
Mobile Timesheets
Training for Student Employment

Applicants & Employees



Mobile Time & Break Entry – Employee Menu
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Here is the new screen user will see when accessing the Student Employment 
portal from a mobile device.

A user must login before they can view/manage their time sheets.



Flexible Mobile Time & Break Entry Options
 Report My Time & Report My Break Mobile Menu 

Options - These streamlined methods will allow an 
employee on the run to simply click one button (e.g. Clock 
in, Clock out, Start break, or End Break) when entering 
their time and/or break information.  Upon clicking the 
applicable button, the system time will be automatically 
entered on the employee’s time sheet without any further 
action.

 View / Edit / Submit Mobile Menu Option – If a student 
prefers to self enter their time worked or break start/end 
times as they would on a computer, forgets to clock in 
using ‘Report my Time’ in a timely manner, or needs to 
modify a time automatically entered by the system, they 
may use this option to update the information as needed.
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Mobile Time Sheet Entry – Single Sign On Login
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Once the user arrives at this page via their mobile device, they will be directed to add this 
web application to their mobile home screen as shown above for easy access to JobX and 
TimesheetX going forward.  



Report My Time Worked
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To report time worked, the employee will click the ‘Report My Time 
Worked’ menu option.



Report My Time Worked – Clock In/Out
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To clock in and out, the employee will click the ‘Clock In’ or ’Clock Out’ button.

The system time vs. a self entered work start time will be updated in the start 
field on their time sheet.

A confirmation screen with the exact ‘Clock In’ or ’Clock Out’ time is presented to 
the user.



Report My Break
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If the employee has previously clocked into a job and now needs to start their 
break, click the ‘Report My Break’ menu.



Report My Break – Start/End Break
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To start or end a break, the employee will click the ‘Start Break’ or ‘End Break’ button.

A confirmation screen with the exact ‘Break Start’ or ‘End Break’ time is presented to the user

On the employee’s actual time sheet, the system time will be updated on a new time sheet 
entry break row with the employee’s ‘Break Start’ time pending a subsequent ‘Break End’ 
system time entry. 



View / Edit / Submit Time Sheet
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To view, add/edit a time sheet entry or hand in a time sheet to the employee’s 
Supervisor for review/approval, the employee will click the ‘View/Edit/Submit 
Time Sheet’ menu option.



View / Add / Edit / Submit Time Sheet Entry
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The employee must first choose the pay period for the time sheet they wish to 
view, add, or edit. 



View Time Sheet
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If the employee wishes to view their 
time sheet for one or more jobs, 
they can view each time sheet entry 
for each job, as well as, the total 
hours entered for the entire time 
sheet.



Add a Time Sheet Entry
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If the employee wishes to start a time sheet 
that has never been started and/or add a time 
sheet entry to a time sheet already started, 
they click the ‘Add New Entry’ button.



Edit Time Sheet
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If the employee clicks the ‘Edit’ button, they can update the existing time sheet, 
as desired.  To save the updates, click the ‘Update’ button.



Submit Time Sheet
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If an employee wishes to submit their time sheet for their 
Supervisor to review and approve, they will click the 
‘Submit Time Sheet’ button. 



View My Awards
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To  view an employee’s awards and balances, the employee will click the ‘View 
My Awards’ menu option

The employee can view their award year, award type(s), original award amount(s) 
and remaining award balance(s).



Sophisticated Compliance Edits

NGWeb Solutions, LLC - Confidential and  Proprietary - Do not share without permission 16

For Clock In/Out schools, TimesheetX ensures your are 
compliant with FWS regulations and labor laws.  

If an employee fails to log a required break after working 
the school defined number of consecutive hours in a day 
(per state/federal laws), a break will be systematically 
logged on behalf of the employee.

If an employee’s clock out entry time causes an employee 
to exceed the max hours threshold set by the school, the 
work end time entry is recorded with the minute before the 
max time entry threshold and a message is provided to the 
employee to contact their Supervisor to address any extra  
extra minutes worked outside of TimesheetX.



Find a Job
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To view listed jobs in 
JobX, click the ‘Find a 
Job’ function.

The applicant click on the Job Title link of 
the specific job they’re interested in to 
view the specific details about the job.



Find a Job
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The applicant click on the Job Title link of the specific job they’re interested in to view the 
specific details about the job.



Apply for a Job
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After clicking the Job Title in the prior step, if the applicant wishes to apply for the job, 
simply click the ‘Click here to apply for this job’ button and the application will be 
presented for their completion.

After answering all the required questions (denoted with a red *) click the ‘Submit’ button 
to place your application in the supervisor’s application control panel for review and 
consideration.



If you should have any questions regarding these 
JobX and TimesheetX mobile features, please 

contact your supervisor or the Payroll department.
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