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Student Employment - JobX 
 

  JobX = Total Solution 

 

 

 

JobX 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-mail alerts 

• Streamlined hiring 

• Broadcast e-mail tools for 
student communication 

 

 



School Specific 

• You site has YOUR School look and feel 

• Your site has YOUR School departments 

• Your site has been configured to support 

YOUR School processes 



Today’s Demo 

• Employer posts job 

• Employer hires student 



Post A Job 



1. Navigate to 

https://newpaltz.studentemployment.ngwebsolutions.com/Cmx_Cont

ent.aspx?cpId=8 

2. Click ‘Log-In to JobX’ 

https://newpaltz.studentemployment.ngwebsolutions.com/Cmx_Content.aspx?cpId=8
https://newpaltz.studentemployment.ngwebsolutions.com/Cmx_Content.aspx?cpId=8
https://newpaltz.studentemployment.ngwebsolutions.com/Cmx_Content.aspx?cpId=8


If you are asked to log in: 

 

1. Enter your New Paltz Computer User ID (NPCUID) in the "Username" 

field. This is the same username you use to log into my.newpaltz.edu. 

2. Enter your NPCUID password in the "Password" field. 

3. Press the “Log In” button. 



1. 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 department. 

 

2. If you have posting permissions for more than one 

 department, you must 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. Enter job title, description and job requirements 

2. Enter the number of available openings 

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

4. Enter a Start Date and End Date for the job. You may enter text instead of a 

date (i.e. ASAP, End of Year, etc.) 

5. Select the timeframe for the job. 

“Add A Job” Process 



1. Select the Base Pay Rate. 

2. Choose a Primary Contact person from the list. This will be the person who receives e-mail when a student 

applies for the job. 

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

4.        ‘Add >>>’ button. 

5. You may optionally enter a Phone Number, Fax Number, E-Mail Address, and a Work Location. 

6.        If you’d like to receive on-line applications for this job, click the “yes” radio button, otherwise, select “no”. 

6.        Lastly, click ‘Submit’ to continue. 

“Add A Job” Process – Continued 



You may add questions to the 

institutional 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 , 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. 

 

How to add a new question to the 

institutional default job application 



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, I need to 

review it myself later’. 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. 

 

3. If you wish to have a “JobMail” email sent out to all students that have identified attributes 

about your job that match their job preferences, select, “Yes, send JobMail”.  Otherwise, select 

“No”. 

4.       For the question, “For how many days do you want the job to be listed  on the site? 

  a. If you want to designate a specified period of time the job should be posted, select the  

      applicable duration from the drop down list.   

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

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

  d.  Your job will be submitted to the Career Services Office for approval. 

 



You may either print your job details or click ‘Return to your  

control panel’ to view your job. 



1. If you want to edit the job or view the job details of the job you just 

added in the last step, click on the click the ‘Job Control Panel’ link 

on the left NavBar. 

2. Locate the job you wish to edit.  It should be in the ‘Jobs which are 

pending approval’ queue. 

3. Click the ‘Job Title’ to view the job details or click on the “Edit Job” 

icon to edit the job.  



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

job status be changed. 

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

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

Application’. 



1. Once your job has been approved by the JobX Administrator, you will 

receive an email notifying you that your job was approved. 



Your Job Is Approved! 



1. Now that your job is approved, students can begin applying for your 

job.   

2. Once a student applies for your job, you will receive an e-mail 

notification from harkinsc@newpaltz.edu.  It is recommended that you 

access JobX daily to complete the applicant review process for any 

new applicants that arrive in your ‘Currently Listed Jobs’ queue. 



1. You may hire a student from an online application submitted. 

 

2.  To hire a student that applied online, click the ‘View Applicants’ 

link next to the job found in the ‘Currently Listed Jobs’ queue. 

Hire ‘Online Applicants’ Process 



Click ‘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 field. 



How do I reject a student? 



After selecting view applicants, click the ‘Rejection’ link. 



This feature is utilized to inform the specific students that they 

did 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 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? 

http://www.google.com/imgres?imgurl=http://haacked.com/images/haacked_com/WindowsLiveWriter/OnHiringBloggersandOpenSourceDevelopers_1135/605480_thumbs_up_with_clipping_path[9].jpg&imgrefurl=http://haacked.com/archive/2007/01/27/On_Hiring_Bloggers_and_Open_Source_Developers.aspx&h=480&w=360&sz=44&hl=en&start=26&sig2=uvtKSh3NzzeQus90MHv_wg&tbnid=ZHjVFGshWCGBbM:&tbnh=129&tbnw=97&ei=GpofR5aZG4mceMSijLUM&prev=/images?q=hiring&start=20&ndsp=20&svnum=100&hl=en&safe=off&rls=GGGL,GGGL:2006-37,GGGL:en&sa=N
http://www.google.com/imgres?imgurl=http://www.westminstercollege.edu/pdf/finaid_workstudy4.jpg&imgrefurl=http://www.westminstercollege.edu/financial_aid_current/index.cfm?parent=4212&detail=4267&content=4275&h=200&w=200&sz=16&hl=en&start=9&sig2=HdCqSh5J2V8T14hW4v7hng&tbnid=61PVgMmsAtP2rM:&tbnh=104&tbnw=104&ei=SJofR7jUJJGoeJTdkbYM&prev=/images?q=workstudy&svnum=100&hl=en&safe=off&rls=GGGL,GGGL:2006-37,GGGL:en&sa=G


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.  Click ‘Go to step 2’ to continue. 



1. The student’s TCNJ email address provided by the student in their 

job application will be defaulted into the ‘Enter Email Address’ field. 

2. Click ‘Check Email Address’ to verify the correct student is 

selected. 



The system will validate the individual’s work eligibility information to ensure they have 

completed all the necessary information required by SUNY- New Paltz.  If the individual does 

not meet the minimum requirements, the system will prevent the individual from being hired 

and the employer will need to click the “Cancel” button.   

 

Otherwise, if the individual has met the minimum requirements, the system will allow the 

employer to click the “Continue” button.   



1. Data from the original job listing will be pre-filled in the Hire 

request form to streamline your hiring process. 

2. You may edit the information prior to establishing the hire. 

3. Click on the “Submit Request” button. 



  

1. Your hire request will be sent to a SUNY – New Paltz representative for  

 approval.  

2.  Upon successful approval of your hire request, you will receive a Hire 

Approval e-mail with the hire related details.  



How do I re-hire a Student? 

http://www.google.com/imgres?imgurl=http://haacked.com/images/haacked_com/WindowsLiveWriter/OnHiringBloggersandOpenSourceDevelopers_1135/605480_thumbs_up_with_clipping_path[9].jpg&imgrefurl=http://haacked.com/archive/2007/01/27/On_Hiring_Bloggers_and_Open_Source_Developers.aspx&h=480&w=360&sz=44&hl=en&start=26&sig2=uvtKSh3NzzeQus90MHv_wg&tbnid=ZHjVFGshWCGBbM:&tbnh=129&tbnw=97&ei=GpofR5aZG4mceMSijLUM&prev=/images?q=hiring&start=20&ndsp=20&svnum=100&hl=en&safe=off&rls=GGGL,GGGL:2006-37,GGGL:en&sa=N
http://www.google.com/imgres?imgurl=http://www.westminstercollege.edu/pdf/finaid_workstudy4.jpg&imgrefurl=http://www.westminstercollege.edu/financial_aid_current/index.cfm?parent=4212&detail=4267&content=4275&h=200&w=200&sz=16&hl=en&start=9&sig2=HdCqSh5J2V8T14hW4v7hng&tbnid=61PVgMmsAtP2rM:&tbnh=104&tbnw=104&ei=SJofR7jUJJGoeJTdkbYM&prev=/images?q=workstudy&svnum=100&hl=en&safe=off&rls=GGGL,GGGL:2006-37,GGGL:en&sa=G


  

1. From your Supervisor Control Panel, click on the Job Title link for the job 

you are going hire a student.  



  

1. Click on “Hire a Student”. 

2. Enter the Student’s name you wish to re-hire and click “Go to step2”  



  

1. Next, enter the student’s SUNY – New Paltz Student ID and click the 

“Check Student ID” button. 



  

1. The student’s hire validation results will be presented.  If they pass 

validation, click the “Continue” button. 

2. Then, click the re-hire radio button, then click the “Submit Request” 

button. 



Your hire will be immediately 

reviewed by the Financial Aid 

Office.  



WE’RE FINISHED! 



QUESTIONS 

Contact Cynthia Harkins at 257-3247  

or email at harkinsc@newpaltz.edu 


