rm Business Process Guide
@ pformation lechnolos Student Worker Custom Job Data 9.0

@To view online tutorial, visit: http://www.fullerton.edu/ittraining/peoplesoft/HR/hr.asp

The Student Worker Custom Job Data is an optional tool that allows departments to update and track a
student’s expected start date, expected end date, and standard work hours.

©

The Student Worker Custom Job Data is not optional for processors in the Academic Affairs division.

Process Frequency: Ad hoc.

Processing Steps Screen Shots
Step 1: Favorites - Main Menu
Navigate to the correct page: Personalize Search Menu: ®
Main Menu > CSUF HR > Student | |20 s 2
Workers > Custom Job Data Search: ) ¢su sa Baseline v
Search. - [J CSUFHR
- b My Favoril - b erton SA Customizatio 1 Custom Setup '
P CSUBAE M s " 3 HR Inguire 3
> CSUF HR elff Service
o . [J Student Workers
— [ Fullerton [ Campus Community X £ Reports v
. b SelfSend = curriculum M t 3 Employee Self Service
You may navigate to the [ —— urriediim Management | cp [55_custom Jab Data Search|
appropriate link using the menu list b Currculy ) 3¢ P HRMS 3 Position Wizard [5] Process Student Workers
pprop . g b SetUp HE (3 Set Up SACR
on the left or the link in the body of b SetUp 8 (1 Reporting Tooks v
[ Reporting »
the page- [ PeapleTa S P:opIeTools vord
- Change h Change My Passwor
— Wy Persal |j My Personalizations
— My Syster [E] My system Profile
j— My Dictior [5] My Dictionary
Step 2:
Click Search to view the list of Student Workers - Custom Job Data Search
Student CWID/EMPLID numbers
available to you. Flease enter one or more values in the search paramenters below and click on
Search.
Or if you know the student’s From your search results, click on the Select button for the record you wish o
CWID/EMPLID number you can VIEW.
enter it and click Search.
Search Parameters
Ernplily: |
Empl Reil=:
First Hame:
Last Mame: search | D
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Processing Steps Screen Shots

Step 2a:
Click on the appropriate
CWID/EMPLID from the list.

Student Workers - Custom Job Data Search

Please enler one of rmore values in the search pararmentars below and click on Search.
o From your search results, click on the Select button for the record you wish 10 wiew,

Depending upon the number

of CWID/EMPLID displayed you e S —
may have to use the arrow button to
navigate through the pages. e

Empl Recel=:

First Namme:

Last Name: _ Search_|

= Cugtom Job Search Hesults

Cuesdoeraze | Eind

[Empid  EmplRcd# Deptin  |Job Code Name

1 800255507 1 1pos7 1870 Tikan, Annie
Step 3: ) Student Workers - Custom Job Data History
To make changes that occur prior to

Anile TEan Emnplile 402581300 EmplRcd bz 0

the start of the expected start date,

teshati | sl &
modify any of the following fields: Eu""" T T R L-u-n Lassshed Joh Em“ ] P
e Standard Hours, 1 DROMOT 0kaR AT 1500 BTSN 5 eamandt ISAAET Ea (4] (=]

¢ Expected Job Start Date, or st o Ewarch Fage]

e Expected Job End Date @

Click Save to update the
information.

Step 4:

To make changes that occur after
the student’s expected start date
you may add an additional row by
selecting the PLUS button.

Student Workers - Custom Jab Data History

[ Anrie TEan

Eonpll 50174581 150 Tirel P ol Bk}

Meciren Sariwd Cpecid bk Dasried doh o [
ot Eenuenes Adies Bessen GORCE PO o Upsbtesi By Babelims Slavn
1 BEANITO0T JHR  COH 000 T 5 LLECPARD D&2507 10D

1 e 00! 1R CON M0 T [ SUIMI0! W LWLEDYARD pEOr 1ok [#] (=]

A new row appears.

Rl ¥ Bearck Pags

=3 2
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Processing Steps

Screen Shots

Step 4a:
Enter information into the following
fields:

e Standard Hours,
e Expected Job Start Date, or
e Expected Job End Date

Click Save to complete the
transaction.

Student Workers - Custom Job Data History

Ermplik 80 3481 70

Cuttomize | Finsd

Antéa Tian (Bl ol Miw:
-] 2ol 3T

Eapesied jok  Execied o Dod ;
= o e I

[Hoxlft  jmguance fctn Ressm Savied ested
1500 DaTT [ neasoo?
00 ONDLHNT 5 0B007

CAZEAIT 10.00AM
olzin? 1o0eem 3 =

[#

2 e eaT

(o )

PHA L0

Step 5:
You may also delete a transaction
by using the MINUS button.

Student Workers - Custom Jab Data History

Emplily Q07831 20
x| s |

|Envgd Fioa Hia:

oaRsT e [

GHR COM ]
sy wooe & =)

P HR GO

| GamLToaT
1 DRRERGOT

15,00 DATIIOT () neIs0007
W00 DININGT | bizazon?

n LLEDYARD
W LLEDYARDH

Step 5a:

Warning Message — You must
confirm you want to delete the
selected row.

Click OK to continue.

wdevT.calstateedu says:

The: paage at htty

(D)

Delete current/selected rows from this page? The delete will ocour when the transsction i saved.

CE D o | w,
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