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JO@ = Total Solution

JobX provides you with the opportunity to view and apply
for available jobs based on your program eligibility.
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Benefits for Students

» Apply for multiple jobs with one online application
» 24-hour availability

» Upload resume capability

» JobMall enables you to be notified immediately about
jobs that match your job preferences
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First time visiting UM’s J0BX) site?

L@Iw OF MIAMI

A Students Employers & Administrators

UM Student Applicants On-Campus Employers Off-Campus Employers
Search for part-time jobs or sign up for e- Post available student job opportunities at all Post part-time, paid student job opportunities
mail notification about positions you're UM campuses. Review candidate available in the local community. Review
interested in. applications, access employment guidelines candidate applications, access employment

and documents guidelines and documents.
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Please navigate to the following URL and click the ‘UM Student Applicants’ link to
access the JobX Student home Page.

https://umiami.studentemployment.ngwebsolutions.com/
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https://umiami.studentemployment.ngwebsolutions.com/

How to Login to JobX
UM Single Sign-On

A | Students  Employers & Administrators

| 2l You have requested access to UM Single Sign-On which requires
University of Miami authentication.
APPLICANTS & EMPLOYEES
M Student Employment Information P W Applicant & Employee: 4 CanelD
kS ( Your CanelD Account
h Welcome! (@ User Dashboard ‘ Enter Your CanelD
Welcome to Student Employment. Learn about the Student Employment Click here to review jobs you've rec pplied for and to update your L

Change Your Password

process at the University of Miami. JobMail Subscription.

Forgot your CanelD?

[#] Subscribe to JobMail i i
Change Your Security Question
lled students are eligible to apply for =" sign Up for JobMail to get an email when jobs matching your criteria
) employment progrem. Learn peconemaabie. \ Password

Help Topics

Q,Findajob 4 ?:Zcr:" s‘::?vi“x'n:ck‘n approval dates and pay dates Enter Your Password i
Conduct either quick or advanced searches for available jobs. Submitan Yo IN&.20PIeY s H elp with CanelD
anline job application
4 Workday Tip Sheets Forgot your Password?
r First-Time Employees (Onboarding) Access handy tip sheets to help you navigate Workday.
© As a first-time student employee at the University of Miarmi, you will be
required to complete Onboarding before you may begin to Work. @ Training Presentation and Videos (Coming Soon)
Watch our training guides to help you navigate the JobX site as well as other
(@) student Employment Policies & Procedures employment processes.
View the ity of Miami

I
policies and proced:
5 Helpful Cont SI n in
Have questions? Click here for some helpful contacts. g

» Step 1: Click “Find a Job” to view available jobs

» Step 2: You will be directed to the UM Portal to login to your User Dashboard
and/or JobMail if applying to a job. Only UM admitted students can complete a
job application or sign up to JobMail.

» Step 3: Login utilizing your UM Cane ID and Password.
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How to Complete your JobMail Subscription
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What is JobMail?

JobMail is a system that notifies you automatically by email when jobs of
interest to YOU are posted.

To enable JobMail, you must complete a JobMail subscription defining
what types of jobs interest you. Once you’ve updated your subscription, if
any attributes of a new job being listed match your subscription attributes,
you will receive email from the system. This email will provide all the
necessary details about the job so you can proactively apply for the job, if
interested.
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Configure your JobMail Subscription

L{Q{VE@ITY OF MIAMI

A Students Help

Usel my Dashboard
Welcor Find aJob th 10,2017

My JobMail

Contact Us
curre.
L

n Eligibiliy [ Past Program Elgibilty [ Applications [ JobMail

My JobMail Subscriptions
Edit My Profile

The JobMail system sends email 1o you when jobs of interest are posted. Add and edit your JobMail subscriptions below to determine what jobs you will receive JobMail about.

Awards Federal Work Study «Z»
Account Name Balance

Subscriptiont
Federal Work-Study | $1,000.00

»Employer 4 selected

»Category 0O selected

» Time Frame 0 selected

Student Assistant (Non-Federal Work Study) - Hourly ~ «2»
Subscription1

»Employer O selected

» Category 0 selected

» Time Frame 0 selected

Student Assistant (Non-Federal Work Study) - Stipend Bi-Weekly «?»

[Add New Subscription |
Delete Subscription
View/Modify
View/Madify
View/Modify

[Add New Subscription ]
Delete Subscription
View/Madify
View/Modify
View/Modify

[ Add New Subscription ]

There are no subscriptions for this job type.
ULead/Miami Commitment «?» N ription
There are no subscriptions for this job type.
Graduate Assistantship  «?» Ny ription
There are no subscriptions for this job type.
Off-Campus Federal Work Study Community Service «?» N ription
There are no subscriptions for this job type.

Off-Campus Part Time «?» N ription

There are no subscriptions for this job type.

» The ‘My JobMail’ function can be found on the Student Home page or on the
Students Menu at the top of your JobX screen.

» You can set up different JobMail subscriptions for each Job Type (e.g. Federal

Work Study, Student Assistant (Non-Federal Work Study), etc.).
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Configure your JobMail Subscription

My JobMail Subscriptions

Edit My Profile

The JabMail system sends email to you when jobs of interest are posted. Add and edit your JobMail subscriptions below to determine what jobs you will receive JobMail about.

Federal Work Study  «?» [Add New Subscription ]
Subscriptiont Delete Subscription
»Employer 4 selected LView/Modify ]
» Category 0 selected LView/Modify 1
» Time Frame 0 selected LView/Modify 1
Student Assistant (Non-Federal Work Study) - Hourly  «?» [ Add New Subscription ]
Subscriptionl _ Delete Subscription
»Employer O selected LView/Modify 1
» Category 0 selected LView/Modify 1
» Time Frame 0 selected LView/Modify |
Student Assistant (Non-Federal Work Study) - Stipend Bi-Weekly «?» [Add New Subscription |
There are no subscriptions for this job type.

ULead/Miami Commitment «2» [Add New Subscription ]
There are no subscriptions for this job type.

Graduate Assistantship  «?» [ Add New Subscription ]
There are no subscriptions for this job type.

Off-Campus Federal Work Study Community Service «2» [Add New Subscription ]

There are no subscriptions for this job type.

Off-Campus Part Time  «?» [ Add New Subscription ]

There are no subscriptions for this job type.

» You can customize the name of each subscription by Job Type by simply clicking
the ‘Subscription 1’ link and typing in your desired subscription name.

» To add your various JobMail preferences, click the ‘View/Modify’ link next to each
criteria.

» You may set criteria for Employers (On Campus Departments or Off Campus
Companies), Job Categories, and Time Frames (e.g. Summer, Spring, etc.).
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Configure your JobMail Subscription

Welcome, Roy a Rogersi | Logout
@ | Students Help

My JobMail Subscriptions

Selected Items [Remave All
Edit My Profile MNane selecred
The JobMail system sends email to you when jobs of interest are posted. Add and edit your JobMail subscriptions below to determine
Federal Work Study  «2» 1
Subscriptiont il
» Employer 4 selected Available Items \ Add All
Advising Services add]
» Category 0 selected Athletics [addl
» Time Frame 0 selected Clerical [zdd] h
Creative/Design/Photography add
Student Assistant (Non-Federal Work Study) - Hourly  «?» Customer Service [add]’ il
Data Entry add
Subscription Events planning eadl H
Finance/accounting add
» Employer 0 selected add] v P

Food Service

=]

» Category 0 selected )
S — — |

Student Assistant (Non-Federal Work Study) - Stipend Bi-Weekly a7» il ription

There are no subscriptions for this fob type.
ULead/Miami Commitment «?» N ription
There are no subscriptions for this job type.
Graduate Assistantship «?» N ription
There are no subscriptions for this job type.
Off-Campus Federal Work Study Community Service «7» N ription
There are no subscriptions for this fob type.
Off-Campus Part Time  «?» N ription

There are no subscriptions for this job type.

Click ‘add’ next to each item you wish to add to your JobMail subscription.
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Configure your JobMail Subscription

velcome, ROy a Kogerst | Logout |
A | Students | Help
My JobMail Subscriptions
Selected Items Remove All
Edit My Profile Advising Services h remove]
Customer Service remove]
The JobMail system sends email to you when jobs of interest are posted. Add and edit your JobMail subscriptions below to determine
Federal Work Study «?» 11
Subscription? |1
»Employer 4 selected Available Items add ANl |1
Athletics add] .
» Category 0 selected Clerical add
»Time Frame 0 selected Creative/Design/Photography add 1l
Data Entry add
Student Assistant (Non-Federal Work Study) - Hourly  «2» Events planning [addl 0 1
Finance/sccounting [add]
Subscription] Eood Service [zdd] 1
Health and Safety add
ST Ladzemn Marketing/Sales add] ¥ [l
» Category 0 selected B I
B - T —
Student Assistant (Non-Federal Work Study) - Stipend Bi-Weekly «2» [Add New Subscription ]
There are no subscriptions for this job type.
ULead/Miami Commitment «?» [ Add New Subscription ]
There are no subscriptions for this job type.
Graduate Assistantship «?» [Add New Subscription ]

Your selection(s) will appear in the top under ‘Selected Items’.
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Configure your JobMail Subscription

Wi
# | Students Help
My JobMail Subscriptions
Selected Items Remove All
Edit My Profile Advising Services remove]
Customer Service remove]
The JobMail system sends email to you when jobs of interest are posted. Add and edit your JobMail subscriptions below to determine
Federal Work Study  «?» 11
Subscription1 il
» Employer 4 selected Available Ttems Add AllT )1
Athletics add] o
» Category 0 selected Clerical [add]
» Time Frame 0 selected Creative/Design/Photography add h
Dara Entry add
Student Assistant (Non-Federal Work Study) - Hourly  «?» Events planning [add] 1]
Finance/accounting add
Subscriprion Enalsenee [add] n
Health and Safety add
olEmE L zeEEy Marketing/Sales 2dd] v [
» Category 0 selected B e
» Time Frame 0 selected
Student Assistant (Non-Federal Work Study) - Stipend Bi-Weekly «?x il ription
There are no subscriptions for this job type.
ULead/Miami Commitment «7» N ription
There are no subscriptions far this job type.
Graduate Assistantship  «?» N ription

» When you’re finished adding search criteria, click ‘Done.

» Repeat this step for each Job Type and Criterion (Employer, Category, and Time
Frame).
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Configure your JobMail Subscription

NIVERS
UNIVERSITY OF MIAMI

A | Students  Help
My JobMail Subscriptions

Edit My Profile

The Jobail system sends email to you when jobs of interest an

Save Subscription(s) | Changes st be saved fo ek et

Federal Work Study  a2s

Subseription

=Employer 4 selected

= Category 2selected i

=Time Frame 0 selacted

Student Assistant (Nen-Federal Work Study) - Hourly  «2»
Subseription

«Employer 0 selected

= Catagory 0 selected

=Time Frame 0 selected

Student Assistant (Non-Federal Work Study) - Stipend Bi-Weekly s
There are no subscriptions for this job type.

ULead/Miami Commitment  s?s

There are no subscriptions for this job type.

Graduate Assistantship s?e

There are no subscriptions for this job type.

Off-Campus Federal Work Study Community Service a2s
There are no subscriptions for this job type.

Off-Campus Part Time  «2»

There are no subscriptions for this job

Save Subscription(s) | Changes st be saved 10 take effect.

d and edit your JobMail subscriptions below te determine what jobs you will receive JobMail about.

‘Welcome, Roy 3 Rogers] | Logour

[Add New Subseription |
[ Delete Subscription
[ View/Modify
[ ViewModify
[ View/Modify

[Add New Subscription |
[ Delete Subscription

[ Wiew/'Modify
[ViewModify
[Wiew'Modify

LAdd New Subscription |

[Add New Subseription |

Click one of the ‘Save Subscription(s)’ buttons to save your subscription.
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How to search for a job
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Quick Search: A search containing pre-defined criteria

INIVERS
UNIVERSITY OF MIAMI

el

Welcome, Roy a Rogers1 | Logout

#& | Students | Help
. My Dashboard
Fing _
Find a Jolp
— | MyJopMail I
1)K
. Contact Us
Chy yr_lim an the “Advanced Search” button for more options.
(L, Quick Search | |[Ei|rdvanced search
Select a quick search.

Show All Active lobs Federal Work Study Jobs

25 Most Recently Posted jobs h
il =

Off-Campus Federal Work Study Community Service lobs

Off-Campus Part Time lobs

» Click the ‘Find a Job’ function from the Student Home Page or Student menu at the
top of the JobX screen

» Select a specific pre-defined ‘Quick Search’ you would like to utilize to find a job.
» Otherwise, click ‘Advanced Search’ to define your own criteria.
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Advanced Search: Define your own job criteria

NIVERS
UNIVERSITY OF MIAMI

Welcome, Roy 3 Rogers1 | Logour
& | Stdents  Hel p

jeral Work Study
ident Assistant (Non-Federal Work Study) - Hourly
istant {Non-Federal Work Study) - Stipend Bi-Weekly

mi Commitment
© Gre Assistantship
e al Work Study Community Service

T

your search with the keyword search option below. Please Note: The keyword search feature will Of
irements

b Reqy
b Description

INLY search the following job related fields:

530553
§85%

5‘%45‘ £ coccooe
B8
o

and & to expand and collapse search criteria. Please Note: Selecting nane for any search criteria implies all,

» Click the ‘Advanced Search’ button to define your own job criteria you wish to search.

» Advanced Search enables you to search for jobs by the following:
» Keyword(s)

» Job Type Population (Federal Work Study, Student Assistant (Non-Federal Work Study), etc.)

» Job Category, Employers/Department, Time Frame, Wage, and Hours per Week
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How to apply for a job
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UM Disclaimer Statements

» In order to view available job I
listings, you may be required o —
to review and agree to one or e
more UM Disclaimer

statements.

» A UM Disclaimer statement
will be presented for each
Job Type (e.g. Federal Work
Study, Student Assistant
Non-Federal Work Study,
etc.) you selected.

»  After you've successfully
reviewed the applicable UM
Disclaimer Statement(s), you
will be required to click the ‘I
agree’ button(s) before any
available jobs of that Job
Type population will be
presented.

nextgens D |

NGWeb Solutions, LLC - Confidential and Proprietary - Do not share without permission




Apply for one or more jobs with one single application!

’_| S Y
Click the ‘Job Title’ link to NIVESIY OF i
review the job details. e ——r S

Find A Job

To apply for one job you can :
,,,,,,,,,,
H 1 ) H H . . o . - -
click the ‘Apply’ button within T e e o e
. . 3. To vid f a job dlick on job Title.
the job details page. S

» To apply for multiple jobs with = @ om— N
one single application, click wj( '''''''' el

the check box next to each e e
job you wish to apply. I
> Lastly, click the ‘Apply for . SR
Selected Jobs’ button to —
access the application. e
‘z:“:‘s‘\’@ . Category Clerical ’ -

nextggﬁ"." L] ‘ UNIVERSITY
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UM Employment Eligibility Validation

When applying for one or more jobs,
an application validation program
will systematically check your
records to ensure you've passed all
the UM Employment Requirements.

Y

»  If you DON'T meet one or more of
the UM Employment Requirements,
an error message will provide
details on why the requirements
were not met. Unfortunately, you
will not be permitted to apply for the
applicable jobs listed in the
message. If you don’t agree with
the rejection reasons, please refer
to the contact information provided
in the error message.

»  If you DO meet the necessary
employment requirements for one or
more jobs, you will be permitted to
apply for the job by simply clicking
the ‘Apply’ button.

nextgen®
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Welcome, Malachi  Rogerss | Logout

# | Students = Help

Application Validation
Welcome, Malachi e Rogers5 - Tuesday. March 14, 2017

Based on your application selections, your school has eligibility requirements based on the following:

Unfortunately, you are currently not eligible o apply for the fallowing joblsk

P

‘Off-Campus Federal Work Study Community Service

» Test GV, 12117

Error Reasonfs).
Wie apologize for this e however, you

o eligible 1o apgly Tor this job due 10 the following reason(s)

* Not Awarded FWS

Iy feel you should be eligibie 1o appey for this job, Pleass Contact the Oice of Student Financial AssisLance and Cmplapment s
305,284 6000 Dption 6

Application Validation passed for the following jobs. Please click the apply buttan to procesd forward with the application
process.

@

Student Assistant (Non-Federal Work Study) - Hourly: Validation Passed for these Jobs:

= Test-5A Research Student Assistant
= Test-54 Wynwood Shuttle Monitar

B ooy |

D |




Please fill out the
guestions on the
application. Any fields
with a red asterisk are
required to be completed
before your application
can be successfully
completed.

>

Some of the fields may
have information pre-
filled. Please be sure to
review and update if the
information is no longer
accurate.

> You may upload a
resume for the hiring
employer to review, if
desired. In order to do
so, browse to that file on
your computer and click
‘Open’,

Y

Lastly, to submit your
application, please click
the “Submit” button.

nextgen®
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JobX Application

INIVERS
UNIVERSITY OF MIAMI

Wecore,Roya Rogers | Losmur
# | sudents | Help

ApplyTojob

1 instructions

Plessz amplets the applicatizn below, then dlick the “Subimit” BLtton t apply for this o A red bt have

gTesY. V. 2117 - The Grisel Queen Company

B ezt - Cirk- Sence OF Areriveeure - Faciities

Computer Appications

If you answered Other in the prior question. please list any ather computer
skills you possess.

Please specify your level of experience (¢.5. Beginner, Intermediate,
Advanced) for each compurer application selected in the last question. For
example: PowerPoint - Intermediate, HTML - Beginner

Othar infarmation your'd like t add to your application for the Hiring
Manager to review.

Certifications

D

' you have relisble transpertation or are you willng ts use public .
transy tion?
No fils hosen

Have you produced honey befare? [

Resume

Avallable Times To Work

Piease pravide hours avallable to work for each day listed beiow.

Monday

Tuesday

Wednesday

Thursday

Frigay

Saturday

Sunday

] A——
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What is the JobX ‘My Dashboard’ Feature?

» The JobX ‘My Dashboard’ feature provides a centralized location to
access all your JobX data.

» ‘My Dashboard’ data includes:
» Current / Future / Past Award Eligibility Data
> Applications (Status, View, Print, Withdraw)

» JobMail Subscriptions

nextgen® I J | OVIVERSITY Jo@
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What is the ‘My Dashboard’ Feature?

INIVERS
UNIVERSITY OF MIAMI

‘Welcome, Roy a Rogers | Logout

# | Swdents | Help

Usel wmy Dashboard
Find a Job

Welcon arch 14, 2017
My JobMail
Contact Us
Curre . m Ellglity f Past Program Elgibility f Applications (Jmm
Awards
Account Name Amount
‘Welcome, Roy 3 Rogers1 | Logout
Federal Work-Study $1.000.00
#A  Students Help

User Dashboard
, Roy a Rogers1 :: Tj , March 14, 2017

Current Program Eigibllity I Future Frogram Eligblity (rn?wamaphmy [ Appiications rjd:ult

Awards
Account Name Amount Balance Term

Academic Year 2016
(08/01/2016 - 05/01/2017)

$1.000.00 | $1.000.00

Federal Work-Study

» To access your ‘My Dashboard’ feature, click the ‘My Dashboard’ feature from
the Student menu.

» To access the current/upcoming/old award eligibility, applications, and your
JobMail subscription, simply click the respective tab you wish to view.

— /.\)
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What is the ‘My Dashboard’ Feature?

| |
UNIVERSITY OF MIAMI

# | Students | Help

User Dashboard
Welcome, Roy a Rogers1 ay. March 14, 20

Awards

Welcome, Roy a Rogers1 | Logout

Account Mame

Armount

‘Current Pragram Eligibility h-nPrnmmEM Hml’rusrunadultr lp‘:taﬂnl‘ﬁ r}thl
Balance

Term

Federal Work-Study

£1,000.00

£1.000.00

Academic Year 2016
(08012016 - 05/0142017)

» Current/Future/Past award eligibility can be accessed.
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Applications

UNIVEgbITY OF MIAMI

e

Welcome, Roy a Rogers1 | Logout
A | Students Help

User Dashboard

Welcome, Roy a Rogers1 :: Tuesday, March 14, 2017

Current Program Eligibility r Future Program Eligibility [ Past Program Eligibility W

Application Information [ +/-] Number of Days to return: _ /
Jobld Job Title Employer Status Application Date  Job Openings  Detalls  Print  Withdr:
4366  Test-SA Research Student Assistant 5SBA - Health Sector Management and Palicy Submitted 371472017 2
4336 Test On-Campus FWS Job-12/15/16 Swudent Employment Office Submitted 12/21/2016 1 Q > w

>

Applicants can customize their application view and print applications.
»  Applicants can simply withdraw a previously submitted application by clicking the red ‘X’ next to the applicable

application if they no longer have any interest in the job. Applicant’s have two options when withdrawing their
application.

» Withdraw an application and email the supervisor to explain why you’re withdrawing your application; OR

» Withdraw an application without emailing the supervisor.

X0
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Congratulations, You’re Finished!

UNIVERSITY
OF MIAMI
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Next Steps....

» If you are selected to interview for the job, the employer will contact you
to set up an interview.

» If you have not heard back from the employer within a reasonable
amount of time (5 to 7 days), you may contact the employer directly to
follow-up.

» If you are the selected candidate, your employer will complete the hiring
process. On-campus employers will process your hiring in Workday. If
you are hired off-campus, please follow the company’s hiring process.
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Questions?

Please contact Office of Student Financial Assistance and Employment:
Student Employment Email: ose@miami.edu
305-284-6000, option 6
Whitten University Center, Suite 2275
Coral Gables, FL 33146
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