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Login to JobX

Navigate to your school’s
customized JobX Site

Then click on the

‘Federal Work Study
Students’ or ‘Service
Scholarship Students link
to access the area of your
choice.

'\E‘ Tennessee StUdent Job Portal

TECH

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

Federal Work Study Students Service Scholarship Students
Search for a job or sign up for e-mail Search for a service position or sign up for e-
notification about positions you're interested mail notifications about positions you're
in. Enter time and submit your timesheets. interested in. Position deadline is August

23rd for 2020-2021. Enter time and submit
your timesheets.

NG WebSolutions. LLC. Jacksonville, FL
© Copyright 2001- 2020, Allrights reserved

Welcome, Test On-Campus Supervisor | Logout

On-Campus Employers

Post available job positions, review
applications, and hire employees. Manage
employee timesheets. Employment
guidelines and required documents are at
your fingertips.

quf,\_\’) ﬂmes)}ee@

Tennessee Tech University’s JobX Site:

https://tntech.studentemployment.ngwebsolutions.com/

NGWEB SOLUTIONS, LLC - CONFIDENTIAL AND PROPRIETARY - DO NOT
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https://tntech.studentemployment.ngwebsolutions.com/tntech_standardlogin.aspx

How to Login to JobX & TimesheetX

Step 1: Click ‘Dashboard’ for access to your timesheet or ‘Find a Job’ link to

search for a job.

Federal Work Study Students

"&\ . Search for a job or sign up for e-mail notification about positions you're interested in. Enter time worked and submit your timesheets!

Information

Welcome

If you have been awarded FWS, this is
where you will find an on-campus position
to earn your award.

EWS Overview
Learn more about the FWS employment
process at Tech!

Forms

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

EAQ

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

Training and Resources

JobX and TimesheetX Student User Manual

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.

Eederal Work-Study Handbook

Click here to access the Federal Work-
Study Handbook.

Career Readiness Certification

Tech students will want to consider Career
Development's Career Ready Certification
program for a convenient and powerful
way to prepare for a successful transition
into the workplace after graduation.

Job Portal

Dashboard

Click here to review jobs you've recently
applied for and to update your jobMail

Subscription.

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

Finda Job

Manage JobMail

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

Enter your Timesheet

Click here to acces your timesheet via
TimesheetX.

Contact Us

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

nextgen® Joﬁ Timesheef’\)?

WEB SOLUTIONS

Powered by NextGen

owered by Next Gen
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I Tennessee
W TECH

Sign in

Can't access your account?

This system may contain Government, University, or St u d e I l t

Student information, which is restricted to authorized
users ONLY. Unauthorized access, use, misuse, or

modification of this computer system or of the data
contained herein or in transit to/from this system | | I O e e
constitutes a violation of state and federal laws and

may subject the individual to Criminal and Civil

penalties. L]
This system and equipment are subject to LO g I I I tO J O X

monitoring, including the acquisition, recording, and
analysis of all data being communicated, transmitted,

processed, or stored in this system by a user. If .
monitoring reveals possible evidence of misuse or I | I ' e S e e
criminal activity, such evidence may be provided to

appropriate officials including but not limited to law
enforcement personnel.

ANYONE USING THIS SYSTEM EXPRESSLY
CONSENTS TO SUCH MONITORING and HAS NO
EXPECTATION OF PRIVACY for any activity, access,
use, or information stored or communicated via this
system.

Login utilizing your Tennessee Tech SSO ‘Username’ and ‘Passwo

Jo@ Timesheet X

Powered by N Powered by Next Gen
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What is JobMail?

Must complete a JobMail
Subscription to receive
notifications

JobMail notifies you about potential job
matches based on your interest

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

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

Powered

nextgen® JobX) TimesheefX)




How to Access JobMail

Step 1: Click ‘Dashboard’ or ‘Manage JobMail’ link on the Federal Work Study

Students or Service Scholarship Students home page.

Federal Work Study Students

'ﬁw\ . Search for a job or sign up for e-mail notification about positions you're interested in. Enter time worked and submit your timesheets!

Information

Welcome

If you have been awarded FWS, this is
where you will find an on-campus position
to earn your award.

FWS Qverview

Learn more about the FWS employment
process at Tech!

Forms

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

FAQ

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

Training and Resources

JobX and TimesheetX Student User Manual

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.

Eederal Work-Study Handbook

Click here to access the Federal Work-
Study Handbook.

Career Readiness Certification

Tech students will want to consider Career
Development’s Career Ready Certification
program for a convenient and powerful

way to prepare for a successful transition
into the workplace after graduation.

Job Portal

s A

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

Finda job

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

Manage JobMail /

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

Enter your Timesheet

Click here to acces your timesheet via
TimesheetX.

Contact Us

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

nextgen® JoBy)

WEB SOLUTIONS

Powered by NextGen

Timesheet
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Configure your JobMail Subscription

Job Mail ngwebsolutions.com needs some info from
you.
10 youwl Edit this subscription name. w to determine what you wil
[ Newsubscription / x] /

View/Modify Time Frame values for Subscriptiont

5
|
I %

Community Service FWS Jobs Add New Job Mall Subscription

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

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

»For each subscription, you may set criteria
«» Desired Departments (a.k.a. JobX Employers) you wish to work (e.g. Biology & English)

“» Desired Job Categories you're interested in (e.g. Tutoring, Clerical, etc.)

“» Desired Time Frames you’re interested in working (e.g. Summer Only, Academic Year, etc.)

nextgen® JobX) TimesheefX)
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Configure your JobMail Subscription

Choose Employer(s)
Selected Items Remove All Options User Dashboard
Click [remove] to remove an item to the list

None selected

| Employee Information | Applications IJob Mail ‘
Job Mail

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

Available ltems [Add All Options] receive JobMail about.
Center - Warrington
Academic Programs -
Milton Campus.
Adm\‘ssin.ns End Click to edit Subscription Name: JS@NENSIEG N Delete Job Mail Subscription - NewSubscription
Information Center ~ =
Admiccinne Haalth TardA1 e
Click Done when complete

Click [add] to add an item to the list Changes must be saved to take effect. IRCTRST Cay/n o)
Academic Computing ~
Cente |
Academic Computing
On-Campus FWS Jobs Add New Job Mail Subscription

Admissions - Milton
Admissions - Warrington

= » Employer 3 selected  madified View/Modify Employer values for NewSubscription

» Category 1selected  madified

View/Modify Category values for NewSubscription

» Time Frame

2selected  modified

View/Modify Time Frame values for NewSubscription

Community Service FWS Jobs

Add New Job Mail Subscription

There are no subscriptions for this job type.

Changes must be saved to take effect.

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

Timesgee’)‘\

red by Next Gen

eﬁ:" Jo

WEB SOLUTIONS
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Configure your JobMail Subscription

Choose Emplover(s)
Selected Items Remove All Options.

Click [remaove] to remove an item to the list
cademic Computing

Centel
jon | Applications | Job Mail
Available ftems [Add All Options] em sends email to you when jobs of interest are posted. Add and edit your JobMail subscriptions below to determine what jobs you will
about.
Click [add] to add an item to the list e ot
Academic Computing add] ~

Center - Warrington

Academic Programs - [add]

Milton Campus Jobs

Admissions - Milton [add]

Admissions - Warrington [add]

Admissions and [add] bscription Name: RIS

Information Center

Admissions, Health [add]

R el el sseasd

Click Done when complete

»Category  1selected  mocied

=» Time Frai
ime Frame "

Community Service FWS jobs

There are no subscriptions for this job type.

Changes must be saved 1o Lake effect.

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

nextgen®

WEB SOLUTIONS  pore iomvenioen Powered by Next Gon
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Configure your JobMail Subscription

Choose Employer(s) Close
Selected Items Remove All Options
Jser Dashboard i . .
Click [remove] to remove an item to the list
Academic Computing
Employee Information | Applications | Job Mail Center -

Job Mail

The JobMail system sends email to you when jobs of interest are posted. Add and edit your JobMail sufj
receive JobMail about.
Changes must be saved 1o take effece. [EESRICTSRRRIG)

Available ftems Add All Options’
= Click [add] to add an item to the list
Academic Computing [add] ~
Center - Warrington
Click to edit Subscription Name: [ S NSTsetRr
e riptien Name — Academic Programs - [add]
Milton Campus
Admissions - Milton [add]
EEVEV LS Secee Admissions - Warrington [add]
Admissions and [add]
»Category  1selected  moded Information Center
Admissions, Health [add]
»Time Frame  , cotected  mtter Programs
Al Racir Eqi e
Click Done
Community Service FWS Jobs

There are no subscriptions for this job type.

Changes must be saved to take effec. R TNy o)

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

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

nextgen® JobX) TimesheefX)
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Configure your JobMail Subscription

User Dashboard
Employee Information l Applications | Job Mail
Job Mail

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

Changes must be saved to take effect |

On-Campus FWS Jobs Add New job Mail Subscription
Click to edit Subscription Name: cription - NewSubscriptior
»Employer 3selected modifar view/Modify Employer values for NewSubscriptior
» Category 1selected modifer View/Modify Category values for NewSubscriptior
» Time Frame 2selected modifies View/Modify Time Frame values for NewSubscription

Community Service FWS Jobs

Add New job Mail Subscriptior

There are no subscriptions for this job type.

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

nextgen® JobX) TimesheefX)
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Quick Search

T Tennessee Student Job Portal

#  Employees -  Employers & Administrators ~

My Dashboard/
Find AJ Find a Job
My Timesheets |

i ' Instructions

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

Quick Search Advanced Search

Select a quick search. S E——

On-Campus FWS Jobs Service Scholarship/Grant Jobs Most Hours per Week Show All Active Jobs

25 Most Recently Posted Jobs Fewest Hours per Week Jobs by Department

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

»Otherwise, to define your own custom job search filters click ‘Advanced Search’.

nextgen® JobX) TimesheefX)

NGWEB SOLUTIONS, LLC - CONFIDENTIAL AND PROPRIETARY - DO NOT
SHARE WITHOUT PERMISSION
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Advanced Search W Feapossce Student Job Portal

# Employees -  Employers & Administrators «

“ind A Job
» Click the ‘Advanced Search’ button to define your  ived
own job criteria you wish to search. ——
»Advanced Search enables you to search for jobs by prrom—s

the following: R /

(®) on-campus Fws Jobs () On-Campus Scholarship Hours
“»Search by Job Type Population (On-Campus FWS

. i fedeibepiterlpeiny e
or On-Campus Scholarship Hours) s [ ' )
éﬂ(—l and & to expand and collapse search criteria. \
“»Keyword(s) Search 5] Compries
Select Job Category (Up to 3):
«*Job Category, Employers/Department, Time o
Frame, Wage, and Hours per Week s
[+ Employers
Select job Employer (Up to 3y

+- \ Time Frames

Select Time Frame(s):
| Faluspring
_Fall only
| spring only
[+-] Wage

Doesn't Matter

Greater than: J

Hours per Week
\ |Bemen Doesn'tmatter ~ and Doesntmatter J/
search

d—

gggggggggggggggg
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Apply for a Job

NGWEB SOLUTIONS, LLC - CONFIDENTIAL AND PROPRIETARY - DO NOT
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Tennessee Tech - Disclaimer Statements

W Tonpessee Student Job Portal In order to view available job listings, you
P — . may be required to review and agree to
— one or more disclaimer statements.

i Instructions

. . .
1. :leelzcs(ee:ejlzé;o:::;:ore jobs you wish to apply for by clicking the check box next to the job(s), then click "Apply for A d I S C | a I m e r Sta te m e nt W I | | b e p re S e n te d

2. If a job does not accept online applications, there is no check box next to the job. Follow the instructions in the job

for all Job Types you selected.

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

(e seac After you’ve successfully reviewed the
B applicable disclaimer statement(s), you

financial aid screen on Eagle Online to see if you have been offered FWS. If you have been offered and accepted FWS, you

may search and apply for these jobs. These jobs are limited in number and are available to FWS students who are enrolled in M M M { ?
at least a minimum of 6 credits of classes. FWS jobs pay $8.00 per hour. WI e re q u I re to C I C t e a g re e
PLEASE NOTE: You MUST have been offered and accepted Federal Work Study (FWS) award to be eligible for this job. If you

St button(s) before any available jobs of

Eligible for Federal Work Study (FWS) program is REQUIRED for this job. If you have been offered and accepted a FWS award,

click "l agree” below. To inquire about your eligibility for this program, please contact Office of Financial Ald at t h at J o) b Ty p e p o) p u I at i on WI | I b e
presented.

You must have been offered and accepted a University Academic Service (UAS) scholarship or grant to be eligible for this job.
If you have accepted a service scholarship or grant, you are required to have a UAS position and complete the number of
hours required by your award each semester.

If you have not accepted a UAS position one week prior to the start of classes, you will be placed in a position and expected to
report to that job as instructed by your supervisor.

Students may only have one UAS job for the academic year. By accepting a UAS position, you are committing to that position
for both the fall and spring semesters.

If you have any questions about your UAS scholarship or grant, please email scholarships@tntech.edu.

B8 G

nextgen® JobX) TimesheefX)
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Apply for Multiple jobs with one single application!

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

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.

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

= il 25 Most Recently Posted Jobs
how a1~ resues perpoge [
Employer: Scholarship Coordinater
3 .
JobX) Wage: See job details. Hours: 10 to 37 hours / Category: Tutor
o Openings: 5 week Job Type: On-Campus Scholarship Hours.
Listed: 07/28/2020 Location:
100 N. 17th St
Employer: Admissions
Wage: $8.00/hr Hours: 10/ week Category: Athletics Assistant
Openings: 10 Location: Job Type: On-Campus FWS Jobs.
Listed: 07/28/2020 100 N. 17th St

nextgen® Job:\\

Powered by NextGen Powered by Next Gen
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Apply for Multiple Jobs!

T Tempessee Student Job Portal »Use one application to apply for one or more
et e jobs!

n  Employees-  Help -

Apply To Job . . .
»Complete the questions on the application.
e i SV »Fields with a red asterisk are required to be

completed before your application can be

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

R — successfully completed.

Gearaca »Some of the fields may have information pre-

e - filled. Please be sure to review and update the
o = information as needed.

»You may upload a resume for the hiring employer
T to review, if desired. In order to do so, browse to

that file on your computer and click ‘Open’.

In 250 words or less, please explain why you feel
you're the best candidate for this job. *

References

Please do not provide any immediate family members of relatives as a reference below.

Name

nextgen® JobX) TimesheefX)
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Application Successfully Submitted

Student Job Portal

Welcome, Roy a Rogers1 | Logout

w Tennessee

#  Employees -  Help ~

User Dashboard

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

‘Employeelnformation Applications | Job Mail

Display = 1 vear v Application Data

Applications
Jobld  Job Title Employer Status (@ Application Date Job Openings Details  Print Withdraw
4505 Test - JV - UAS - Test Plan - 07-28-2020 Scholarship Coordinator Submitted 7/29/2020 5 q > *®
4500 Test On-Campus FWS Job - 072320 Admissions Hired 7/28/2020 2 Q >
4496 Disclaimer Test - On Campus - 6/22/20 STUDENT EMPLOYMENT Submitted 7/1/2020 8 Q > X
NG WebSolutions, LLC. Jacksonville, FL N N
© Copyright 2001- 2020, All rights reserved. Job X ) Timesheet X)

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

WEB SOLUTIONS Powered by NextGen
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My Dashboard
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What is the JobX My Dashboard Feature?

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

»‘My Dashboard’ Includes:

“» Applications: Status, View, Print,
Withdraw

“*Hires: Past /Current / Future

**JobMail Subscriptions

nextgens gg@ Timesnsg@@

NGWEB SOLUTIONS, LLC - CONFIDENTIAL AND PROPRIETARY - DO NOT
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My Dashboard: Access

w Tennessee Stu dent JOb POrtal

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

My Dashboard
Find a Job

User D¢

User Dashboard
My Timesheets

(V] ccql Manage My Profile  successfi
your submitted application(s) below Employee Information | Applications Ijab Mail |

Employee Information Applications[ Employment Eligibility Forms & Details

Criteria

Status
Employment Eligibility Forms & D
19 Status Completed
Criteria W4 Status Completed
- Awarded

Yes
Service Hours - Spring 45.000
Service Hours - Fall 45.000

Display: Current/Future v~ Employee Information

Hires

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

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

nextgen® JobX) TimesheefX)
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My Dashboard: Application

T Tennessee Student Job Portal

Welcome, Roy a Rogers1 | Logout

# Employees -  Help ~

User Dashboard

Employee Information | Applications | Job Mail

Display = 1vear ~ Application Data

Applications l ‘ ‘

Jobld  JobTitle Employer Status (@) Application Date Job Openings Details Print Withdraw
4505 Test -V - UAS - Test Plan - 07-28-2020 Scholarship Coordinator Submitted 7129/2020 5 Q > ®
4500 Test On-Campus FWS Job - 072320 Admissions Hired 7/28/2020 2 Q >
4496 Disclaimer Test - On Campus - 6/22/20 STUDENT EMPLOYMENT Submitted 71/2020 8 Q, > ®
NG Websolutions. LLC. Jacksonville, FL feo £
© Copyright 2001- 2020, All rights reserved. Job X) ‘I“lmes_rlg_eg,l()

»My dashboard provides real-time self-service access to past / current / pending hires.

»You may customize your application view and print applications.

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

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

“» Withdraw an application without emailing the supervisor.

en%. Job)) Timeshee!X)

NGWEB SOLUTIONS, LLC - CONFIDENTIAL AND PROPRIETARY - DO NOT
SHARE WITHOUT PERMISSION
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My Dashboard: Hires

Employee Information | Applications Ijob Mail ’

Display:  Current/Future v Employee Information

Hires

Job Title Cost Center Wage  Start Date End Date Supervisor Hire Status
Test On-Campus FWS Jobs - 052020 Academic Computing Center $17.00 01/01/2020 06/15/2020 Test On-Campus Supervisor Active

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

»My dashboard provides real-time self-service access to past / current / pending hires.

» Click on the Employee Information Tab to see the status of your jobs.

nextgen® Jo@ Timengg@

WEB SOLUTIONS Powered by NextGen
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Next Step: Approved for Hire

Once you receive your hire approval email .......

) Make sure you review the 23/24 Student Handbook for FWS or UAS to acquaint
yourself with rules and regulations associated with either position.

) Please reach out to your supervisor to determine a work schedule that works
around your class schedule that you are both comfortable with.

) Email this work schedule to your supervisor and cc: studentjobs@tntech.edu.

nextgen® JobX) TimesheefX)
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Enter My Time Worked

Welcome, Roy a Rogers1 | Logout
# Employees - Help -
My Times My Dashboard
Find a Job
Welcom My Timesheets you will find your jobs.
Manage My Profile
Employment Eligibility Forms & Details
Criteria Status
19 Status Completed
W4 Status Completed
Awarded Yes
Service Hours - Spring 45.000
Service Hours - Fall 45.000
Display:  CurrenvFuture v Employee Information
Hires
Job Title Cost Center Wage Start Date End Date Supervisor Hire Status
Test - Application - Scholarshi Admissions $0.00 07/22/2020 12/20/2020 Active
Test On-Campus FWS Job - 072320 Admissions $8.00 07/01/2020 12/31/2020 Active

»  First, select ‘My Timesheets’ from the Employees menu.
»  Next, click the ‘Job Title’ link to access your time sheets.

nextg

ens g.,pmp@ Timesnsg@a
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Start My Time Sheet

T Tennessee Student Job Portal

Welcome, Roy a Rogers1 | Logout

# Employees - Help -~

Hire Time Sheets This site says...
Job Title Test -]V - Test Plan - 07-28-2020 You are about to start a new time sheet for the pay period
Supervisor Test On-Campus Supervisor starting Wednesday, July 01. It will be due: Friday, July 31

Start Date July 1, 2020 F
End Date December 31, 2020
Status Active

Time Sheets for Job: Test - JV - Test Plan - 07-28-2020
Status  Pay Period Actual Earnings Accruals Time Sheet

07/1/2020-07/31/2020
Wednesday. July 01 - Thursday, July 30, 2020

X

»  If thisis 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. Click ‘OK’ button
in the pop-up window.

»  Please Note: If a timesheet has already been started, the link will say ‘Go to time sheet’
instead.

WEB SOLUTIONS

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



Add a New Time Sheet Entry for Time Worked

w Tennessee

# Employees -  Help ~

Manage Time Sheet

Employee Roy a Rogers1
JobTitle Test - )V - Test Plan - 07-28-2020
T# 11111111
Status Incomplete
Pay Period 07/1/2020-07/31/2020
Deadline july 31,2020 11:00 AM

Accruals Hire Details Awards Supervisors Accounts

Student Job Portal

Welcome, Roy a Rogers1 | Logout

Return to Hire »
Notes

07/1/2020-07/31/2020

Start - Wednesday, July 1, 2020

End - Thursday, July 30, 2020

Employee Deadline - Friday, July 31, 2020 (11:00AM)
Supervisor Deadline - Friday, July 31, 2020 (5:00PM)
Pay Date - Monday, August 10, 2020

Time Sheet Entries
Date Pay Cod Start End Break
There are no entries to di

Dismiss this ti

Add New Entry

eet if no hours will be worked for this pay period.

Total Edit

Class Schedule

nextg

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

eﬁ:’ Jo

WEB SOLUTIONS

JobX) Timeshee

NGWEB SOLUTIONS, LLC - CONFIDENTIAL AND PROPRIETARY - DO NOT

SHARE WITHOUT PERMISSION



Add a New Time Sheet Entry for Time Worked

Employee Samuel d Rogers4
Job Title Business Analyst Il
Status Incomplete
Pay Period 6/1/2020 - 6/30/2020
Deadline july 1, 2020 5:00 PM

Time Sheet Entries / / / /
Date Pay Code Start End Break Total /

Monday, June 1, 2020 v Regular Hours v 8:00AM  ~ 8:15AM v No Break v N/A
~ Enter any notes here
Class Schedule
Course Title Start Date End Date Days Start End

Beginning Algebra (details) 07/01/2019 06/30/2020 TuTh 11:00 AM 12:50 PM
Beginning Spanish | (details) 07/01/2019 06/30/2020 M 10:00 AM 10:50 AM
Intro to Sociology (details) 07/01/2019 06/30/2020 MWF 11:00 AM 11:50 AM

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

»  Select the ‘Start’ time of the time sheet entry column.

»  Select the ‘End’ time of the time sheet entry column.

»  You may optionally add break minutes and notes, if applicable.

»  You may enter a note, if desired.

Click ‘Add’ to save your time sheet entry.

>
nexi'geﬁ:" J m@ T|mesn%e®
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Add a New Time Sheet Entry for Time Worked

w Tennessee

# Employees -  Help ~

Manage Time Sheet

Employee Roy a Rogersl

T# 11111111
Status Incomplete

Job Title Test - JV - Test Plan - 07-28-2020

07/1/2020-07/31/2020

EEXEETRY Accruals Hire Details  Awards  supervisors

Student Job Portal‘

Accounts  Notes

Welcome, Roy a Rogers1 | Logout

Submit Time Sheet »

—
Start - Wednesday, July 1, 2020
) End - Thursday, July 30, 2020
e Employee Deadline - Friday, July 31, 2020 (11:00AM)
Deadline July 31, 2020 11:00 AM Supervisor Deadline - Friday, july 31, 2020 (5:00PM)
Pay Date - Monday, August 10, 2020
Time Sheet Entries
Date Pay Code Start End Break Total Edit Delete
Wednesday, July 01 FWS 8:00 AM 11:00 AM 3hrs
Note:
Tota|:| FWS 3 hrs|
, .. . . . ., . .
» If you're finished entering time worked, click ‘Return to Hire’ to return to your list of job(s).

nextg

TimesheetX Home page.
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If you wish to log out, click the ‘Log out’ button and you will return to the Tennessee Tech JobX
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Submit Time Sheet to Supervisor

w Tennessee

#  Employees ~  Help ~

Manage Time Sheet

Employee Roy a Rogers1

T# 11111111

Status Incomplete
Pay Period 07/1/2020-07/31/2020
Deadline july 31, 2020 11:00 AM

JobTitle Test - )V - Test Plan - 07-28-2020

07/1/2020-07/31/2020

Accruals Hire Details Awards Supervisors Accounts Notes

Student Job Portal‘

Welcome, Roy a Rogers1 | Logout

Start - Wednesday, July 1, 2020

End - Thursday, July 30, 2020

Employee Deadline - Friday, July 31, 2020 (11:00AM)
Supervisor Deadline - Friday, July 31, 2020 (5:00PM)
Pay Date - Monday, August 10, 2020

~ Submit Time Sheet »
Return to Hire »

Time Sheet Entries
Date Pay Code Start End Break Total Edit Delete
Wednesday, July 01 FWS 8:00 AM 11:00 AM 3 hrs
Note:
Total:l FWS 3 hrs|

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.

o m@ Tlmesnee®

NGWEB SOLUTIONS, LLC - CONFIDENTIAL AND PROPRIETARY - DO NOT

nextgen®

WEB SOLUTIONS

SHARE WITHOUT PERMISSION



Submit Time Sheet to Supervisor

Welcome, Roy a Rogers1 | Logout
#  Employees - Help ~

Review Time Sheet

Please review the timesheet you are about to submit for accuracy. If the timesheet is correct, click Submit; otherwise, click Cancel to make changes.

Time Sheet Entries

Date Pay Code Start End Break Total

Wednesday, July 01 FWS 8:00 AM 11:00 AM - 3hrs
Note:

Total: FWs 3 hrs

Submit Time '-,h(-vt

»  Review the timesheet for accuracy then click the ‘Submit Time Sheet’ button.

nextgen® Jo@ Timeshgg@
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Submit Time Sheet to Supervisor

are about to subm|—* o B N “——=—Tel to make changes.

X

This site says... reak Total

By clicking "Submit Time Sheet" below, you are agreeing that the
timesheet information contained in this timesheet is correct to
the best of your knowledge. Total:

»  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.

W,ﬁﬁﬁp@ Timengg@
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Submit Time Sheet to Supervisor

Welcome, Roy a Rogers1 | Logout

#  Employees - Help ~

Submitted Time Sheet Receipt

Congratulations. Your timesheet has been submitted and is awaiting review.

[Print Time Sheet ]

Return to My Jobs

»  Your time sheet has been placed in your Supervisor’s TimesheetX pending approval queue
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.

nextgen® JobX) TimesheefX)
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Other Time Sheet
Features

WHAT ELSE CAN | VIEW IN MY TIME SHEET?
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Pay Period Information

w Tennessee

Student Job Portal

Welcome, Roy a Rogers1 | Logout
# Employees ~ Help ~
Manage Time Sheet
e a2 soges
JobTitle Test - JV - Test Plan - 07-28-2020 Accruals Hire Details Awards Supervisors Accounts Notes
T# 111111111 07/1/2020-07/31/2020
Status Incomplete Start - Wednesday, July 1, 2020
End - Thursday, July 30, 2020
Fay Rerlod: 07/1/2020-07/31/2020 Employee Deadline - Friday, July 31, 2020 (11:00AM)
Deadline july 31, 2020 11:00 AM

Supervisor Deadline - Friday, July 31, 2020 (5:00PM)
Pay Date - Monday, August 10, 2020

Time Sheet Entries

Date Pay Code Start End Break Total Edit Delete

Wednesday, July 01 FWS 8:00 AM 11:00 AM - 3hrs
Note:

Add New Entry

Total:[ FWS 3 hrs|

Powered by NextGen
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Hire Details

#  Employees -~  Help ~
Manage Time Sheet

Employee Roy a Rogers1
Job Title Test - )V - Test Plan - 07-
28-2020

T# 111111111
Status Approved
Pay Period 07/1/2020-07/31/2020
Deadline July 31,2020 11:00 AM

Time Sheet Entries

'4

Pay Period Info  Accruals Awards Supervisors Accounts Notes

Hire Details

Title - Test - JV - Test Plan - 07-28-2020
Employee Classification - FWS

Cost Center - Admissions

Wage - $8.00

Hire Start - Wednesday, July 1, 2020
Hire End - Thursday, December 31, 2020

Welcome, Roy a Rogers1 | Logout

[ Print Time Sheet ]

Return to Hire »

Date

Pay Code Start End

Break

Total

nextgen* JobX) Timesheef
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Awards

#  Employees -  Help ~

Manage Time Sheet
Employee Bova Rogarsi Pay Period Info  Accruals Hire Details JEUELM Supervisors Accounts Notes
Job Title Test -V - Test Plan - 07-28-2020 el :
T# 111111111 Awards
Status Incomplete Federal Work Study  FWS Fall & Spring 2020 - 2021 $1,500.00 $1,500.00

Pay Period 07/1/2020-07/31/2020
Deadline july 31, 2020 11:00 AM

Time Sheet Entries

Date Pay Code Start End Break Total Edit Delete

nextgen* JobX) Timesheef
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Supervisors

#  Employees -~  Help ~

Manage Time Sheet
Employee Roy a Rogersl
JobTitle Test - )V - Test Plan - 07-28-2020
T# 111111111
Status Incomplete

Pay Period Info  Accruals Hire Details Awards [EUsSaULLIEl Accounts Notes

Primary Supervisor
Test On-Campus Supervisor

Welcome, Roy a Rogers1 | Logout

Return to Hire »

Pay Period 07/1/2020-07/31/2020 Secondary Supervisors
Deadline July 31, 2020 11:00 AM None
Time Sheet Entries
Date |Pay Code Start |End |Break [Total |Edit Delete

nextgen* JobX) Timesheef
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Accounts

Welcome, Roy a Rogers1 | Logout
#  Employees -  Help ~

Manage Time Sheet [ Print Time Sheet ]

Employee Roy a Rogers1
Pay Period Info  Accruals Hire Details Awards Supervisors m Notes

Job Title Test - JV - Test Plan - 07-

28-2020 Accounting Info
T# 111111111 Effective Wednesday, July 1, 2020
Status Approved Federal Work Study (FWS)  FWS Fall & Spring 2020 - 2021  100.0% ~$24.00

Pay Period 07/1/2020-07/31/2020
Deadline july 31,2020 11:00 AM

Time Sheet Entries

nextgens gmgmp@ Timeshee ,_\)
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Notes

#  Employees -  Help -

Manage Time Sheet

Employee Roy a Rogersi
Job Title Test - JV - Test Plan - 07-28-2020
T# 11111111

~

Pay Period Info  Accruals  Hire Details Awards Supervisors Accounts

Time Sheet Notes

Welcome, Roy a Rogers1 | Logout

Return to Hire »

Status Incomplete e
Pay Period 07/1/2020-07/31/2020 There are no notes to display.
Deadline july 31, 2020 11:00 AM
Time Sheet Entries
Date Pay Code Start End Break Total Edit Delete

nextgen* JobX) Timesheef
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Mobile Device Access
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Login to
TimesheetX
Mobile

Navigate to your school’s
customized
JobX/TimesheetX Site.

Then click on the

‘Federal Work Study
Students’ or ‘Service
Scholarship Students link
to access the area of your
choice.

'\E‘ Tennessee StUdent Job Portal

TECH
Welcome, Test On-Campus Supervisor | Logout

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

Federal Work Study Students Service Scholarship Students On-Campus Employers
Search for a job or sign up for e-mail Search for a service position or sign up for e- Post available job positions, review
notification about positions you're interested mail notifications about positions you're applications, and hire employees. Manage
in. Enter time and submit your timesheets. interested in. Position deadline is August employee timesheets. Employment
23rd for 2020-2021. Enter time and submit guidelines and required documents are at
your timesheets. your fingertips.
NG WebSolutions. LLC. Jacksonville, FL N 77N
© Copyright 2001- 2020, All rights reserved. JQbA ) Tlmes)}eet,\')

Tennessee Tech University’s JobX Site:
https://tntech.studentemployment.ngwebsolutions.com/

NGWEB SOLUTIONS, LLC - CONFIDENTIAL AND PROPRIETARY - DO NOT 49
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https://tntech.studentemployment.ngwebsolutions.com/

Mobile — Report My Time Worked

Welcome Roy a Rogers1

P Report My Time Worked

I Report My Break

E View / Edit / Submit Time Sheet
W View My Awards

& View My Class Schedule

8 find ajob

® My Hires

v ¥V ¥V vV vV VvV v v

® My Applications

» To report time worked, click the ‘Report My Time Worked’ menu option.

WEB SOLUTIONS
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Mobile — Clock In

Welcome Roy a Rogers1

Report My Time Worked
Admissions - Test Research Discovery FWS Job

Jul 31,2019
Current System Time

09:1 3 am
Eastern Standard Time
“ @ Clock In

Submit Time Sheet

View/Add Notes

Time sheet details

Time Sheet Status
NA

Pay Period
07/16/19-07/31/19

Time Sheet Deadline

Sunday August 4, 2019 11:59 PM

Supervisors

Test On-Campus Supervisor (primary)

Welcome Roy a Rogers1

Report My Time Worked

Job: Admissions - Test Research Discovery FWS Job
Transaction successfully completed!

Clock In Time for your
Admissions - Test Research Discovery FWS job
9:15 AM Eastern Standard Time

Log Out

Submit Time Sheet

Time sheet details

Time Sheet Status

Incomplete - Student

Pay Period

07/16/19-07/31/19

Time Sheet Deadline

Sunday August 4, 2019 11:59 PM

Supervisors
Test On-Campus Supervisor (primary)

» To clock in, click the ‘Clock In” button.
» The system time will be updated in the start field on your time sheet.
» A confirmation screen with the exact ‘Clock In’ time is presented.

nextgen® JobX) TimesheefX)
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Mobile — Clock Out

Welcome Roy a Rogers1

Report My Time Worked

Admissions - Test Research Discovery FWS Job

Jul31,2019
Current System Time
. Welcome Roy a Rogers1
Ol9F 117 i@
Eastern Standard Time Repon My Time Worked
e Job: Admissions - Test Research Discovery FWS Job

\ ® Clock Out Transaction successfully completed!

Clock Out Time for your
Admissions - Test Research Discovery FWS Job -

9:18 AM Eastern Standard Time
Submit Time Sheet

Log Out
Time sheet details

Time Sheet Status

I te - St 14
incomple tudent Submit Time Sheet
Pay Period

07/16/19-07/31/19

Time Sheet Deadline Time sheet details
Sunday August 4, 2019 11:59 PM
Time Sheet Status

Incomplete - Student

Pay Period

07/16/19 - 07/31/19

Time Sheet Deadline

Sunday August 4, 2019 11:59 PM

Test On-Campus Supervisor (primary)

Test On-Campus Supervisor (primary)

» To clock out, click the ‘Clock out’ button.
» The system time will be updated in the end field on their time sheet.
» A confirmation screen with the exact Clock Out time is presented.

@ Timengg@

Powered by NextGen
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Mobile — Report My Break

Welcome Roy a Rogers1

P Report My Time Worked

Il Report My Break

B View / Edit / Submit Time Sheet
W View My Awards

& View My Class Schedule

% rind ajob

® My Hires

vV VY Y Y v v v

® My Applications

» If you have previously clocked into a job and now need to start your break, click the
‘Report My Break’ menu.

nextgen® Jo@ Timeshee@
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Mobile — Start Break

Welcome Roy a Rogers1
Report My Break
Admissions - Test Research Discovery FWS Job
Jul 31,2019
Current System Time Welcome Roy 3 Rogerst
09 s 218 AM Report My Break
Eastern Standard Time Job: Admissions - Test Research Discovery FWS Job
View/Add Notes
\ Transaction successfully completed!
P startBreak
Break Start Time for your
Admissions - Test Research Discovery FWS job
9:28 AM Eastern Standard Time
Time sheet details Log Out
Time Sheet Status
Incomplete - Student
Pay Period ) B
07/16/19-07/31/19 Time sheet details
Time Sheet Deadline Time Sheet Status
Sunday August 4. 2019 11:59 PM Incomplete - Student
Supervisors Pay Period
Test On-Campus Supervisor (primary) 07/16/19 - 07/3119
Time Sheet Deadline
Sunday August 4, 2019 11:59 PM
Supervisors
Test On-Campus Supervisor (primary)

» To start a break, click the ‘Start Break’ button.
» A confirmation screen with the exact ‘Break Start’ time is presented.

nextgen® Jo

WEB SOLUTIONS

Timesheet,

Powered by NextGen
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Mobile — End Break

Welcome Roy a Rogers1

Report My Break

Admissions - Test Research Discovery FWS Job

Jul 31,2019
Current System Time Welcome Roy 3 Rogers!
.
O 9 . 3 0 AM Report My Break

Eastern Standard Time ey .
Job: Admissions - Test Research Discovery FWS Job
View/Add Notes

\ ‘ @ End Break ‘ Transaction successfully completed!

Break End Time for your
Admissions - Test Research Discovery FWS Job -

S 9:30 AM Eastern Standard Time
Submit Time Sheet

. . Log Out
Time sheet details
Time Sheet Status
Incomplete - Student
Pay Period . .
07/16/19- 07131712 Time sheet details
Time Sheet Deadline
Sunday August 4, 2019 1158 PM m(' om' s; : m'"s: M‘wm‘
Supervisors
Test On-Campus Supervisor (primary) Pay Period
07/16/19- 0773119
Time Sheet Deadline

Sunday August 4, 2019 11:59 PM

Supervisors
Test On-Campus Supervisor (primary)

» To end a break, click the ‘End Break’ button.
» A confirmation screen with the exact ‘Break End’ time is presented.

nextgen®

WEB SOLUTIONS Powered by NextGen Powered by Next Gen
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Mobile — View / Edit / Submit Time Sheet

Welcome Roy a Rogers1

» Report My Time Worked

Il Report My Break

B View / Edit / Submit Time Sheet
W View My Awards

& View My Class Schedule

& Find ajob

® My Hires

v ¥V VvV VvV vV VvV Vv v

® My Applications

» To view/edit a time sheet or hand in a time sheet to the Supervisor for review/approval,
click the ‘View/Edit/Submit Time Sheet’ menu option.

nextgen® Jo@ Timeshee@
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Mobile — View /Edit/ Submit Time Sheet

Welcome Roy a Rogers1

Select Pay Period

|

to Jul 31, 2019 [Incomplete - Student]

Jul 1, 2019 to Jul 15, 2019 [Time sheet not started]

Select Pay Period

» You must first choose the pay period for the time sheet they wish to view, edit, or submit.

nextgen® mJﬂp@b@ Timeshee@
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Mobile — View Time Sheet

Welcome Roy a Rogers1

Manage Time Sheet

Time sheet details

e Time sheet notes
Roy a Rogers1

Job Title
:::vssirmmymﬂub-o?ﬂw Add a new note
Incomplete - Student

Pay Period

0716/13-0731/19

Deadiine

‘Sunday August 4. 2079 11:59 PM

Time Sheet Entries y;
Start S15AM
End 18 AM
Break =
Total 3 mins.
Close

Wednesday, July 31

Start 928 AM
End 928 AM
Break -

Total

Wednesday, July 31

o = If you wish to view your time sheet for one or more jobs, you can
Wednesday,july 31 view each time sheet entry for each job, as well as, the total

:":’ = hours entered for the entire time sheet.
o o If you wish to View/Add Notes on your time sheet click the

View/Add Notes link.
/

nextgen® JobX) TimesheefX)
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Mobile - Submit Time Sheet

Welcome Roy a Rogers1
Review Time Sheet —
Time Sheet Entries

Wednesday, July 31

Start 9:15 AM
End 9:18 AM
Break -

Total 3 mins

Wednesday, July 31

Start 9:28 AM
End 9:28 AM
Break -

Total

Wednesday, July 31

Start 9:28 AM
End 9:30 AM
Break 2 mins
Total

Wednesday, July 31

Start 9:30 AM
End 9:35 AM
Break =
Total 5 mins
TOTAL
8 mins

View/Add Notes

Submit Time Sheet _

Cancel

Before clicking Submit Time Sheet, review
your time sheet entries to ensure they are
accurate.

nextgen® JobX) TimesheefX)
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Mobile — Submit Time Sheet

Welcome Roy a Rogers1

. Next, click ‘Submit Time Sheet’ button to submit

Employee

e your time sheet to your Supervisor to review and

Test Research Discovery FWS Job - 073119
i approve.

Pay Period

07/16/19 - 07/31119

Deadline

Sunday August 4, 2019 11:50 PM

Time Sheet Entries

Wednesday, July 31

Start 9:15 AM
End 9:18 AM
Break =

Total 3mins

Wednesday, July 31

Start 9:28 AM
End 9:28 AM
Break =

Total

Wednesday, July 31

Start 9:28 AM
End 9:30 AM
Break 2mins
Total

Wednesday, july 31

Start 9:30 AM
End 9:35 AM
Break -

Total S mins

TOTAL

amins

nextgen® Jo
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Mobile - Submit Time Sheet

By clicking "Submit Time Sheet" below, you are agreeing that the
timesheet information contained in this timesheet is correct to the best
of your knowledge.

Revi EV\)

Time S

Click ‘OK’ to confirm. By clicking the ‘OK’
Wedn ﬂ “ coneel . y g
S— button, you are agreeing the
time sheet information you’ve entered is
correct to the best of your knowledge.

Break -
Total 3 mins

Wednesday, July 31

Start 9:28 AM

End 9:28 AM

o — This step replaces the wet signature on a paper
Wednesday, July 31 time sheet with an electronic signature on this
Start 9:28 AM

are paperless time sheet.

Total

Wednesday, July 31
Start 9:30 AM

End 9:35 AM
Break =
Total 5mins
TOTAL
8 mins

View/Add Notes

Submit Time Sheet

Cancel

nextgen®
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Mobile — Submitted Time Sheet Receipt

Welcome Roy a Rogersi

Submitted Time Sheet Receipt

Congratulations. Your timesheet has been submitted and is awaiting review.
[ Print Time Sheet ]

Return to My Jobs

Your time sheet has been placed in your Supervisor’s TimesheetX pending approval queue
waiting for review and approval.

You will not be able to access your time sheet again unless your supervisor rejects it back to you
during the review process.

nextgen® JobX) TimesheefX)
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Other Mobile
Features

WHAT ELSE CAN | VIEW IN MOBILE ACCESS?

nextgen® Jo@ Timengg@




Mobile —View My Awards

Welcome Roy a Rogers1

P Report My Time Worked

Il Report My Break

E View / Edit / Submit Time Sheet
W View My Awards

& view My Class Schedule

2 find aJob

® My Hires

v ¥V ¥V ¥V vV Vv v v

® My Applications

» To view awards and balances, click the ‘View My Awards’ menu option.

nextgen® JobX) TimesheefX)
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<< Back to My Timesheets Home

My Awards

Award Name:
Federal Work Study

Award Term:

FWS Academic Year 2018 - 2019 (08/16/18-08/31/19)

Original Award Amount:
$3,500.00

Current Award Balance:
$3,355.00

Mobile —View My Awards

Welcome Roy a Rogers1

nextgen® Jo

@ Timengg@

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

» You can view your award year, award type(s), original award amount(s) and remaining award
balance(s).




Mobile — My Class Schedule

Welcome Roy a Rogers1

» Report My Time Worked

I Report My Break

B View / Edit / Submit Time Sheet
W View My Awards

& View My Class Schedule

% find a Job

® My Hires

@ My Applications

_’) Timengg@
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nextg

» To view your class schedule in TimesheetX, click the ‘View My Class Schedule’ menu option.
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Mobile — My Class Schedule

Welcome Roy a Rogers1

My Class Schedule

Coll Readng&Stdy Skl

Start Date 06/01/2019

End Date 12/31/2019

Days TuTh

Start Time 11:00 AM

End Time 12:15 PM
Pre-Algebra

Start Date 06/01/2019

End Date 12/31/2019

Days TuTh

Start Time 12:30 PM

End Time 2:20 PM

» This feature enables you to quickly access your current class schedule for reference to ensure time
is not worked during a scheduled class.

nextgen® JobX) TimesheefX)
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Questions?

Please contact the Office of
Financial Aid:

studentjobs@tntech.edu

nextgen® JobX) Timeshee!X)
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