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Student Employment - JobX
JobX = Total Solution

JobX helps schools automate the job posting hiringJobX helps schools automate the job posting, hiring, 
and reporting process for students, employers, and 
administrators.



Student Employment - JobX
JobX Benefits for Employers:

• Job posting control
• Custom applications

E il l t• E-mail alerts
• Streamlined hiring
• Broadcast e-mail tools for 

student communication



School SpecificSchool Specific
• Your site has YOUR School look and feel

• Your site has YOUR School departments

Your site has been configured to support• Your site has been configured to support 

YOUR School processes



Today’s Demo
• Employer posts job

• Employer hires studentEmployer hires student



First Time?

Request a Login



1 Navigate to1. Navigate to 
https://nvcc.studentemployment.ngwebsolutions.com

2. Click ‘On-Campus Employers’



IF YOU DON’T HAVE A LOGIN YET, 
YOU MUST CREATE ONEYOU MUST CREATE ONE

Click ‘Request a Login’



1. The following information is 
required:q
• First Name
• Last Name
• School E-mail address
• Password
• Employer (select your 

primary department 
from the list)from the list)

• Title
2. If you need to be able to 

manage jobs for additionalmanage jobs for additional 
departments, state which 
ones in the ‘Notes’ section.

3. Click ‘Submit’ to send your 
request to the Financial Aid 
Office.



THE FINANCIAL AID OFFICE WILL CONTACT YOU WHEN YOUR ACCOUNT IS 
APPROVED



1. Navigate to 
https://nvcc.studentemployment.ngwebsolutions.com and click 
‘On-Campus Employers’

2. Click ‘Job Management Login’



FORGOT YOUR PASSWORD? NO WORRIES!



Click the link in ‘Help! I forgot my password!’Click the link in Help! I forgot my password!



1. Enter the e-mail address you used when you signed up.
2. Click ‘Submit’



Check your e-mail after a few minutes.



Click the link in the e-mail.



Enter a password and click ‘Submit’



Click the link to continue to the Job Control Panel. 



Post A Job



Log in with your e-mail address and password



If you only have posting permissions for one department, you will not
see a ‘Filter Employers’ box. This only appears when you have posting
permissions for more than one departmentpermissions for more than one department.



If you have posting permissions for more than one
department select the department for which you want to postdepartment, select the department for which you want to post
a job.  If not, proceed to the next slide.



1. Click ‘Add a new job…’



1. Select the Job 
CategoryCategory

2. Enter job title, 
description and job 
requirementsq

3. Enter the number of 
available openings

4. Enter the range of 
hours per week that 
will be worked

5. Enter a Start Date 
and End Date forand End Date for 
the job. You may 
enter text instead of 
a date (i.e. ASAP,a date (i.e. ASAP, 
End of Year, etc.)

6. Select the 
timeframe for the 
job.



1. Select the appropriate 
Base Pay Rate for the job.

2 Choose a Primary Contact2. Choose a Primary Contact 
person from the list. This 
will be the person who 
receives e-mail when a 
t d t li f thstudent applies for the 

job.

3. If you wish to designate a 
secondary contact, select 
the person’s name from 
the list and click the ‘Add 
>>>’ button. button.

4. You may optionally enter 
a Phone Number, a Fax 
Number an alternate ENumber, an alternate E-
Mail Address, and a Work 
Location if you wish.

5.     Lastly, click ‘Submit’ to 
continue.



How to add a new question to the 
institutional default job application

You may add questions to the 
i tit ti l d f lt li ti ifinstitutional default application, if 
approved by the site administrator,  
to ensure you get the best 
candidate for your job.

To do so, select a type of question 
from the drop down menu (i.e. 
Single Line question, Multiple Line 
Question, Single Choice , MultipleQuestion, Single Choice , Multiple 
Choice, or Section Heading)  and 
click “Insert”.

Note:  For single or multiple choice 
questions, please ensure the 
options (i.e. yes or no for a single 
choice question)  are comma-
separated.    

When you are completed with 
managing the application, click the 
“Click here when finished” button.



1. 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’ or designate a specific date in the future. The job will go to Storage 
for later review.

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



For the question “For how many days do you want the job to be listedFor the question, For how many days do you want the job to be listed
on the site?
1. If you want to designate a specified period of time the job should be posted, select the applicable 

duration from the drop down list.  

2 If you want the job to be posted until you close the job select ‘Until I close the job ’2.        If you want the job to be posted until you close the job, select  ‘Until I close the job.’

3. Click on the “Click here to Finish” button

4. Your job will be submitted to the Student Employment Office for approval.



You may either print your job details or click ‘Return to your 
control panel’ to view your job.



If you want to edit the job or view the job details, click the 
‘Manage Job’ link next to your job posting.



1. You may edit your job posting, view the application, or request that 
the job status be changed.

2 To go back to your Job Control Panel click ‘Job Control Panel’ in2. To go back to your Job Control Panel, click Job Control Panel  in 
the NavBar on the left.



Your Job Is Approved!Your Job Is Approved!



NOW THAT YOUR JOB IS APPROVED, 
YOU CAN HIRE A STUDENT!

You may hire a student one of two ways. You may hire them as
a walk-in candidate by clicking ‘Manage Job’, then clicking ony g g , g
‘Hire a Student’ on the ‘Manage Job’ page, or…



1. You may hire them if they applied online.
2. Click the ‘View Applicants’ link to hire an online applicant.2. Click the View Applicants  link to hire an online applicant.



Cli k ‘Vi ’ t t th t d t’ t i th li tiClick ‘View’ next to the student’s name to review the application. 
If the student has provided a resume, click on the “Resume” link
next to their name.  If the student has not provided a resume, 
“Not Applicable” or N/A will be present in this fieldNot Applicable  or N/A will be present in this field.



How do I reject a student?j



After selecting view applicants, click ‘Rejection’ next to the 
E-mail Applicants sectionE-mail Applicants section.



This feature is utilized to inform the specific students that they
did not get this job If more than one student has been selecteddid not get this job.  If more than one student has been selected,
individual e-mails will be sent to each student selected. Note:  Do NOT 

use this function for informing applicants that the job has been filled.  For that purpose, 
first fill the job, then you will be automatically prompted to inform the other applicants.

You may change the text in the body of the e-mail, then click on
the “Send” button.



How do I contact a Student if I wish to set up an interview?



After selecting view applicants, click ‘Greetings’ next to the 
E-mail Applicants sectionE-mail Applicants section. 



This feature is utilized to set up interview schedules. Note:  Do NOT use 
this function for informing applicants that the job has been filled.  For that purpose, first fill 
the job, then you will be automatically prompted to inform the other applicants.

You may change the text in the body of the e-mail, then click on
the “Send” button.



How do I hire a Student?



If you wish to hire the student, click ‘Hire’ next to their name.



1. For students that apply on-line, the student’s name is 
automatically selected for you.

2 Cli k ‘G t t 2’ t ti2.  Click ‘Go to step 2’ to continue.



Cli k ‘Ch k St d t ID’ t if th t t d t i l t dClick ‘Check Student ID’ to verify the correct student is selected.



The system will validate the student’s account against a Work
Study list to ensure the student has been awarded. If the
student has not been successfully awarded, the system will
prevent the student from being hired.  

Click the “Continue” button.



1. You may edit the information prior to establishing the hire.y p g
2. Click on the “Submit Request” button.



Your hire request will be reviewed and approved by the Financial Aid 
administrator.  



Your hire will be approved after all hiring paperYour hire will be approved after all hiring paper 
work is received and processed.  Work-study 
students may not start working until hire has been y g
approved.



WE’RE FINISHED!



QUESTIONS


