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How does this feature work?

STEP 1:  Student authenticates via secure Single Sign On (SSO) into JobX to apply for a job via JobX.

PRINCETON
UNIVERSITY

Central Authentication Service

|— NetiD:
Password: n

LOGIN

Change my Password or Get Help

By proceeding to access and use University computing and network resources through this sign-
on, you agree to abide by applicable laws and University policies in your use of these resources.
The University’s right to access, preserve, and review information stored on or transmitted through
these resources is des: in the Access to Accounts Policy.

STEP 2: Hiring supervisor selects applicant to hire

@
[ G
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Applicant Emailed from JobX

STEP 3: Hiring supervisor e-mails you that you have been selected for this job and need to complete required forms before your hire is
approved and you may begin work.

The email includes a link to the student’s JobX User Dashboard where you can complete any pending form(s). Upon clicking the link you will
securely authenticate into JobX using your Princeton credentials to complete your 1-9.

Send an email to Frank c Rogers3

From  supervisor@princeton.edy

To frankrogers3@ngprinceton.com
Cc

Bcc

Subject Hire Validation Results

@B Iy

Frank Rogers3, you have been selected for the following job: -

Department Name: AAS-African American Studies
Job Title: Fws TEST JOB

However, as shown below, one (1) or more required forms must be completed before
your hire request can proceed to the final approval stage(s) of the onboarding
Body | process.

To access all required forms on your JobX User Dashboard, please click here.

Powered by NextGen

Please Note: Failing to complete these outstanding forms can prevent your hire from
being approved.

Employee Validation Results

¥ Direct Deposit Form? Direct Deposit form received

¥ Enrolled? Employee is Enrolled
v FWS Eligible? Student is FWS Eligible
X WARNING - The Student does not meet
19 Status? h s
this requirement.
¥ Working Papers/18 Student must have working papers
years old??

Send Email
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Enhanced Employee User Dashboard

STEP 4: You will access your JobX User Dashboard, then click on form link(s) to complete required forms for employment.

User Dashboard

Employee Information | Applications IJob Mail \

WAIT!!!! You may still need to complete one or more forms required before you can be hired and begin working.

Please review the Employment Eligibility Forms & Details and/or Hire sections below to determine if you need to complete any remaining forms
before you can be hired.

If you DO need to complete any outstanding forms, the form links will be highlighted in pink below. Please click the blue link next to the first form
status that is ‘Not Completed’ so you may complete the form. This link will open a new window/tab to complete the form. Please complete this
process for all forms ‘Not Completed".

Employment Eligibility Forms & Details

Criteria Status Link?

19 Status Not completed 19 Form
Grad/Undergrad Undergrad Student

FWS Eligible Yes

Enrolled Yes

Direct Deposit Yes

Display:  Current/Future v Employee Information

Hires Pending Action

Job Title Cost Center Wage StartDate EndDate  Supervisor Forms / Status Hire Status
8.3.21 FWS TEST AAS-;.African American $13.50 05/17/2021 08/22/2021 Test Or.l-Campus 19 Form: Not Incomplete - Pending
JOB Studies Supervisor Completed Forms
[
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Candidate Authenticated into Dynamic Forms

STEP 5: Studentis seamlessly authenticated into Dynamic Forms via student’s Princeton Single Sign On (SSO) credentials.

PRINCETON
UNIVERSITY

Central Authentication Service

asswora:
LLLLL

Change my_Password or Get Help
By proceeding to access and use University computing and network resources through this sign-
on, you agree to abide. icable iversity policies in your use of the k
The University's right to access, preserve, and review mﬂ'wmatlon stored on or transmitted through
these resources is described in the Access to Accounts Policy.

@
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Electronic Form 1-9 Workflow - Employee

STEP 6: You will be asked if you have an SSN.

« For US Citizens, you will select ‘Yes’ to the question ‘Do you have a social security number?’ and follow the standard -9 workflow.

« For Non-US Citizens, you will answer ‘No’ to this question and follow the non-citizen 1-9 workflow:

*  Non-US Citizens: Employees will complete section 1 of the form and leave SSN blank
*  Administrator: Complete section 2 the Form I-9 and it is placed in ‘pending queue’ for up to 90 days. JobX will show a Hire Status as ‘Complete — SSN Missing’

*  Non-US Citizen: SSN is provided the administrator
* Administrator: The SSN is entered on the form. The ‘Pending Forms’ Hire Status is removed, and the hire request is systematically removed off incomplete

First Name: * .
Chris

forms status.

19 Questionnaire

Last Name: * _.
Rivera

Student Section

Do you have a social security

number? No
[ Sl to complete your 19 form.
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Electronic Form — Completed by Employee

STEP 7: You will complete the section 1 of the I-9 and electronically signs the form.

nextg

ent

WEB SOLUTIONS

o Employment Eligibility Verification
Department of Homeland Security
U.S. Citizenship and Immigration Services

uscis

Form 1-9
OMB No. 1615-0047
Expires 08/31/2019

. either in paper or electronicall, during completion of this form.

NOTICE:

Section 1. than
Widdental | O Lo Names Used (777
Rogers1 Roy
Aiess (Steot Norber 373 Nome] o T Gy o Towr, Sow Zpcose
123 test foax FL - [eom
[0 Erployess Toeghons mber
oarri/tes2 123454564 oy 9043321000
!
with the completion of this form.
attest, thatl
T A Giizen of the Unied States
7 Anonciizen natonal o e United States (See mstroctons)
3 A N NA NA
B 1 applicable, mmVadyyyy). NA i
{Some aiens may virite TWA" m the expiration date Fed This Space

st prov
Alen /USCIS Number OR e
1. Allen Registration NumberUSCIS Number

NA
or
2. Fom .94 Admission Number: NA
3. Foreign Passport Numt NA
Country of Issuan NA
ETE
) 8152019, 1226 PM
Goable ofEmpioges Today's ate (meedyyyy)

Preparer andior Translator Certification (check one):
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JobX Dashboard Updated

Step 8: Form Statuses updated on User Dashboard to show ‘Student Section Complete, Pending Approval(s)’

User Dashboard

Employment Eligibility Forms & Details

Criteria Status
19 Status Student Section Complete, Pending Approval(s)
W4 Status Student Section Complete, Pending Approval(s)
Awarded Yes
Grad/Undergrad U
Satifactory Academic Progress Yes
Second Semester Freshman or > Yes
Dyn amic RCR Training Completed Yes
Enrolled? Yes
Forms Credit Hours Greater than or equal to 12 Yes
Poweied by Ne3tBaR Credit Hours Greater than or equal to 6 Yes
Credit Hours Greater than or equal to 3 Yes
GPA equal or greater than 2.0 Yes
_J SEO Orientation Completed Yes
Display: | Current/Future v | Employee Information
Hires
Job Title Cost Center Wage StartDate End Date  Supervisor Forms / Status Hire Status

W4 Form : Student Section Complete, Pending
Test - Clerical | Student Employment Test On-Campus Supervisor | Approval(s)

Job Office 3025120620191 055172020 1 19 Form: Student Section Complete, Pending
Approval(s)

Incomplete - Pending
Forms

= Active CJ= Pending [ Incomplete - Pending Forms [ Approved - Pending Forms

Awards

There are no awards to display.
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Student Employment OFfice Completes Forms

STEP 9: Dynamic Forms sends email to the SE Office to complete their section of the form.

Student: For Form I-9, the you will be required to physically show required documents to the SE Office in person. An admin may
return your form for revision as well, and will be noted on your User Dashboard.

Pending Status: Form I-9 Section 2 Approval
notfy@ngwebsolutions. om
To o e
Passe Log 10 DimamicEorms  eview and complets i pending Form 135
. Lo in to Dynamic Forms

= uscis
‘Employment Eligibility Verification Form -9
N Department of Homeland Security OMB No. 1615-0047
N /s U.S. Citizenship and Immigration Services Expires 08/31/2019
> — —
g ol
-

“\
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User Dashboard Updated — Workflow Completed!

Step 11: Form Statuses updated on the JobX User Dashboard

Welcome, Roy a Rogers1 | Logout
A Students Help

User Dashboard

Employee Information | Applications | Job Mail

WAIT!!!! You may still need to complete one or more forms required before you can be hired and begin working. Please review the Employment Eligibility Forms & Details and/or Hire
sections below to determine if you need to complete any before you can be hired. If you DO need to complete any outstanding forms, the form links will be highlighted in pink below. Please
click the blue link next to the first form status that is ‘Not Completed’ so you may complete the form. This link will open a new window/tab to complete the form. Please complete this
process for all forms ‘Not Completed".

Employment Eligibility Forms & Details

Criteria Status
19 Status Completed
W4 Status Completed
Awarded Yes
Grad/Undergrad U
Satifactory Academic Progress Yes
Second Semester Freshman or > Yes
RCR Training Completed No
Enrolled? Yes
Credit Hours Greater than or equal to 12 Yes
Credit Hours Greater than or equal to 6 Yes
Credit Hours Greater than or equal to 3 Yes
GPA equal or greater than 2.0 Yes
SEO Orientation Completed Yes
Display: | Current/Future v | Employee Information
Hires
__-d
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Final Approval

Step 12: Students will not be approved to work, until they received a Hire Approval e-mail stating they may begin work.
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Questions?

Please contact:

Student Employment Office
Helm Building

330 Alexander Street
Princeton, NJ 08540

www.princeton.edu/se

seoffice@princeton.edu
609-258-3334
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http://www.princeton.edu/se
mailto:seoffice@princeton.edu
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