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Accessing the Job Board

’. 

Navigate to the My BU 
Student Portal.

Select the “My Job & Career” 
tab.

Click on the “Job Listing” tile.

https://student.bu.edu/MyBU/s/
https://student.bu.edu/MyBU/s/
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Click the ‘Dashboard’ link to login using your Boston University SSO credentials.
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What is the 
JobX my 
Dashboard 
Feature?

The JobX ‘My Dashboard’ feature provides a centralized 
location to access all your Student Employment/JobX data.  
‘My Dashboard’ Includes:

Employment Forms
Applications: Status, View, Print, Withdraw
Hires: Current / Future 
JobMail Subscriptions
Work-Study Award, if applicable
Course Schedule
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 The Dashboard is the highest-level landing page for student employees.  
 From here you can access, “Employee Information,” “Applications,” and “Job Mail.” 
 To return to your ‘My Dashboard’ feature, click the ‘My Dashboard’ feature from the 

Employees menu.

My Dashboard: Main page
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 My dashboard provides real-time self-service access to current / pending jobs.
 Basic job information is available on the main page, like Job Title, Wage, Start and End Date, and 

Supervisor. More detailed information is available by clicking on the job title link.  
 You can see Work-Study Award information, if applicable, as well as current course schedule which will also 

be available to supervisor to provide a comprehensive view of your availability.
 Finally, the dashboard will inform student employee which required employment documents are completed or 

pending action.

My Dashboard: Employee Information and Hires
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 The applications tab provides real-time self-service access to current / pending applications.

 You may revisit the job details where you’ve submitted application and print your application.

 You may withdraw a previously submitted application by clicking the red ‘X’ next to the application if you are no 
longer interested in the job. (Please note: If you’ve already been hired, there will be no red ‘X’ displayed) 

 You have two options when withdrawing your application.

 Withdraw an application and email the supervisor to explain why you are withdrawing your application; OR

 Withdraw an application without emailing the supervisor.

My Dashboard: Applications
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Find a Job

This Photo by Unknown Author is licensed under CC BY-SA

https://www.picpedia.org/chalkboard/j/job-search.html
https://creativecommons.org/licenses/by-sa/3.0/
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 Click the ‘Find a Job’ function from the Employees Menu.
 Select a specific pre-defined ‘Quick Search’ you would like to utilize to find a 

job.
 Otherwise, to define your own custom job search filters click ‘Advanced 

Search’.

Quick Search
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 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:
 Search by Job Type 

Population (Graduate 
Teaching and Research, On-
Campus Jobs, Off-Campus 
FWS Jobs, etc.)

 Keyword(s) Search
 Job Category, 

Employers/Department, Time 
Frame, Wage, and Hours per 
Week

Advanced Search
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What is JobMail?

Student Employment: JobMail

JobMail notifies you about potential jobs 
matches based on your interest

Must complete a JobMail Subscription to 
receive notifications

After JobMail is setup, you will receive 
notification on new job listings that interest 
you

The email will provide all details about the 
job to assist you in identifying a great job 
opportunity
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Accessing the JobMail Feature

Student Employment: JobMail

Step 1:  Click ‘Dashboard’ link on the Students home page.
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Student Employment: JobMail

Step 2:  Click ‘Job Mail’ tab to view JobMail selections.

Accessing the JobMail Feature
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 You may create multiple subscriptions and name them as desired for each Job Type (On-Campus Jobs, Off-
Campus FWS Jobs, Graduate Teaching and Research Jobs) supported by JobX
 For Example: You can create a Summer Subscription that has different attributes than your Academic Year 

Subscription
 For each subscription, you may set criteria 

 Desired Departments (a.k.a. Employers) you wish to work (e.g. Biology & English)
 NOTE: Some departments have multiple sub-departments with no additional definers. You will need 

to select all to ensure you receive a notification for that department.
 Desired Job Categories you’re interested in (e.g. Tutoring, Clerical, etc.)
 Desired Time Frames you’re interested in working (e.g. Summer Only, Academic Year, etc.) 
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 Click ‘Add New JobMail Subscription’ button to start the setup process to creating a JobMail subscription. 
 When the subscription name window pops up, update to your desired name. 
 If you need to edit the scription name, click the ‘Edit Subscription’ button. 
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Student Employment: JobMail

 Your selection(s) will appear in the top under ‘Selected Items’.
 When you’re finished adding search criteria, click ‘Save’. 
 Repeat this step for each Job Type and Criterion (Department/Employer, Category, and Time Frame).
 You may return to this screen any time to modify your subscription. 
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Student Employment: Apply for a Job

 In order to view available job 
listings, you are required to 
review and agree to one or more 
disclaimer statements. 

 A disclaimer statement will be 
presented for all Job Types you 
selected.

 After you’ve successfully 
reviewed the applicable 
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.

 Also, you will only view jobs that 
you are eligible to apply. 

Disclaimer Statements
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 Simply click the box next to the jobs you wish to submit an application.
 Then, click the ‘Apply for Selected Jobs’ button.

Apply for a Job with One Click
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 Complete the questions on the 
application. 

 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 the 
information as needed.

 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’. 

Job Application
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Student Employment: Apply for a Job

 Your application is successfully submitted when you received the Congratulations message. 

Application Successful Submitted
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Student Employment: Apply for a Job

Some jobs may not accept 
online applications through 
the JobX Job Board. 

In these instances, please 
refer to the listing details for 
additional instructions and 
information on who to 
contact.  

Job Listings without Applications
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Student Employment: Employment Forms

Employment Forms
Before you are approved for hire, all employment forms will need to be completed and are displayed 
on ‘My Dashboard’. 



Boston University Slideshow Title Goes Here

Boston University Financial Assistance and Student Employment

Student Employment: Employment Forms

Electronic Form I-9 Workflow - Employee
’.  Your first and last name fields are populated from JobX. Please read the information on the cover page, and then click you acknowledge 

the statement about the physical inspection of your employment documents. 
 Then, select ‘Click Here’ to proceed to the Form I-9. 

• Students: Will complete section 1 of the form
• Administrator: Complete section 2 the Form I-9 once the student presents the employment documents for physical inspection. 
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Student Employment: Employment Forms

Electronic Form – Completed by Employee
’.  Complete the section 1 of the I-9 and electronically signs the form, including uploading your employment documents for record retention. 

 As a reminder, you will still need to present your original documents to the Financial Aid office for Physical Inspection of the employment 
documents before your Form I-9 is approved.

 Next, click ‘Next’ to review the next page of the document until you receive a ‘Thank you for submitting your document page.’ Your 
document is not submitted until you review this page. Since this is a legal document, all pages must be presented to the individuals 
signing the document. 
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Student Employment: Employment Forms

JobX Dashboard Updated

’. 

Once the forms are completed, refresh your browser once returning to JobX.
Form Statuses updated on User Dashboard to show ‘Student Section Complete, Pending 

Approval(s)’
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Student Employment: Employment Forms

Admin Completes Forms

’. 

Dynamic Forms sends email to school’s admin to complete their section of the forms.

Student: For Form I-9, you will be required to show the required documents to the 
school admin in person. An admin may also return your form for revision, which will be 
noted on your User Dashboard.
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Student Employment: Employment Forms

User Dashboard Updated – Workflow Completed!

’. 

Once all the forms are approved, the ‘My Dashboard’ Form Statuses 
are updated to ‘Completed’
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Student Employment: Employment Forms

Final Approval

’. 

Students will not be approved to work, until they received a Hire Approval 
e-mail stating they may begin work. 
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Approved for Hire

Congratulations!!!

Once you receive the hire approval email contact your supervisor for next steps. 
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