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Quick Guide to Viewing Student Jobs, Hours, and Schedules

Log in to TimesheetX, then click on “TimesheetX” on the top banner to access a dropdown menu
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Welcome to the Student Employment Portal
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Enter the student’s legal first and last name OR student ID number. Then click “find student” and
click on the student name under search results.
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You will now see all the student’s current jobs, including their estimated hours per week and
their supervisor. There is also a table indicating how many hours a student has logged for the
current week across all their positions. Disregard the “Awards” section.

# Employees- JobX - TimesheetX - Reporting-  Access&Audit-  Uploads -  SiteSetup -  Content-  Help -

Student Name

Seecttme perio o dsplay Employe nformaton  curerurane ~ ([HERY \_ﬂ

Job Title Cost Center Wage Hours Start Date End Date Supervisor Hire Status
25-26 Berry Impact Student Lead ﬁ Volunteer and Community Service $11.50 12.00 082242025 05/09/2026 Test Supervisor Active
Lifeworks Office Specialist Lifeworks Operations Office 510.25 800 0B/10/2025 0510942026 Joy Wooddell Active

e Supervisor Name

Award Name Amount Balance Term

i Academic Year 2025-2026
&dissegand[)u $4,150.00 $4,150.00 =l Dl

(08/24/2025 - 08/22/2026)

Classes

To view your students’ class schedule, log into VikingWeb, choose “employee” and “forms
and reports” then “Student Class Schedule by Name”
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LifeWorks Supervisors

If you are the primary supervisor, you can choose your student’s name from the dropdown,
select the academic year and term, and click “generate report” to see their schedule.
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Enter or select values for each parameter then click submit. Every parameter is required.
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