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JobX helps schools automate the job posting,
application, hiring, and reporting process for employees,
employers, and administrators.
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Benefits for Students/Applicants

» Apply for multiple jobs with one online application

Y

JobMail enables student 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
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24-hour service
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School Specific Customization

> Your site has YOUR school’s look and feel
» Your site has YOUR school departments
> Your site has YOUR school customer fields

» Your site has been configured to support YOUR
specific Vanderbilt University processes.
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Training Agenda

» How to login to JobX

» How to complete a JobMail subscription

» How to find a job

» How to apply for a job

» What is the JobX ‘My Dashboard’ feature?
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First time visiting Vanderbilt University’s Jo@ site?

Powered by Mexiten

VANDERBILT @ UNIVERSITY e

#  Employees -  Employers & Administrators -

V| iNiVersitva| HireADore

Welcome to the Student Employment Portal

Vanderbiit Students On-Campus Employers VUMC & Off-Campus Employers
Search for a job or sign up for e-mail Post available 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 Spedialist 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!

Please navigate to the following URL and click the ‘Vanderbilt Students’ link to access the
JobX Students home page.

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

How to Login to JobX

- Looking for a job? Here are some quick tips:

1. Search on HireADore for on-campus & off-campus opportunities

2. You will need your VUNet ID and Password to Login

3. Complete the application within HireADore

4. If you are a new student worker please complete the onboarding requirements
5. Get Paid!

Information Training

Student Requirements

All student employees must have a social
security number to work on campus. An |-9
must be completed before you can begin
to work. A W-4 will be required in order to
properly process your take home pay.

Student Training Presentation

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

Watch Our How-To Video Tutorials
Getting Paid Timekeeping

Click here for Important Payroll
Information.

EAQ

View FAQ's at our Student Employment
website,

Other Links

\

Dashboard

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

Subscription. /
Find a 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.

Contact Us

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

» Step 1. Click 'User Dashboard’, ‘Find a Job’, or ‘Manage JobMail’ link on the

Students home page.
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How to Login to JobX

VANDERBILT §7 UNIVERSITY

Sign On

» Step 2: Login utilizing your ‘VUNet ID’ and ‘Password’
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How to Complete your JobMalil Subscription
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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.
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Configure your JobMail Subscription

VANDERBILT @ UN ) )
vanderhilt.studentemployment.ngwebsolutions.com says
Edit this subscription name. Weicome, Roy a Rogers? | Logoy
# Employees Help ]
Academlc_‘l"earl
My JobMail Subscriptions
The jobMail system sends email to you wher, will receive jJobMail about.
Federal Work Study <2 [ Add New Subscrigtion ]
» Emplayer O sslectad [VeewelModdfy |
= Category 0 selected [Veerihodify ]
»Time Frame 0 selected [Vigwibioddfy ]
Off-Campus  «» [ Add New Subscrigtion ]
There are no subscriptions for ths job type.
Institutional Employment  «7» [ Add New Subscrigtion )
There are no subscriptions for this job type.
VUMC «<» [ Add New Subscription |
There are no subscriptions for this job type.

> You may create multiple subscriptions and name them as desired for each Job Type (Federal Work Study, Off-Campus,
Institutional Employment, VUMC) 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.)
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Configure your JobMail Subscription

VANDERBILT [§/| UNIVERSITYe

Weicome, Roy 2 Rogersi | Logou
&  Employees Help

My JobMail Subscriptions

he 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.

Federal Work Study «7» [ Add New Subscription ]
Acadernc Vear [Deiete Subscrption ]
=Employer  Oselected [View/Modidy

»Category  Oselected [View/Modify |

sTimeFrame 0 selected [Migw/Mogiy ]

Off-Campus  <2»

There are no subscriptions for this job type.

Institutional Employment  <?» [ Add New Subscription ]
There are no subscriptions for this job type.

VUMC <2 [ Add New Subscription

There are no subscriptions for this job type.

» Click ‘View/Modify’ to add preferences for each Job Type criterion.
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Configure your JobMail Subscription

VANDERBILT [§7| UNIVERSITYe

#A Employees Help
Wy JobMail Subscriptions

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

Federal Work Study «2»

selactad Acad and Strategic Affairs: Office of Vice Provost =

=Emploper 9 Academic Affairs: Office of the Provest ol
Academic

»Caegory  Oselected mf"'l [add]
Active Student Of: [add]

=Time Frame 0 selected Administration: Office of the Vice Chancellor {add]
Administratve Solutiors faddl

Off-Campus < Advanced Computing Center for Research and Education %

There are no subscriptions for this job type. Afncan Amencan and Daspora Studes m

institutional Employment «?» sl %5 ol ~

There are no subscriptions for this job type.

VUNC 2> I YW T TTOTTT

There are no subscriptions for this job type.

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

VANDERBILT [§7| UNIVERSITY e

Weicome, Roy a Rogers? | Logout
#  Employees Help

Mail Subscriptions Selected Items TRemove A1
- Acad and Strategic Affairs: Office of Vice Provost

Accounting and Tax \

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

Acacemic Vear Available Ttems [add a3
sEmgloyer  Oslected Academic Affars: Offce of the Provest %i
Selettait Actrve Student fadd]
i o Adminstraton: Office of the Vice Chancellor [2dd]
»Time Frame D selectad ws‘“’:" ek sad B ﬁ
, s 2
s
There are no subscriptions for this job type. Amercan Economic Assonabon %
Institutional Employment <2 Annaal Grving [add] ~
There e na Sbsriptions for the job bpe. Mope)
VUMC «2» I T STTsTTpTOTT

There are no subscriptions for this job type.

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

Powered by Mextan
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Configure your JobMail Subscription

VANDERBILT [§J| UNIVERSITY

Welcome, Roy a Rogers? | Logout
# Employees Help

JjobMail Subscriptions Selected Items TRemove Al
My Acad and Strategic Affairs: Office of Vice Provest
Accousting and Tax [semove]

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

Federal Work Study «2»

Academic Year Available Items [add ant
Academic Affairs: Office of the Provest radd] .
» Employer 0 selected Academic Programming ﬁi
» Category 0 selected Administration: Office of the Vice Chancallor [add]
=Time Frame 0 selected Ach d C g Center for and %
a3 Servces: Busmess Affars [add]
Off-Campus <> A Relstions (2341
There are no subscriptions for this fob type. can £ . g
institutional Employment  «2» SR 23l ~
v re o sutscrions o 0o pe o ——
VUMC «» T TYewW oo T

Ther= are no subscriptions for this job type.

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

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

_ JobX) !
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Configure your JobMail Subscription

VANDERBILT [§J| UNIVERSITYe

Welcome, Roy 2 Rogers1 | Logou
#  Employees Help
My JobMail Subscriptions

The JobMail system se/toyou when jobs of interest are posted. Add and edit your JobMail subscriptions below to determine what jobs you will receive jobMail about.

Save SubSCrpHONIS) | Changes must be saved to take effect

Federal Work Study «?» [ Add New Subscription ]
Acadernic Year [ Delete Subscription |
=Employer  2selected  modified [ Miew/Modify]
= Category  Oselected [ View/Modify ]
=Time Frame 0 selected iewidoddy

Off-Campus  «?» [ Add New Subscription ]
There are no subscriptions for this job type.

PRI ERpyE. i [ Add New Subscription ]
There are no subscriptions for this job type.

VUMC s2» [ Add New Subscription ]

There are no subscriptions for this job type.

Save Sa;l;sm;:ﬁ;m(s} | must be saved to take effect.

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

- ggbf)_\’)“
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How to search for a job
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Quick Search: A search containing pre-defined criteria

# Employees -  Help -

My DashboarV
Find A} Find a Job
My jobMail
i Ins ContactUs

Choo Maxioge My Profile 1 options below or dick on the “"Advanced Search” button for more options.

Quick Search Advanced Search Wi —

Select 2 quick search, S

Federal Work Study jobs Off-Campus jobs Institutional Employment (On-Campus non-FWS Jobs) VUMC jobs Show All Active jobs Most Hours per Week

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

» Click the ‘Find a Job’ function from the Applicants 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’.
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Advanced Search: Define your own custom job criteria

VANDERBILT El UNIVERSITY»

Welcome, Boy & Bogen | Loy
W Employses  Help

Find A Job
i mstructions
Salwct ASvanced tearch opiont, and click search

LRun 2 New Sedech |

)
e Cour i o © e ]

»  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 (Federal Work Study, Institutional Employment, Off-Campus, VUMC)

» Job Category, Employers/Department, Time Frame, Wage, and Hours per Week /\
Job X,
—
nextgen~

B SOLUTIONS

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



VANDERBILT [§7| UNIVERSITY e

How to apply for a job
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Vanderbilt University Disclaimer Statements

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

A Vanderbilt University Disclaimer
statement will be presented for
each Job Type (Federal Work
Study, Institutional Employment,
Off-Campus, VUMC) you
selected.

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

nextgen®
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Welcome, Roy a Rogers1 | Logoul
# Employees  Help

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 jobis), 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 pesting 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 presentad below, you must first click the "I Agree” button in order for those jobs to be presented for your consideration.

[Bun 2 New Search ]

Student Ema’axmen; inthe iee of Student Financial Ald at Vanderbilt Univers ity, acts Onl'[ as a referral senvice and makes no paﬂ.icula.- recommendations rega:dir\g employers. We

make no representations or guarantees about positions posted on this website. The Office of Student Financial Ald is not responsible for safety, wages, working conditions, or other
aspects of off-campus employment. Due to the volume of jobs received by this office, we are unable to research the integrity of each organization or person that lists a job with us.
Therefore, you are urged to undertake this responsibility yourse!f.

| agree

Dk ploy
Student Employment, in the Office of Student Financial Aid at Vanderbilt University, acts only as a referral service and makes no particular recommendations regarding employers. We
make no representations or guarantees about positions posted on this website. The Office of Student Financial Ald is not responsible for safety, wages, working conditions, or other
aspects of off-campus employment. Due to the volume of jobs received by this office, we are unable to research the integrity of each organization or person that lists a job with us.
Therefore, you are urged to undertake this responsitility yourseif.

EL LS

Disclaimer: Federal Work Study

Student Employment, in the Office of Student Financial Aid at Vanderbilt University, acts only as a referral sendce and makes no particular recommendations regarding employers. We
make no representations or guarantees about positions posted on this website. The Office of Student Financial Aid is not responsible for safety, wages, working conditions, or other
aspects of off-campus employment. Due to the volume of jobs received by this office, we are unable to research the integrity of each organization or person that Jists a job with us.
Therefore, you are urged to undertake this responsibility yourself.

g |

Disclaimer: VUMC

Student Employment, in the Office of Student Finandial Ald at Vanderbilt University, acts only as a referral service and makes no particular recor 5 regarding yers. We
maka no representations or guarantees about positions postad on this website. The Office of Student Financial Aid is not responsible for safety, wages, working conditions, or other
aspects of offcampus employment. Due to the volume of jobs recelved by this office, we are unable to research the integrity of each crganization or person that fists a job with us.
Therefore, you are urged to undertake this responsibility yourself.

| agree |
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Apply for one or more jobs with one single application!

Weicoma, Roy o Rogery) | Lamad

1. Piease ssact v ar e jobs you wish s apily 8or by clicking Ene chech bom res o The b, Bhen chch *Anply bir selectd jobie button
i i M e AT, IR 4 10 EPK Dim £l 16 o 0, Fsiinn Pt P27 T ) B 50 [ 80 Sy
T e

Fadder sl Wik Wy ok

Empboyer; Uiy Abwaad
O Agsasan
Job Type. Fevon oort Sty
rmployer Crarn
Eatngary: Cener
o Type: Pl v Stiaty
Umployer: [rgik Lingaags Certer
Catigory 1
100 Type: ociee o 10
& Mo
Woenens Teons Team Manaws:. Emphayer: Aibietics: C¥ive of the Yicw Changabins
W wage 7.35h Houry: 10 Catwgory 4ot e
L5 ek Jos Typar Fovter il Worws S
Opanigs Locatien:
e 1201 W

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

»  Then, click the *Apply for Selected Jobs’ link. N\
Job X)) !
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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 at the
end of the application.

nextgen®
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Apply To job

I | Instructions

Please complete the application below, then ciick 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:

B rest Feceral work Study Job - 05/01/19 - Academic Programming
& est Federal Work Study Job - 05/8/19 - Academic Programming

General

First name
Middie name
Last name
E-mail Address
VUNet D
Primary Phone
Class Standing

What is your Program of Study?

Please enter your work availability {days and times).

Roy

8

Rogers1
royrogers1@ngwebsolutions.com
1M1

Please select ol b

Welcome, Roy a Rogers1 | Logot

NGWeb Solutions, LLC - Confidential and Proprietary - Do not share without permission
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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’ data includes:

» Current / Future / Old / Hires

» Current / Future / Old / Awards
» Applications (Status, View, Print, Withdraw)
» JobMail Subscriptions

nextgen®
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What s the ‘My Dashboard’ Feature?

1
VANDERBILT ; UNIVERSITYe VANDERBILT IE UNIVERSITY s
- Weicomne, Roy a Rogers! | Logoy
Py ; # Employees Help
Use wyogshboard h
'Y User Dash
Find 3job ,
Emet My jobMait e J—~[ ﬁ
ploy Job Mad
Displa Contact Us syee Information
Manage My Profie Jisplay: Current/Future ¥ Employee information
Hires
Job Title Cost Center
Test Federal Work Study job - 05819 | Acagemic rogram| JoD Title Cost Center Wage Start Date End Date Supervisor
Test Federal Work Study lob - 05/01/19 IAcaceﬂ‘-f_ Srogram Test Federsl Work Study job - 05/2M19 Academic Programming §7.25 05/10/2019 056/22/2020 Efeﬁ On-Campus Supervisor
e Active E= Pending Test Federal Work Study job - 050119 Academic Programming $10.00 02012018 D5/30/2019 | Test On-Campus Supervisor
—J= aActive - Pending
Awards
Awards
Award Name Amd
Faderal Werk Study 519 Award Nsme Amount Term
FWS Academic Year 2018 - 2019
Federal Work Study $1.500.00 . et
Graduate Assstant Stipend 514 (0710172018 - D6/30/2019)
- " FWS Academic Year 2018 - 2019
Graduate Assistant Stipend $1.000.00 | 0770172018 - 06/30/2013)

"

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

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

nextgen® JOb@
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What s the ‘My Dashboard’ Feature?

VANDERBILT [§7| UNIVERSITY o

Welcome, Roy a Rogers1 | Logout

#  Employees Help

User Dashboard
ploy on | pplicati .JubMail
Display: |Current/Future v | Employee Information
Hires
Job Title , Cost Center Wage Start Date End Date Supervisor
Test Federal Work Study Job - 05/8/19 Academic Programming $7.25 05/10/2019 06/22/2020 Test On-Campus Supervisor
Test Federal Werk Study Job - 05/01/18 Academic Programming $10.00 08/01/2018 06/30/2019 Test On-Campus Superviscr
- active CJ= Pending

Awards
Award Name Amount Term
FWS Academic Year 2018 - 2019
Federal Work Study $1,500.00 (07/01 /2012 - 06/30/2015)
FWS Academic Year 2018 - 2019
Graduate Assistant St d 1,000.00
raduate Assistant stipen s (07/01/2018 - 06/30/2019)

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

ILUTIONS
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Applications

VANDERBILT [§7| UNIVERSITYs

Welcome, Roy a Rogers1 | Logou
#  Employees Help

User Dashboard

Employee information | Applcations [)dnl.ii
Display 1Year v |Application Data h

Details
SN

Jobid Job Title Employer Status (1) Application Date Job Openings
4725  Test Federal Work Study job - 05/01/19 Aczdemic Programming Submitted 5/10/2019 4

4729 Test Federal Work Study Job - 05/8/19 Academic Programming Hired 5/10/2019 4 u%

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.

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. 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're withdrawing your application; OR

» Withdraw an application without emailing the supervisor.

<
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Congratulations, You’re Finished!
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Next Steps....

TO BE COMPLETED BY School- See Example Text Below

For example...
Once you receive your “You've been hired” email you will need...

YOU MAY NOT BEGIN WORK UNTIL THIS HAS BEEN COMPLETED

and your supervisor authorizes you to begin work.

/\
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Questions?

9

TO BE UPDATED BY School — See Example Text Below
Please email the Student Employment Office at:

or call us at:
000-000-0000

next
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