
Student Employment 
 

Student Training  
 

Note:  This is a template that can be utilized to create your own institutional specific 

Student Employment Student Training presentation.   

 

We strongly recommend that you walk thru this documented step-by-step training 

documentation and customize to fit your specific processes and needs.  



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 Students: 

• Automated notices 

• Online applications 

• 24-hour service 

• Web accessibility 

• Eliminated paper forms 

• Job search skills development 



Institutional Specific 

• Your site has YOUR Institution’s look and feel 

• Your site has YOUR Institution’s departments. 

• Your site is configured to YOUR Institution’s 

processes. 



Today’s Demo 

• Student finds and applies for job 

• Work Study Jobs & Work Study Community Service Jobs 

• Off Campus Jobs  

• Employer hires student (implied) 





Find A Work Study or Community Service Work Study Job 



1. Navigate to 

https://newpaltz.studentemployment.ngwebsolutions.com 

2. Click ‘Students’ 

3. Next, click the “Shop for a Work Study & Off Campus Community 

Service Jobs ONLY!” link 

https://skidmore.studentemployment.ngwebsolutions.com/
https://skidmore.studentemployment.ngwebsolutions.com/


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. In order to view all available jobs, 

you will need to click the “I agree” 

button after reviewing the Job 

Disclaimer. 

2. Click the Work Study and/or 

Community Service Work Study Job 

Title to view details 

 



1. Click the ‘Click here to apply for this job’ link 



1. Fill out the questions on the application 

2. Use your SUNY New Paltz institutional e-mail address and 

Student ID.  Please Note:  If your e-mail address is entered 

incorrectly, your hiring process may be delayed. 



1. If you wish to upload a resume for the employer to review, 

please browse to that file on your computer, then click the 

“Submit Application” button 



To print your application, click ‘View Printable Version’ 



Click ‘Print This Window’ 



To continue without printing, click ‘Student Employment Home’ on  

the NavBar 



Find An Off Campus Job 



1. Navigate to 

https://newpaltz.studentemployment.ngwebsolutions.com 

2. Click ‘Students’ 

3. Next, click the “Shop for Off Campus Jobs ONLY!” link 

https://skidmore.studentemployment.ngwebsolutions.com/
https://skidmore.studentemployment.ngwebsolutions.com/


1. In order to view all 

available jobs, you 

will need to click the 

“I agree” button 

after reviewing the 

Job Disclaimer. 

2. Click the Off 

Campus Job Title to 

view details 

 



1. Click the specific ‘Quick Search’ you would like to utilize to find a job. 

2. Otherwise, click ‘Advanced Search’ to define your own criteria 

Quick Search: For Off Campus Jobs 



1. View the details of the Off Campus Job. 

2. To view the contact information for the Employer if you’re interested 

in the job, please first register by completing the form at the bottom of 

the job posting.  Upon completing the form, the contact information 

will be presented. 



Sign Up For JobMail  

To be notified about Off Campus Jobs that match your type of job. 



1.  Navigate to https://newpaltz.studentemployment.ngwebsolutions.com 

2. Click on the “Students” link  

3. Click on ‘Sign up for JobMail’ 

https://skidmore.studentemployment.ngwebsolutions.com/


1. Click on the ‘Click here to create a new account’ 

link.  

 



1. Update the E-mail address field with your New Paltz institutional e-

mail address.  Please do not utilize a personal e-mail address.  

 

2. Update your First Name, Last Name, New Paltz Student ID and 

Anticipated Grad Year and click ‘Submit’. 

 



Click ‘Add New Subscription’ 



1. Click ‘View/Modify’ to add preferences for each criteria 

2. You may set search criteria for Employers, Job Categories, and 

Timeframe.  



Click ‘add’ next to each item you wish to add to your search. 



Your results will appear in the top under ‘Selected Items’. 



When finished adding search criteria, click ‘Done’ 



Click ‘Save Subscription(s)’ to save your subscription 



If you would like to add information about yourself, click ‘Edit My Profile’ 



To edit your biographical information, click ‘Update User Info and 

Password’ 



1. Update your profile, as needed, and click ‘Save’ 

2. To update your Anticipated Grad Date, click on the ‘Edit Info’ link 

3. To return to the Student Employment Home page, click the link in 

the NavBar. 



You’re Hired! 

Now what do you do? 



On-Campus and Work Study Community Service Employees: 
 

Once you have been hired: 
 

Meet with your Supervisor to complete the I-9 form.  Remember to 

bring your documents (ie. Student ID and social security card, see 

back of I-9 form for a complete list of acceptable documents.) 
 

Return your completed I-9 form, W-4 (Federal tax withholding form), 

and either the IT-2014 (State tax withholding form) or IT-2104E 

(State tax exempt withholding form) to the Payroll Office located 

in the Haggerty Administration Building, Room 301. 
 

 Note:  Continuing students who worked during the prior semester do not need to 

complete a new I-9 or tax withholding forms.  New tax withholding forms can be 

completed at any time during the year if student wishes to change withholding 

status.  Students who claim exempt submit new withholding forms every January 

with the Payroll Office. 
 

You may now begin working! 

 
 

Students hired by Off-Campus Employers do not submit any forms to  

the SUNY New Paltz Payroll Office. 

 



CONGRATULATIONS! 


