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Getting Started

The Financial Aid Office is pleased to utilize the FIT Student Employment/ Online Work Study Website. This
service will serve to help employers and students in the job posting and hiring process. With this tool, you will
be able to review applications, set up interviews, and complete the hiring process — including printing Human
Resource paperwork — all online. Students will also have powerful capabilities to search for jobs, receive email
about new openings, and apply for positions.

» Features for Employers

e Review applications: receive notification of applications by email and review online; keep all
applications in a central location and manage with preview and notes functions; email students

e Hire students online: automatically check Work-Study status; submit job hiring requests; process
Federal Work Study hiring paperwork online

» Features for Students

e Search for jobs: use any number of different criteria to find jobs; receive automated email when
preferred jobs become available; review a history of job postings and hiring to get a better understanding
of the University’s student employment needs

e Apply online: enter information and instantly submit it to prospective employers
Complete paperwork: download 1-9/W-4 forms; download Rules & Regulations contract; download
Timesheet Due Dates flyer; contact the Federal Work Study Office

These services use a Web interface and are designed, like other websites, to be self-explanatory. Additional
help on each Web page can be accessed by clicking these icons: @ ==

The instructions contained in this document will explain step-by-step both the process of posting jobs and
hiring, as well as the software itself. Please do not hesitate to email any questions to the FWS Administrator at
FWS@fitnyc.edu.

To begin using the website, log into the MyFIT portal:

https://myfit.fitnyc.edu/cp/home/displaylogin
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Log In

You will receive periodic emails from The Federal Work Study (FWS) Office regarding your account,
supervisor duties, and deadlines. In order to access any employer function of the website, you must log in.

1 » Point your browser to https://myfit.fitnyc.edu/cp/home/displaylogin and log in to the MYFIT Portal
2» Onthe MyFIT Home tab you will see the FIT Web Resources section; Click on Federal Work Study
link.

3 » You will be connected to FIT Student Employment/ Online Work Study Job Control Panel

2 MyFIT - Microsoft Internet Explorer, \ [5_<|

File Edit ‘ew Favorites Tools Help -4’
e Back ~ J Iﬂ @ _. h /:\J Search ‘-\i‘\"( Favorites €‘3 [7'\’ - :’\; J - _J ﬂ '3
Address | hiktp: § froeefit Fitreec, edujcp/render , userlayoutRootode . uP v| Go Lirks

FIT | Fashion Institute of Technology

welcome B &=

“ou are currentlu lnnned in

&

logout h

Content/Layout

e-mail groups

TS Al lT-R Student Services Employee Services InsideFIT August 30, 21

Campus Announcements @E | | My Announcements BEEE | |FIT web Resources [=1[E]
Mew Groups Feature in MyFIT! Calendars and Directories Mow on the InsideFIT Tab * Emergency Text Messaging
IT Customer Service Has Moved to Time Bank Rollaver Sign Up for Emerngncv Text Messaaing,
£305e Aug 8th Inclement Weather and &ttendance at Wurk\ * Blackboard Learning System /
+ College Phone Directory
BEE \ + InsideFIT
FIT Press Releases Bookmarks Plus FOER \ Intranet Site for FIT faculty and staff
EY | * Federal Work Study
Ié Google For approved federal work study participants
= Merriam-Wehster
; ) . * FITDIL
B Metropalitan Transportation Authority FIT Digital Library - Use your FIT username and
B White Pages Phone Directory password.
* FIT System Status
EEr BB B B Check the status of all FIT systems. Mormal
systems will have a green icon. Down systems
have a red icon, and time of outage will appear

New York City weather OER the status column.
* Gladys Marcus Library

+ MyFIT Portal FAQ

Weather Underground RSS Feed for * The Museum at FIT
New York, NY US wunderground.com P

™

£

|
O Inkernet

|

1 [

Page 3 of 18


https://myfit.fitnyc.edu/cp/home/displaylogin

Student Employment Website - Supervisor User Guide

Updated August 24, 2012

Job Control Panel

Once you have logged in, you can access the Job Control Panel. On this page you can perform nearly all tasks

related to your jobs.

@

welcome, Michael A Talis
Tuesday, April 12, 2005

Biology Department C‘Onlv show "my” jobs

& show all jobs within selected ermplayver(s)

i CURRENTLY LISTED JOBS

Ref# & Beaker Cleaner Manage Job View Applicants (0% Hire a student Listed: 4/12/2005

:: Review Mode Jobs
]

jobs are currently in review mode.

:: Jobs in Storage
Mo jobs are currently in storage.

If you are assigned to more than one department, you can select the department for which you would like to see
jobs from the Filter departments’ drop-down menu at the top of the screen. If you are assigned to only one
employer, you will simply see the name of the department for which you are assigned. The current user shown
above, Michael Talis, is assigned to one department, the Biology Department.

Next to the Filter Employers drop-down, you can also select whether to view only “My " Jobs or all jobs within
the selected department(s). “My” Jobs only displays jobs for which you are the primary contact. Otherwise,
you can select to have all jobs for the selected department shown.

Some users who manage a lot of jobs may also see the Choose Jobs to View options on their screen.
Click one of the boxes next to the jobs you wish to display. Depending on the number of jobs to be displayed,
the software may take a few seconds before it reloads your page.

Choose Jobs to Yiew:

[ wiew Listed Jabs (Jobs: 4) =7s

[ wiew Jabs Pending Approval (Jobs: O) &7
[ wiew Jobs in Review Mode (Jobs: 5) «7s

[ wiew Jobs in Storage Mode (Jobs; 00 =7
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Listed, Pending Approval, Review, and Storage...
What do all these terms mean?

A job’s status is defined in one of four ways:

o Listed - The job has been approved by an administrator and is currently posted among the list
of available jobs. Students may search and apply for this job. Any change made to the job
must be submitted to the FWS Administrator for approval.

e Pending Approval — The job has been submitted for approval to an administrator. The
primary and secondary contacts will be notified once it is approved and its status changed to
Listed. Any change made to the job prior to its approval must be resubmitted to the FWS
Administrator.

o Review — The job is temporarily de-listed from the Website, and students may no longer apply
forit. The associated applications, however, are still available for review and hiring. For
example, move a job into Review mode once you are satisfied with the applications received
and do not want to receive any more, but still want time to review them before hiring. A job in
Review mode may be re-posted, though changes must be resubmitted for approval to the
FWS Administrator.

o Storage (ONLY by an Administrator) - The job is de-listed from the website and any
associated applications are deleted. Details of the job posting are saved. A job is typically
moved into Storage after hiring is completed and a job is closed. A job in Storage may be re-
posted with approval from an administrator — a good way to save time, for instance, if the
same job is posted each semester.
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Review Student Applications

Once you have attended orientation and jobs for your department have been posted, you will receive an email
every time a student applies for your job. To view those applications, you will need to log into the FIT portal
see Page 3 Log In.

1 » From Job Control Panel, your currently listed jobs will display, indicating how many new and total
applicants you have, similar to the screen below. Click View Applicants.

NoTE: Depending on how many jobs you manage, you may first have to choose Currently Listed Jobs
from the Choose Jobs to View list, not shown here.

1! CURRENTLY LISTED JOBS

Ref# Beaker Edit Manage Miew Applicants (23 Hire a Listed:
695 Cleaner Job  Jaob {2 Mew) student 5/11/2004
Ref# Count Edit Manage p 2 Hire a Listed:
678 Alumnni ok Job Wiz e e (10 student 47572004
Ref# Count Edit Manage Miew Applicants (5 Hire & Listed:
Job  Jaob {5 Mew) student 5/10/2004

BES5 Amoeba

—

2 » Each row of the table provides functionality for one particular job. Click View Applicants next to the
job for which you want to review applications, in this case “Beaker Cleaner.” A new page will load, and
a screen similar to the following will display:

E-mail Applicants: Greeting Rejection

Applications
App Date Last Name First Name E-mail Preview Yiew Hire FLT
e Lig-chil- Squarepants Spongebob  sbob@underwater.com  Prewiew  Wiew Hire I}':j
2004
05-11- . .. . . .
|
Mew! 5004 Meutron Jimry jimmy@spacewarld . com Preview  Wiew ire I}':j

3 » Applications are initially displayed in descending order by date/time. New applications are designated
by “New!” in the left-hand column. Click one of the column headings, such as Last Name, to change
the display and organize the applications by that field. You can also flag applications for follow-up by
clicking the clear flag (to change it yellow) next to that application. Flagged applications will
automatically move to the top of the list.

NOTE: Flagged applications do not mean the student has been hired. This is just a tool which will
allow you to move preferred students to the top of your list.

4 » Click either Preview or View next to the application you wish to review. Both links will display the
application in exactly the same manner except that Preview will not eliminate the “New!” designation.
This is to help you organize your applications, similar to the “Mark as Read” function in email
programs.
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After clicking Preview/View, the student’s application will appear:

Eeturn to Applications List

Printer-Friendly “Yersion

1. First Hame
Spongebob

2. Middle Name

3. Last Name
Squarepants

4. Email Address
shob@underwater.com

5. Student ID
SISD16751

6. What is your favorite color?
Green

5 » Review the student application, and if you would like to print a hard copy of it, click Printer-Friendly
Version (A new window will open from which you can print). It is advised you print a copy for each
student you contact and utilize the print out for notes such as interview time and date or student

availability.

Contact Applicants

After you have viewed applications for your job, you can respond to students by email through this website.
To do so, click Greeting or Rejection, located just above the table of applications. A new page will load,

presenting you with a screen similar to
this, explained below.

To - Place a check mark next to the names of the
students you would like to email. By default, all
students who have not already received email about
this job are selected. If you would like to add
students who did not apply online to the list of
recipients, type a comma-separated list into the
empty text box. If a student has previously been
contacted through this system, that will be noted
next to his/her name.

From - The system automatically fills in your email
address; you may not change it. The email you
compose here will appear to come from the From
address.

Subject — The system provides a standard subject
line, but you can edit it at will.

Body — The system provides a standard message
based on whether you selected Greeting or
Rejection, but you can edit it at will.

» Click Send when you have
completed the form. A
confirmation email, including a

Email Applicants - Greeting
Default: Applicants selected if not greeted or rejected,

MNeutron, Jimmy
[] Squarepants, Spongebab
To Comma-separated list of other recipients ' email addresses (i.e., walk in

candidates), if any.
Example: Joe@yahoo.com, Mary@hotrnail.com

From michael@foresitesolutions .com

Subject |Student Employment Job: Beaker Cleaner

I am interested in meeting with you to discuss your interest in
the Beaker Cleaner job opening in my department.

Please contact me at your earliest convenience so that we

Sl can set up a time to meet to discuss your interest,

Send‘ Cancel |

list of recipients and the body of your message, will be sent to the From address. Any delivery failure
notices (due to bad email addresses, down servers, etc.) will be sent by the postmaster to the From

address.
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Hire a Student

After you have finished interviewing for your job, you must begin the Federal Work Study hiring process
through the FIT Student Employment/ Online Work Study website. The website allows you to hire students
who have applied either online or in person.

1 » To begin the process, click Hire a Student from any number of locations:
e Job Control Panel
e Manage Job
e View Applicants

A page similar to the following will display:

-2 Fill Job Step 1 - Microsoft Internet Explorer |Z||E|[z|
File Edit Wew Favorites Tools Help ':;'

@Back - e - d @ _h /-._\J Search “‘_;/'n‘\':(Favorites e} < - :4 a - _J ﬁ '3

Address 2_1 https: jffit. studentemployment . ngwebsolutions. comf Jtb_SingleHire 1, aspx? JobId=4023&apiId=0

Fill the job: "Clerical Assistant"”

There is one opening for this position. Please choose an on-line applicant ar type in the name of student ta
hire.

STUDEMNT EMPLOYMENT HOME

SYSTEM ADMIN HOME

Hire an on-line applicant Hire a candidate who did not apply on-line

JOBX ADMIN HOME

@ Hire a "walk-in" candidate. Type in First Mame M.I. Last Mame Student Id
JOB CONTROL PAMEL andidate's info to the right. [ |
TIMESHEET® A0MIN HOME Mo o_n-llne applications have been received far A

this job.

TIMESHEET TC-D0 ITEMS

Go to step 2

OR

Select the student(s) you Fill in the students FIT
wish to hire. Student ID # (ex. @01234567)
names will appear in the * Use for re-hires.

order they applied. Use
‘Hire a “walk-in”
candidate’ for re-hires*,

@ Error on page, é & Internet

2 » Select the student(s) you wish to hire (if there are applicants under “Hire an online applicant”) OR fill in
the students FIT ID # (ex. @01234567), then click Go to Step 2. (If you reached this step from the
View Applicants page, your student will already have a checkmark next to his/her name.) The following
screen will load:
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2l Fill Job Step 2 - Microsoft Internet Explorer

File Edit View Favorites Tools Help
@Back = -J @ @ \’_;j pSearch *Favurites @ D:tzv “?\ﬁ \':‘] < I_J ﬁ .‘3

Address @https:,l’;’fit.studentemployment.ngwabsolutions.cDmJ‘th_SingIeHireZ.aspx » . =)

Fill Job Step 2: Verify Applicants

The hire candidate could not be immediately verified. Below you will find a list of possible matches for the
STUDENT EMPLOYMENT HOME info provided, Select the correct student and continue to Step 3.

SYSTEM ADMIMN HOME

JOBX ADMIN HOME

J0B COMTROL PAMEL @ MELODY COSTAS

TIMESHEETX ADMIN HOME

TIMESHEET TO-DO ITEMS

TIMESHEET CONTROL PANEL || [ Select Student | [ Cancel |

LOG OUT

) Done 2 @ Internet

3 » Review Step 2: Verify Applicants to ensure the proper student is displayed. If your applicant checks
out okay, the system will instruct you to move on to the next step by clicking Select Student. Otherwise,

you can Cancel and return to Step 1.

4 » Select Student will validate the student and you will see the following screen:

A Fill Job Step 2 - Microsoft Internet Explorer

CIBX

File Edit Wiew Fawvorites Tools Help
@Back - -_‘__;J B @ Ch pSearch \E/'r\\?Favnrites @ D&?' ‘?ﬁ |';’] il |_J ﬁ ‘ﬁ

Address @ htkps: fffit, studentemployment . ngwebsolutions, comy Jtb_SingleHirez, aspx

Fill Job Step 2: Verify Applicants

STUDEMT EMPLOYMEMT HOME Student validation Summary
Already Hired: This student IS NOT already hired.

SWETEM ADMIMN HOME

JOBR ADMINM HOME

JOB CONTROL PANEL Fiestname  Middle Name  LastName
TIMESHEET: ADMIN HOME mMELODY  costas

TIMESHEET To-D0 ITEMS

TIMESHEET COMTROL PAMEL

Continue to next step ] [ Cancel ]

LOGS OoUT

If the student IS NOT already hired
Click Continue to Next Step.

IF the student is ALREADY HIRED
contact the FWS office.

é ‘ Internekt

@ Done
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This screen will advise you if the student 1S or IS NOT already hired.

Student Validation Summary
Already Hired: This student IS NOT already hired.

Review the validation results returned by the system. If your applicant checks out okay and the student 1S
NOT already hired, the system will instruct you to move on to the next step by clicking Continue to Next
Step. If the student IS already hired and you think an error has occurred you can contact the Federal Work
Study Coordinator.

5 » The below screen confirms information gathered from your initial job posting and the student’s application.
Review the information, make any changes necessary, and click Create Time Sheet. This is the hiring

information that will be submitted for approval to the FWS Administrator.

A Fill Job Step 3 - Microsoft Internet Explorer |Z||E”g|

File Edit Wiew Favorites Tools Help *l

eBack - \_) \ﬂ @ h /-:‘J Search ‘\{/’1’( Favarites ﬁ‘} [__\" u:,\_',_ ,_] - _J ﬂ :’i

Address @ https:fifit. studentemployment . ngwebsolutions. comf Jtb_SingleHire3. aspx

Step 3 Fill Out Hire Record Info

STUDENT EMPLOYMENT HOME

First Name MELODY

STSTEM ADMIMN HOME Middle Name

Last Name COSTAS

E-mail Address MELODY_COSTAS@FITNYC.EDU

10B CONTROL PAMEL
= Wage 7.15

TIMESHEET® ADMIM HOME
Hours Per Week 10.0

JOBK ADMIN HOME

IRIESHEET P00 NEHS Please review the start and end dates and be sure they are the correct dates for the

TIMESHEET COMNTROL PAMNEL employment period for this student.

LOG oUT Employment Start Date 03-21-2009
Employment End Date 09-15-2009

Edit this Maw Bar

Create Time Sheet |CREP.TE STUDENT'S TIMESHEET AND SUBMIT TO FWw'S OFFICE FOR
APFROWAL.

@ Done é 0 Internet
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You will be prompted to Create Time Sheet with Hire Request (see below screen):

2} Create Hire Instance with Hire Request - Microsoft Internet Explorer,

File Edit Wiew Favorites Tools Help

Q- © X [ G Lo frrome @3- 0 - JE B

Address ahttps:,l',l'fit.studentemplovment.ngwebsolutions.com,l'th_CreateHireInstance.aspx ﬂ =

Create Time Sheet with Hire Request

Mow you must choose which job to hire into

Clerical dssistant i

[ Choose Job and Caontinue ]

If you do not see the correct job in the list above you may click the button below to generate a new job
from the job posting system that you used to start this hiring process.

[ Click Here to Create New Job ]

&) bone | | | | | é| ® Internst It
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Click Choose Job and Continue. The following screen will be

displayed:

2l Create Hire Instance with Hire Request - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help ."'l
" — A - T
- ) : ) = i < A - & - f by
@ Back <5 b3 =3 _l\-| 7~ Search L. Favorites €:§ [\‘ =1 |i-| ﬂ &
Address | &) hetps: jyfit.studentemployment .ngwehsclutions., comy Tth_CreateHirelnstance, aspx v Ga

Create Time Sheet with Hire Request

STUDENT EMPLOYWMENT HOME
e Add a Hire Instance
STYSTEM ADMIN HOME Student MELODY COSTAS
JOBX ADMIN HOME Job Clerlcal Assistant
10B COMTROL PAREL Primary Supervisor Choose ane,
TIMEZHEET= ADMIM HOME
ndd >>>
TIMESHEET TO-DO ITEMS Secandary Supervisors
<<= Remove
TIMESHEET COMTROL PAMEL
LOG OUT
Wage 7.15
) ) Hours per Week 10.00
Bt s o B Start Date 03-21-2009
End Date 09-15-2009
Create Hire I Cancel

IMPORTANT: Ensure you Authorize your Secondary Supervisors by clicking on
their name (see highlight) and then clicking Add. This will move their name over
to the ‘Selected’ box (see below). IF you do NOT Add the Secondary Supervisors
to the Selected Authorization section they will NOT be able to approve student
time sheets!

‘2 Create Hire Instance with Hire Request - Microsoft Internet Explorer

File Edit Wiew Fawoarites Tools Help :,'
" — A . Ty f

e Back - () ®| |&] T ) search S Faverites &) | (- dz (9] - e W

Address @https:,l’,l’fit.studentemployment.ngwebsolutions.com,I’th_CreateHireInstance.aspx e '—) G0

Create Time Sheet with Hire Request

STUDENT EMPLOVMEMT HOME

e Add a Hire Instance
SYSTEM ADMIN HOME Student MELODY COSTAS
JDBX ADMIN HOME Job Clerical Assistant

JOB CONTROL PAMNEL Primary Superwvisor Choose one...

TIMESHEET= ADMIN HOME

. Add ===
TIMESHEET TC-DO ITEM= Secondary Supervisors .

<<= Remove

TIMEZSHEET COMTROL PAMEL

LOG OUT
Wage 715

) ) Hours per Week 10,00
Edit this Mav Bar Start Date 03-21-2009

End Date 09-15-z2009

Create Hire I Cancel |

@ Done 2y & Internst
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6 » The system will confirm that your job request has been submitted and depending on the remaining
available positions for your job, one of the following screens may display:

<l Single Hire Confirmation - Microsoft Internet Explorer

File Edit  Wiew Favorites Tools Help -:'

@Back @ \_/I |ﬂ Ig __h /_\J Search “51:( Favorites ﬁ‘} <] ~ .,:\; .i-l @ _J ﬂ :’i

Address é:l https: {ffit. studentemployment. ngwebsolutions. comf Jtb_SingleHireRecord Confirm . aspi

vou have successfully submitted a hiring request and created a timesheet for MELODY COSTAS

STUDENT EMELOYMENT HOME e Return to Job Control Panel

STETEM ADMIN HOME
JOBX ADMIN HOME

2 EII RO, REHiTEL Close the This option should be used if you are satisfied that your search for an applicant is over. The

TIMESHEET® ADMIN HOME Job applications associated with this position will be deleted from the system. Howewer, the job

profile information {Job description, requirements, hours per week, etc.) will NOT be deleted,
TIMESHEET TO-DO ITEMS so you can easily offer this job again next semester or next year, for example.

TIMESHEET COMTROL PAMEL You will have a chance to download the names of the applicants for this job, and email the

applicants not chosen to inform them the position has been filled befare the listing is closed.
(L@} @I Re-listthe  Use this option if you wish to continue looking for applicants for this job.

lob

[ Edit this May Bar ] Keep the Use this option is you are not positive that you are ready to close the job, but also don't
job in want to re-list the job immediatly. This way, if you need to in the near future, you can re-list
Review the job at any time with the current set of job applications and listing information still saved.
Mode

After selecting one of the three
options (above), you have completed
the hiring process!

@ Done é 0 Internet

All of the openings for this position have been filled and the position has
been automatically put into Review Mode. Please choose from one of the
following options:

Close the | This option should be used if you are satisfied that your search for

Job an applicant is over. The applications associated with this position
will be deleted from the system. Howewer, the job profile
information (Job description, requirements, hours per week, etc.)
will NOT be deleted, so you can easily offer this job again next
semester or next year, for example.

You will have a chance to download the names of the applicants
for this job, and email the applicants not chosen to inform them the
position has been filled before the listing is closed,

Ee-list the |Use this option if vou wish to continue looking for applicants for this

job job.

kKeep the |Use this option is you are not positive that you are ready to close

job in the job, but also don't want to re-list the job immediatly. This way,

Eeview if you need to in the near future, you can re-list the job at any

Mode time with the current set of job applications and listing information
still saved.

After selecting one of the three options (above), you have completed the hiring process!
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Time sheet submission: To-Do Items

Timesheets will automatically load the To-Do Items page after you login. (It can also be accessed from
the left-side navigation bar.) All time sheets that require immediate attention will display here.

Time sheets that need attention

Student Financial Services w

{?:'Onhr show time sheets for Jobs I supervise

() Shaw all time sheets in the selected Cast Center.

'C:'Onlyr show time sheets for which I am the primary supervisor

) Show all time sheet regardless of being a primary supervisor

Time sheets incomplete by a supervisor

Deadline Review
May 10 - May 16, 2004
5/18/2004 4:00 PM Go Tao Time Sheet

/

Delinquent time sheets
. Last View

Student Name Job Student Deadlin Modified Details
May 3 - May 9, 2004
Michael Talis Lab oat =/10/2004 1:00:00 Mever Started BRewiew

Organizer P -
May 24 - May 30, 2004

] Lab Coat 53172004 1:00:00 ]

iralter Billmyer Organizer B 3 weeks ago  Rewiew

Submitted time sheets awaiting review

Student Name Job Deadline Hours Worked Review
June 21 - June 27, 2004

Michael Talis Lab Coat Qrganizer 642942004 4:00 PM 158,75 Hours Beview

—
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Time sheets can be organized under five possible categories:

1. Time sheets incomplete by supervisor — These are time sheets begun by a supervisor that have not
been completed. Once a time sheet is begun by a supervisor, it cannot be edited by a student, thus a
supervisor must complete it. To do so, click Go to Time Sheet.

2. Delinquent time sheets — These time sheets may or may not have been started by students (as indicated
in the Last Modified column-see arrow); regardless, they were never submitted for approval, and the
student deadline has passed. To send an e-mail reminder to the student or to take control of the time
sheet, click Review.

3. Submitted time sheets awaiting review — These time sheets have been completed by
students and submitted for your review. They must be approved by the deadline listed
next to them. Click Review to do so. Then follow the instructions on page 14 “Manage
Time Sheet”.

4. Time sheets returned by administrator — These time sheets have been reviewed by an administrator
and returned to you. A note attached to each time sheet will explain why the time sheet is returned, and
you must resolve the problem before resubmitting it to an administrator for approval. Click Review and
you will have the option of editing the time sheet yourself or sending it back to the student for revision.

5. Resubmitted time sheets — These are time sheets revised and resubmitted by students for your
approval. They must be approved by the deadline listed next to them. Click Review to do so.

NOTE: Only those categories currently with time sheets to display will appear on the To-Do Items
page. For example, if there are no delinquent time sheets, that particular table will not display.

» Change Departments

If you supervise students in multiple departments, you will have a drop-down

menu at the top of the To-Do Items page. When you select a different Biology -
department, the page will reload and display the to-do items for that

department’s time sheets.

*** Be sure to get in the habit of checking the To-Do Items for all the departments that you
manage.

» Warnings
Administrators may want to alert you to particular situations through Chad Billmyer
the use of warnings. If you receive a warning, it will display at the top Too Many Hours Worked b
of your To-Do Items page in a salmon-colored box. The student has worked too many hours

This warning pictured above is alerting you to the fact that one of your students, Chad Billmyer, has worked too

many hours. If a warning has a %22 next to the title, hover your mouse over it for instructions on how to
resolve the warning.
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Manage Delinquent Time Sheets

When a student’s time sheet is delinquent, you have two options: 1) you can e-mail the student to
remind him or her to submit it or 2) you can take hold of the time sheet -- revoking student access
-- and finish it yourself. By clicking Review next to the delinquent time sheet on the To-Do Items
page, you can access both functions.

'3 Manage Delinguent Time Sheet - Microsoft Internet Explorer - |8 él
J File Edit ‘iew Favorites Tools Help | ;1"
Y — A = @
[Qms - © - 14 [2) (] Do Sorwms @3- 1L - B A B
J.diress Igl] https: ffit. studentemployment, nelnet . net Tsx_ManageDelinquent Timesheet  aspx?HIld=205758Ppld=236 j ﬂ Go
JL\nks
-
Fashion Institute
of Technology
Manage Delinquent Time Sheet
For MARISSA BASILE's Clerical Assistant Job
STUDENT EMPLOYMENT HoME - In the pay period starting Saturday, September 01, 2007 and ending Saturday, September 15, 2007
TIMESHEET TO-DO ITEMS This time sheet is delinquent because the student deadline has passed and it has not been submitted by the
student. The student deadline for the pay period associated with this time sheet was: 2 days ago
TIMESHEET CONTROL PAMEL i .
Below vou will find a form to e-mail the student about this matter if vou so choose,
MaNAGE TIMESHEET JOBS The student never started this time sheet, If you would like to start the time sheet yourself, you may take
possession of it at the bottomn of this page.
J0B CONTROL PAMEL
If you would like to e-mail MARISSA about this time sheet, vou may do so here:
LOG QUT
E-mail Student
To: MARISSA_BASILE@FITNYC EDU
From: Fran_Kalish@fitnyc.edu
Subject: IYDur Delinquent Time Sheet
vour time sheet is delinquent, Please complete it and submit it d —
immediately.
Message:
Send E-mail |
If you would like to take possession of this time sheet:
i — ﬂ'
L@ Done, but with errors on page. f_l_l_’_ré_ £ Internet I

;f viou would like to take possession of this time sheet;

Take Possession

If you want to take possession of this time sheet away from Michael, vou can do so here,

Once vou have taken the time sheet Michael will no longer be able to interact with it, It
will be your responsibility to complete it

Add a note as you take possession?

I have taken possession of this time
sheet,

—— | Check if vou would lilke the above message to be sent as an e-mail to the student,

Talke Possession
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The top section of this page allows you to send a reminder e-mail to the student. You can choose to edit the
subject and body of the message or send it as is, and then click Send E-mail.

To take possession of the time sheet, click Take Possession from the bottom section of the
page. Place a check mark just above the button if you would like to accompany the action with
an e-mail to the student. You can revise the body of the e-mail in the small text box. Once you
click Take Possession, the time sheet will load and you can revise it as you wish. (See the
Manage Time Sheet section of this document for more information.)

My Control Panel

Unlike the To-Do Items page, which provides control of only the jobs demanding immediate
attention, My Control Panel allows you access to all jobs for which you are the primary or
secondary supervisor, regardless of whether they are in need of attention.

My Control Panel is also the place to locate past time sheets.

Select My Control Panel from the left-side navigation bar and the following screen will load.
My Control Panel

Jobs for which I am the Primary Supervisor on a hire
Lab Coat Organizer Manage Job Wiew Hires

Click Manage Job to change the title or description of the job.

When you select View Hires, a list of your students for that job will open:

Jobs for which I am the Primary Supervisor on a hire

Lab Coat Organizer Manage Job Miew Hires
Student Name Extras |Current Time sheet All Time sheets
Michael Talis Cetails < Go to time shee q—_All time sheets —

PSS

Next to each student are additional functions. Hover your mouse over Details and a status update
will appear, including any potential delinquent time sheets.

Click Go to Time Sheet to access to current time sheet that is pending approval.

To view a history of this student’s time sheets, click All Time Sheets. A new window will load in
which you can view the detail of every past time sheet. For those past time sheets still in need of
approval or revision, All Time Sheets will also provide you that functionality.
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Manage Time Sheet

The Manage Time Sheet page cannot be accessed directly from the left-side navigation bar.
Instead, it appears only when you try to access one time sheet in particular.

Information will appear differently, or not at all, depending on the status of the time sheet and
your permission level. For instance, when the time sheet is in the student’s possession the only
information available will be the status and pay period details. The entries and action options
would not appear.

This section of the page
informs you of the time
sheet’s status and important
dates. Deadline refers to the
date by which you must
approve this time sheet and
submit it to an administrator.

Carefully review the
student’s time entries
before you approve
them.

Click here to view notes for
this time sheet. A new
window will open where you
can also add your own
notes. Notes are viewable
by administrators, other
supervisors, and students.
Notes remain attached to a
time sheet through the
admin approval process and
are retained even after a
pay period is finalized.

Depending on your
permissions, some of
these options may not
appear.

Take action on this time
sheet by selecting one of the
buttons. Each option is
explained just to the right of
the button.

N

N\

Manage Time Sheet

For: Michael Talis :: Lab Coat Organizer

Time Sheet Status

Pay Period Info (June 21 - June 27, 2004)

Pending Approval

Start End Deadline Pay Date

Monday, June 21 [Sunday, June 27 |Tuesday, June 29  |Friday, Julv 02

Time Sheet Entries

Date Start End Break Hours

Monday, June 21 0:00 &AM 5:00 PM 10 mins 7 hrs 50 mins

Tuesday, June 22 10:10 A 12:00 PM 1 br 50 mitis

Wednesday, June 23 12:00 PM 5:00 PM 15 mirs 4 hrs 45 mins

Thursday, June 24 5:00 PM 0:30 PM 10 mins 4 hrs 20 mins
Total: | 18 hours 45 minutes

Wigw nokes For this time sheet

Take action on this time sheet

Approve this time sheet as it appears above.

| approve Time Sheet

| Choose this option if the time sheet is complete and

Reject Time Sheet

correct.

Return this time sheet to the student to make
| corrections. On the next screen, you will have an

Modify Time Sheet

opportunity to inform the student of your concerns.

| Make changes to this time sheet.

Lock Ta Time Sheet

| Lock the time sheet to yourself so that others
cannot make changes to it.
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