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Mobile Timesheets

Training for Student Employment
Applicants & Employees

SSSSSSSSSSS




Mobile Time & Break Entry — Employee Menu
/ =

A Pratt Institute

Welcome Roy a Rogers1

P Report My Time Worked >
Il Report My Break >

X View / Edit / Submit Time Sheet ¥

® View My Awards >
& View My Class Schedule >
== rind ajob >
@ My Hires >
© My Applications >

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.
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Flexible Mobile Time & Break Entry Options

Report My Time & Report My Break Mobile Menu

Options - These streamlined methods will allow an * Frettinete
employee on the run to simply click one button (e.g. Clock R pM;“myWi 5
in, Clock out, Start break, or End Break) when entering W Report y Break >
their time and/or break information. Upon clicking the ivwwdmsd""“““:
applicable button, the system time will be automatically B Viewwy Clss Schede >
entered on the employee’s time sheet without any further 2:'“’ g
action. © vy Applications >
View / Edit / Submit Mobile Menu Option — If a student _ -
prefers to self enter their time worked or break start/end * Fretinsie
times as they would on a computer, forgets to clock in R Repmw,m:wmfd 5
using ‘Report my Time’ in a timely manner, or needs to W Report My Break >
modify a time automatically entered by the system, they — T’;:;i”"”‘“"”“ee‘:
may use this option to update the information as needed. B ViewMyClass Schedule >
S :
© My Applications >
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Mobile Time Sheet Entry — Single Sign On Login

# Pratt Institute

Welcome Roy a Rogers1

P Report My Time Worked >

Il Report My Break

B View / Edit / Sub

® View My Afva “ -
S A
X

it Time Sheet 2

2 View My Clas:

= Find a Job
To add this web app to the home

screen; tap :T_'| and then Add to
Home Screen.

-

© My Hires

@ My Applicatio

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.
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Report My Time Worked

A Pratt Institute
Welcome Roy a Rogerm/
P Report My Time Worked >
Il Report My Break >

E View / Edit / Submit Time Sheet 2

® View My Awards ?
& View My Class Schedule >
= Find aJob >
© My Hires >
® My Applications >

To report time worked, the employee will click the ‘Report My Time
Worked’ menu option.
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Report My Time Worked — Clock In/Out

1,1 Pratt Institute f® Pratt Institute

Welcome Dakota i Rogers9
Welcome Dakota i Rogers9

Report My Time Worked Report My Time Worked
STUDENT EMPLOYMENT - Taige Test Job: STUDENT EMPLOYMENT - Taige
Job Test Job

Aug 3, 2017
Current System Time Transaction successfully completed!

1 1 : 4 5 AM Clock In Time for your

: STUDENT EMPLOYMENT - Taige Test Job job is
Eastern Standard Time 11:45 AM Eastern Standard Time

@ Cleek In Log Out

Edity Delete Mmeisheer Fnries Edit / Delete Time Sheet Entries

Submit Time Sheet )
Submit Time Sheet

Time sheet details

Time sheet details
Time Sheet Status

Incomplete - Student Time Sheet Status

Pay Period Incomplete - Student

07/13/17 - 0R/I0GNT Pay Period

07/13/17 - 08/06/17

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.
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Report My Break

A Pratt Institute

Welcome Roy a Rogers1

P Report My Time Worked >
Il Report My Break >
B View / Edit/ Submit Time Sheet >
® View My Awards >
& View My Class Schedule
% find a Job

© My Hires

v v v v

@ My Applications

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

® Pratt Institute A Pratt Institute

Welcome Dakota i Rogers9
Welcome Dakota i Rogers9

Report My Break
Report My Break
STUDENT EMPLOYMENT - Taige Test
Job Job: STUDENT EMPLOYMENT - Taige

Test Job
Aug 3, 2017

Current System Time

11141588

Eastern Standard Time Break Start Time for your
STUDENT EMPLOYMENT - Taige Test Job job is
11:45 AM Eastern Standard Time

Transaction successfully completed!

‘\\:Q Start Break

Log Out

Edit / Delete Time Sheet Entries

it/ i <
Time sheet details Edit / Delete Time Sheet Entries

Time Sheet Status

(R A Time sheet details
Pay Period
07/13/17 - 08/06/17 Time Sheet Status

Time Sheet Deadline Incomplete - Student
Monday August 7, 2017 12:00 PM Pay Period
07/13N17 - 08/06/17

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.
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View / Edit / Submit Time Sheet

A Pratt Institute

Welcome Roy a Rogers1

P Report My Time Worked

Il Report My Break

B View / Edit / Submit Time Sheet
® View My Awards

B View My Class Schedule

= rind aJob

© My Hires

vvvvv\vv

@ My Applications

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.
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View /[ Add / Edit / Submit Time Sheet Entry

. Pratt Institute

Welcome Dakota i Rogers9

Select Pay Period

Jul 13,2017 to Aug 6, 2017 [Incomplete - Stude
Jul 4, 2017 to Jul 12, 2017 [Incomplete - Studer
Jun 1, 2017 to Jul 3, 2017 [Incomplete - Studen

May 1, 2017 to May 31, 2017 [Dismissed]

Select Pay Period

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

f Pratt Institute

nextgent
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Welcome Dakota i Rogers9

Manage Time Sheet

Time sheet details
Employee
Dakota i Rogers9
Job Title
Taige Test job
Status
Incomplete - Student
Pay Period
07/13/17 - 08/06/17

Deadline
Monday August 7, 2017 12:00 PM

Time Sheet Entries

Thursday, August 03

Start 11:45 AM
End 11:45 AM
Break -

Total

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.
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Add a Time Sheet Entry

Date

Thursday, July 13, 2017

Start
12 v| 00 v AM v

End

12 v| 0G0 v AM v

Add Cancel

TOTAL

Submit Time Sheet

nextgent

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.
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Edit Time Sheet

Welcome Dakota i Rogers9
Manage Time Sheet
Time sheet details

Employee

Dakota i Rogers9
Job Title

Volleyball Coach
Status

Incomplete - Student

Pay Period
5/9/2016 to 5/9/2017

Deadline
Monday May 8, 2017 12:00 AM

Time Sheet Entries

Sunday, May 01
Pay code

Regular Hours

Start
8 ¥, 00 ¥ AM ~
End
8 vl 30 Y| AM ¥

Break

30 mins

.

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

Weliome Diakota | Roge3

Manage Time Sheet

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

Seatus

inonmplete - Student

Pary Period

SO0 G to SO 7
Deadline

SAanday May 8, 2017 1 2:00 AW

Time Sheet Entries

Sunday, May 01

pl'|' code FES
Srart Ba00 Ak
Endd B30 Al
Break 30 mins
Tetsl TOTAL
C HRS 1 hr 54 mins
Fricay, May 13
i Add New Entry
Fay code HES
Start 53T A
il gl Submit Time Sheet
Totad 1 hr 37 mins

Exkt Ieietn
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View My Awards

Welcomig Dakota | Rogers®

] My Awards
f Pratt Institute
Awiard Mami:
Welcome Roy a Rogers1 AT

Award Tenm:

b Repart My Time Worked > FWS 15/16 Academic Yr (0607150573118
Original Award Amount

Il Report My Break > $5.250.00
Current Avward Balance:

B View / Edit/ Submit Time Sheet $5,250,00

®* View My Awards > Award Name;

=\ Myl & chedil > Federal Work Study

B View My Class Schedu rvord T

= Find 2 job > FWS Acadomic Yoar 2014 - 2015 {08/01/14.

= B7/31A15)

@ My Hires > Original Award Amoeunt:
55 000,00

@ My Applications > Cusrrent Award Balance:
$5,000.,00

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).
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Sophisticated Compliance Edits

] Pratt Institute

* The time clack entry was modified to avoid a
class schedule conflict. Please contact your
supervisor to report any additional hours
warked that haven't been included in your
time sheet entry to arrange for payment
outside of the TimesheetX system.

o Start: 06/29/2016 7:43 AM
o Old End: 06/29/2016 10:09 AM
o New End: 06/29/2016 10:00 AM

* The time clock entry was modified to avoid a
"continuous time worked without break”
conflict, A total of 5 break minutes were
applied to the entry.

* The time clock entry was modified to avoid a
"max hours” conflict. A total of 0.2 hours
were removed from the time entry. Please
contact your supervisor to report any
additional hours worked that haven't been
included in your time sheet entry to arrange
for payment outside of the TimesheetX
system.

o Start: 06/29/2016 7:43 AM
o End: 06/29/2016 9:48 AM

Welcome Dakota i Rogers9

Report My Time Worked

Job: ADMISSIONS - Data Entry Asst
Transaction successfully completed!

Clock Out Time for your
ADMISSIONS - Data Entry Asst job is
10:09 AM Eastern Standard Time

nextagent

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.
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# Pratt Institute

Welcome Roy a Rogers1

P Report My Time Worked

Il Report My Break

E View / Edit / Submit Time Sheet

W View My Awards

B View My Class Schedule
% rind aJob

© My Hires

© My Applications

To view listed jobs in
JobX, click the ‘Find a

Job’ function.

nextgens
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Find a Job

Find A Job

i JInstructions
1. Scroll Down to see the job information.
2. Select the job title to view details including
how to apply for that job.

25 Most Recently Posted Jobs

Job Title: Test Off-Campus FWS Job 08022017

Employer; Green Magnet Academy
Wage: $7.25/hr

Listed: 08/02/2017

Openings: 4

Job Title: Test On-Campus FWS |ob - 08022017

Employer: Accounting & Information
Management

Wage: $7.25/hr

Listed: 08/02/2017

Openings: 4

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

Find A Job

i JInstructions
1. Scroll Down to see the job information.
2. Select the job title to view details including
how to apply for that job.

25 Most Recently Posted Jobs

Job Title: Test Off-Campus FWS Job 08022017

Employer: Green Magnet Academy
Wage: $7.25/hr

Listed: 08/02/2017

Openings: 4

Job Title: Test On-Campus FWS Job - 08022017

Employer: Accounting & Information
Management

Wage: $7.25/hr

Listed: 08/02/2017

Openings: 4

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

Job ID

4583

Job Type
Off-Campus Jobs (FWS)
Employer

Green Magnet Academy
Date Posted

Aug 02, 2017

Category

Counselor

Job Description

Test

Job Requirements
Test

Available Openings

4

Hours

14.5 to 15.0 hours per week
Hourly Rate

$7.25/hour

Time Frame

Spring

Contact Name

Test Off Camnus Sunervisor

Apply for a Job

By submitting the application below, you will be
applying for the following jobs:

E} Test Off-Campus FWS Job 08022017 - Green
Magnet Academy

General

First name

Dakota

Last name

Rogers9

UT Email
Please use your institutional email address

dakotarogers9@ngwebsolutions.com

* (re-enter to confirm)

Student ID#

999999999

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.
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Prait

JO@ Timesheet .A)

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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