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Benefits for Employees

» Apply for multiple jobs with one online application

Y

JobMail enables employees to be notified
Immediately about jobs that match their job
preferences

Job search skills development

Accelerated online hiring process

Eliminated paper forms

Automated notices throughout the JobX lifecycle
Web accessibility

vV V. Y V VY V

24-hour service

%)
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Benefits for Employees

» Automated reminder notices to ensure timely
submission of your time sheet.

Helpful edits ensure quality time sheet entries.
Award Balance Display

Never a lost time sheet

Web accessibility

Paper Time Sheets Eliminated

vV V V V VYV VY

Full Work History at your Fingertips

nextgen® T|meshee® ‘
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Training Agenda

How to Login to JobX & TimesheetX

How to Find a Job

How to Apply for a Job

How to Manage your JobMail subscription
‘My Dashboard’ Feature

How to Enter Time

vV V YV V VY V V

How to Turn in a Time Sheet to Supervisor

nextgen®
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How to Login to JobX

KNOXVILLE

A Employees  Employers & Administrators

i

FEDERAL WORK STUDY PROGRAM

'

Applicants & Employees On-Campus Employers Off-Campus Employers

Search for a job or sign up for e-mail Post available job positions, review Off-campus employers may post job opportunities

notification about positions you're interested applications, and hire employees. for applicants. Non-profit community service

in. Enter time and submit your timesheets! Manage employee timesheets. Employment employers may submit an application to
guidelines and required documents are at participate in the Federal Work Study Off-Campus
your fingertips! Program.

Please navigate to the following URL and click the ‘Applicants & Employees’ link.

https://utk.studentemployment.ngwebsolutions.com/

nextgens
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https://utk.studentemployment.ngwebsolutions.com/

How to Login to JobX

#  Employees Employers & inistrators

My Dashboard
Find a Job
My Timesheets

Contact Us

Bl Employee Information

‘! Welcome to the Applicant & Employee Site
Welcome! Learn about the Employment process at UTK.

?o Required Paperwork

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

@'i Applicant & Employee Training Presentation
Click here to review a customized training PowerPoint on how to
apply for jobs and enter time via our new and exciting JobX and
TimesheetX employment solutions.

HHIETE S AL APPLICANTS & EMPLOYEES

W Applicant & Employee Tools

8

User Dashboard
Click here to review jobs you've re
your JobMail Subscriptic

Find a Job
Conduct either quick or advanced searches for available jo|
an online job application.

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

Payroll Guidelines & Schedule
Learn about the payroll policies and procedures. Check yo
timesheet due dates and the dates your checks will be issu

Enter your Time Sheet
Click here to access your online time sheet via TimesheetX,

tly applied for and to update

THE UNIVERSITY OF

TENNESSEE

KNOXVILLE

What s 8 UT NetID?
Forgot Vour Passwerd?
Nead help signing in?

Curent service alerls and outage

CENTRAL AUTHENTICATION SERVICE

To continue, please enter your NetiD and password:

NetD: | HeilD

Password: | Password

By logging n 1 s ke, you e 1 the larm of e UT Acceptadie Uise Podcy.

Contact Our Office

Have guestions? Click here and send us your questions, suggestions,

or concerns.

» Step 1: Click ‘Find a Job’ on the JobX Applicant & Employees Home Page.
click ‘Find a Job’ from the Employees menu at the top of the screen.

» Step 2: Login utilizing your UTK NetID and Password.

nextgen®
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How to search for a job
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Quick Search: A search containing pre-defined criteria

THE UNIVERSITY OF

# § TENNESSEE

KNOXVILLE

# | Employees = Employers & Administrators
My Dashboar
Fing Find ajob

My Timesheets

i )1 ContactUs

ch Manage My Profile iptions below or click on the “Advanced Search” button for more options.

4 Quick Search J @Adm-ced Search h

Select a quick search.

On-Campus FWS Jobs Off-Campus FWS Jobs
Show All Active Jobs 25 Most Recently Posted Jobs
Most Hours per Week Fewest Hours per Week

obs by Department

» After clicking the ‘Find a Job’ function, 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’.

nextgen® Job/)a ‘
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Advanced Search: Define your own custom job criteria

g §f TENNESSEE

KNOXVILLE

#  Emplojees  Employers & Administrators

Find A Job

1 Instructions

uuuuuuuu

[Run 3 New Search1

@, que seaen [ Aavancsa secren

© On-Campus Jobs (FWS) ' Off-Campus Jobs (FWS)
Narrow your search with the fellowing aptions.
‘Selecting nane for any search criteria implies all.
lKEylwntSk

Click ® and © ta expand and collapse search criteria.
8 Caregories

Select job Categary (Up to 3¢
Selzzt 1.

EIRIE

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:
» Keyword(s) Search
» Search by Job Type Population (On-Campus FWS, Off Campus FWS, On Campus Non—-FWS, and On
Campus Federal State Grants)
» Job Category, Employers/Department, Time Frame, Wage, and Hours per Week / ,\
nextgens

NGWeb Solutions, LLC - Confidential and Proprietary - Do not share without permission



How to apply for a job
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UTK Disclaimer Statements

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

A UTK Disclaimer statement will
be presented for each Job Type
(On Campus FWS, Off Campus
FWS) you selected.

After you've successfully
reviewed the applicable UTK
Disclaimer Statement(s), you will
be required to click the ‘| agree’
button(s) before any available
jobs of that Job Type population
will be presented.

THE UNIVERSITY OF

TENNESSEE

KNOXVILLE

A | Employees  Employers & Administrators

Find A Job

1 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. If 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 order to view available jobs, if any disclaimers are presented below, you must first click the “Agree” button for those jobs to be presented for your consideration.

Run a New Search

Disclaimer: Off-Campus Jobs (FWS)

Off-campus Federal Work Study jobs are available for students with a Work Study award who are currently enrolled and who do not have outstanding requirements. If you are unsure of
your Work Study eligibility, please contact One Stop for assistance. Students who elect an off-campus Federal Work Study job are respensible for their own transportation to and from the
work site. Students are responsible for ensuring that their Federal Work Study position does not interfere with any scheduled class or lab times.

| agree

Disclaimer: On-Campus Jobs (FWS)
On-campus Federal Work Study jobs are available for students with a Work Study award who are currently enrolled at least half-time and who do not have outstanding requirements. If you
are unsure of your Work Study eligibility, please contact One Stop for assistance. Students are responsible for ensuring that their Federal Work Study position does not interfere with any

scheduled class or lab times.
h

25 Most Recently Posted Jobs

Job X)

nextgen®
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Apply for one or more jobs with one single application!

THE UNIVERSITY OF

g § TENNESSEE

KNOXVILLE

#  Employees  Employers & Administrators

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. If 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.

Run a New Search

S} Aoy for selected obs | <ffmmm—

On-Campus FWS Jobs

ljl to 2 of Total Rows: 2 Prev Next

a

¥ Job Title: Taige Test lob Employer: Student Employment
Wage: $7.25/hr Listed: 08/01/2017
Openings: 8 Category: Administrative

H? Job Type: On-Campus Jobs (FWS)
JOb le: Test On-Campus FWS Job - 08022017 Employer: Accounting & Information Management

Wage: §7.25/hr Listed: 08/02/2017
Openings: 4 Category: Animal Care
Hours: 10 te 30 hours / week Job Type: On-Campus Jobs (FWS)

»  Simply click the box next to one or more jobs you wish to submit an
application

»  Then, click the ‘Apply for Selected Jobs’ link.

nextgen®

NGWeb Solutions, LLC - Confidential and Proprietary - Do not share without permission

Job X)




Apply for one or more jobs with one single application!

Please fill out the questions
on the application. Any
fields with a red asterisk
are required to be
completed before your
application can be
successfully completed.

Some of the fields may
have information pre-filled.
Please be sure to review
and update if the
information is no longer
accurate.

You may upload a resume
for the hiring employer to
review, if desired. In order
to do so, browse to that file
on your computer and click
‘Open’,

Lastly, to submit your
application to the hiring
supervisors for all the jobs
you selected, please click
the “Submit” button.

nextgen®

NGWeb Solutions, LLC - Confidential and Proprietary - Do not share without permission

THE UNIVERSITY OF

# § TENNESSEE

KNOXVILLE

#  Employees Help

Apply To Job

(i ) Instructions

Welcome, Roy a Rogers1 | Logout

Please complete the application below. then click the "Submit” button to apply for this job. A red asterisk will appear next to fields that are required but have not been entered.

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:

4 Taige Test Job - Student Employment
& rest On-Campus FWS Job - 08022017 - Accounting & Information Management

General
First name ‘Roy =
Last name ‘Rogerﬂ 4

Please use your institutional email address ‘ # (re-enter to confirm)

Student ID# ‘11‘\1111‘\1

|
|
uT Email ‘royrugers‘\@ngwebsclut\'ons.ccm |
|
| =
| =

Telephone ###-#e-sa#s \

Resume Choose File | No file chosen
Major ‘ Please select ¥ | *
Grade Level Please select ¥ |*

Are there any days you are NOT available to work?

JobX)




How to Complete your JobMail Subscription

nextgen® JobX)



THE UNIVERSITY OF
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KNOXVILLE

What is JobMail?

JobMail is a system that notifies you automatically by email when jobs
of interest to YOU are posted.

To enable JobMail, you must complete a JobMail subscription defining
what types of jobs interest you. Once you’ve updated your
subscription, if any attributes of a new job being listed match your
subscription attributes, you will receive email from the system. This
email will provide all the necessary details about the job so you can
proactively apply for the job, if interested.

nextgen® JobX)
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KNOXVILLE

A Employees  Employers & Administrators

i

FEDERAL WORK STUDY PROGRAM

'

Applicants & Employees On-Campus Employers Off-Campus Employers

Search for a job or sign up for e-mail Post available job positions, review Off-campus employers may post job opportunities

notification about positions you're interested applications, and hire employees. for applicants. Non-profit community service

in. Enter time and submit your timesheets! Manage employee timesheets. Employment employers may submit an application to
guidelines and required documents are at participate in the Federal Work Study Off-Campus
your fingertips! Program.

Please navigate to the following URL and click the ‘Applicants & Employees’ link.

https://utk.studentemployment.ngwebsolutions.com/

nextgens
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How to Login to JobX JobMail

E CENTRAL AUTHENTICATION SERVICE
THE UNIVERSITY OF THE UNIVERSITY OF
TENNESSEE NRERSEE
KNOXVILLE To continue, please enter your NetlD and password:
KNOXVILLE
What is a UT NetiD?
NetiD: NetiD
A Employees Job) esheetX Reporting = Access &Audit  Uploads | Site Setup Foreet o ez
Need help signing in? Password: Password
My Dashboard
Find a Job Current service alerts and outage T
My Timesheets
-y logging nto tis s, you sgree o e terms o the T Acceptadie Use Poicy
Contact Us

ARl APPLICANTS & EMPLOYEES

W Employee Information Il Applicant & Employee Tools
‘! Welcome to the Applicant & Employee Site (i) User Dashboard
Welcome! Learn about the Employment process at UTK. Click here to review jobs you've recently applied for and to update

your JobMail Subscriptien.
ﬁ Required Paperwork
Find a Job
Conduct either quick or advanced searches for available jobs. Submit

B Frequently Asked Questions an online job application.

Questions about JobX, TimesheetX, the job registration process or
our employment processes in general? Check out our FAQ's to help 7

. Manage JobMail

answer your questions. T Be the first to know whan Jjobs matching your criteria become
T N N N available.

Applicant & Employee Training Presentation

Click here to review a customized training PowerPoint on how to R

apply for jobs and enter time via our new and exciting JobX and / Payroll Guidelines & Sr.he:_lule

Timesheetx employment solutions Learn about the payroll policies and procedures. Check your

timesheet due dates and the dates your checks will be issued.

%l Enter your Time Sheet
Click here to access your online time sheet via Timeshesti.

Ej Contact Our Office
Have questions? Click here and send us your questions, suggestions,
or concerns.

» Step 1: Click ‘Manage JobMail’ on the JobX Applicant & Employees Home

Page. Or click ‘User Dashboard’ from the Employees menu at the top of the
screen,

» Step 2: Login utilizing your UTK NetID and Password.

6X)
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Configure your JobMail Subscription

X

THE UNIVERSITY OF  utkstudentemployment.ngwebsolutions.com says:

g § TENNESSEE

Edit this subscription name.
KNOXVILLE

A | Employees = Help

User Dashboard
Employee Information ( Applications | Job Mail
Job Mail

The JobMail system sends email to,

On-Campus Jo
Subscriptiont
» Employer 1 selected
» Category 0 selected

»Time Frame 1 selected

Off-Campus Jobs (FWS) «?»
Subscriptiont
» Employer 0 selected
» Category 0 selected

»Time Frame 0 selected

Summer 201 7|
Welcome, Roy a Rogers1 | Logout

OK Cancel

hen jobs of interest are posted. Add and edit your JobMail subscriptions below to determine what jobs you will receive JobMail about.

Add New Subscription
Delete Subscription
View/Modify
View/Modify
View/Modify

Add New Subscription
Delete Subscription
View/Modify
View/Modify
View/Modify

You may create multiple subscriptions and name them as desired for each Job Type (On Campus FWS, Off Campus FWS,

etc.) 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. All Year, Academic Year, etc.)

nextgen®

NGWeb Solutions, LLC - Confidential and Proprietary - Do not share without permission
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Configure your JobMail Subscription

Welcome, Roy a Rogers1 | Logout
# | Employees Help

User Dashboard
Employee Information [nppl\cadons Job Mall
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.

On-Campus Jobs (FWS) «?» [ Add Mew Subscription ]
Subscriptiont Delete Subscription

» Employer 1 selected ﬁ View/Modify 1

» Category 0 selected ﬂ View/Modify 1

» Time Frame 1 selected d View/Modify 1

Off-Campus Jobs (FWS) «?» [ Add Mew Subscription ]
Subscriptiont Delete Subscription

» Employer 0 selected View/Modify 1
» Category 0 selected View/Modify ]
» Time Frame 0 selected View/Modify 1

Click ‘View/Modify’ to add preferences for each Job Type criterion.

06X

Powered by NextGen

nextgen®
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Configure your JobMail Subscription

9 o TENNESSEE

KNOXVILLE

Welcome, Roy a Rogers1 | Logout
@  Employees Help

User Dashboard
Employee Information | Applications | Job Mall Selected Items Remove All
( Student Employment [remove]
Job Mail

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

On-Campus Jobs (FWS)  «?»

Subscriptiont Available Items Add All
4-H Youth Devel Agricultural Leadership, Education, and

»Employer 1 selected o aricuttara Hessen. an 2dd i
Accounting & Information Management [add)
» Category 0 selected Admissions Processing add]
" Alumni Affairs [add]l
»Time Frame 1 selected Animal Science Department add]
Anthropology add]
Off-Campus Jobs (FWS) «2» Arts & Sciences Advising add]
L Ask a Scientist [add]
Subscriptiont Athletics Marketing Department add]

Athletics Spirit Department [add] o
» Employer 0 selected Biochemistry & Cellular & Molecular Biology Tadd]

» Category 0 selected

»Time Frame 0 selected

Click ‘add’ next to each item you wish to add to your JobMail subscription

05X

nextgen®

WEB SOLUTIONS
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Configure your JobMail Subscription

9 o TENNESSEE

KNOXVILLE

Welcome, Roy a Rogers1 | Logout
A Employees Help

User Dashboard
Employee Information ( Applications | Job Mail Selected ftems Remove Al
Student Employment remove
. Alumni Affairs remove
JOb Mal| Animal Science Department \ remove
The JobMail system sends email to you when jobs of interest are posted. Add and edit your JobMail subscriptions below| \
On-Campus Jobs (FWS) «2»
Subscriptiont Available Ttems Add All
EmlEEr 1 selected é—DHm\r‘no;r:c;ie::IcpmenL Agricultural Leadership, Education, and Mi
Accounting & Information Management add]
» Category 0 selected ‘Admissions Processing add]
X Anthropology add]
» Time Frame 1 selected Arts & Sciences Advising 2dd]
Ask a Scientist add]
Off-Campus Jobs (FWS) «?» Athletics Marketing Department add]
- Athletics Spirit Department add]
Subscriptiont Biochemistry & Cellular & Molecular Biology add]
Biology add]
» Employer 0 selected Bioloay in a Box raddl
oy o T —
» Time Frame 0 selected

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

Powered by NextGen

_ obX)
nextgen~s
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Configure your JobMail Subscription

THE UNIVERSITY OF

g § TENNESSEE

KNOXVILLE

Welcome, Roy a Rogers1 | Logout
#  Employees Help

User Dashboard
[x]
Employee Information ( Applications | Job Mall Selected Items Remove All
Student Employment remove’
. Alumni Affairs remove’
JOb Mail Animal Science Department remove’
The JobMail system sends email to you when jobs of interest are posted. Add and edit your JobMail subscriptiens below|
On-Campus Jobs (FWS) «7»
Subscriptiont Available Items Add Al
J Bevel - dershi .
S EmlE 1 selected aﬁ‘:ﬁmhn Agricultural L Education, and [add] ~
Accounting & Information Management add
» Category O selected ‘Admissions Processing add
1 Anthropology add
» Time Frame 1 selected Arts & Sciences Advising [add]
Ask a Scientist add
Off-Campus Jobs (FWS) «?» Athletics Marketing Department add
o Athletics Spirit Department add
Subscriptiont Biochemistry & Cellular & Molecular Biology add
Biology add]
» Employer 0 selected Biology in a Box [add]
» Category 0 selected
» Time Frame 0 selected

» When you’re finished adding search criteria, click ‘Done.

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

Powered by NextGen

nextgen®
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Configure your JobMail Subscription

Welcome, Roy a Rogers1 | Logout
# | Employees = Help

User Dashboard

Employee Information (Appllcaﬂon; Job Mail

Job Mail

The JobMail syste ds 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.
Save Subscription(s) | changes must be saved to take effect.

On-Campus Jobs (FWS) «?» Add New Subscription
Subscriptiont Delete Subscription
» Employer 3 selected modified View/Modify
» Category 0 selected View/Modify
» Time Frame 1 selected View/Modify
Off-Campus Jobs (FWS) «2» [ Add New Subscription ]
Subscriptiont Delete Subscription
» Employer 0 selected View/Modify
» Category 0O selected View/Modify
» Time Frame 0 selected View/Modify

Click one of the ‘Save Subscription(s)’ buttons to save your subscription.

5X)

Powered by NextGen
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JobX ‘My Dashboard’ Feature

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

» ‘My Dashboard’ data includes:
» Current / Upcoming / Old / Hires, Awards, and Class Schedule
> Applications (Status, View, Print, Withdraw)

» JobMail Subscriptions

nextgen®

WEB SOLUTIONS




THE UNIVERSITY OF

What is the ‘My Dashboard’ Feature?
# §| TENNESSEE

KNOXVILLE THE UNIVERSITY OF

g §l TENNESSEE

JOXV
A | Employees Help KNOXVILLE
Welcome, Roya Rogers1 | Logout
My Dashboard

Use A  Employees  Help
Find a Job
Emple My JobMail " Jobmail User Doshboord/ /
My Timesheets
Displa Contact Us loyee Information Employee Information | Applications | Job Mail

Hires Manage My Profile Display: Employee Information

[1ob Title: Cost Center Wage Start Date EndData | Hires \

Eluge Test % - ‘Studen::EIm ployment [s7.25 05/01/2017 los/1172017 ‘Joh = e woge ey— o ST ‘
= Active L= Inactive T Closed - Pending [Taige Test iob [student Employment [s7.25 fos/0172017 losr11/2017 [Taige Test Employer |
D= active C=Inactive E= Closed T=pendin
Awards N
Awards
Award Name Amount Balance Term
Award Name Amount Balance Term
Fws 51,500.00 l57.87 2017 Summer
06/01/2017 -08/13/2017)| [ - 4150000 577 [2017 summer
T ' (08/01/2017 - 08/13/2017)
Classes
Classes

Current Class Schedule
Current Class Schedule

Gourse Title! StartDate End Date Days| [Course Title Start Date End Date Days Start End

(Coll Readngastdy Skl (details) [06/01/2017 08/13/2017 MU TH coll Read dy Skl [details] Jos/01/2017 08/13/2017 fruth [11:00 AM 12:15 PM
Found of Sport Mgmt (details) 106/01/2017 08/13/2017 MW | |Found of sport Mgmt (details) lo6/01/2017 0811372017 MwE 1:00 PM 1:50 PM
Fresh Sem-Sport Mgt (details) 08/01/2017 08/13/2017 MW | |Fresh Sem-5port Mgt (details) 06/01/2017 08/13/2017 M w [2:00 PM 3:15 PM
Pre-Algebra (details) los/0172017 081132017 [Tu TH [pre-Algebra (details lo610172017 osr13/2017 TuTh 12:30 PM 220 PMt

NG WebsSolutions, LLC. Jacksonville, FL Phone: 904.332.9001

NG WebSolutions, LLC. Jacksonville, FL Phone: 904.332.9001
® Copyright 2001- 2017, Al rights reserved.

@ Copyright 2001- 2017, Al rights reserved.

» To access your ‘My Dashboard’ feature, click the ‘My Dashboard’ feature from
the Employee menu and login utilizing your UTK NetID and Password.

» To access the applications, and/or JobMail subscription, simply click the
respective tab you wish to view.

» To control how much data is presented on the screen, select your preferred
option from the ‘Employee Information’ display drop down list.

nextgent JOb/A%
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JobX ‘My Dashboard’ Feature

THE UNIVERSITY OF

8 § TENNESSEE

KNOXVILLE

‘Welcome, Roy a Rogers1 | Logout
#A | Employees Help

User Dashboard

Employee Information | Applications | Job Mail

Display: | Current/Future ¥ | Employee Information

Hires
Job Title Cost Center Wage Start Date End Date Supervisar
Taige Test lob [student Employment [s7.25 [os/01/2017 [ogs11/2017 [Taige Test Employer

OJ= active = inactive = closed = Pending

Awards

Award Name Amount Balance Term /
FWs $1,500.00 57.87 2017 Summer

(06/01/2017 - 08/13/2017)

Classes

Current Class Schedule

Course Title Start Date End Date Days Start End

Coll Readngastdy skl (details) 06/01/2017 08/13/2017 TuTh 11:00 AM 12:15PM
Found of Sport Mgmt (details) 06/01/2017 0871372017 MW F 1:00 PM 1:50 PM
Fresh Sem-Sport Mgt (details) 06/01/2017 08/13/2017 M W 2:00 PM [3:15 PM
Pre-Algebra (details) 06/01/2017 08/13/2017 TuTh 12:30 M [2:20 PM

NG WebsSolutions, LLC. Jacksonville, FL Phone: 904.332.9001
& Copyright 2001- 2017, All rights reserved.

» Current/Upcoming/Old hire information can be accessed to ensure accuracy of
employment history when creating resumes.

» No more waiting in lines to find out your Award Amount or Award Balance — ‘My
Dashboard’ ensures this information is at your fingertips.

nextgen® JOb@
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View Applications Previously Submitted

THE UNIVERSITY OF

# § TENNESSEE

KNOXVILLE

Welcome, Roy a Rogers1 | Logout

#A  Employees Help

User Dashboard

Employee Information | Applications | Job Mail

Display Appl'\cation Data

Applications / /

JobId Job Title Employer Status Application Date  Job Openings Details Print Withdraw
4579  Taige Test)cb Student Employment Hired 8/8/2017 g ()g > b4
4583 Test Off-Campus FWS Job 08022017 Green Magnet Academy Submitted 8/8/2017 4 ()% > #®
4582 Test On-Campus FWS Job - 08022017 Accounting & Infermation Management Submitted 8/8/2017 4 % > X
4582 Test On-Campus FWS Job - 08022017 Accounting & Infermation Management Hired B8/2/2017 4 C)Q > x

No more waiting in lines to find out the status (submitted, pending hire, hired) of the applications you submitted for
your ‘best fit’ jobs. My dashboard provides real-time self-service access to this information.

N
r

»  Applicants can customize their application view and print applications.

>  Applicants can simply withdraw a previously submitted application by clicking the red ‘X’ next to the applicable
application if they no longer have any interest in the job. Applicant’s have two options when withdrawing their
application.

» Withdraw an application and email the supervisor to explain why you’re withdrawing your application; OR
» Withdraw an application without emailing the supervisor.

4
_ Job X
nextgens
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Once you're hired, what do you do?
If you have not participated in Federal Work Study
In a previous semester, you will need to visit
the Office of Financial Aid & Scholarships at
116 Student Services Building in order to
complete employment verification paperwork.
The office is open 8 a.m. — 5 p.m. Monday-Friday.

P
4
-'
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How to Login to TimesheetX

KNOXVILLE

A Employees  Employers & Administrators

i

FEDERAL WORK STUDY PROGRAM

'

Applicants & Employees On-Campus Employers Off-Campus Employers

Search for a job or sign up for e-mail Post available job positions, review Off-campus employers may post job opportunities

notification about positions you're interested applications, and hire employees. for applicants. Non-profit community service

in. Enter time and submit your timesheets! Manage employee timesheets. Employment employers may submit an application to
guidelines and required documents are at participate in the Federal Work Study Off-Campus
your fingertips! Program.

Please navigate to the following URL and click the ‘Applicants & Employees’ link.

https://utk.studentemployment.ngwebsolutions.com/

nextgens
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https://utk.studentemployment.ngwebsolutions.com/

How to Login to TimesheetX

THE UNIVERSITY OF

TENNESSEE

KNOXVILLE

Welcome, Ray a Rogers! | Logout
@ | Employees  Help

My Dashboard
find aJob

My JobMail

My Timesheets

Contact Us

APPLICANTS & EMPLOYEES

Manage My Profile

Il Employee Information

@8 Welcome to the Applicant & Employee Site
Welcome! Learn about the Employment process at UTK.

Bl Applicant & Employee Tools.
User Dashboard

Click here to review jobs you've recently applied for and to update
your JobMail Subscription.

Q Find a job

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

."Io Required Paperwork

CENTRAL AUTHENTICATION SERVICE

[ Frequently Asked Questions

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

@-ﬁ Applicant & Employee Training Presentation
Click here to review a customized training PowerPaint on how to
apply for jobs and enter time via our new and exciting JobX and
TimesheetX employment solutions.

E\_ Manage JobMail

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

# Payroll Guidelines & Schedule
Learn about the payroll policies and proce:
timesheet due dates and the dates

<k your
s will be issued.

B Enter your Time Sheet
Click here to access your anline time sheet via Timesheetx,

[E§ Contact Our Office

THE UNIVERSITY OF

TENNESSEE

KNOXVILLE

What is a UT NetiD?
Forget Your Password?

Need help signing in?

To continue, please enter your NetlD and password:

NetlD: NetiD

Password: Password

Have questions? Click here and send us your questions, suggestions,
or concerns,

Current service alerts and outage LOGIN

By logging In o this site, you agree fo the rerms of the LT Acceptaie Use Poiicy.

» Step 1: Click 'Enter your Time Sheet’ on the JobX/TimesheetX Applicant &
Employees Home Page. Or click ‘My Timesheets’ from the Employees menu at
the top of the screen.

» Step 2: Login utilizing your UTK NetID and Password.

nextgen®
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Enter a Time Sheet

THE UNIVERSITY OF

g § TENNESSEE

KNOXVILLE

Welcome, Roy a Rogers1 | Logout

@ ' Employees Help

My Timesheets

Welcome, Roy a Rogers1. Below you will find your jobs.

( Current Hires, Awards & Cl, edules (3) T Upcoming Hires & Awards (0) [ Old Hires & Awards (1)

Title Cost Center Wage Start Date End Date Supervisor

Taige Test [ob |Studer|t Employment $7.25 05/01/2017 08/11/2017 Taige Test Employer
(= active = inactive E= Closed = Pending

Account Name Amount Balance Term

2017 summer
FWs 1,500.00 7.87
$ $ (06/01/2017 - 08/13/2017)

Course Title Start Date End Date Days Start End

Coll Readng&stdy Skl (details) 06/01/2017 08/13/2017 TuTh 11:00 AM 12:15 PM
Found of Sport Mgmt (details) 06/01/2017 08/13/2017 MW F 1:00 PM 1:50 PM
Fresh Sem-Sport Mgt (details) 06/01/2017 08/13/2017 MW 2:00 PM 3:15 PM
Pre-Algebra (details) 06/01/2017 08/13/2017 TuTh 12:30 PM 2:20 PM

First, click the ‘Job Title’ link to access your time sheets.

nextgen:. Timeshee( )X
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Start a Time Sheet

9 o TENNESSEE

KNOXVILLE

Welcome, Roy a Rogers1 | Logout

#  Employees Help

Hire Time Sheets
Job Title Taige Test Job
Supervisor Taige Test Employer
Wage 37.25
Start Date May 1, 2017
End Date August 11,2017
Status Active

Time Sheets for Job: Taige Test job

Status Pay Period Actual Earnings Time Sheet

08/07/17 - 0B/20/17

% Start time sheet
Monday, August 07 - Sunday, August 20, 2017
07/04117 - 0712117 Description | Total | Hours | Rate

Tuesday, July 04 - Wednesday, July 12, 2017 Go to time sheet
Finalized: August 08, 2017 405 PM Regular Hours | $48.84 675 | 7.25
06/01/17 - 07/03/17

% Never started
Thursday, June 01 - Monday, July 03, 2017

% 05/01/17 - 06/01/17 Never started

Monday, May 01 - Wednesday, May 31, 2017

If this is the first time you are entering a time sheet for the current pay
period, click the ‘Start Time Sheet’ link to the right of the pay period you wish to
enter time.
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Start a Time Sheet

THE UNIVERSITY X

' I . TENNESSE utk.studentemployment.ngwebsolutions.com says:

KNOXVILLE You are about to start a new time sheet for the pay period starting
Monday, August 07. It will be due: Monday, August 21

Welcome, Roy a Rogers1 | Logout

@ ' Employees = Help
OK Cancel

Hire Time Sheets
Job Title Taige Test job
Supervisor Taige Test Employer
Wage $7.25
Start Date May 1, 2017
End Date August 11,2017
Status Active

Time Sheets for Job: Tajge Test Job
Status Pay Period Actual Earnings Time Sheet
08/07/17 - 08/20/17

b4 Start time sheet
Monday, August 07 - Sunday, August 20, 2017

_ Qwang-onzng Description | Total | Hours = Rate

= Tuesday, July 04 - Wednesday, July 12, 2017 Go to time sheet
Finslized: August 08, 2017 4:05 PM Regular Hours | $48.24 | 675 | 7.25

% 06/01/17 - 07/03/17 N
Thursday, June 01 - Monday, July 03, 2017
05/01/17 - 06/01/17

® Mever started

Maonday, May 01 - Wednesday, May 31, 2017

If you clicked ‘Start Time Sheet’, then click ‘OK’ on the confirmation dialog

box.
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Add a New Time Sheet Entry for Time Worked

KNOXVILLE

Welcome, Roy a Rogers1 | Logout

# ' Employees = Help

Manage Time Sheet

Employee Roy a Rogzerst Actions
Job Title Taige TestJob Return to hire »
Status Incomplete
Pay Period 08/07/17 - 08/20/17
Deadline August 21, 2017 10:00 AM

Time Sheet Entries

Date Start End Break Hours | Edit ‘ Delete

There are no entries to display,

» Click to dismiss ti if ng hours will be worked for this pay perigd.

» Add New Entry

Class Schedule

A

Course Title Start Date End Date Days Start End
Coll Readng&Stdy Ski (details) 06/01/2017  [08/13/2017 |TuTh [11:00AM [12:15PM
Found of Sport Mgmt (details) 06/01/2017  [08/13/2017 |MWF [1:00 PM 1:50 PN
Fresh Sem-Sport Mgt (details) 06/01/2017  |08/13/2017 |MW  |200PM  |3:15PM
Pre-Algebra (details) 06/01/2017  [08/13/2017 |TuTh |12:30PM |2:20 PM

Pay Period Info Hire Details ( Awards [ Supervisors {A[Cuums ( Notes

08/07/17 - 08/20/17

Start - Monday, August 7, 2017

End - Sunday, August 20, 2017

Employee Deadline - Monday, August 21, 2017 (10:004M)
Supervisor Deadline - Tuesday, August 22, 2017 (10:004M)
Pay Date - Tuesday, August 29, 2017

Click ‘Add New Entry’ to enter your time.

\I/
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Add a New Time Sheet Entry for Time Worked

THE UNIVERSITY OF

g § TENNESSEE

KNOXVILLE
Welcome, Roy a Rogers1 | Logout

#  Employees Help

Manage Time Sheet

Employee RoyaRogarsi Actions
Job Title Taige Test job Return to hire »
Status Incomplete
Pay Period 08/07/17 - 08/20/17
Deadline August 21, 2017 10:00 AM

Time Sheet Entries

Date Start ‘ nd | Break | Hours

There are no entries to display.

Uil be worked for this pay period.

‘Nu Break v || | Cancel |

» Click to dismiss time sheet if no hof

Monday, August 7, 2017 ¥
Monday, August 7, 2017
d Tuesday, August 8, 2017

Ooam ¥ \‘|8:15AM v

Course Title Start Date End Date Days Start End
Coll Readngastdy Skl (details) 06/01/2017  |08/13/2017 |TuTh [11:00AM |12:15PM
Found of Sport Mgmt (details) 06/01/2017  |08/13/2017 [MWF [1:00 PM 1:50 PM
Fresh Sem-Sport Mgt (details) 06/01/2017 08/13/2017 MW 2:00 PM 315 PM
Pre-Algebra {details) 06/01/2017  |08/13/2017 |TuTh [12:30PM  [2:20 PM

Pay Period Info Hire Details ( Awards ( Supervisors [ Accounts ( Notes

08/07/17 - 08/20/17

Start - Monday, August7, 2017

End - Sunday, August 20, 2017

Employee Deadline - Monday, August 21, 2017 (10:004M)
Supervisor Deadline - Tuesday, August 22, 2017 (10:004M)
Pay Date - Tuesday, August 29, 2017

Select the ‘Date’ of the time sheet entry from the ‘Date’ column.

EB SOLUTIONS
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Add a New Time Sheet Entry for Time Worked

Weicome, Roy a Rogers! | Logaas Weicome, Roy a Rogers1 | Logout

#  Employees Help #  Employees Help

Manage Time Sheet Manage Time Sheet
Employee Roya Rogerst Employee foya Rogers1
JobTitle Taigs Testjon Job Title Taige Test job
Status Incomplete Stats Incomplete
Pay Period 08/07/17 - 08720117 Pay Period 08/07/17 - 08/20/17

I’ 1, 2017 10:00 AM
Deadline August 21, 2017 10:00 AM Deadline August 21, 2017 10:00 /
Time Sheet Entries
Time Sheet Entries. I V4
Date Start Hours
bate [ st Break | Hours [ I
I There are no entries to display.
There are o entries to display.
» gl heetifaoh Il be worked for this paffffe
B . o
Monday. August7.2017 ¥ | \ [scoau ¥ ” Nosreak ¥ || Adg | | concel

[Monday. August7.2017 ¥ I e1sAM v ‘ No Break v ‘ Add | | cancel a0 il

S Class Schedule s
Class Schedule %20 4:00AM

J:454M &15AM
| +:00AM Course Title StartDa 4:30aM Days  Stant End

Course Title 4:154M Jate End Date Days Start End "

e Coll Readngastely Skl (details) oe/01/201| H43AM TuTh [11:00AM  [12:15PM
Coll ReadngaStdy 54! (details) | % 37 08132017 |TuTh [11:00AM  [12:15PM Y

4:45AM Found of Sport Mgt (getails] 06/017201] 5:154m F{mwr [rooem  [rsoem
Found of Sport Mgm (detals b7 [oenaeor7 [mwr [uooem  [nsoem
jFound of Sport Memt{desalia) | s:oam Fresh Sem-Sport Mgt (details) 06/01/201| 5:30AM P mw |200em  [305em
Fresh Sem-Sport Mgt {details) | 5154M D7 (08132017 |Mw  [2:00Pm  [315PM S:d5AM

s:30AM Pre-Algebra (defalls) 061017201 Pt [1230em |220em
Pre-Algebra [details) SoatAM 917 [0813/2007 |TuTh [12:30PM  [220PM s

&:00AM £:30AM

e P paroaits | e ouns [ mwrss | S oo P8
[(rarretoato | vaaetats [ mnd oo s [ Accsmis [ s seromris s G
0B/07/17 - 08720117 GiasAM seart - Abratog, At 7, 2017 7154M
Start- Monday, Augusc 7, 2017 | T00AM End - Sunday, Augus: 20, 2017 7:30AM
End- Sunday, August 20, 2017 T:15AM Employee Deadline - Monday, August 21, 2017 [10:004 745AM
Employee Deadline - Manday, sugus 7-304M DAM) Supenvisor Deadline - Tuesday, August 22. 2017 [10:00; B:00AM
Supervisor Deadiine - Tuesday, Augy 745AM DOAM) Pay Date - Tuesday, August 29, 2017 -
Pay Date - Tuesday, Auguse 29, 2017 [N

Select the Start and End times for the day you are entering time.
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Add a New Time Sheet Entry for Time Worked

Welcome, Roy a Rogers1 | Logout
A  Employees  Help

Manage Time Sheet

Employee RoyaRogersi Actions
Job Title Taige Test job Return to hire »
Status Incomplete
Pay Period 08/07/17 - 08/20/17
Deadline August 21, 2017 10:00 AM

Time Sheet Entries

Date ‘ Start | End ‘ Break | Hours

There are no entries to display.
» Click to dismiss time sheet if no hours will be worked for this pay period.

[Monday, August 7, 2017 ¥ | | [s:00am ¥ || [:15am v | Cancel

N Break v

a
Class Schedule 15 min3 /
30 mins
45 mins b
Course Title Start Date End Date | 1 hr art End
Coll Readng&Stdy Ski (details) 06/01/2017 | osr13/2017 | 1 hr 15 mins AM  [12:15PM
1 hr 30 mins
Found of Sport Mgmt (details) 06/01/2017  08/13/2017 | 4 by 45 mins M |1:50PM
Fresh Sem-Sport Mgt (details) 06/01/2017  |08/13/2017 | 2hrs M |315PM
2 hrs 15 mins
Pre-Algebra (details) 06/01/2017 081372017 |5 Cog S EeM 220 PM
2 hrs 45 mins
3hrs
Pay Period Info | Hire Detalls f Awards [ Supenvisors f Accounts [ Notd 3 e 15 mins
08/07/17 - 08/20/17 3 hrs 30 mins
Start - Monday, August 7, 2017 2 hrs 45 mins
End - Sunday, August 20, 2017 4hrs
Employee Deadline - Manday, August 21, 2017 (10:004M) 4hrs 15 mins
Supervisor Deadline - Tuesday, August 22, 2017 (10:004M) 4 hrs 30 mins
Pay Date - Tuesday, August 29, 2017 4hrs45mins ¥

1. You may optionally add break minutes taken, if applicable.
2. Click ‘Add’ to save your time sheet entry.

Timesheet
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THE UNIVERSITY OF

TENNESSEE ‘

KNOXVILLE

Welcome, Roy a Rogers1 | Logout
# | Employees = Help

Manage Time Sheet

Employee Rova Rogersi Actions
Job Title Taige Test Job Submit time sheet »

Status Incomplete ﬁ Return to hire »

Pay Period 08/07/17 - 08/20/17
Deadline August 21,2017 10:00 AM

Time Sheet Entries
Date Start End Break Hours Edit Delete
Monday, August 07 8:00 AM 9:00 AM - 1 hr| Edit Delete
» Add New Entry
Tﬂtal:| 1 hr‘
Class Schedule
Course Title Start Date End Date Days Start End
Coll Readng&sStdy Skl (details 08/01/2017 08/13/2017 TuTh 11:00 AM 12:15PM
Found of Sport Mgmt (details) 06/01/2017  |08/13/2017 |MWF |1:00 PM 1:50 PM
Fresh Sem-Sport Mgt {details) 06/01/2017  |08/13/2017 |MW  |2:00 PM 315 PM
Pre-Algebra {details) 08/01/2017 08/13/2017 TuTh 12:30 PM 2:20 PM
Pay Period Info | Hire Details f Awards ( Supervisers f Accounts ( Notes
08/07/17 - 08/20/17
Start - Monday, August 7, 2017
End - Sunday, August 20, 2017
Employee Deadline - Manday, August 21, 2017 (10:00AM)
Supervisor Deadline - Tuesday, August 22, 2017 (10:004M)
Pay Date - Tuesday, August 29, 2017

1. If you're finished entering time worked, click ‘Return to Hire’ to return
to your list of job(s).

2. If you wish to log out, click the ‘Log out’ button and you will return to the
UTK TimesheetX Home page.
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Done Entering Time?

It's time to hand your time sheet in!
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Submit Time Sheet to Supervisor

THE UNIVERSITY OF

TENNESSEE

KNOXVILLE

#  Employees Help

Manage Time Sheet

Employee Roy a Rogerst

Job Title Taige Test Job #

Status Incomplete
Pay Period 08/07/17 - 08/20/17
Deadline August 21, 2017 10:00 AM

Time Sheet Entries
Date Start End Break Hours Edit Delete
Monday, August 07 2:00 &AM 9:00 AM -- 1 hr| Edit Delete
» Add New Entry
TDtaI:| 1 hr|
Class Schedule
Course Title Start Date End Date Days Start End
Coll Readngastdy skl (details 06/01/2017 0871372017 TuTh 11:00 AM 12115 PM
Found of Sport Mgmt (details 06/01/2017 08/13/2017 MWF |1:00 PM 1:50 PM
Fresh sem-Sport Mgt (details 06/01/2017 08/1372017 MW 2:00 PM 3115 PM
Pre-Algebra (details) 06/01/2017 08/13/2017 TuTh [12:30PM  |2:20 PM
Pay Periad Info Hire Details ( Awards [ Supervisors ( Accounts ( Notes
08/07/17 - 08/20/17
Start - Monday, August 7, 2017
End - Sunday, August 20, 2017
Employee Deadline - Monday, August 21, 2017 [10:004M)
Supervisor Deadline - Tuesday, August 22, 2017 (10:004M)
Pay Date - Tuesday, August 29, 2017

Welcome, Roy a Rogers1 | Logout

Actions
Submit time sheet »
Return to hire »

At the conclusion of the Pay Period, the employee will need to click
the ‘Submit time sheet’ link to systematically pass their electronic time

sheet to their supervisor for review and approval.

nextgens

NGWeb Solutions, LLC - Confidential and Proprietary - Do not share without permission




Submit Time Sheet to Supervisor

THE UNIVERSITY OF

TENNESSEE

KNOXVILLE

T

@ | Employees | Help

Welcome, Roy a Rogers1 | Logout

Review Time Sheet
Please review the time sheet you are about to submit for accuracy. If the time sheet is correct, click Submit; otherwise, click Cancel to make changes.
Time Sheet Entries
Date Start End Break Hours
Monday, August 07 3:00 AM 9:00 AM -- 1 hr
Total: 1 hr

Submit Time Sheet || Cancel |

Click the ‘Submit Time Sheet’ link.
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Submit Time Sheet to Supervisor

If%ﬁﬁﬁ%%% utk.studentemployment.ngwebsolutions.com says:

KNOXVILLE By clicking “Submit Time Sheet" below, you are agreeing that the time

sheet information contained in this time sheet is correct to the best of your

knowledge.
# | Employees = Help 9

Review Time Sheet ﬁ oK Cancel

Please review the time sheet you are about

Date Start End Break Hours

Monday, August 07 2:00 AM 9:00 AM - 1hr

Total: 1hr

Submit Time Sheet || Cancel

Welcome, Roy a Rogers1 | Logout

Click ‘OK’ to confirm. By clicking the ‘Ok’ button, the employee is agreeing the
time sheet information they’ve entered is correct to the best of their knowledge.

This step replaces the wet signature on a paper time sheet with an electronic

signature on this paperless time sheet.
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TENNESSEE

KNOXVILLE

Welcome, Roy a Rogers1 | Logout
#  Employees Help

Submitted Time Sheet Receipt

Congratulations. Your time sheet has been submitted and is awaiting review.
Print Time Sheet

Return to My |obs

Your time sheet has been placed in your Supervisor’'s TimesheetX pending approval
awaiting his/her review and approval.

You will not be able to access your time sheet again unless your supervisor rejects it
back to you during his/her review process.
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Congratulations, You’re Finished!

If you have additional questions about
Federal Work Study, please contact One Stop for help
at onestop@utk.edu or 865-974-1111.
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