job to be listed on the site? | 1 week =l

When all the above information looks -nunrrbrt..l Click hare to finssh! I

1. Select ‘As soon as possible’ from the list on question #1 if you
want the job to be reviewed for approval immediately.

2. If you want to save the job for later, select ‘Later-lI need to review
it myself’. The job will go to Storage for later review.
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FINANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK

WELCOME TO THE HUNTER COLLEGE

) OFFICE OF FINANCIAL AID WEBSITE

Studant Employment Homa
Jab Control Panel
Temesheet To-Oo [tems
Temeshawt Control Pane

Lisg Ot

You are adding o brand new job o the web site. @
> 2380 11 Sugoly Job Profis »> Step 2: Review Job Apolicabon > Step 3: Go Live

Art Education - Assistant

Your job will ba apprdved by an sdimitestralor before o can be posted, Pleass choote an aplon.

1. ‘When do you want the job to be reviewed for approval? IFL'I- soon 85 possible

2. D you want the job isted immeadisbely after i 8 approved? |"f== immediatehy

Mg it in SEOrag

3. Do you want JobMail to be sent when the job is listed? | s,

4. For how many days do want the job to be isted on the site? | 1 week ﬂ

When all the above information looks correct,.|_ Click here to finisht |

1. If you want the job to be immediately listed after it has
been approved, select ‘Yes, immediately.’

2. If you want the job to be approved, but not posted, select

‘No, put it in storage for me.’

for me.

El



HUNTER COLLEGE QF THE CITY UNIVERSITY QF NEW YORK

WELCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WEBSITE

Student Employment Homa

You are adding a brand new job to the web site. (.-I-"
Job Ceontral Pansl

=>Sten 1: Supphy Job Profilg >> Step 7: Bewvipw Job Application >> Step 3: Go Live
Timeshest Te-Do Items
Timeshest Control Pansl Art Education - Assistant
Log Cut Your job will ba approved by an admenisirator before & can be posted. Flease choose an opibon.
1. When do you want the job to be reviewed for approwal? | As soon as passible |
2. Do you want the job listed immediately after it is approved? | Yes, immedsatety 3

3. Do you want JobMail to be sent when the job is listad? | Yes, send JobMail |
4, For haw many days do want the job to be hsted an 1!'|t|”‘:'l de ot gand Jebiail |

When all the abowve information looks tnrr:cl'...l Click hare to finigh! I

1. If you want to notify students who have subscribed to
JobMail, select ‘Yes, send JobMail.” If your job matches the
student’s job criteria within their JobMail subscription, they
will be e-mailed immediately about your job.

2. If you do not want to send JobMail, select ‘No, do not send
JobMail.’
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ETNANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK

= WELCOME TO THE HUNTER COLLEGE
4 OFFICE OF FINANCIAL AID WEBSITE
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You may choose to list your job up to 100 days (14 Weeks, 2 days)



FINANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK

WELCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WEBSITE

Student Employment Home [.I}
You are adding & brand mew job to the web sie.

=>Step 1: Supply Job Profile == Step 2: Revigw Job Application > Step 3: Go Live

Job Contral Pansl

Timeshest To-Do Items

Timashest Contral Pans| Art Education - Assistant

Log Cut Your job wall be approved by an administrator before it can be posted. Please choose an option.

1. When do you want the job to be reviewsd for approval? | As soon as possible

2. Do you want the job listed immediately after it is approved? I Yag, imemadatety ;1

3. Do you want JabMail to be sent when the job is sted? [Hﬂ. do not send Jobail ;I

4, For how many days do want the job to be ksted on the ste? | 14 weeks, 2 days = |

Whien all the abowve information looks correct... Click harp, to fnish? |
L

=

Click the button labeled ‘Click here to finish!’
2. Your job will be submitted to the Financial Aid Office for
approval.



HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK
WELCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WEBSITE

Stident Emplayment Home Art Education - Assistant

Jab Conbral Panel Congratulations! Yeur job is pending appeoval, then it el be kted,

e e What would you like to do now?

= Migw the wob detals (for ponting, ofc,)
Temeshast Control Panel

L] il f | masl
Lty Ot

You may either print your job details or click ‘Return to your
control panel’ to view your job.



4 'INANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK

WELCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WEBSITE

¥
F
-

Student Emplovment Home

E Job Control Panel @

Welcome, Taige Test Employer 2

Timesheet To-Do [tems
Monday, August 08, 2011

Timesheet Control Panel
imesheet Lontrol Lane Filter Employers:

Loz Out |Account5 Fayable
g & Show all jobs within selected employer(s)

Add a new job for Accounts Payable

3 OOnI',r show "my" jobs

: CURRENTLY LISTED JOBS

No joba ars currently listed.

= .Inhs which are pending approval
Ref# 4328 TEST JOB - DO NOT APPLY Manage Job

If you want to edit the job or view the job details, click the
‘Manage Job’ link next to your job posting.



nextgen~ b, FINANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK
WELCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WERSITE

il
Stwdent Empluymens Home

Job Contrel Panel

Manage Job
Timsesheer To.Da |
e L, Tob Title Emplayer Status
Tisetheet Contral Pasel TEST JOB - DO NOT APFLY Accourits Payabie Fending Approval
details about this 10b's status:
Log Out 11:.5 isa nrwpuh that |~ ar yet been appraved
1t is set to go live D DDlﬂval.
+ JobHail has e requested nck ta be sent whan the yob s approves and lsted:
Updiate Gtamis Manage
g ; h s canfigur Juw’ﬁ. e u.ul..l:u.
R C PRMded e QOMnE RROKANG
Fo—— .
[ AppaniE] [Fire Stugent]
| ho appieasans have bosn sutmited for s b | U ERNRN RNe A2usessy WhER The jab i b e SiRTs |

[Edit this Job]
Eelew i a view of apprasimately hew this job appears ta students:

TEST JUE - DO HOT APPLY
Job i

Jab Type an.cn
Ermployes

Job Category Chenical
Job Deseriptian

Job Reguirernen s

Prirmary Contact Taige Test Employer 2
Primary Contact's Email

Phone llumber

Fax lumber

Viark Location

next

1. You may edit your job posting, view the application, or request that
the job status be changed.

2. To go back to your Job Control Panel, click ‘Job Control Panel’
the NavBar on the left.
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Your Job Is Approved!




neXf = NOW THAT YOUR JOB IS APPROVED,
YOU CAN HIRE A STUDENT!

SEINANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK

WELCOME TO THE HUNTER COLLEGE
. OFFICE OF FINANCIAL AID WEBSITE

TSluden[Implo:\'men[Hnme

E Job Control Panel @

Welcome, Taige Test Employer 2

Timesheet To-Do Items W
Monday, August 08, 2011

Timesheet Control Panel
tmeshest Lontrol Tans Filter Employers:

Show Jobs From All My Employers |»

| OCnI'_V- show "my" jobs
Log Out

& Show all jobs within selected employer{s)

: CURRENTLY LISTED JOBS
Accounts Payable

Ref# 4328 TESTJOB-DO MOT APPLY  Manage Job View Applicants (0} Listed: 8/8/2011

:: Jobs which are pending approval

Admissions

You may hire a student one of two ways. You may hire them as
a walk-in candidate by clicking ‘Manage Job’, then clicking on
‘Hire a Student’ on the ‘Manage Job’ page, or...



HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK

WELCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WEBSITE

Student Employment Home

Job Control Panel @

Timesheet To-Do [tems Welcome, Taige Test Employer 2
Monday, August 08, 2011

Timesheet Control Panel .
Filter Employers: O only show "my" jobs
Show Jobs From &ll My Employers v| LA v 1ohs

@ Show all jobs within selected employer(s)

Log Qut

:» CURRENTLY LISTED JOBS

Accounts Payable

Ref# TEST JOB - DO NOT Manage Listed
43 APPLY Job 82011

. Jobs which are pending approval
Admissions

Ref? 4174 Technolegy Manage Job

1. You may hire them if they applied online.
2. Click the ‘View Applicants’ link to hire an online applicant.



4 'INANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK

WELCOME TO THE HUNTER COLLEGE
. OFFICE OF FINANCIAL AID WEBSITE

_Siudentl:mplo}'mentHume

Job Control Panel . . .
View Job Applications - Accounts Payable - TEST JOB - DO NOT APPLY
Timesheet To-Do Items The list below contains all applications that have been received for this job. You may view an application by

clicking either Preview or View. Preview allows you to view the application without affecting the "New!" status.
Timesheet Control Panel View removes the "New!" status.

Log Out E-mail Applicants: Gresting Reisction

Applications
App Date Last Name First Name E-mail Preview \iew Hire Resume I,Cj
New gﬁﬂs_ Rogers1 Roy royrogers1i@ngwebsclutions.com Preview Wiew Hire Resume Fj

/N

1. Click ‘View' link next to the student’s name to review the
application.

2. Click ‘Resume’ link next to the student’s name to review the
student’'s Resume.
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How do | reject a student?
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ETNANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK
WELCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WEBSITE

Student Emplovment Home

Job Control Panel

View Job Applications - Accounts Payable - TEST 10B - DO NOT APPLY

Timesheet To-Do Items The list below contains all applications that have been received for this job. You may view an application by
clicking either Preview or Wiew. Preview allows you to view the application without affecting the "New!” status.

Timesheet Control Panel View removes the "Mew!” status.

Log Out E-mail Applicants: Gresting Reisction ‘-

Applications
App Date LastName First Name E-mail Preview View Hire Resume Fj
New gﬁfﬂs— Rogerg1 Rov royrogersl@ngwebsolutions.com Preview \iew Hire Resume F—j

After selecting view applicants, click ‘Rejection’ next to the
E-mail Applicants section.
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HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK
WELCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WEBSITE

Job Application - Accounts Payable - TEST JOB - DO NOT APPLY

Click here to return to reviewing applications.

tudents that they did not get this job.

uggested use: To inf

DE:It thtthjbhb FHdF tht::  first
Fch Jbth Ilb cally prompted to infer other apelications

Email Applicants - Rejection
Default: No applicants selected. You must select recipients.

New! /7 [ Regerst, Ry

. list of other recipients’ email fie., wakin
To candidates), if any.
Example: Joe@yahoo.com, Mary@notmail.com

From taige.haines@notmall.com

Subject [Job: TEST JOB - DO NOT APPLY - Not Available
ently submited a applicatien for the TEST
JOB DO NO AP

| regret to inform you thal esition has been filled. Thank
Vou very mu:h for your & position

fextgen®

This feature is utilized to inform the specific students that they
did not get this job. If more than one student has been selected,

individual e-mails will be sent to each student selected. Note: Do NOT

use this function for informing applicants that the job has been filled. For that purpose,
first fill the job, then you will be automatically prompted to inform the other applicants.

You may change the text in the body of the e-mail, then click on
the “Send” button.
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Log Oue

Joh Control Panel

Timesheet To-Do [tems

Timesheet Control Panel View removes the "New!"

EINANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK
WELCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WEBSITE

Student Emplovment Home

View Job Applications - ounts Payable - TEST JOB - DO NOT APPLY

The list below contains all applations that have been received for this job. You may view an application by
clicking either Freview or Viglfi. Preview allows yvou to view the application without affecting the "Mew!” status.
tus.

Gi

E-mail Applicants: Gresting REeiection

Applications
App Date Last Mame First Name E-mail Preview View Hire Resume I,l':j
MNew 23_1[;5_ Rogerzs1 Rovy rovrogersl@ngwebsolutions.com Preview  View Hire BResume Fj

After selecting view applicants, click ‘Greetings’ next to the
E-mail Applicants section.



EFINANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK

WELCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WEBSITE

Student Employment Home

Job Control Panel Job Application - Accounts Payable - TEST JOB - DO NOT APPLY

Timesheet To-Do Items

Timesheet Control Panel

Log Out n tl b has been filled. For that purpose, first
e oth

Do NOT use for informing app e job has
fill the job, then you will be aut prompted to inform the other applicants.

Email Applicants - Greeting
Default: Applicants ssiected if not grested or rejected

New! [ @] Rogerst, Roy

p list of other recipients’ email add fie, wakin
To candidates), if any.
Example: Joe@yahoo.com, Mary@hotmail.com

From taige haines@hotmail.com

Subject |Job: TEST JOB - DO NOT APPLY

| am interested in mesting w
the TEST JOB - DO NOT AP

Flease contact me aty
can set up a time to meet to

Send | Cancel

Pomared By

This feature is utilized to set up interview schedules. Note: Do NOT use
this function for informing applicants that the job has been filled. For that purpose, first fill
the job, then you will be automatically prompted to inform the other applicants.

You may change the text in the body of the e-mail, then click on
the “Send” button.






ETNANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK
WELCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WEBSITE

Student Employvment Home
Job Control Panel . . .
View Job Applications - Accounts Payable - TEST JOB - DO NOT APPLY
Timesheet To-Do Items The list below contains all applications that have been received for this job. You may view an application by
clicking either Preview or View. Preview allows you to view the application without affecting the "New!”
Timesheet Control Panel status. View removes the "New!" status.
Log Out E-mail Applicants: Gresting Eeisction
Applications
App Date Last Name First Name E-mail Preview \iew Hir SLUme Fj
gﬁﬁs_ FRogerz1 Rovy rovrogera1@ngweb=olutiong.com Wigw Hire Resume Fj

If you wish to hire the student, click ‘Hire’ next to their name.



ETNANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK

Student Emplovment Home

Job Control Panel

Timesheet To-Dao Ttems

WELCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WEBSITE

Fill the job: "TEST JOB - DO NOT APPLY"

name of student to hire.

Timesheet Control Panel

Log Out

There are 5 openings for this position. Flease choose an an-line applicant or type in the

Hire an on-line applicant

Hire a candidate who did not apply on-line

) Hire a "walk-in"
candidate. Type in
candidate's info to the
right.

—' (*) Roy Rogers1

Last 4 digits of
SSN

First Name M.I. Last Name

[ Go to step 2

1. The student’'s name is automatically selected for you.
2. Click ‘Go to step 2’ to continue.




Student Emplovment Home

Joh Comtral Panel
Timeszheet To-Dao Items
Timezheet Control Panel

Log Out

EFINANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK
WELCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WEBSITE

Fill Job Step 2: Verify Applicants

The hire candidate could not be immediately venfied. Below you will find a list of
possible matches for the info provided. Select the correct student and continue to Step
3.

Possible Matches

@Ra'_.-' a Reogersl i (royrogersl@ngwebsclutions.com)

Select Student ] [Canc:el

Perwariad By ——

nextgen~

Click ‘Select Student’ to verify the correct student is selected.



Student Emplovment Home

Job Control Panel
Timesheet To-Do [tems
Timesheet Control Panel

Log Out

EFTNANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK

WELCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WEBSITE

Fill Job Step 2: Verify Applicants

Student Validation Summary

Already Hired:

This student IS NOT already hired. Continue the hiring process.

I-5:

The student has submitted this form.

W

The student has submitted this form.

Rights & Responsibilities:

The student has submitted this form.

State Tax Form:

The student has submitted this form.

At Least 6 Credit Hours:

The student has at least 6 Credit Hours.

Student Info

First Hame Middle Hame Last Name E-mail Address

Roy a

Rogers1 royrogers1@ngwebsolutions.com

Continue to next step

] [ Cancel ]

Click ‘Continue to next step’ to continue.
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ETNANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK
WELCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WEBSITE

Student Employment Home

JabiCantral Tanel Step 3: Fill Out Hire Record Info

Timesheet To-Do Items

Timesheet Control Panel First Hame Roy
Middle Hame a
Log Out
Last Name Rogers1
E-mail Address royrogers1@ngwebsolutions.com
VWage 715
Hours Per Week 10.0

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

Employment Start Date
Employment End Date

Hotes

Continue to Time Sheet Creation Create a JobX hirs request and =&t up a time

zhest.

1. You may edit the information prior to establishing the hire.
2. Click ‘Continue to Timesheet’ to begin establishing the
timesheet.



Log Qut

=

Timesheet To-Do Items

M EINANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK
WELCOME TO THE HUNTER COLLEGE
! OFFICE OF FINANCIAL AID WEBSITE

Student Emplovment Home

Job Control Panel

Create Time Sheet with Hire Request

Mow you must choose which job to hire into

Timesheet Control Panel Clerical »

[ Choose Job and Continue ]

If vou do not see the correct job in the list above you may click the button below to
generate a new job from the job posting system that vou used to start this hiring
process.

Click Here to Create New Job ]

nextg

If the job is not listed, click ‘Click Here to Create New Job’.
If the job is listed in the drop-down box, select it.



M FINANCIAL ATD

HUNTER COLLEGE OQF THE CITY UNIVERSITY OF NEW YORK

WELCOME TO THE HUNTER COLLEGE
 OFFICE OF FINANCIAL AID WEBSITE

Create Time Sheet with Hire Request
Timesheet To-Do [tems

Timesheet Control Panel Add a Hire Instance
Log Out Student Roy a Rogers1
Job TEST JOB - DO NOT APPLY

Primary Supervisor

John Battaglia
Maura Zoeller
Taige Test Employer 2

Secondary Supervisors

Pay Schedule Hunter College Bi-WWeekly Payrell Schedule |» |
Wage 7.15

Hours per Week 10.00

Start Date 08-01-2011

End Date 05-31-2012

1. Select aprimary supervisor and designate any secondary
supervisors.

2. If you select a secondary supervisor, that person will be able to

manage timesheets as well.

Select the Pay Schedule

Click on the “Create Hire” button to complete the hire process.

B W



ETNANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK
WELCOME TO THE HUNTER COLLEGE
! OFFICE OF FINANCIAL AID WEBSITE

ERM, Ehgcmank Foms Yo hve succassfully submated & heing request and crasted B timeghest far Timothy Pettus

Job Control Faned * Asi o Job © ! LP |

Termisshmat To=00 [Dams
Temashaat Contral Panel

Log Out

Click ‘Return to Job Control Panel’ to return to your jobs.
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Student Employment Home
On-Campus Employers
Lag Im

Request Login Permission
Contach Lis

Lo Ot

On-Campus Employer Home Page

Pl student Employment News
Welcome to the Student Employmant
wabsital

6 Forms and Information

General mformation about posting jobs,
hirfig, and accass bo all Unncersty student
arnploymeant forms,

'-|_. Suggestion Box

Seand us your suggestions, ideas, or
CONCErns!

Pl Employer Tools

ﬁ- Job Management Login

Login to post jobs, hire students, and
BCCEES Student applications.

@ Timesh Management Login
Login to mantage your imeshests.

~ Request a Login

Click above if you are an On-Campus
Employer who has newver logged in before.

@ User's Guide [DOC] [PDF]

Download the Wab ofte User's Guide in DOC
ar PDF farmat,

1. Navigate to http://Hunter.studentemployment.ngwebsolutions.com

and click ‘On-Campus Employers’
2. Click ‘Timesheet Management Login’ to access the timesheets for
jobs in your Cost Center.



REVIEW YOUR TIMESHEETS

ETKNANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK

WELCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WEBSITE

Student Emplovment Home
B Timesheet To-Do Items
Timesheet Control Panel
Manage Timesheet Jobs
Jobh Control Panel

Log Out

Time sheets that need attention

® Cnly show time sheets for which I am the primary supervisor

() Show all time sheets regardless of being a primary supervisor

Delinquent time sheets

There are no time zheets to dizplay.

Submitted time sheets awaiting review

Stucent Name Job Deadline Hours Worked Reviev,
TEST 08/01/111 -08/02111

Roy Rogers1 TEST JOB - DO NOT APPLY 8/9/2011 11:59 PM 7.00 Hours Review

1. |If you approve timesheets for more than one cost center,
first select a cost center from the drop-down box at the

top.

2. Click ‘Review’ next to the timesheet you wish to review.



__.—i?
—— MODIFY A TIMESHEET
nextae O S

Student Employment Home

Timesheet To-Do [tems

Manage Time Sheet [ Print Time Sheet ]
Timesheet Control Panel Student FRoy a Rogersi
Job Title TEST 108 - DO NOT AFPLY
Manage Timesheet Johs Status Pending Approval

Pay Period TEST 08/01/11 - 08/02/11
Job Control Panel

Deadline August 9, 2011 11:355 PM
Log Out

Time Sheet Entries /
Date Start End Hours Edi” Delete
Monday, August 01 8:00 AM 00 FM| -- 7 hrs| Edit | Delste
» Add New Entry
Total:| 7 hrs

Awards Supervisors Accounts Notes

Pay Period Info | Hire Details

TEST 08/01/11 - 08/02/11

Start - Monday, August 1, 2011

End - Tuesday, August 2, 2011

Student Deadline - Monday, August 8, 2011 (11:33FM)
Supervisor Deadline - Tuesday, August $, 2011 (11:33FM)
Pay Date - Wednesday, August 10, 2011

1. If you need to make changes to the timesheet, click ‘Edit’ next to the
entry you wish to modify.
2. The timesheet will now be locked to you until you save your changes.



HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK
WELCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WEBSITE

[ Student Employvment Home

Timesheet To-Do Items . I . .
Manage Time Sheet Print Time Sheet

Timesheet Control Panel Student Roy a Rogersi

Job Title TEST JOE - DO NOT APPLY
Status Pending Approval

Pay Period TEST 08/01/11 - 08/02/11

Deadline Zugust 9, 2011 11:39 FM

“ L1\
Time SheeP Entrics \

Date Start End Hoi | Edit | Delete

Monday, August 01 || g:00am v ||[3:00M | |[nosreak  »||[Update | [Cancel |

_. » Add New Entrv

Manage Timesheet Jobs
Job Control Panel

Log Out

Total:| 7 hrs

Pay Period Info | Hire Details

TEST 08/01/11 - 08/02/11
Start - Monday, August 1, 2011

Awards Supervisors Accounts Notes

End - Tuesday, August 2, 2011

Sludenl Deadline - Mund=y, Sugu=L 5, 2011 (11:33FM)
Supervisor Deadline - Tuesday, August 3, 2011 (11:53PM)
Pay Date - Wednesday, August 10, 2011

1. You may edit the Start, End, or Break hours and then click ‘Update’.
2. You may click ‘Add New Entry’ if you wish to add another entry



REJECT A TIMESHEET

M FINANCIAL AID

i HUNTER COLLE

GE OF THE CITY UNIVERSITY OF NEW YORK

Student Employment Home
Timesheet To-Do Items
Timesheet Control Panel Student
Job Title

Status

Pay Period
Deadline

Manage Timesheet Jobs
Job Control Panel

Log Out

Manage Time Sheet

WELCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WEBSITE

[ Print Time Sheet ]

Roy a Rogersl

TEST JCE - DO NOT APPLY
Pending Approval

TEST 08/01/11 - 08/02/11
August §, 2011 11:55 FM

Time Sheet Entries

Date Start End Hours Edit

Delete

Monday, Augu

st 01 g:00 AM

3:00PM| - 7 hrs| Edit Celste

» Add New Entry

Total: | 7 hrs |

Approue] [ Reject] [ Lock ]

Pay Period Inf

Awards Accounts Motes

Hire Details

Supervisors

TEST 08/01/11 - 08/02/11
Start - Monday,

August 1, 2011

If you need to reject the timesheet back to the student, click

End - Tuesday, August 2, 2011

Student Deadline - Monday, August 8, 2011 (11:35PM)
Supervisor Deadline - Tuesday, August 3, 2011 (11:33FM)
Pay Date - Wednesday, August 10, 2011

‘Reject Time Sheet’



nextaens REJECT A TIMESHEET

M FINANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK
' OFFICE OF FINANCIAL AID WEBSITE

WELCOME TO THE HUNTER COLLEGE

Student Employment Home

Timesheet To-Do Items - .
Reject Time Sheet

Timesheet Control Panel Student Roy a Rogersi
Job Title TEST 10B - DO NOT APPLY
Manage Timesheet Jobs Status Pending Approval
Job C 1Panel Pay Period TEST 08/01/11 - 08/02/11
ob Control Fane Deadline August 9, 2011 11:53 PM
Log Qut

Describe the reason for the re]ectlon below:

Beci of its current status, this sheet will be ected to the student.
The rnessage below will be e- rnalled to the student and added to the time sheet notes.

Sorry, your timesheet has been rejected.

Reject Time Sheet ] [ Cancel ]
Time Sheet Entries
Date Start Hours Break
Monday, August 01 3:00 AM 3:00 FM -- 7 hrs
Total: 7 hrs

1. Enter thereason you are rejecting the timesheet and click

‘Reject Time Sheet’.
2. An e-mail will be sent to the student notifying them that

their timesheet has been rejected.



Student Emplovment Home
J Timesheet To-Do Items
Timesheet Control Panel
Manage Timesheet Johs
Job Control Panel

Log Qut

M EINANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK

WELCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WEBSITE

Manage Time Sheet [ Print Time Sheet 1

Student Roy a Rogersl
Job Title TEST JOB - DO MOT AFPLY
Status Fending Approval
Pay Period TEST 08/01/11 - 08/02/11
Deadline August 3, 2011 11:55 FM

Time Sheet Entries

Date Start End Hours Edit Delete
Monday, August 01 g:00 AM 3:00 PM| -- 7 hrs| Edit Delete

#» Add New Entry

Total: | 7 hrs |

[Approve] [ Reject ] [ Lock ]

Awards Supervisors Accounts Notes

Pay Period Info | Hire Details

TEST 08/01/11 - 08/02/11

Start - Monday, August 1, 2011

End - Tuesd=y, August 2, 2011

Student Deadline - Monday, August 8, 2011 [11:35FM]
Supervisor Deadline - Tuesday, August 3, 2011 [11:39FM]

Pay Date - Wednesday, August 10, 2011

To approve the timesheet, click ‘Approve Time Sheet’
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M EINANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK
WELCOME TO THE HUNTER COLLEGE
! OFFICE OF FINANCIAL AID WEBSITE

Wk

Stdent Emplovment Home

Timesheet To-Do Items -
Timesheet Approved

Timesheet Control Panel The time sheet has been approved.

Manage Timesheet Jobs

Job Control Panel |Go to my Control Panel » |

Log Qut | Return to this time sheet » |

nextg

1. Click ‘Go to my To-Do List’ to review other timesheets
2. To view the Supervisor Control Panel, click ‘Go to my
Control Panel.’



M EINANCIAL AID

- HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK

WELCOME TO THE HUNTER COLLEGE
' OFFICE OF FINANCIAL AID WEBSITE

B Student Emplovment Home

Timesheet To-Do Items

My Control Panel
Timesheet Control Panel
Manage Timesheet Jobs
Job Control Panel Jobs for which | am the primary supervisor

TEST JOB - DO NOT APPLY Manage Job View Hires

Log Out

hextgen®

1. The Supervisor Control Panel is where Supervisors can
access information about the jobs for which they are a
primary supervisor.

2. Supervisors can manage their jobs and timesheets from
this page.



HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK

WELCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WEBSITE

e %

E Student Emplovment Home

Timesheet To-Do ltems
My Control Panel

E Timesheet Control Panel

Manage Timesheet Jobs

Joh Control Panel Jobs for which | am the primary supervisor

TEST JOB - DO NOT APPLY Manage Job View Hires
Log Out
Perwevirrad By f

To access timesheets, first click ‘View Hires’ to see everyone
who is hired for the selected cost center.
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EINANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK
= WELCOME TO THE HUNTER COLLEGE
! OFFICE OF FINANCIAL AID WEBSITE

Student Employrment Home
My Control Panel

Timesheet To-Do Ite
ol U [t Education =]

Timesheet Contral Pane|

Marage Tumeshest Jobs R T R T R
Sob Control Pansl Assistant Mangas lob Ny Hires
Student Hame [Extras |Current Time sheet All Time sheets
Log Out Timothy Adam Pettus Infa Go to time sheat Al time ghests
b

1. To view the student's current timesheet, click ‘Go to time sheet’ under
the ‘Current Time Sheet’ section.
2. To view all timesheets for the student, click ‘All time sheets’.



INANCIAL AID

HUNTER COLLEGE OF THE CITY UNIVERSITY OF NEW YORK

WELCOME TO THE HUNTER COLLEGE
OFFICE OF FINANCIAL AID WEBSITE

5 View Tir Hheel
e For Roy Ku rsl II:IJ\JH O NOT APPLY
a Time Sheets for Job: TEST JOD - DO NOT APPLY
Status | Pay Period Slarl Dale | End Dale Time ‘ eee 0
o [ |rEsTemeii- Monday, August 01, Tuesday, August 02, | Go to bme
“““““ B i B Student Employment Home
Lag O g
Timesheet To-Do Items - - -
Manage Time Sheet [ Print Time Sheet 1
. Timesheet Control Panel Student Roy a Rogersl
next? 1 ) Job Title TEST 1OB - DO NGT APPLY
- Manage Timesheet Jobs Status Approved

Pay Period TEST 08/01/11 - 08/02/11

Job Control Panel Deadline August 8, 2011 11:55 PM

Log Out

Time Sheet Entries
Date | Start ‘ Hours ‘ Break
Monday, August 01 | 8:00 AM ‘ 3:00 PM ‘ - 7 hrs

Total: /? hrs
Pay Period Info | Hire Details ‘ Awards | Supervisars | Accounts ‘ Notes

TEST 08/01/11 - IJB_fIJ2,v'11
Start - Monday, August 1, 201

‘ug )
Supervisor Deadline - Tussdsy, August 5, 2011 (11:55°M)
Pay Date - \‘.‘ednesda';, August 10, 2011

1. To view a history of the timesheets, as well as any notes
entered by the student, click ‘Go to Timesheet'.
2. Then, click on the ‘Notes’ tab.
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Student Employment Home

Timesheet To-Do Items

Manage Time Sheet [ Print Time Sheet ]
Timesheet Control Panel student Roy 3 Rogersl
. Job Title TEST JCE - DO NOT APPLY
Manage Timesheet Jobs Status Approved

Pay Period TEST 08/01/11 - 08/02/11

Joh Control Panel Deadline August 9, 2011 11:58 PM
Log Out
Time Sheet Entries
Date Start Hours Break
Monday, August 01 S:00 AM 3:00 PM -- 7 hrs
Total: 7 hrs

Pay Period Info ‘ Hire Details Awards Supervisors Accounts Notes

Time Sheet Notes

[ Add Note ]

Note Type User Date

Time Sheet Approved Taige Test Employer 2 Monday, August 8, 2011 4:54 PM
Time sheet Approved.

Time Sheet Submitted Roy a Rogersl Monday, August 8, 2011 4:45 PM
Timesheet Submitted

Details of the student’s timesheet history are displayed and any
notes the student may have submitted.
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WE’'RE FINISHED!
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