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TimesheetX assists schools
automate the timesheet
Powered by Next Gen submission and approval

process while ensuring
compliance with labor-and FWS
regulations for employees,
supervisors, and administrators.
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Next Gen Web Solutions

JobX & TimesheetX solutions in this
training, assist institutions to automate
the job posting, application review,
timesheet administration and reporting
process for employees, employers, and
site administrators. The solutions also
assist in compliance validations based on
various regulations and institutional

policies.

Next Gen Web Solutions offers web and
mobile software solutions to enable
administrators to efficiently manage

online forms, scholarships, employment,

online timesheets and other specialized
processes that requires electronic
management.
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TimesheetX Benefits

\/ Easy online timesheet management

Consistent timesheet processing across all departments

® Reduced compliance issues due to powerful edits that ensure timesheet entries comply with
Y5 state/federal labor laws

Reduce math errors and illegible timesheet entries previously experienced with paper timesheets

-K_ i -?‘ Deadline reminders ensure timely submissions from employees and approvals for supervisors.

g Powerful Supervisor Tools: Automated Warnings, Web Accessibility, E-Signatures, and Mobile
had Friendly

SOLUTIONS
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Your JobX & TimesheetX site

A
has YOUR Institution’s look
SChOOl w and feel
Specific
Customization
‘ Your JobX & TimesheetX site
.ih has YOUR Institution’s On-

Campus Employers

Your JobX & TimesheetX site
has been configured to

.' .: .' support YOUR Institution’s
business processes

nextgen®
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Training Agenda

Access JobX & TimesheetX

TimesheetsX

Questions

nextgen® JobA')‘ Timeshee@
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@.D Culinary Institute of America

AcCCess JObX &
TimesheetX

/%

JObX) Timesheet X

Welcome to the Student Work & Service Programs Portal

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

Federal Work Study (FWS) Earn & Learn Tuition Offset Supervisors
. * Search and apply for FWs Scholarship (E&L) * Create and post opportunities
T h e n C | I C k O n th e opportunities o Applying for a SHEF E&L * Review applications
* Sign up for JobMail notifications Scholarship * Hire Students
1 about positions that interest you. * Review details of the Bachelor's * Manage Timesheets
O n - Ca m p u S * Enter time and submit your Earn & Learn Program * Guidelines and documents are at
timesheets! * Search and apply to open E&L your fingertips!

Sign up for JobMail notifications
about positions that interest you.

Supervisor' link. " S

CIA JobX & TimesheetX Site:
https://cia.studentemployment.ngwebsolutions.com/

4
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On-Campus Supervisor Request Access

On-Campus Supervisors

Post available positions, review applications, and hire student workers. Supervisor guidelines and required documents are at your fingertips!

Student Employment News Employer Tools
Forms & Information JobX Login
General information about posting jobs, hiring, and access to all Login to post jobs, hire students, and access student applications.
University student employment forms.

TimesheetX Login
On-Campus Supervisor Training Login to post jobs, hire students, and access student applications.
Click here to access the On-Campus Supervisor Training in PDF /
Fowmmel: Request Access to Site

Click above if you are an On-Campus Employer who has never been
Suggestion Box granted access to the site.

Send us your suggestions, ideas, or concerns!

Click the ‘Request Access to Site’ link.

Powered by NextGen owered by Next Gen
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On-Campus Supervisor Request Access

Complete Request Access Form.

Then click ‘Submit’ button to submit
your request for an approved login.

SSSSSSSSSSSSS

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

Request Permission To

Use This Site

You must be a registered user to post jobs on the Employment website. Please fill out the following information, and we will evaluate your request as

quickly as possible.

mmmmmmmmm

Choose a Password *
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Enter Password:
Re-Enter P

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

Employer

Job Title




On-Campus Supervisor TimesheetX Login

On-Campus Supervisors

Post available positions, review applications, and hire student workers. Supervisor guidelines and required documents are at your fingertips!

Student Employment News Employer Tools
Forms & Information JobX Login
General information about posting jobs, hiring, and access to all Login to post jobs, hire students, and access student applications.

University student employment forms.

nmsmgﬁuam/

On-Campus Supervisor Training Login to review timesheets and E&L hours.
Click here to access the On-Campus Supervisor Training in PDF
format. Request Access to Site
Click above if you are an On-Campus Emplayer who has never been
Suggestion Box granted access to the site.

Send us your suggestions, ideas, or concerns!

After access approval, click the ‘TimesheetX Login’ link to login to the
system to land on the Timesheet To Do screen.

&
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On-Campus
: Supervisor
lnﬁo Login to JobX
e & TimesheetX

Sign in with your organizational account

someone@example.com

Password

Sign in

Forgot Password?
Having trouble signing in? Contact IT5 support or call
845-451-1698 (Students) 845-451-1263 (Faculty/Staff).

Login utilizing your CIA SSO Login and ‘Password’.

nextgen®
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Online Help

G‘D Culinary Institute of America

Welcome, Test On-Campus Supervisor | Logout

#  Applicants and Student Workers -~  JobX ~  TimesheetX - Reporting -  Access &Audit - Help ~

‘ online Help
Job A) Timesheet X

Welcome to the Student Work & Service Programs Portal

Federal Work Study (FWS) Earn & Learn Tuition Offset Supervisors

* Search and apply for FWS SChOIBFShIP (E&L) * (reate and post opportunities
opportunities « Applying for a SHEF E&L * Review applications

* Sign up for JobMail notifications scholarship * Hire Students
about positions that interest you. « Review details of the Bachelor's * Manage Timesheets

* Enter time and submit your Earn & Learn Program * Guidelines and documents are at
timesheets! = Search and apply to open E&L your fingertips!

Opportunities
* Sign up for JobMail notifications
about positions that interest you.

Click the ‘Help’ menu after you login and select ‘Online Help'.

nextgen® Jobi@ Timeshee’a%
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Online Help

JobX & TimesheetX Manuals

Q 0 articles Q 21 articles Q 7 articles

JobX - Administrators Online Help JobX - Supervisors Online Help JobX - Employee / Student Online Help

Q 7 articles Q 5 articles

TimesheetX - Supervisor Online Help TimesheetX - Employee / Student Online Help

Q 0 articles

TimesheetX - Administrator Online Help

Online guides are available based on your login role.
Supervisors will be able to see Supervisor and Employee/Student.
Employee/Students can only see Online Help for Employee/Students.

You have the ability to search by keyword or topics in the search field.

nextgen® Joij Times%g@@
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Active Hire

WHAT ARE THE NEXT STEPS ONCE STUDENTS ARE

ACTIVE?
nextgen® JO@ Timesh&&@
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Next Step: Approved for Hire

As a reminder, students cannot work outside the timeframe of their work
program for the semester. Please visit your supervisor portal for details.

Once your student worker have been approved for the position, you can
schedule their first day and training.

Students are required to submit their timesheet weekly every Friday by 9am to
your department for approval.

It will be your responsibility to manage your student’s time and attendance and
ensuring adherence to timekeeping policies.

nextgen® Jo@ TimesQee@
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Review Timesheets

Welcome, Test On-Campus Supervisor | Logout

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

TimesheetX Employer Home (To Do Items)

Welcome, Test On-Campus Superv
Manage TimesheetX Jobs
To Do Items
Timesheet Control Panel
== Search Student Awards and Class Schedules

Search by employee
(®) Primary Supervisor Only First Name Last Name
O Primary or Secondary
Supervisor There are no timesheets to display.

Filter by timesheet status:
Returned To Supervisor (0)
Incomplete By Supervisor (0)
Delinquent Timesheets (0)
Resubmitted By Employee (0)
Pending Approval (0)

Review Timesheets, click ‘TimesheetX To-Do Items’ from the TimesheetX Menu.

Select a cost center from the drop-down box at the top (if you have permission to
review/approve timesheets for more than one cost center).

nextgen® Jo@ Timenge@
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Timesheet Status

Timesheet To Do (Supervisor) Screen:

Return to Supervisor Timesheets returned to supervisor by Timesheet Manager or Admin.

Incomplete by Supervisor Timesheets taken possession of by the supervisor but have not completed.
Delinquent Timesheet Timesheets students have not submitted.

Resubmitted by Employee Timesheets that have been returned to the employee and resubmitted for approval.
Pending Approval Timesheets pending approval by supervisor.

nextgen® Jo@ Times!],ggc@
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Review Timesheets

10 VO 1emns
Search by employee
Filter by Cost center: / First Name Last Name
All Cost Centers »
O All Timesheets - Select Action Below - 3
@ Timesheets I'm the Primary Supervisor
8 ::xz :ps;n;lrs:;znly [ select All/ De-select All Show 25 v results per page 1 todofd << < > >>|
Supervisor
Delinquent : Monthly Pay Schedule: 07/01/2020-07/31/2020
Filter by timesheet status: i ol
Returned To Supervisor (0) Job Total Employee Deadline Last Modified
Incomplete By Supervisor (0) g est - Hire Acceptance - 6/22/. /1/. i 130/, :
plete By Supe O ersl Test - Hi 6/22/2020 8/1/2020 12:00 PM 7/30/2020 2:35 PM
v
& oeiinquent Timesheets ¢ Delinquent : Monthly Pay Schedule: 06/01/2020 - 06/30/2020
Resubmitted By Employee (0)
pending Approval (0) Job Total Employee Deadline Last Modified
Approved (0) O Roy a Rogers1 Test - Hire Acceptance - 6/22/2020 7/1/2020 12:00 PM Never Started Qs
Delinquent : Monthly Pay Schedule: 08/01/2020-08/31/2020
Date Range (Pay Period)
Start Job Total Employee Deadline Last Modified
10/5/2019 [ RoyaRogerst Test - Hire Acceptance - 6/22/2020 9/1/2020 12:00 PM Never Started Q3
End Delinquent : Monthly Pay Schedule: 09/01/2020-09/30/2020

To locate timesheets requiring approval, uncheck the filter boxes next to all the
timesheet statuses (e.g. Returned to Supervisor, Incomplete by Supervisor,
Delinquent Timesheets, and Resubmitted by Employee) except for the “Pending
Approval” box.
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Review Timesheets

Welcome, Test On-Campus Supervisor

To Do Items
-
o
Search by employee
Filter by Cost center: First Name Last Name Search Employee
All Cost Centers v
@® primary Supervisor Only — Select Action Below —
: Select Action Below
O Primary or Secondary
Approve Timesheets
Supervisor Dismiss Timesheets
D Select All / De-Select All Show 25 v results per page Reject Timesheets of 2 |<< < > >>|
. Take Possession of Timesheets
Filter by timesheet status: Export Timesheet Summary
Returned To Supervisor (0) pendi 1:UAS H UASP " Export Timesheet Details
el roval : Service Hours: TEST - ayrol int Timesh
Incomplete By Supervisor (0) ng App :rr:\na: IT ;:;:senet:ls
Delinquent Timesheets (0) Job Total Supervisor veaanne Lastmoaimed
Resubmitted By Employee (0) O Samuel d Rogers4 Test - JV - UAS - Test Plan - 07-28-2020 SCH 9 hrs 30 mins 7/31/2020 3:00 PM 7/29/2020 4:11 PM Qs

Pending Approval (2)

Pending Approval : Monthly Pay Schedule: 07/1/2020-07/31/2020
Date Range (Pay Period) Job Total Supervisor Deadline Last Modified

oot () Roy.aRogerst Test -V - Test Plan - 07-28-2020 FWS 3 hrs 7/31/20205:00PM  7/29/20204:08PM Q&
7/29/2019

End
7/29/2020

Update Date Filter

Once you've located the timesheet you wish to review/approve, you can either mouse over
the magnifying glass to review the timesheet entries or click on the magnifying glass to
review more details about this hire and/or timesheet or edit/approve/reject the timesheet
individually.

If you have multiple timesheets you'd like to approve, simply click the box next to each
timesheet you wish to approve. Then, click the “Approve timesheets” in the Action menu.

nextgen® JobA’)’ Timengg@
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Add a New Timesheet Entry

nextgen®

WEB SOLUTIONS

Welcome, Test On-Campus Supervisor | Logout C | H k 1 A d d E I 3 f H h
IC new ntry IT yOU WIS to
# Employees - JobX -~ TimesheetX - Reporting ~  Access &Audit ~  Help ~
add another entry.
Manage Time Sheet [ Print Time Sheet ] y
Employee Roy a Rogers1
JobTitle Student Employee
Status Pending Approval H 1 7
bkl gy S0 Then click ‘Save’ to save the entry.
Deadline November 1, 2020 5:00 PM
Time Sheet Entries
Date Pay Code Start End Break Total Edit Delete
Thursday, October 01 HRS 8:00 AM 10:00 AM - 2hrs
Note:
Total: HRS 2 hrs
Class Schedule
Course Title Start Date End Date Days Start End
Coll Readng&Stdy Skl (details) 07/01/2019 06/30/2020 TuTh 11:00 AM 12:15PM
Found of Sport Mgmt (details) 07/01/2019 06/30/2020 MWF 1:00 PM 1:50 PM
Fresh Sem-Sport Mgt (details) 07/01/2019 06/30/2020 MW 2:00 PM 3:15PM
Pre-Algebra (details) 07/01/2019 06/30/2020 TuTh 12:30 PM 2:20PM
Mcruals lereDetabls waams {SupeMsms an:oums fNots
10/01/2020 - 10/31/2020
Start - Thursday, October 1, 2020
End - Saturday, October 31, 2020
ployee Deadline - Sunday, \ ber 1, 2020 (12:00PM)
Supervisor Deadline - Sunday, November 1, 2020 (5:00PM)
Pay Date - Sunday, November 15, 2020

Powered by NextGen Powered by Next Gen
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Add a New Timesheet Entry — Pay Code

Manage Time Sheet

Employee Roy a Rogers1

Hire Title Test - On-Campus FWS Hyde Park - 03/09/25

Status [ncomplete
Pay Period 02/28/2025 - 03/13/2025
Deadline March 17, 2025 12:00 PM

Email Employes

Time Sheet Entries

Date
Friday, February 28

Addredited: 04/03/2025 01:10 PM by: NextGen JulieAdmin
Addredited: 04/03/2025 01:11 PM by: NextGen JulisAdmin

Addredited: 04/03/2025 01:13 PM by: NextGen JulieAdmin

Saturday, March 1, 2025 v

Pay Period Info IAccruaIs ] Hire Details I Awards I Supervisors IAccounts ] Notes}

02/28/2025 - 03/13/2025

s Start- Friday, February 28, 2025

= End - Thursday, March 13, 2025

= Employee Deadline - Friday, March 14, 2025 (12:00PM)

» Supervisor Deadline - Manday, March 17, 2025 (12:00PM)
* PayDate - Friday, March 21, 2025

Pay Code Start End
MEAL 8:00 AM 8:30 AM
HRS 8:30 AM 10:00 AM
BREAK 10:00 AM 11:00 AM

Regular Hours v [8 v o0 v am v |8 v o0~ am v

Print Time Sheet

Total

30 mins
Note:

1 hr 30 mins
Note:

1hr

Note:

|| Enter any notes here

Travel Time
Breaks HRS 1 hr 30 mins
Totals: | MEAL 30 mins
BREAK 1hr

» For Off-Campus FWS Students, a supervisor may enter the 30 minutes of
travel time using the Travel Pay Code.

» Students may use Breaks to record their required break time.

JO@ Timeshe O
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Edit an Individual Timesheet

Welcome, Test On-Campus Supervisor | Logout
# Employees - JobX -~ TimesheetX - Reporting ~  Access & Audit ~  Help ~
Manage Time Sheet [Print Time Sheet ]
Employee Roy a Rogers1
JobTitle Student Employee
Status Pending Approval
Pay Period 10/01/2020 - 10/31/2020
Deadline November 1, 2020 5:00 PM
Time Sheet Entries
Date Pay Code Start End Break Total Edit Delete
Thursday, October 01 HRS 8:00 AM 10:00 AM - 2hrs
Note:
Total: HRS 2hrs
Class Schedule
Course Title Start Date End Date Days Start End
Coll Readng&sStdy Skl (details) 07/01/2019 06/30/2020 TuTh 11:00 AM 12:15PM
Found of Sport Mgmt (details) 07/01/2019 06/30/2020 MWF 1:00 PM 1:50 PM
Fresh Sem-Sport Mgt (details) 07/01/2019 06/30/2020 Mw 2:00 PM 3:15PM
Pre-Algebra (details) 07/01/2019 06/30/2020 TuTh 12:30 PM 2:20PM
G Accruals [ Hire Detals | Awards [ Supervisors  Accounts [ Notes
10/01/2020 - 10/31/2020
Start - Thursday, October 1, 2020
End - Saturday, October 31, 2020
Employee Deadline - Sunday, November 1, 2020 (12:00PM)
Supervisor Deadline - Sunday, November 1, 2020 (5:00PM)
Pay Date - Sunday, November 15, 2020

Click ‘Edit’ next to the timesheet entry you wish to update.

The timesheet will now be locked to you until you save your changes.

nextgen® Jo@ TimesheetKA%
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Return a Timesheet

Welcome, Test On-Campus Supervisor | Logout
# Employees~ JobX~ TimesheetX~ Reporting ~ Access &Audit ~ Help ~
Manage Time Sheet [ Print Time Sheet ]
Employee Roy a Rogers1
Job Title Student Employee
Status Pending Approval
Pay Period 10/01/2020 - 10/31/2020
Deadline November 1, 2020 5:00 PM
Time Sheet Entries
Date Pay Code Start End Break Total Edit Delete
Thursday, October 01 HRS 8:00 AM 10:00 AM - 2 hrs
Note:
Total: HRS 2hrs
Class Schedule
Course Title Start Date End Date Days Start End
Coll Readng&sStdy Skl (details) 07/01/2019 06/30/2020 TuTh 11:00 AM 12:15PM
Found of Sport Mgmt (details) 07/01/2019 06/30/2020 MWF 1:00 PM 1:50 PM
Fresh Sem-Sport Mgt (details) 07/01/2019 06/30/2020 Mw 2:00 PM 3:15PM
Pre-Algebra (details) 07/01/2019 06/30/2020 TuTh 12:30 PM 2:20PM
NGl Accruals [ Hire Details | Awards [ Supervisors [ Accounts [ Notes
10/01/2020 - 10/31/2020
Start - Thursday, October 1, 2020
End - Saturday, October 31, 2020
Employee Deadline - Sunday, November 1, 2020 (12:00PM)
Supervisor Deadline - Sunday, November 1, 2020 (5:00PM)
Pay Date - Sunday, November 15, 2020

If you need to return the timesheet back to the employee, click the ‘Return’
button.

nextgen® Jo@ Timeshee@
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Return a Timesheet

Reject Time Sheet
Employee Roy a Rogers!
Hire Title On-Campus Tour Student Assistant
Status Incomplete
Pay Peried 11/10/2024 - 11/23/2024
Deadline November 25, 2024 12:00 AM

Describe the reason for the return below:
Because of its current status, this time sheet will be returned to the employee.

The message below will be e-mailed to the employee and added to the time sheet notes.
Sorry, your timesheet is being returned.

- ﬁ

Time Sheet Entries
Date Pay Code Start End Break Total
Sunday, November 10 HRS 12:00 PM 5:00 PM - 5hrs
Add/edived 117132024 1226 PM
Note:
Monday, Movember 11 SICK /A MiA N/A 2.00 hrs
Add/ssioes 11132024 1226 PM
Note:
Tuesday, November 12 or MIA NI NAA 300.00
Add/edioes: 012372025 0217 PM
Note:
HRS 5hrs
Torals:  SICK 5.00 hrs
oT $300.00

Enter the reason you are returning the timesheet and click ‘Return Time Sheet'.

An e-mail will be sent to the employee notifying them that their timesheet has been
return.

nextgen® Jobi@ TimesQee@
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Lock a Timesheet

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

Manage Time Sheet
Employee Roy a Rogers1
Job Title Student Employee
Status Pending Approval
Pay Period 10/01/2020 - 10/31/2020
Deadline November 1, 2020 5:00 PM

[Print Time Sheet ]

Time Sheet Entries

Date Pay Code Start End Break Total Edit Delete
Thursday, October 01 HRS 8:00 AM 10:00 AM - 2hrs

Note:
Total: HRS 2hrs
Class Schedule
Course Title Start Date End Date Days Start End

Coll Readng&Stdy Skl (details) 07/01/2019 06/30/2020 TuTh 11:00 AM 12:15PM
Found of Sport Mgmt (details) 07/01/2019 06/30/2020 MWF 1:00 PM 1:50 PM
Fresh Sem-Sport Mgt (details) 07/01/2019 06/30/2020 Mw 2:00 PM 3:15PM
Pre-Algebra (details) 07/01/2019 06/30/2020 TuTh 12:30 PM 2:20PM
IR Accruals [ Hire Details [ Awards [ Supervisors [ Accounts [ Notes

10/01/2020 - 10/31/2020

Start - Thursday, October 1, 2020

End - Saturday, October 31, 2020

Employee Deadline - Sunday, November 1, 2020 (12:00PM)
Supervisor Deadline - Sunday, November 1, 2020 (5:00PM)
Pay Date - Sunday, November 15, 2020

If you need to lock the timesheet back to prevent any further edits until you collect
additional information, click the ‘Lock’ button.

WEB SOLUTIONS Powered by NextGen Powered by Next Gen
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Approve a Timesheet

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

Manage Time Sheet
Employee Roy a Rogers1
Job Title Student Employee
Status Pending Approval
Pay Period 10/01/2020 - 10/31/2020
Deadline November 1, 2020 5:00 PM

[ Print Time Sheet ]

Time Sheet Entries

Date Pay Code Start End Break Total Edit Delete
Thursday, October 01 HRS 8:00 AM 10:00 AM - 2hrs

Note:
/
Total: HRS 2hrs

Class Schedule

Course Title Start Date End Date Days Start End
Coll Readng&stdy Skl (details) 07/01/2019 06/30/2020 TuTh 11:00 AM 12:15PM

Found of Sport Mgmt (details) 07/01/2019 06/30/2020 MWF 1:00 PM 1:50 PM
Fresh Sem-Sport Mgt (details) 07/01/2019 06/30/2020 MW 2:00 PM 3:15PM

Pre-Algebra (details) 07/01/2019 06/30/2020 TuTh 12:30 PM 2:20PM

Al Accruals [ Hire Details | Awards [ Supervisors [ Accounts [ Notes

10/01/2020 - 10/31/2020

Start - Thursday, October 1, 2020

End - Saturday, October 31, 2020

Employee Deadline - Sunday, November 1, 2020 (12:00PM)
Supervisor Deadline - Sunday, November 1, 2020 (5:00PM)
Pay Date - Sunday, November 15, 2020

To approve a timesheet, click the ‘Approve’ button for final approval of the timesheet.
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View Pay Period Information

Manage Time Sheet
Pay Period Info | Hire Details |Award5 | Supervisors | Accounts | Motes |
Employee Roy a Rogerst
Hire Title |V - Test - On-Campus Job - FWS Eligible - 9/24/2024Test 12/22/2024 - 01/04/2025
Status Finalized Re-gpen time sheet e Start-Sunday, December 22, 2024
Pay Perlod 12/22/2024 - 01/04/2025 s End - Saturday. January 4, 2025
E il « Employee Deadline - Monday, January 6, 2025 (10:004M)
[ » Supervisor Deadline - Monday, January §, 2025 (12:00FM)
» Pay Date - Friday. January 10, 2025
Print Time Sheet
Time Sheet Entries
Date Start End Break Hours
Friday, January 03 352 PM 4:35 PM = 43 mins
Add/edited: 01/03/2025 04:34 PM by: Roy a Rogers1 Note:
|Totals: 143 mins
Class Schedule
There are no current classes to display.
Hire Notes
|(+1Add a New Note

To view Pay Period Details, click on the ‘Pay Period Info’ tab.

TimesheetKA%
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View Hire Information

Manage Time Sheet

Pay Period Info | Hire Detaiisﬁ:ls | Supervisors | Accounts | MNotes |
Employee Roy a Rogerst

Hire Title |V - Test - On-Campus Job - FWS Eligible - 9/24/2024Test Hire Details
Status Finalized Re-open time sheet

» Title - v - Test - On-Campus Job - FWS Eligible - 9/24/2024Test
Pay Perlod 12/22/2024 - 01/04/2025 = Cost Center - Student Employment - Test
) » Wage-510.45
Email » Hire Start - Mandazy, September 18, 2024
# Hire End - Friday, May 2. 2025
Print Time Sheet
Time Sheet Entries
Date Start End Break Hours
Friday, January 03 %52 PM 4:35 PM = 43 mins
Add/edited: 01/03/2025 04:34 PM by: Roy a Rogers1 MNote:
Totals: 43 mins
Class Schedule
There are no current classes to display.
Hire Notes
|(+1Add a New Note

To view an employee’s Hire Details, click on the ‘Hire Details’ tab.
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View Award Information

Manage Time Sheet
Pay Period Info | Hire Details |Awarl:|5 upervisors |Accuun15 | Motes |

Employee Roy a Rogersi

Hire Title |V - Test - On-Campus Job - FWS Eligible - 9/24/2024Test Awards
Status Finalized Re-open time sheet i

Pay Period 12/22/2024 - 01/04/2025 ' Name Period Amount  Balance

Emal Federal Work Study  FWS Award Year 2024 -2025  $2,500.00 $2,165.52
Other Earnings Other Earnings 2024 - 2025  32,000.00 $2,000.00
Print Time Sheet

Time Sheet Entries
Date Start End Break Hours

Friday, January 03 3:52 PM 4:35 PM — 43 mins

Add/edited: 01/03/2025 04:34 PM by: Roy a Rogers1 Note:

Totals: 43 mins

Class Schedule
There are no current classes to display.
Hire Notes
|[+1 Add a New Note

To view an employee’s Award information, click on the ‘Awards’ tab.
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View Supervisor Information

Manage Time Sheet /

I Pay Period Info I Hire Details I Awards | Supervisors | Accounts | Notes
Employee Roy a Rogerst

Hire Title JV - Test - On-Campus Job - FWS Eligible - 9/24/2024Test Primary Supervisor
Status Finalized RJ;QPSMM Test On-Campus Supervisor
Pay Period 12/22/2024 - 01/04/2025

Email

Secondary Supervisors

e None

Print Time Sheet

Time Sheet Entries

Date Start End Break Hours

Friday, January 03 3:52 PM 4:35PM - 43 mins
Add/edited: 01/03/2025 04:34 PM by: Roy a Rogers1 Note:

Totals: 43 mins

Class Schedule
There are no current classes to display.
Hire Notes

[*1Add a NewNote |

To view an employee’s Primary & Secondary Supervisor information, click on the
‘Supervisors’ tab.
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View Account Information

Manage Time Sheet

Pay Period Info | Hire Details | Awards | Supervisars Accounls
Employee Roy a Rogers1

HireTitle |V - Test - On-Campus Job - FWS Eligible - 9/24/2024Test Accounting Info
Status Finalized Re-open time sheet « Effective Monday, September 16, 2024
Pay Period 12/22/2024 - 01/04/2025 Federal Work Study (FWS) FWS Award Year 2024 - 2025 100.0% $7.52
Email
Print Time Sheet

Time Sheet Entries

Date Start End Break Hours
Friday,]anualy 03 3:52 PM 4:35 PM - 43 mins
Add/edited: 01/03/2025 04:34 PM by: Roy a Rogers1 Note:

Totals: 43 mins

Class Schedule
There are no current classes to display.

Hire Notes

[[*1Add a New Note |

To view an employee’s Account information, click on the ‘Accounts’ tab.
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View Timesheet Notes & Audit History

Manage Time Sheet

Employee Roy a Rogersi
Hire Title ]V - Test - On-Campus Job - PWS Eligible - 9/24/2024Test
Status Finalized Re-open time sheet
Pay Period 12/22/2024 - 01/04/2025
Email

Pay Period Info | Hire Details |Awarl:|s | Supervisors | Accounts | Motes |/

Time Sheet Notes

[Add Note ]

"I."i:nu:\.;ﬁz:t User, E:dte: January 10, 2025 11:16
Refinalized MNextGen JulieAdmin A =L s )

Note

Accounting Info

* Monday, September 16, 2024
100.0% Federal Work Study (FWS) FWS Award Year 2024 - 2025 57.52

Note Type: User: Date:
Time Sljleet N en JulieAdmin Friday, January 10, 2025 11:15
Unfinalized AM
Note
The time sheet was unfinalized
Date:
Note Type: User:
Time Sheet Finalized NextGen JulieAdmin :\;e.::ish(:ay. January 8, 2025

Note

Accounting Info

* Monday, September 16, 2024
100.0% Federal Work Study (FWS) FWS Award Year 2024 - 2025 57.52

To view an employee’s notes on the applicable timesheet, click on the ‘Notes’ tab.

nextgen®

WEB SOLUTIONS

JO@ Timesheea%

Powered by NextGen Powered by Next Gen

NGWEB SOLUTIONS, LLC - CONFIDENTIAL AND PROPRIETARY -

DO NOT SHARE WITHOUT PERMISSION




Approve Additional Timesheets

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

Ti h | H T I
T p— imesheetX Employer Home (To Do Items)
Manage TimesheetX Jobs
The timesheet has been approved Timesheet Control Panel

Budget Details

|§9_to_my_'[<tmm; ] Budget Dashboard
|§9_m_my_c9m|_m LSearch Student Awards and Class Schedules
|Rgmm_to_ws_tlmg_sh&x_-

Click ‘Go to my To-Do List’ to review other timesheets.

To view the Supervisor Control Panel, click ‘Go to my Control Panel’
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Timesheet Control Panel
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Timesheet Control Panel

Welcome, Test On-Campus Supervisor | Logout

# Students - JobX - TimesheetX- Reporting-  Access&Audit -

My panel Timesheet Control Panel

TimesheetX Employer Home (To Do Items)
Welcome, Test On-Campus Supery  Budget Details

Budget Dashboard
Search Student Awards and Class Schedules

=

To access the Timesheet Control Panel: —
> Click TimesheetX Menu’ at the top e Bt 121

Cost Center: Student Employment - Test
Timesheets after : 03/05/2024

Of yo u r Scree n mﬁfam: 03/05/2025

Filter By

Employee Name/ID | Search Employee Name or 1D | Supervisor Name/ID  Search Supervisor Name | |~ choose action -
» Select ‘Timesheet Control Panel’ T — .
[ select/Deselect Al Show 25 v results per page [ 1 303w < >
Account: Al Accounts — v
» e Test On-Campus Non-FWS 01/13/25 Cost Center: Student Employment - Test
‘H I:E:gm Employee Hire Start Hire End Wage  Account Award Balance Status
[[] Erank c Rogers3 11/01/2024 05/09/2025 ~ $12.50 Departmental Active
O Al Hires Supervisor: Test On-Campus Supervisor
® myHires [[] LarryfRogersé 11/01/2024 05/09/2025  $10.70 Active
@® primary only Supervisor: Test On-Campus Supervisor
O primary or Secondory Test Summer Scholar - 01/13/25 Cost Center: Student Employment - Test
Timesheet Status: Employee Hire Start Hire End Wage  Account Award Balance ~Status
\ﬁ [[] Malachi e Rogerss 11/01/2024 05/09/2025  $12.00 Departmental Active

Supervisor: Test On-Campus Supervisor
Additional Filters @

| Wage Range:

Min | to] max

' Award Balance Range:

| win | to max

Hire Date Filters
Approval Date

Start Date - End Date

| | to

Date Filters
Entry Date Range @
Start
| arsr2024 |
End

| 25512025

nextgen® Job)X ) Timesheet X;

Powered by NextGen Powered by Next Gen

NGWEB SOLUTIONS, LLC - CONFIDENTIAL AND PROPRIETARY -

DO NOT SHARE WITHOUT PERMISSION




Timesheet Control Panel

My Control Panel

Welcome, Test On-Campus Supervisor

Filters:
Timesheets Within: 03/27/2022 - 03/27/2023
Reset Filters

Filter By Name/ID | Search Employee Name or ID - Choose Action - @l Apply Actior

Job: - All jobs v DSelecuDeselec(All Show 25 v results per page 1 to250f25 << < > >>|

fit

Cost Center:  All Cost Centers v

Peer Tutor Cost Center: ACADEMIC AFFAIRS
Hire Status: Employee Hire Start Hire End Wage Classification Award  Award Balance Status
All - O Roy a Rogers1 08/14/2021 05/31/2022 8.00 Standard Student Employee Active View Timesheets
@ Al Hires Student Employee Admin Assistant \ \ Cost Center: ACADEMIC AFFAIRS
Employee Hire Start Hire End Wage Classification Award ward Balance Status

O Hires Where | am Primary Supervisor

"] RoyaRogers1 01/08/2023 06/23/2023 15.00 Standard Student Employee  2500.00 1863.75 Active View Timesheets
@ Primary Supervisor Only [7] Ted b Rogers2 08/15/2022 10/30/2022 11.51 Standard Student Employee Active
() Primary or Secondary Supervisor ] Ted b Rogers2 02/10/2023 06/23/2023 11.51 Standard Student Employee Active
Timesheet Status: (] Erank c Rogers3 01/08/2023 06/23/2023 11.51 Standard Student Employee Active View Timesheets
All v
Student Office Assistant Cost Center: ACADEMIC AFFAIRS
Employee Hire Start Hire End Wage Classification Award  Award Balance Status
Date Range (Pay Period) ) Roy.a Rogers1 07/01/2022 06/30/2023 9.00 Standard Student Employee ~ 2500.00 1863.75 Active
Start
312712022 ] Ted b Rogers2 01/03/2022 05/20/2022 9.00 Standard Student Employee  2500.00 2500.00 Active
End

] Ted b Rogers2 08/22/2022 05/12/2023 9.00 Standard Student Employee  2500.00 2500.00 Active

3/27/2023
[ Ted b Rogers2 01/16/2023 05/19/2023 10.00 Standard Student Employee  2500.00 2500.00 Pending Acceptance (R )

Apply Filter

C] Samuel d Rogers4  01/03/2022 05/20/2022 9.00 Standard Student Employee 1750.00 1675.75 Active

O Ted Test-Employer 01/03/2022 12/02/2022 9.00 Standard Student Employee Active View Timesheets

On the Timesheet Control Panel you will have an overall view of your students, including
awards, award balances, and timesheets.

If you have access to more than one department, you will be able to use the filter to search
for your departments.
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Timesheet Control Panel

= Test On-Campus Non-FWS 01/13/25

Welcome, Test On-Campus Supervisor

_i ) Instructions
Please make any changes below and click the submit button. If nothing needs changes, please click cancel to return to the control panel.
My Control Panel

Welcome, Test On-Campus Supervisor

= Filtars: Edit this Hire Instance
- Hire Status: ACTIVE
‘Supervisor Status: Only hires where | am the Primary Supervisor Status : Active
Cost Center: Student Employment - Test
Timesheets after : 03/07/2024 Wage * 12.50
Timesheets before: 03/07/2025 /
N Reset Fiters Expected Hours Per Week * 1200
Filter By ‘ Emplayee Name/ID| Search Employee Name or 1D | Supervisor Name/ID | sezrch supervisar Name |
——— S S Hire Start Date * 11012024 /
Job:| —Alljobs— ~ Searcl
[ setectpeselect an  show 25 v results per page Hire End Date * 05-09-2025
Account:| - All Accounts - v
‘Test On-Campus Non-FWS 01/13/25 Pay Schedule * Bi-Waekiy Pay Schedule
Hire Status:
|7 Employee Hire Start Hire End Wage Account ~ . -
= [ Frank cRogers 11/01/2024 05/09/2025  $12.50  Departmental mary Supervisor Tess On-Campus Supervisor
O i ires Supervisor: Test On-Campus Supervisor Cerl + click to sslact multiple
®) wy Hires ) LamyfRogerse 11/01/2024 05/09/2025  $10.70 Secondary Supervisors Select Same Options.
® Primary Only Supervisor: Test On-Campus Supervisar
o Funding Source * Departmental v
Primary or Secondary ‘Test Summer Scholar - 01/13/25
Timesheet Status: Employee Hire Stast Hiee B Wage  Account Is this hire a course assistant? * No v
[ = ] Malachie Rogerss 11/01/2024 05/09/2025 ~ $12.00 Departmental
: Supervisor: Test On-Campus Superviser Is this hire receiving academic credit? * No 4

Additional Filters @
If receiving academic credit, please ender the

[ |

On the Timesheet Control Panel if you click the students name, you may edit the hire information on the student.

- Expected Hours Per Week - This is for display on for the hire, it does not change the working hours for the student,
but it does allow for administrators and other supervisors know the estimated hours the student is work.

- End Date - If a student ends work earlier than expected you may update the end date; however, the system will not
allow you to extend a hire date, that will need an approval from an administrator.

- Supervisor Change - This area is used to update the primary supervisor or add more secondar supervisors for
timesheet review and approval.

Click the Submit button to save your changes.
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Timesheet Status

Timesheet Control Panel - Click View Timesheets

All Approved Timesheets
Re-Approved Timesheets
Dismissed

Pending Timesheets
Delinquent Timesheet

Finalized Timesheets

nextgen®

WEB SOLUTIONS

Timesheets supervisors have approved but have not been finalized for payroll.
Timesheets returned to employee and were submitted for re-approval to supervisor.
Timesheets were dismissed due to student not working that pay period

Timesheets pending supervisor review and approval.

Timesheets students have not submitted to the supervisor.

Timesheets that have been finalized for payroll.
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Timesheet Control Panel - Timesheets

Peer Tutor Cost Center: ACADEMIC AFFAIRS
Employee Hire Start Hire End Wage Classification Award  Award Balance Status
(] Roy.aRogers1 08/14/2021 05/31/2022 8.00 Standard Student Employee Active ‘

N 03/27/2022 - 04/09/2022 .
Dismissed Go to time sheet
Sunday, March 27 - Monday, March 28, 2022

03/13/2022 - 03/26/2022

Description Total Hours Rate Description Accrued

o s i Go to time sheet
Finalized Sunday, March 13 - Saturday, March 26, 2022 Regular Hours $76.00 9.50 8.00 Sick 314
Finalized: August 18, 2022 2:47 PM
IAEFRPORER SR e ias Description Total  Hours  Rate Description Accrued n
inali : Go to time sheet
Finalized Sunday, February 27 - Saturday, March 12, 2022 Regular Hours $54.00 6.75 8.00 Sick 223

Finalized: March 16, 2022 3:24 PM

N 02/13/2022 - 02/26/2022 :
Dismissed Go to time sheet
Sunday. February 13 - Saturday, February 26, 2022

il

Clicking ‘View Timesheets' will provide a detail view of all the students’ timesheets. You
may review individual timesheets by clicking the ‘Go to time sheet’ button.

If you see a ‘Start Time Sheet’ button, it means the students has not started the
timesheet, do NOT click this button unless you need to take possession of the timesheet
and enter time on behalf of the student.
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Questions?

Please contact the Office of Student
Work & Service Programs at:

studentworkprograms@school.edu
or call us at: 845-451-1364
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