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| _@ = A Total Solution

» JobX helps schools automate the job posting,
application submission, application review, and

reporting process for students, employers, and site
administrators.

» JobX Is seamlessly integrated with your Vanderbilt
University School information System (SIS).

nextgen® Jol A)

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



JobX Benefits for Employers

Easy job listing creation.

Workflow job approval process ensures your jobs are reviewed in a timely
manner and are compliant with institutional employment policies.

Customize job specific questions on the application to get “best fit”
candidates in your job(s).

Systematic E-mail alerts ensure thorough and timely communications
amongst all involved parties (e.g. employees, supervisors, site
administrators).

Systematic applicant compliance checks ensures all employment eligibility
requirements are met.

Broadcast e-mail tools for improved communications with your employees.
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School Specific Customization

Your JobX site has YOUR Vanderbilt University look
and feel

Your JobX site has YOUR Vanderbilt University
Off-campus Employers.

Your JobX has been configured to support YOUR
Vanderbilt University business processes.
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Training Agenda

» How to Login to JobX
» How to Add & Edit a JobX Job Listing

» How to Manage JobX Applicants
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Login to JobX directly

VANDERBILT s UNIVERSITYe

V| Universiers| HireADore

Welcome to the Student Employment Portal

)

Vanderbilt Students On-Campus Employers VUMC & Off-Campus Employers
Search for a job or sign up for e-mail Post availabie job positions, review VUMC and Off-Campus Employers may post
notification about positions you're interested applications, and hire employees. Report job opportunities for Vanderbilt students.
in your hire directly to your HCM Specialist for Off-Campus Employers will be verified before
entry into VU Oracle Cloud. Employment the job posting is approved.
guidelines and required documents are at
your fingertips!

~  First, please navigate to:

https://vanderbilt.studentemployment.ngwebsolutions.com/

»  Click the VUMC & Off-Campus Employers’ link.
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https://clarion.studentemployment.ngwebsolutions.com/

Off-Campus/VUMC Employer Request Login

This is the best way to reach applicants and advertise your job. Employers with positions open are welcome to add them for FREE to our
database by clicking one of the links below.

Student Employment News

Suggestion Box

Send us your suggestions, ideas, or concerns!

Click here to review a customized training PowerPoint on how to
manage jobs and applicants via our new and exciting jobX
employment solutions.

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

Click above if you are a VUMC or Off-Campus Employer who has
never logged in before.

» Click the ‘Request a Login’ link if you do not already have an account

nextgen®
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Off-Campus/VUMC Employer Request Login

Request Permission To Use This Site
You must be a registered user to past jobs on the HireADore website. Please fill out the following your request as quickly
First Name
Middie Name
Last Name

Full Email Address
Exarmoie poorteturiveraty #00

Street 1

Street 2

Zip Code

Choose a Password Enzer Pasoword: i =

T — Re-Enter Password:

Please choose the employer for which you work from the list below.

Employer Choose one..

Job Title Foyrogersi@ng com

Notes

1 y0ur #7MDO78 3 Ot HE i T DU-S0AN Mete. DIASE DrvO Te Same OF
N ATED O BT e A nSn e K33 e 1 1Race 0 e
¥ P MEHEIED 1 MOre COBITTANIE 1NN TN 00 piu INChENRd T T
Pur-down mery sooee

This must be verified prior to submitting the form

| I'm not a robot e
L CAPTOHA
Sy - Twe

subme |
» Enter all required fields and then click Submit.
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VUMC/Off-Campus Employer Login Request

This is the best way to reach applicants and advertise your job. Employers with positions open are welcome to add them for FREE to our
database by clicking one of the links below.

Student Employment News

Suggestion Box

Send us your suggestions, ideas, or concerns!

Click here to review a customized training PowerPoint on how to
manage jobs and applicants via our new and exciting JobX
employment solutions.

Employer Tools

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

Click above if you are a VUMC or Off-Campus Employer who has
never logged in before.

Click the ‘Job Management Login’ link.

nextgen®
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VUMC/Off-Campus Employer Login to JobX

Attention!

You are required to log-in to use the system. Enter your
username (email address) and password.
By logging-in | understand and acknowledge:

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

* | agree to access and use information contained within
this site for my employment duties only.

= Any misuse or unauthorized release of confidential
information may be grounds for discipline or legal action.

Please login below

Email Address

Password

Forgot Password? Employer - Create Account Request

Login utilizing your ‘Email Address’ and ‘Password’.

nextgen® Jo@
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How to Add/Edit a JobX Job Listing
§ [ 4 1 y X

Now Hiring!

nextgen® I 9@)
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job Control Panel
Employer Type: o
— Show Al Evpioyer Tipes —  w — Selea/Dessiea Al
Employer Name:
Data Analyst and Developer
— Show il Employers — - —
__| Jjob i 5190
E’m Contact Persor: Oynd Neal
— Listed jobs (114) Wage: $12.50- $15.00 fhr
__| Pending Approval (0)
| Review Mode (101)
— Storage Mode (477)
__ Deleted (53) Student Fundraising Ambassador
Aoprowe External jobs .
Type: __| Job 5317
Job Contact Person: Emily Mane Sepe
Choose job Type - Wage: $10.00 - $72.00 /tw
My Jobs:
__| Show My Jobs Only
Supervisor Access: @
- Product Management intemn - Undergraduate
AQOBCS000 Segrch
] jobict 5154

Contact Person: Alyssa McCoy
Wage $12.50- $75.00 /hr

Show ~ resufls per page
Applications: 3 (3 New)
Status: Listad

1749 Mallory Ln. Ste. 201 Brentwood,
Tennessee 37027

Status: Listad

Location:

Baker Busiding Swute 708 110 21st Ave South
Nashwlls, TN 37203

Applications: ¢ (0 New)

Status: Listed
Location:
1370 Creekside Bivd. Naples, FL 34108

Listed: 1211619
Job Type: Ofi-Campus

Listed: G
Job Type: insututona|
Empioyment

]
[

8

Listed: 12/04/19
Job Type: Off-Campus

— S2Ra Amon Seiow —

-
w2Sof TS5 << < > >3]

Employer: Aair Data Resources

Click ‘Add a job’ to select your company and create a job.

nextgen®
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Add a Job

VANDERBILT [{J| UNIVERSITYe

Welcome, Test Off-Campus Supervisor | Logoy
#A Employees JobX Reporting Access&Audit Help

You are adding a brand new job to the web site. ®

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

Please Choose a Job Type _
| Choose one... ¥ | Go to next step |
Choose one...

Select the appropriate job type from the drop down selection and click ‘Go to
next step’

nextgen®

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




Add a Job — Step 1 — Supply Job Profile (Off-Campus Job)

VANDERBILT M UNIVERSITY»

Enter the Job Profile information below. Any fields denoted with a red *

Ve, T O Campun S | L

below are required fields that must be completed before the profile can be 0Lty | S| g ) plema s oty

saved. e e S

> Select the Category* -,

> Select the Job Title* e

> Enter Job Description* = 22
> Enter Job Requirements*

> Select Required Skills S,

> Select Learning Outcomes

> Enter the Number of Available Openings *

> Enter the min and max Hours per Week for the job TTh 242
> Enter the Start Date for the job

> Enter the End Date for the job .

> Select the Time Frame for the job *

> Select the base pay rate for the job*

> Select the Supervisor* from the drop down list. This will be the

person who receives e-mail when an employee applies for the job.

Important Note: If your school has loaded your contact information (e.g. Phone
Number, Fax Number, & Office Address), these fields will be pre-filled
systematically. If not, you may optionally enter your Phone Number, Fax Number,
E-Mail Address, and Work Location so an applicant can contact you, if desired. s ek

> Upload a company/department logo, if applicable
> Enter a Job Location b
> Enter a Employer Website, if applicable Be— oo
> Lastly, click ‘Submit’ to continue to Step 2 of the ‘Add a Job’ process. :

nextgen® Job
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Add a Job — Step 2 — Review Job Application

VANDERBILT @ UNIVERSITYe®

Welcome. Test Of-Campus Supervisor | Logou
# Employees JobX Reporting Access & Audit Help

The job data was successfully saved. However, the job is not posted on the website. There are two more steps. First, please review the job application below
and edit it to your preferences.

Pending job Application - Apple - Test Off-Campus 5/10/19

Timer *
01:58:58
General
First name V
Middle name ~7
L3st name <7
E-mail Address <
VUNet ID ~7
Primary Phone ")
Cover Letter Choose File | No file chosen <&
Resume Choose File | No file chosen 8
Save Application

To ensure you get a “best fit” candidate for your job, you may add job specific questions to the institutional default
application questions. Please Note: Your site administrator must approve these job specific questions.

To add job specific questions to your institutional default application, at the bottom of the page you can choose
from an existing list of questions previously created by you by clicking the ‘Pick from Existing Questions’ tab or

create a new question using a sophisticated application designer by clicking the ‘Create a new Question’ tab that
will take you to the next screen.

e .
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Add a Job Specific Application Question

When creating a new question, please select a type of
guestion from the ‘Question Type’ drop down menu
(i.e. Single Line, Multiple Line, Single Choice , Multiple
Choice, Date, File Upload, or Instructional Text).

Use an abbreviated name for the question you'll be
adding for retrieval purposes in the “Pick from Existing
Questions” library. Please Note: This will not be
presented to the applicant.

The Question Label is what the applicant will see. Use
the text and HTML editor feature to make your
guestions look more professional.

You can either add your question to the existing
general section or create a custom section for your
question to be placed underneath. If you'd like to add
a new section for a question to be within, please enter
the name of the section in the “Create a new section”
at the same time you're adding the 1t new field being
presented within this new section.

Once this section has been added with your new
question, all subsequent questions you may want to
add to this new section can be done by simply
selecting the new section from the “Select an existing
section’ drop down list.

You can place any new question exactly where you
want it by selecting the desired location in the “Where
to Add this Question” drop down list.

When you are completed adding a question, click the
“Add Question” button. Lastly, to save the application,
please click the “Save Application” button.

Please note: All job specific questions you add to your

institutional default application will be reviewed and
approved by your Site Administrator.

nextgen®

Pick from Existing Questions ‘ Create a New Question

Question Details

Question Type
Please select b
Please select

Single Line Text
Multiple Line Text
Single Choice
Multiple Choice
Date

FFwmo

File Upload
Instructional Text

Application Behavior

Application Section *
Select an existing section _CFE&IE a new section
-- Please select -- v

Other flags

J Application input is required ¥ _

U Prefill this question from previous answer? *

Where To Add This Question? 4

End of Application v _
| Add Question | «ffe—

JobX,
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Add a Job - Step 3 - Go Live

VANDERBILT l_v_[ UNIVERSITY e

Welcome, Test On-Campus Supervisor | Logou
# Employees JobX Reporting Access&Audit Help

You are adding a brand new job to the web site. @

>>Step 1: Supply Job Profile >> Step 2: Review job Application >> Step 3: Go Live
Academic Programming - Test Federal Work Study job - 05/8/15
Your job will be approved by an administrator before it can be posted. Please choose an option.

1. When do you want the job to be reviewed for approval? | As soon as possible ¥
2 Do you want the job listed immediataly after it is approved? | Yes, immediately v

3 For how many days do you want the job to be listed on the site? | Until | close the jco v

When all the above information looks correct.. | Click here to finish!

Select ‘As soon as possible’ from the list on question #1 if you want the job to be reviewed for approval
immediately. However, If you want to save the job for later, select ‘Later, | need to review it myself first’. The job
will go to Storage for later review.

Select ‘Yes, immediately’, from the list on question #2 if you want the job to be listed immediately upon approval.

S .
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Add a Job — Step 3 — Go Live (Continued)

VANDERBILT M UNIVERSITYe

Welcome, Test On-Campus Supervisor | Logou
#  Employees jobX Reporting Access&Audit Help

You are adding a brand new job to the web site. @

>>Step 1: Supply job Profile >> Step 2: Review Job Application >> Step 3: Go Live

Academic Programming - Test Federal Work Study Job - 05/8/19

Your job will be approved by an administrator before it can be posted. Please choose an option.

1. When do you want the job to be reviewed for approval? | As soon as possible v
2 Do you want the job lsted immediately after it is approved? | Yes. immediately b

3. For how many days do you want the job to be listed on the site? | Until | close the job ¥

When all the above information looks correct... | Click here to finish!

»  For the question, ‘For how many days do you want the job to be listed on the site?’

> If you want to designate a specified period of time the job should be posted, select the applicable duration from
the drop down list.

» If you want the job to be posted until your close the job, select ‘Until | close the job.’

p»  Click the “Click here to Finish!” button.

> Your job will be submitted to the Student Employment Office for review/approval.
S >
nextgen~® J b' 4
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Add a Job — Completed!

VANDERBILT |§/| UNIVERSITY®

A  Employees JobX Reporting Access &Audit Help

Academic Programming - Test Federal Work Study Job - 05/8/19

Congratulations! Your job is pending approval, then itwill belis{ _
What would you like to do now? = e} T =3 PR B oo o |
Employer Type: =,
V. h x b d t I {f - t, t ) o e Select/Deselect All Show 1~ results per page te 25 ol 755 |<< < = 23]
. iew the jo etails {Tor printing, etc. h
g' Employa Hame Diata Anahyss and Developer Applications: 5 (5 New) Employer: Altsr Data Resources
Show 4 Empicyes .
5190 Status: Lis Listed: 1271619 cons o
e Return to your control panel, Job Status: B ot Cyn N ooy Job Type: OFf.Campus e
! Liszed Jobs (114} Wage: $12.50 . $15.00 fhr 1749 Mallory Ln, Ste. 201 Brentwood,
| Pending Approval i) Tennesses 37027
| Storage Mode (471)
Deleted {55 Student Fundraising Ambassadar Applications: 1 (1 New) Employer: Annual Giving
N Job ik 5311 Status Lsted Listed: 02721/2C
phine Contact Person: Emify Maria Sepa Location: Job Type: institutiona M =
Choose job Type v Wage: $10.00 - $12.00 fhr Baler Suliding Suite 708 110 215t Ave South  Employmant
wm Nashwville, TN 37203
Show My jobs Ordy
Supervisor Access: @ i
it eaban Saag Product Empiloyer; Arth
_| job ik 5154 Status: | sted Listed: 1204115 e
Contadt Person: Alyssa McCoy Location: Job Type: O -Campus
Wage: $12.50 - $15.00 /hr 1370 Creshsde Bivd Naples. FL 34108

» You may either print your job details or click ‘Return to your control panel’ to view and/or
manage your jobs further.

» If you choose to return to the control panel, the job you just added can be located in the
‘Pending Approval’ queue.

nextgen~® Jo@
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Edit a Job

VANDERBILT M UNIVERSITY® l

VANDERBILT g UNIVERSITY s
Weicome, Test On-Campus Supervisor | Logoy
M Employees JobX Reporting Access&Audit Help # Employees JobX Reporting  Access R Audit  Help
Manage job
To add 2 job, please select an employer from the { o5 Title Employer Status Job Type
presented in the filters to the left. Test Federal Work Study job - US/8119 Arademic Programming Pending Approval Federal Work Study
Addio ¥
= This is 2 new job that has not yet been approved.
Your Selections: Reset Job Actions: « it i5 5t to go lve upon approval.
Job Fiters Applied:
Employer: All Available @
Job Status: Pending Approval P & j i [Updwesans |
Ceiate Export Print Supersors L = Cluck 0 updace listing opoions m
Sacew Vode » Click 70 cancel approval and change o ??‘Il(ﬁ"mw{smmwmﬂ |
Job Filters _ Select/Deselect All  Show 25 ¥ results per page Seorage « Dl o tarcel spormal aed chpoge 1o W\
My jobs: + View [ire Applcant |
() PENDING APPROVAL - jobs Currently Pending Administr, I opption PN D ok OO | | ¥ou comnos rre empioyees whie the o 5 1 i1 s |
Employer Name: — |
e = = Academic Programming
rom All My E v
hom Jobs From AR ey Emp Ref# Tie Cor
Job Status: — 0 &8 Testreders workStudylob-.. 1ed Emac) of—
3 [ Listed jobs (2) 3elow is a view of approximately how this job appears to applicants:
& & pending Approval (1)
% [ Review Mode (0) (Nt oot Mo i
d [ storage Mode (0) i bids
Job Type Federal Work Study
Job Type: + Erriper Azpsemc Brogrammog
Job Category Achietcy
Job Description s

»  You may view the job and/or application details, or request the job status be changed by simply clicking on
the Job Title link.

»  To edit the job, click ‘Edit this Job’ link on the ‘Manage Job’ page.

»  To edit the application tied to your job, click ‘Edit or View the Online Application’.

nextgen®
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Manage Applicants

Job Control Panel

Employer Type: =
— Show a3l Employer Types — __! Select/Desslec All
Employer Name:
— Show all Employers - = o
| Jobid 5150
';hm Contact Person: Cynd: Neal
| Listed jobs (114) Wage: $12.50 - $15.00 /hr
| Pending Approval (0)
| Review Mode (101)
—_ Storage Mode (471)
__| Deleted (69) Student Fundraising Ambassador
Aoprove External jobs =
T L Job i 5311
L Contact Person: Emily Marie Sepe
Chocse job Type - Wage: $10.00 - $12.00 /he
!y_h‘.h:
Show My Jobs Only
Supervisor Access: @
Product Management intern - Undergraduate
Apolication Search
1 Jobid: 5154

Contact Person: Alysss McCoy
Wage: $12.50 - $15.00 /hr

Show 2= ~ resulls per page

Wiﬁjﬂﬂ_

Status: Listed

Location:

1743 Mallory Ln. Ste. 201 Brentwood.
Tennessee 37027

Status: Listed

Location:

Baker Building Suite 708 110 215t Ave Scuth
Nashwille, TN 37203

Status: Listed
Location:
1370 Creekside Sivd. Naples, FL 32108

Listedt 12/1619
Job Type: Off-Campus

Listed: 02/21/20
Job Type: institutional
Employment

Listed: 12/0413
Job Type: Off-Campus

=Tk Acion e - = _

w25cf755 |<< < > >3

Employer: Altsir Data Resources

You may hire an online applicant by clicking the ‘Application’ link.

nextgen®
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Manage Applicants

VANDERBILT @ UNIVERSITY e

Weicome, Test On-Campus Supervisor | Logou
# Employees JjobX Reporting Access &Audit Help

‘iew Job Applications - Academic Programming - Test Federal Work Study Job - 05/8/19

he list below contains all applications that have been received for this job. You may view an application by clicking either Applicant Name or Preview the application by dicking the magnifying
lass icon (4). Previewing allows you to view the application without affecting the “New!” status. Clicking the Applicant name removes the “New!” status and displays the application details.

Filter by Name:

You may filter the results by searching by First / Last name below.
Click the Apply Filter(s) button to filter the results. Click the Clear Filter(s) button to return all records.

First Namse:
Last Name:
Only show New?

Apply Filter(s) Clear Filter(s) |

Roy Rogersi royrogers1@ngwebsolutions.com 510209 New! P Video 1500.00 "'N Actions v

»  Click the Applicants Name link to view the application in a full screen view.

»  Click the magnifying glass next to the student’s name to get a quick view format of the
application.

» If the student has provided a resume, click on the “Resume” link next to their name.

nextgen® Jo@
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Now that you’ve reviewed the online
applications for your job, how do you
contact an applicant if you wish to set up an
Interview?

nextgen®
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Schedule an Interview with Applicant(s)

VANDERBILT E UNIVERSITY e

Weicome, Test On-Campus Supervisor | Logo
# Employees jobX Reporting Access&Audit  Help

fiew job Applications - Academic Programming - Test Federal Work Study job - 05/819

he kst

ow contains all applicat!

5 that have been received for this |
to view the application without affecting the "New!™

¢ clicking the magnifying
fass icon (1), Previewing aliows y

s the application details.

Filter by Name:
You may filter the resuits by searching by First/ Last name below
Click the Apply Filter(s} button to filter the results. Click the Clear Filter(s) button to retum all records.
[First Name:
Last Name:
Only show New?
Apply Fiten(s) Clear Filtar(s)

~

» & & > & & &
r2 2 22 L2 e
Select/Deselect All Show 25 ¥ [results per page Nwlof]|<< < > 3
Email Address App Date Status Flag Emafled? Resume m Award Preview Actions
Roy Rogersi royrogers! @ngwebsolutions.com SML2019 wewt  H Video 500.00 =N Actont w

This feature is utilized to set up interviews for one or more applicants. If you don’t wish to interview an applicant,
please be sure the box next to that candidate is not checked.

You may change the text in the body of the e-mail or add additional email recipients in the ‘“To’ box, then click on the
“Send” button.

Important Note: Do NOT use this function for informing applicants you are not interested in hiring them and the job
has been filled. For that purpose, you can utilize the integrated ‘Send Rejection Email(s)’ function reviewed in a future

nextgen™ JobX)
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Schedule an Interview with Applicant(s)

VANDERBILT UNIVERSITYe

Welcome, Test On-Campus Supervisor | Logou

# Employees JobX Reporting Access&Audit  Help

fiew Job Applications - Academic Programming - Test Federal Work Study Job - 05/8/19

he fist below contains all applications that have been recerved for this job. You may view an application by dicking sither Applicant Name or Preview the application by dicking the magnifying
lass icon (4]} Previswing alows you to view the application without affecting the “New™™ status. Clicking the Applicant name removes the "New!™ status and displays the application details

Filter by Name:

You may filter the results by searching by First / Last name below
Click the Apply Filter(s) button to fiiter the results. Click the Clear Fiter{s) button to retumn 3ll records

First Name:
Last Name:
Only show New?

Apply Fiterts} | | Clear Filterfs) /

> $ S 8 @ @
Lz 2 2 2 2 2 =
Select/Deselect All Show 25 v results per page Ttotloft e < > =
Email Address App Date Status Flag Emailed? Resume ::::e Award Preview Actions
Roy Rogersi royrogers 1 @ngwebsolutions.com S02019 New! P Video 1500.00 \4& Actons -

Click the box next to one or more applicants you wish to send a
greeting email to schedule an interview. Next, click the ‘Send Greeting’

button. ~
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Notify applicant(s) you wish to interview

VANDERBILT g UNIVERSITYe

Welcome, Test On-Campus Supervisor | Logos
#  Employees jobX Reporting Access&Audit  Help

ob Appli . £ 1g - Test Federal Work Study job - 05/8/15

gk here 19 retyrn Lo reviewing Jooications

suggested use: To S8t up intenrview schedules

20 NOT use for informing applicants when the job has been filled. For that purpose, first fill the job, then you will be automatically prompted to inform the other applicants

Email Applicants - Greeting
Default Apohcents selected f not pressedinternewed or reected
New! P * Rogersi, Roy [royrogersi @ngwebschutions.com]

Comma-separated kst of other reciplents’ emall addresses (i e walk in candicases) f any

Exampie joe@yenoo com, MaryBhotmal com

From stgertemnpioyment§hepadore com
Subject ot Tesz Feceral Work Sty Job - 05/8/1%

B Ly e

[

| I am mterested m meetng wrth you to discuss your

| interest in the Test Federal Work Study Job - 058719
ijobopmmnm}'dcpnmplcmmmmﬂ

i)wglbm:m:mmmmnwecmmwamm h
/ ‘mrto&m_\-wmﬁm.

Send | Cancel |

»  This feature is utilized to reach out to one or more students. If you select more than one
student to interview, individual e-mails will be sent to each student selected. If you don’t

wish to interview an applicant, please be sure the box next to that candidate is not
checked.

» You may change the text in the body of the e-mail or add other email recipients in the
“To’ box, then click on the “Send” button.

nextgen®
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Now that you’'ve reviewed the online
applications for your job, how do you reject
an applicant?

nextgen®
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Notify applicant(s) they did NOT get the Job

VANDERBILT ﬁ UNIVERSITY®

Weicome, Test On-Campus Supervisor | Logou
# Employees jobX Reporting Access & Audit  Help

fiew Job Applications - Academic Programming - Test Federal Work Study job - 05/8/19

he list below contains all applications that have been received for this job. You may view an application by clicking either Applicant Name or Preview the application by clicking the magnifying
Jass icon (4). Previewing allows you to view the application without affecting the "New!™ status. Clicking the Applicant name removes the "New!" status and displays the application details.

Filter by Name:
You may filter the results by searching by First / Last name below.
Click the Apply Filter(s] button to filter the results. Click the Clear Filter(s) button to return all records.

First Name:
Last Name:

'Only show New?

Apply Filter(s) | Clear Filter(s)

~

& & &
oy B snmey sk Ohe A aRRDe

v $ $ 3 3

Deiete

Select/Deselect All Show| 25 ¥ results per page 1tolofl << < > 33|
Profile
Email Address App Date Status Flag Emalled? Resume ; Award Preview Actions
Roy Rogersl royrogersi @ngwebsolutions.com 5Mwzoe New! P Video 1500.00 \..g Actions -

Click the box next to one or more applicants you would like to send a
rejection email. Next, click the ‘Reject Applicants’ button.
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Notify applicant(s) they did NOT get the Job

VANDERBILT @ UNIVERSITY»

Weicome, Test On-Campus Supervisor | Logot
# Employees JobX Reporting Access & Audit  Help

b - Academic P @ - Test Federal Work Study job - 05/8/19
ligk hare 1o refyrn [0 reviewing applications

uggested use: To inform applicants that they did not get this job,
o NOT use for informing applications that the job has been filled. For that purpose, first fill the job, then you will be automatically prompted to inform the other applications.

Email Applicants - Rejecticn

Default: No apphcants selected. You must select recipients.

New! 7 # rogers1, Ray (royrog

£ com]

[« st of other recip *email e, walk in candidates), f any
To Example: joe@yahoo.com, Mary@hotmad com
From studentemployment@hireadore.com
Subject

Job: Test Federal Work Study job - 05/8/15 - Not Available r _

A B I U =g

You recently suk

1 an on-line appl for the
Test Federal Work Study Job - 05/8/19 job openung. 1

regret 1o inform you that the position has been filled. _
M/ Thank vou very much for vour interest i the position.

Send | Cancel |

»  This feature is utilized to inform one or more students they did not get this job. If you
select more than one student to reject, individual e-mails will be sent to each student

selected. If you don’t wish to reject an applicant, please be sure the box next to that
candidate is not checked.

You may change the text in the body of the e-mail or add other email recipients in the
“To’ box, then click on the “Send” button.

nextgen® Job
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You're Finished!!!

o

nextgen®




Questions?

l)

Please contact the TBD
Career Services Office
(000) 000-0000 or at seo@xxx.edu
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