
Student Employmentp y

JobX & TimesheetX Student TrainingJobX & TimesheetX Student Training 

Note:  This is a template that can be utilized to create your own institutional specific 
Student Employment Student Training presentation.  

W t l d th t lk th thi d t d t b t t i iWe strongly recommend that you walk thru this documented step-by-step training 
documentation and customize to fit your specific processes and needs. 



Student Employment Suite
JobX + TimesheetX = Total Solution

• JobX helps schools automate the job 
posting, hiring, and reporting process for 
t d t l d d i i t tstudents, employers, and administrators.

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

• JobX and TimesheetX are seamlesslyJobX and TimesheetX are seamlessly 
integrated.



JobX
Benefits for Students:

• Automated notices
• Online applications
• 24-hour service24 hour service
• Web accessibility
• Eliminated paper forms
• Job search skills development



TimesheetX
Benefits for Students:

• Automated notices
• Award balance display
• Never a lost time sheet
• Web accessibility
• Eliminated paper formsEliminated paper forms
• Full work history
• Deadline reminders



I tit ti l S ifiInstitutional Specific
• Your site has YOUR Institution’s look andYour site has YOUR Institution s look and 

feel

• Your site has YOUR Institution’s accounts, 

departments etcdepartments, etc.

• Your site is configured to YOUR 

Institution’s processes



Today’s Demo
St d t fi d d li f j b• Student finds and applies for job

• Employer hires student (implied)p y ( p )

• Student enters time 



bFind A Jo



1 Navigate to https://hunter studentemployment ngwebsolutions com1. Navigate to https://hunter.studentemployment.ngwebsolutions.com
2. Click ‘Students’



1. Click ‘Shop for A Job’
2 To go directly to a recently posted listing click the Job2. To go directly to a recently posted listing, click the Job 

Title in the ‘Recently posted jobs’ section



Quick Search: A search containing pre-defined criteria

1. Click ‘Quick Search’ for each type of searchyp
2. Click ‘Advanced Search’ to define your own criteria



1. Click the Job Title to 
view details

2. For help, click the ‘i’p,
3. To start another 

search, click ‘Run a 
New Search’, 
located under the 
search results



1. Click the ‘Click here to apply for this job’ link
2 To return to the search results click ‘Return to search results’2. To return to the search results, click Return to search results
3. To view additional help information, click the ‘i’



1. Fill out the questions on the applicationq pp
2. USE YOUR APPLICABLE STUDENT ID!!!



1. To upload a resume, browse to your resume and click 
‘Submit’ and then ‘Next’.

2. If you do not wish to upload a resume, simply click the 
‘Next’ button.



To print your application, click ‘View Printable Version’



Cli k ‘P i t Thi Wi d ’Click ‘Print This Window’



To continue without printing, click ‘Student Employment Home’ on 
the NavBar



You’re Hired!

N h t d d ?Now what do you do?



Enter a Timesheet!



To access your timesheets, first click the ‘Students’ link from they ,
Student Employment Home page.



Click ‘My Timesheets’ from the NavBarClick My Timesheets  from the NavBar.



IS THIS YOUR FIRST TIME? IF SO, CREATE AN ACCOUNT!

If this is the first time you’re entering timesheets, click ‘click
here’ in the login box.



Enter your institutional e-mail address and click ‘Submit’



1 Check your e mail1. Check your e-mail.
2. Click the link in your e-mail. You can also copy and paste it 

into your browser if clicking the link does not work.



Enter your password and click ‘Submit’Enter your password and click Submit



Click the link for students to automatically log in and continue to 
your list of jobs.



IF YOU HAVE AN ACCOUNT, LOG IN WITH YOUR E-MAIL ADDRESS 
AND PASSWORD



Click your job title to view your timesheetsClick your job title to view your timesheets.



If this is the first time you are entering a timesheet for the current pay
period, click ‘Start Timesheet’. If you have already entered time for the
current pay period, the link will be labeled ‘Go to Timesheet’.current pay period, the link will be labeled Go to Timesheet .



Click ‘OK’ on the confirmation dialog box.



Click ‘Add a New Entry’ to enter your time.



1. Select the day 
2. Select the start time for the day you are entering time.



Select the end time for the day you are entering time.



1. You may optionally add break time if needed.
2 Click ‘Add’ to save your time entry2. Click Add  to save your time entry.



1. If you are finished entering time, click ‘Return’ to return to your list 
of jobs.

2. If you wish to log out, click the ‘Log out’ button and you will return2. If you wish to log out, click the Log out  button and you will return 
to the Student Employment Home.



Done Entering Time?
Hand It In!



Click ‘Go to time sheet’ to review your entries



Click ‘Submit Time Sheet’Click Submit Time Sheet



Click ‘Submit Time Sheet’



Cli k ‘OK’ t fiClick ‘OK’ to confirm



Your timesheet is now pending approval by a supervisor. You cannot 
access it again unless your supervisor rejects it.



CONGRATULATIONS!


