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Student Training Plan
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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.

STEP 2:  Hiring supervisor selects applicant to hire
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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 I-9.
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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. 
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Candidate Authenticated into Dynamic Forms

STEP 5:  Student is seamlessly authenticated into Dynamic Forms via student’s Princeton Single Sign On (SSO) credentials.
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Electronic Form I-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 I-9 workflow.

• For Non-US Citizens, you will answer ‘No’ to this question and follow the non-citizen I-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 

forms status.
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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.
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JobX Dashboard Updated

Step 8: Form Statuses updated on User Dashboard to show ‘Student Section Complete, Pending Approval(s)’
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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.  
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User Dashboard Updated – Workflow Completed!

Step 11: Form Statuses updated on the JobX User Dashboard
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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

http://www.princeton.edu/se
mailto:seoffice@princeton.edu
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