_ Business Process Guide
@ pformation lechnolos Student Worker Reprint Confirmation Ticket 9.0

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

The Student Worker Confirmation Ticket process electronically sends via email a confirmation ticket to the
department user once he/she "saves" the student transaction. If the user fails to print the confirmation ticket that
is sent to them via email and deletes the email, they have the ability to reprint the confirmation ticket through a
new report called "Student Worker Confirmation”. This process will allow departments to reprint student
confirmation tickets for the last job transaction that was stored in CMS for each student worker.

Process Frequency: Ad hoc. Most transactions will occur at the beginning of the semester.

Processing Steps Screen Shots
SteQ 1: Favorites © Main Menu
Navigate to the correct page: Personaize SEATCh HEME ®
. - ol
Main Menu > CSUF HR > Student % N
————— [ CSU SA Baseline L4
Workers > Reports > Student {1 CSUFHR
. . [> My Favori 3 Cust Seti 3
Worker Confirmation. posugaE S Fuleron Sh Cutomzzt 0 LA T .
II;EE;IL;;:: (3 Campus Community EistadeRorkes 5 ] Reports
b Self3eM (3 curriculum Management | = Employee Sef Sarvice |=]_student Worker Confirmation|
o | G 3 Lo [5] Custom Job Data Search v
I Curriculul S zei ED ;‘iz‘: 3 Posttion Wizard =] Process Student Workers (5] studant Time Sheat (D046)
- > Set Up HE et up
You may navigate to the b GetUp B 01 Reporting Took ’
appropriate link using the menu list RSk S z::nﬂ‘;:fﬂt‘imm '
on the left or the navigation menu at | |- 5 ), peconcizztons
- My Syster =] My System Profile
the top of the screen. - Dt gy pictonary

Step 2:
Run Control ID identifies specific PE‘OplﬁSth= _

run control settings for a specific

report or process. Student Worker Confirmation

Enter any information you have and click Search, Leave fields blank for a list of all values
A Run Control ID must exist in order

to run a CMS report or process. Find an Existing Value | Add a Mew Valus

Click Search to see what run Search by: Run Control ID begins with
controls you have available to you. [ Case Sensitive
If this if your first time running the Search I Advanced Search

report, click Add a New Value.

Find an Existing Value jAdd a New Valug
e ———
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BPG-Student Worker Reprint Confirmation Ticket 9.0 FINAL
Processing Steps Screen Shots
Step 2a:
Add & Run Cantrl D PeopleSoft.  “Fd
You can give it any name you want
as long as you understand it. You
cannot use spaces; use underscore Student Worker Confirmation
(_) instead.
ing Yalue Add a New Value

Click Add.

Run Control 1D: |Cnnﬂrmatinn_Ti|:keﬂ

Add )

Find an Existing Yalue | Add a Mew Yalue
One or more of the following criteria
must be entered to search in CMS. Run Control ID:  Confirmation_Ticket Report Manager Process Maonitor Run
e Dept ID and/or, Language: English

e Job Code and/or,
¢ EmplID (CWID)

Click the magnifying glass icon

( ﬂ) to display all valid values you
have access to view.

The more information you enter, the
accurate your return results.

Once you have entered part of all of
the fields, click Search.

Report Request Parameter(s)

*Dept ID: 10057 Q CMS Project

Job Code: 1870 |Q, Student Asst
Empl ID:

a
Clear I I Search I] [] Send Email?
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BPG-Student Worker Reprint Confirmation Ticket 9.0 FINAL

Processing Steps Screen Shots
Step 4. ~ Search Results
F|nd the StUdent Worker you WISh to Student Employee Confirmation Search Result
reprint the confirmation ticket and . Effective Date Reason |Hourly Rate |Select
C“Ck SeIeCt next to that StUdent 1 Amanda Titan 800000000 06/01/2011 10057 1870 "REH REH
Worker’s hne' 2 Angela Titan 200000000 V] 09/01/2011 10057 1870 REH REH $10.94 Select
3 Aubrey Titan 800000000 0 06/03/2006 10057 1870 TER END §7.47 Select

Step 5: ] i

, : : _ mepor Manager
The student's EmpliD will populate Run Control ID:  Confirmation_Ticket Report Manager
in the Report Request Parameters. Language: English
To receive the confirmation ticket Report Request Parameter(s)
via email, place a check mark next . . 10057 .
0 Send Email? Dept ID: Q CMS Project

Job Code: [1870 O Student Asst
¢ EmplID: 800000000 & Titan, Amanda
If you do not choose the email
option, you will need to follow step 9 Clear | Search | ["| send Email?
to retrieve your report via Report
Manager.
Step 5a: =
. . . : i i I Moni un
A section called Email Information f:n Contrf)l 1D Eon:rr:anon_ﬂcket Report Manager Process Monitor
opens at the bottom of the screen. notage: notE
Verify that the email address in the “DeptiD: 10057 QA cmsProject
“To” field is your own. JobCode: 1870 | Q Student Asst
Empl ID: /800000000 Q Titan, Amanda
Clear | Search | Send Email?

~ Search Instruction

1. Enter one or more of the following fields to obtain a list of Job Data for Student Workers:

«» DeptID andior,
+ Job Code andior,
= EmpliD (CWID)

2. Click on the Search button. Nore: The more information you enter, the more accurate your return results.
3. Find the student worker you wish to reprint the confirmation ticket and click Select next to that student worker's |
4. Click on the Run button.

~ Email Information

From: hafultst@calstate.edu

To: larthur@exchange fullerton.edu
Cc: |
Subject: |StudentW0rker Confirmation Ticket for Amanda Titan

Message:
Attached is the Student Worker Confirmation Ticket.
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Processing Steps

Screen Shots

Step 6:
Click R Run Control ID:  Confirmation_Ticket Report Manager M
IC un. ;
Language: English
Report Request Parameter(s)
*Dept ID: 10057 Q CMS Project
JobCode:  [1870 O Student Asst
Empdl 1Dz /800000000 Q Titan, Amanda
Clear | Search | Send Email?
¥ Search Instruction
1. Enter one or more of the following fields to obtain a list of Job Data for Student Workers:
+ DeptID andior,
» Job Code andior,
« EmpliD (CWID)
2. Click on the Search button. Note: The more information you enter, the more accurate your return results.
3. Find the student worker you wish to reprint the confirmation ticket and click Select next to that student worker's |j
4. Click on the Run button.
~ Email Information
From: hafultst@calstate.edu
To: larthur@exchange fullerton.edu
Ce: |
Subject: |Student Worker Confirmation Ticket for Amanda Titan
Message:
Attached is the Student Worker Confirmation Ticket.
Step 7:

You'll receive a confirmation
message that the report was
scheduled.

The message will also indicate
whether you chose to have the
report emailed to you or sent to the
Report Manager.

Message

Your request has been scheduled. Student Confirrmation Ticket will be sent as
an attachment to your email address.

Message

Your regquest has been scheduled. Student Confirmation Ticket will be
published. Flease look for your report in Repart Manager.

O |
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BPG-Student Worker Reprint Confirmation Ticket 9.0 FINAL
Processing Steps Screen Shots
Step 8: F
If you chose the email option, the Al @ U &> + |5 Student Warke
confirmation ticket will appear in -
your email as an attachment, File Message Add-Ins Adobe PDF
\ — ~ — . S
1% Ignare x i B! % a Meeting "EJ —
Open the PDF attachment. —i —‘*; — 33 Team E-ma
+ Delete Repl Reply Forward -
& Junk By AFIJIy 5 More i~ Reply &D
Move to step 10.
Delete [ Respond [
From: csuf@fullerton.edu
To: Arthur, Lori
Cc
Subject: Student Worker Confirmation Ticket for Amanda Titan
= Messagel L FULAWOOS. pdf (57 KB
Attached is the Student Worker Confirmation Ticket.
m . Run Control ID:  Confirmation_Ticket |Reportrv1anaqer| Process Monitor Run |
If you did not choose the email Language:  English _
option, click on Report Manager.
*DeptiD:  [100857  |Q CMS Project
JobCode: [1870 | Q Student Asst
EmpliD: 800000000 Q) Titan, Amanda

Step 9a:

If the report name does not appear
in a hyperlink (i.e. FULAWO08B), the
process has not finished. Click
Refresh to update the status of the
process. You may have to click this
button several times before the
process is Posted.

When the status Posted appears
next to the process you initiated,
you can click the Report name

FULAWOS8B to access the report.

PeopleSoft. U

Shituis:

0 rzsa00T
228 76PM

Acrobat
. pdf)

Posted  Dufails
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BPG-Student Worker Reprint Confirmation Ticket 9.0

FINAL

Processing Steps

Screen Shots

Depending on the type of
student you hire, two different
confirmation tickets will display.

All student employees (job codes
1150, 1868, 1870, or 1874) display
this confirmation ticket page.

Step 10:

Print this confirmation and obtain
the appropriate signature from your
department.

The student must bring a copy of
this confirmation if required to sign
in with Payroll Services.

fhi QLo

nal dos

udlent § ¥ ?.-v.z_l'r-:]L-. )
Federal Work Study (FWS) Allocation®:
Award Year:
Paosition Title:
*Liudents con obeain FRE award informarion by visiting Tiian Online
CWID 2020602546
[Emp] Bed # 1
[Effactive Diate 1222007
Current Date L2007
Wppomment End Date 3312008
[Last Name Titan
Peliddle Mamsa
[First Mame Angela
|Action HIR.
|Aiction Reason CON
[Deparment Cods 10057
[Deparment CIVS Project
TS Pasition Nimber 00026876
|Agency 42
[Reporting Untt 341
Clnss Code 1871
Semial Mumber 073
et Titde Fudnt Tmee, Cn-Cmps Wik Swdy
[Compensation Rate (hr) |58.35
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FINAL

Processing Steps

Screen Shots

All work study student employees
(job codes 1151, 1871, 1872, 1875
or 1876) display this confirmation
ticket page.

Step 10a:

The Federal Work Study
confirmation ticket page needs
three additional pieces of
information to be completed by the
department that is hiring the student
before submitting to Financial Aid.
1. Federal Work Study Allocation
2. Award Year

3. Position Title

Once this information is completed,
a copy of the signed confirmation
must be send to Payroll Services.

K FULLERTON

Student Worker Confirmation Ticket and A

ticket, the completed ap
{complete list of

documen:
mt i mat elig]

180t car p

i’h; '.11-1-.:Ie z unil lLe iﬂi k

ointment Notification

Federal Work Study (FWS) Allocation™:
Award Year:

Puosition Title:

*Erudenss com ebioin FWE oward iyformarion by visiting Tham Online
CWID E03060254
[Erapl Fod = 1

[Effactive Diate 12272007
Carrent Date 1222007
JAppomment End Diaze 5312006
[Last Name Titan

Meliddle Mama

[First Mame Angela
|Acton HIR.

|Acton Reason CON
[Ceparment Code 10057
[Dieparment S Project
CMW3 Position Number D002687S
|Azency M
[Feporting Unit 4l

Class Code 1871

Serial Mumber 073

"oz Title Sudnt Tmee, Cn-Cops Wik Stdy
[Compensaton Rate (hr)  [58.35
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