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Start at the JobX control panel

g BERRY LifeWorks Program

COLLEGE

#  Employees v JobX ~ | TimesheetX ~  Reporti

Job Control Panel JobX Home (Job Control Panel)




Choose the job you would like to edit/update

TimesheetX -  Reporting -  Access & Audit -  Uploads -  SiteSetup~- Content- Help -~

Result Filters: Employer: LifeWorks Operations Office
My Jobs Only Reset Filters

© Add a Job Search Title, Description, Requirements, Contact or Job 1D

] select/Deselect Al Show 25 - results per page

Test Job Applications: 0 (0 New)

[_]Job I1d: 10405 Status: Inactive Listed:
Contact Person:i:, Location: Job Type: On-Campus Jobs
Wage: $9.25 /hr




Choose “edit this job” to make
changes to the job

ake sure to click “submit” after
ou’'ve made edits. Our office will
approve your changes, usually

within one business day

mployer

Test Job LifewWorks Operations Office

Additional details about this job's status:

» This job is currently in Inactive.

Update Status
Active, Listed Cannot list job because it has 0 openings.

Active. Not Listed » Click to change to

Imactive » Current Status

View Applicants

Mo applications have been submitted for this job.

Click here to Delete this job

Edit this Job

Below is a view of approximately how this job appears to applicants:
Test Job
JobID 10405
Job Type On-Campus Jobs
Employer LifeWorks Operations Office

Job Category Agricultural Operations

Primary Contact Person Email

Primary Contact Person Location

Secondary Contact People s»

Majors *




If your job is currently “not listed” but you would like to list it in

order to collect applications, click the “active, listed” button

Note: you must have at least 1 available opening in order to

change a job to active, listed mode



Choose when to list the job, and if you would like automatic

email update when the job is listed

#  Employees ~ JobX - TimesheetX - Reporting ~  Access & Audit -  Uploads -  Site Setup - Content~ Help ~

Update Job Status

[Return to Manage Job Page]

Job Title Employer Current Status

Test Job LifeWorks Operations Office Active, Not Listed

[Click here to choose a different status)

List this job on the site

From the list below, you can choose to list this job on the site right now, or at a future date.‘ Right Mow w

Please select whether JobMail should be sent for this job when it is listed:

®) ves, send JobMail when this job is listed.

./ No, do not send JobMail when this job is listed

Choose the length of time the job should be listed on the site: Untill close the job

Save Changes

Click “save changes’ to submit!



To delete ajob: from the control panel, select the job. Then

choose “delete selected job” and click “apply action”

B BERRY LifeWorks Program
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#  Employees - JobX - TimesheetX - Reporting - Access & Audit - Uploads - SiteSetup - Content~  Help -

Job Control Panel

Result Filters: Employer: LifeWorks Operations Office
My Jobs Only Reset Filters

JOb Status: © Add a job Search Title, Description, Requirements, Contact or Job 1D i Select Action Below --

|—| Active, Listed Jobs (0) @ — Change Selected Jobs to Active, Mot Listed
[ select/peselect Al Show 25 v results per page < > >3

|_] Pending Approval (0) ® Change Selected Jobs to Active, Listed

|:| AC“VE‘, Mot Listed { Iﬁﬂjﬂb ﬁpplicatioﬂs: g_{o New:l Change Selected Jobs to Inactive i DfﬁCE

Change Employer on Selected Jobs
Job Id: 10405 Status: Active, Not Listed Listed: 07/26/24

Contact Person. Location: Job Type: On-Campus Jobs
Wage: $9.25 /hr Change Dates on Selected Jobs

Change Wage on Selected Jobs

Wage Filter: Change Openings on Selected Jobs
Low Wage:

Change Contact(s) on Selected Jobs

High Wage:

Export Selected Jobs

Print Selected Jobs
Wage Range:

Email Contact(s) on Selected Jobs
Low Wage To  High Wage

1 tolofl|<< < > >>




