
Student Training



=Total 
Solution

TimesheetX assists schools to 
automate the timesheet 
submission and approval 
process while ensuring 
compliance with labor and FWS 
regulations for employees, 
supervisors, and administrators.
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TimesheetX Benefits for Students
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Automated 
Reminders for 
timesheets

Helpful Validations 
ensure quality timesheet 
entries

Award Balance 
Display

Never a lost 
timesheet

Elimination of paper 
forms and 
timesheets

Full Employment 
History Access

Web accessibility 24-hour service



School Specific Customization
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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 
processes



Login JobX & TimesheetX
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Login to JobX 
& TimesheetX

Navigate to your 
school’s customized 
site

Then click on the 
‘Federal Work Study 
(FWS)’  link 

or 

‘Earn & Learn Tuition 
Offset Scholarship 
(E&L) link 

to access the area of 
your choice.
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CIA JobX & TimesheetX Site: 

https://cia.studentemployment.ngwebsolutions.com/

https://cia.studentemployment.ngwebsolutions.com/
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Step 1:  Click ‘Dashboard’ for access to your hire information or timesheets.

How to Login to JobX & TimesheetX



Student
Login to JobX 
& TimesheetX 
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Login utilizing your CIA SSO ID and ‘Password’.



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



Online Help
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Online guides are available based on your login role. 

Employee/Students can only see Online Help for Employee/Students.

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



Hired
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Next Step: Approved for Hire 
Once you receive your hire approval email contact your supervisor to review 
a start day.

TIMEKEEPING POLICIES:

You must submit your timesheet bi-weekly on Fridays by noon to your supervisor for approval in order to
receive credit for your work program for that working pay period.
1. You and your mentor/department supervisor are responsible for coordinating shifts to meet your hours based on the department’s 

operational needs and hours. 

2. It is your responsibility to show up on time and work the scheduled shifts, track and manage your hours.

3. Absences or lack of participation in shift sign-ups during your department operating needs will result incompletion of the program.

4. There is NO guarantee make-up shifts will be provided to you. 

5. Repeat absences will result in disciplinary actions.

6. Working more than 6hrs a shift? You are required to report your 30 min meal break clock in/out. 

7. You cannot work more than 20 hours a week (Thursday to Friday). This also includes if you are working in E&L and FWS, example if 
you are working 8hrs for FWS, you can only work up to 12hrs for your E&L. 

8. Failure to adhere to Timekeeping Policies will result in disciplinary actions.



Timesheet Entry 
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Enter My Time Worked 
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 First, select ‘My Dashboard’ from the Employees menu.
 Next, click the ‘Job Title’ link to access your timesheets.



Start My Time Sheet
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 If this is the first time you are entering a timesheet for the current pay period, click 
the ‘Start Time Sheet’ button to the right of the pay period you wish to enter time. 
Click ‘OK’ button in the pop-up window. 

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



Add a New Timesheet Entry for Time Worked
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 Click ‘Add New Entry’ to enter your time.



Add a New Timesheet Entry for Time Worked
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 Select the ‘Date’ of the time worked in the Date column.

 Select the ‘Pay Code’ for the time reported, such as a Break, in the Pay Code column.

 Select the ‘Start’ time of the time worked using the hour, minute and am/pm in the Start column.

 Select the ‘End’ time worked using the hour, minute and am/pm in the End column.

 You may optionally add notes, and attachments if applicable.

 Click ‘Add’ to save the timesheet entry.



Add a New Timesheet Entry for Time Worked
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   If you’re finished entering time worked, click ‘Return to Hire’ to return to your list of job(s).  

 If you wish to log out, click the ‘Log out’ button and you will return to the JobX TimesheetX 
Home page.



Submit Timesheet
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Submit Time Sheet to Supervisor 

 At the conclusion of the Pay Period, the employee will need to click the ‘Submit Time 
Sheet’ link to systematically pass their electronic time sheet to their supervisor for 
review and approval.
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Submit Timesheet to Supervisor 

 Review the timesheet for accuracy then click the ‘Submit My Timesheet’ button



Submit Timesheet to Supervisor (Esign)
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 Electronically sign the popup Electronic Signature window, agreeing that the 
timesheet information entered is correct to the best of your knowledge.

 This step replaces the signature on a paper timesheet with an electronic signature 
on this paperless timesheet.
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Submit Timesheet to Supervisor 

 Your timesheet has been placed in your Supervisor’s TimesheetX pending 
approval queue awaiting his/her review and approval. 

 You will not be able to access your timesheet again unless your supervisor 
rejects it back to you during his/her review process.



Other 
Timesheet 
Features
WHAT ELSE CAN I VIEW IN MY TIMESHEET?
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Pay Period Information
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Hire Details
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Awards
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Supervisors
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Accounts
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Notes



Mobile Device Access
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Login to JobX 
& TimesheetX

Navigate to your 
school’s customized 
site

Then click on the 
‘Federal Work Study 
(FWS)’  link 

or 

‘Earn & Learn Tuition 
Offset Scholarship 
(E&L) link 

to access the area of 
your choice.
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CIA JobX & TimesheetX Site: 

https://cia.studentemployment.ngwebsolutions.com/

https://cia.studentemployment.ngwebsolutions.com/


Clock In / Clock Out
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 The Clock In and Clock Out feature available on a mobile phone is also 
available on the Desktop view under The Applications and Student 
Workers menu ‘My Timesheets’



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



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



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



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



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



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



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



Mobile – View /Edit/ Submit Time Sheet
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 You must first choose the pay period for the timesheet they wish to 
view, edit, or submit. 



Mobile – View Timesheet
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If you wish to view your timesheet for one or more jobs, 
you can view each timesheet entry for each job, as well 
as, the total hours entered for the entire timesheet.

If you wish to View/Add Notes on your timesheet click 
the View/Add Notes link.



Mobile - Submit Time Sheet
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 Before clicking Submit Time 
Sheet, review your timesheet 
entries to ensure they are 
accurate.



Mobile – Submit Time Sheet
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 Next, click ‘Submit Time Sheet’ button to 
submit your timesheet to your 
Supervisor to review and approve. 
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 Click ‘OK’ to confirm.  By clicking the 
‘OK’ button, you are agreeing the 
timesheet information you’ve entered 
is correct to the best of your 
knowledge.

 This step replaces the signature on a 
paper timesheet with an electronic 
signature on this paperless timesheet.

Mobile - Submit Time Sheet



Mobile – Submitted Time Sheet Receipt
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 Your timesheet has been placed in your Supervisor’s TimesheetX pending 
approval queue waiting for review and approval. 

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



Other Mobile 
Features
WHAT ELSE CAN I VIEW IN MOBILE ACCESS?
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Mobile – View  My Awards
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 To view awards and balances, click the ‘View My Awards’ menu option.



Mobile – View  My Awards
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 You can view your award year, award type(s), original award amount(s) and 
remaining award balance(s).
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Please contact the Office of Student 
Work & Service Programs:
StudentWorkPrograms@culinary.edu

Questions?
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