Student Worker Hire
Process 8.9

Business Process Guide

@ To view online tutorial, visit: http://www.fullerton.edu/cms/Training/docs/index.html

The Student Worker Hire process provides departments with a tool to appoint, reappoint and hire
student assistants, bridge and work study students, and instructional student assistants.

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

Step 1.

Navigate to the correct page:

Menu > CSUF HR > Student
Workers > Process Student
Workers

Note: You may navigate to the
appropriate link using the menu
list on the left or the link in the
body of the page.

~ CELUF HR tdsin Menu = CSUF HR =
[ HR Inguire
+ Student \Workers Student Workers
_HEnar Student YWorkers

— Process Studen
Alarlke

— CSUF Rapid Time Entry
[ Employee Self Service
[ Campus Community

CSUF Rapis

E" Process Student Workers
Process Student Wiorkers

[- Reporting Toals

Step 2:

Once you have selected Process
Student Workers you will be
prompted to search for the student
you are appointing.

Enter:

1) Department

2) Job Code (1150, 1151,1868,
1870, 1871, 1872, 1874, 1875
or 1876)

3) EmplID/CWID

Step 3:
Click Student Employee Search

Note: If you do not know the
department number or job code,

click ﬂthen Lookup |

All values available for you to view
are displayed. Click the hyperlink
of the value that you are searching
for (i.e. 10253)

Student Employee Search

Please enter your Department and the Joh Code you want to work with.
Also enter the student EmplIDICWYWID in the Student Search Infarmation.

Required Information

Department:  [10057 Q CMS Project
Job Code: 1870 Q Student Assistant

Student Search Information
EmplID/CWID: 802231593

[fyou have the student's 5N, you may acgquire the CWID by visiting
‘Campus-Wide Identification weh site'web page.

Student Employee Search

Far additional infarmation regarding hiring student emplovees, please visit the Career
Centers 'Student Employment Program'web paoe.
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If you do not know the EmplID,
otherwise known as CWID, you
can locate the number by clicking
on ‘Campus-Wide Identification
web site’.

Step 3A:
Enter the Social Security Number
along with the Last Name of the

student that you are searching for.

eilfeld Campus Wide |0

The Campus Wide ID that met
your search criteria will be
displayed in RED.

CALIFORNIA STATE UNIVERSITY, FULLERTON

CSUF Campus Wide 1D

*Enter Social Security Number (Mo Hyphen): Ioo.......|

Enter Last Name:

|Elrewer

CALIFORNIA STATE UNIVERSITY, FULLERTON

CSUF Campus Wide 1D

+“Enter Social Security Number (No Hyphen): |

800001778

Enter Last Name:

Campus Wide ID is:

Click here to print your CWID.

*Many alumni who graduated between 1952 and 1989 have not yet heen assigned a CWID, If you are
one of these people, you can call slumni Relations at (714) CSU-ALUM to have one generated. You
will need to give them your Social Security Number to verify your identity,

Step 4:

Once you have clicked

Student Emplovee Search
you will be taken to the Student
New Hire Verification page.
Review the student’s personal
data to confirm that this is the
employee that you wish to hire.

Step 5:
Once you have confirmed the
information, enter the SSN and

click ~ Hire

@ Enter the student’s Social
Security Number (SSN) with no
hyphens (example, 555667777).

EmpliD: 202231993 Name:  Titan, Amanda M

Year:  oppg Term: @rolled Units: 15.00
v
Personal Data
DOB: TR

First Name: | Amanda Middle Name: M

Last Name: Titan Name Suffix:
Address: LTI L Y P TP T TTTIT I
City: Garden Grove State: CA Postal Code: 92845-2035

Social Security Number {SSN) Confirmation

FPlease confirrm that this is the correct student by entering the SSR:
(Mo hyphens)

L 4

Be sure to review the student’s Current Enrolled Units (circled
above) to ensure the student is enrolled in the correct number of
units for the job code you are hiring them into.
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Note:

If you enter an SSN that does not
match the CWID you will receive
this error and need to process the
appointment through Payroll as an
exception.

Microsoft Internet Explorer x|
': The S5M 612340128 does not exisk in SIS+, (20200,2117)
= This 55 does not match the CWID that was entered, Please confirm both CWID and SSM with the student
employee, I the CWID is correct, but the students's correct 55N doesn't match, process this student emplovee as
an excepkion.

Exception Processing: Please submit the appropriate completed and signed Employves Authori{%ion Farm ko Payrall

Setvices ot Financial Aid.

Step 6:

Once you have verified the
information for the student, you
can process the appointment in
CMS. Using the drop down menu,
enter the duration of appointment.
This is the timeframe for which
you are appointing the student.

Note: The effective date and
appointment end date will default
based on the duration of
appointment that you enter.

! Click Return to Search Results

at the bottom of the page if the
student displayed is incorrect.

Student New Hire

Enter the student's new hire information and press the save button

‘ Mame; TitanAmands EmpliD; (802231893 Empl Redz: |0
Appointment Duration: |01103/2007- 0610272007 =1
Effective Date: 0110312007 - 06/02/2007
Last Effective Date: 0B/03r2006 - 08/31/2006 nd Date:  [06/02/2007
0B/03/2007 - 08/31/2007
09/01/2006 - 0B/022007
09i01/2006 - 121162006
Social Security # 770900102007 - 12/16/2007 A
Address:
Cityz Garden Grove State: CA Postal:  92845-2935
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Step 7:

Under Compensation Data, use
the drop down menu to choose the
rate rage.

Student New Hire

Enter the student's new hire information and press the save hutton

| Name: [YoungAlmay EmpliD: (202453001 Empl Redz:

n

t Duration: | 09/01/2006 - 01/02/2007
0900172006

=

Effective Date:
Appointment End Date:  01/02/2007

Personal Data

Social Security # 000-0%- DOB:
Address:
City: Irvine State:  CA Postal: 92618

Job Data

Department: 10057 CMS Project

Job Code: 1870 Student Assistant

Position # (00025630 Student Assistant

Fund: 1 Unit: 541 Enterprige Computing

Compensation Data

ERange 3 58.39-§9.36-51033 j Hourly Rate:

Optional Division nc;~rting

Gl G

Estimated Start Date: Estimated End Date: Standard Hours: 0.00

¥ Custom Job History

Return to Search Results Save |
Step 8.
Compensation Data
Enter the actual hourly rate of the | Raterange:  [Range3 $7.71-38.60- 5349 = Hourly Rate:

appointment in the Hourly Rate

field.

eturn to Search Results

Save |

Step 9 (Optional):

For internal reporting purposes,
enter information into the following
fields:

e Estimated Start Date
e Estimated End Date
e  Standard Hours

Click on the Custom Job History
to view historical Divisional
Reporting information.

Note: These fields are not
required. They are used solely for
internal division and departmental
tracking.

Optional Division Reporting

Estimated Start Date: | & Estimated EndDate: |

[ Standard Hours:

| [+
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Step 10:

Once you have entered and
confirmed all fields are filled out
K Save

correctly, clic

Student New Hire

Enter the student's new hire information and press the save button

‘ Name: [oundg,Almay EmpliD; 202453001 Empl Redi: 1
Appointment Duration: | 09/01/2008 - 01/02/2007 ﬂ
Effective Date: 08/0142006

Appointment End Date: 01/02/2007

Personal Data

Social Security # 000-0%7+ DOB:

Address:

City: Irving State:  CA Postal: 42618
Job Data

Department: 10057 CMS Project

Job Code: 1870 Student Assistant

Position #: 00025690 Student Assistant

Fund: A Unit: 541 Enterptise Computing

Compensation Data
Rate Range: |Range 3 §8.39-59.36- 51033 j Hourly Rate:
Estimated Start Date: 08152007 [+ Estimated End Date: 01/2i2007 [ Standard Hours: 15

* Custom Job History

Return to Search Results
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You will receive a

V The Save was successiul.
message. Click Ok

An email will be sent to the person
who entered the appointment
information.

Note: Depending on the type of
student you hire, two different
types of confirmation ticket pages
will display.

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

page.
Step 11A:

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

the signed confirmation (no
photocopies) to Payroll
Services.

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

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

Student New Hire
Save Confirmation

U The Save was successful.

Frarm; hfultst@calstate. edu

To: Ledyard, Lyn

e

Subjeck:  Student \Warker Confirmation Ticket Far Tikan, Amanda

Attachments: T_‘ FLLAWOSE_55586,POF (50 KB)

Lttached i= the 3tudent Worker Confirmation Ticket.

T A

¥ FULLERTON

fent Worker Couli Ticket and . Notificat

e waghicsized e uesmrest adminintror el esboni G aogne

The shudeat iz nze skigible t begin ork el ha'she b b sppraved By Faprell

CWID L I
[Forgs Bisct o
Eiffactora Dule 143007

Charvarst Diule 1ER 0T
fappantizsst End Dhda G207

sl Nmra Tilan
fetikdls Hame L&
Firet Hame Amuds
JAction HIE
Pcticon Rosaon AFT
D egmataremt Coxbo 1007
Cregsatinat 45 Peoject
TS Positzon Himber () (2550
lagerscy 242
[apatong Unit AT

Chon ol k i) )

erial B s

ob Tiile Sk Amninini
Corpemaatos Rule () |38 55

Antharioed Daparimsaz Sgnamrs T D
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Step 11B:

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

The student will not be able to sign
in with Payroll Services until
Financial Aid has approved the
authorization. Through Financial
Aid workflow, the department will
receive an email notification the
student ready approved to work
and can sign in (if needed) with
Payroll Services.

"TAR ULLLRION

TLLe ctudent is mot elig

Federal Work Study (FW5) Allocation®:

Award Year:

Position Title:

*Lmdents can obigin FWE oward mfermation by visiting Titan Online
CWID 208060256
[Erpl Red £ 1

[Effartive Diate 1222007
Carrent Date 1222007
ppomiment End Date J3 12006
[Last Name Titan
Peliddle Mams

[First 2ame Angzla
|Action HIR

|Action Reason CION
[Ceparmaznt Code 10057
[Ceparment VIS Progect
M3 Position Nuamber 00026876
|Azency 42
[Feporting Unit 241

Clazs Code 1871

Serial Mumbar 973

ot Title Stdet Trnee, Co-Crps Wik Stdy
[Compensation Bate (hr)  [5B.35
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Step 12:

When processing a student
new hire or rehire, attached to
your confirmation ticket will be
the CSUF Student
Employment Application.

This application should be
completed by the student.

The student is then required to
bring the application and a
copy of the confirmation ticket
when they sign in with Payroll
Services.

CATTFORNIA STATE UNIVERSIT Y FULLERTON
Student Employment Application

RroaeslZaa

Yome Amanda Tim Pemwiaran Mumcn CWITH BUZ231996
Full Addem:E X i i o - 535

Hezme Fhona Cimabast Fhacme ¥ 1] 40000060 Foresel Addoma

Pusilion Applying For Skt Asesbel Arayos | o of mga o= clier

18 Eired], will yoou be able sosubemit werification of o logal rght s wesk in fhe Ukited Sutea

Harva you ever boen comwicted of sy crims wa i aduil (encinding moner Indis viclatioral? A conviction inshidkes @ ples, verdicl, & e conlest e, Ending of gl
sxgandlou of wisther sesiznce o frapod by Bn st A rinisal oo wll 2o ocsssit dingzalife s oyt fom anlmmest

If s, phews euplan

Edundiz

Crzea ol aludy: (rauce

Clum Ssmding [l circle) Freatme Sephanst Timice Saioe el Senidend

Empliryment Hitey

| Bl Dintes uf Expliymere

Tuib Titr Salsmy: Begin ) Fema &

Spervin Hare e Tille

Wik parfiormed

Fewson fiz bowving,

Sy we comtect your (formar) enployer?

* Bl Cintes uf Expdoymere

Ttk T Salimy: Begin ) Fume &

Spervin Hare Sigrerviane Title

Wierk parfrmed

Reascn fo= bowving,

My we comtact oo (Sormer) smpdiyar?

Eadiience

ama iz e Fhe=z ¥

aama [E— [m—— Pz ¥

aama [E— Fsbimdii: Pz ¥

Ageeemont

1 zertify that the arawass | boees given i the mepesials | Bave scbmitied in plying fir fhin poaition e e md corest anel st | e 1ot knowingly withicld sy facts o
crzemnteres | et Sal all s given = my gpplictas b oeploment an et e v and (e shodil | b snpiyed w e s, wn

mirepresssiation or cessasion of facis i din appicaticn vy b weffisens reascn for diriamd The syl materiah ke (s docorseast wnd oy ciber mriah

m property mwned or confrelled by
cemroming e sl wask
= compliane wit the Jeem

zan dbtuiz @ copy of thin repuns by comvaciny e CSUF Pobios Deysesnent or by
o e Bellonkizg Wibaitc Big<f i Stal Usivenaity Fullorton o s B Dppoatissity Freployer [n somnplamse
with tha Anericum with Diabilition Acs, amivsncs md masorsdils scommesdetion we wriskls

BY S3ETNG BELOW, T corify tot 1 lerve read sl agroo wilk fees stibenenta

Agplizants Hana Applizart’s Sgeatan Do

You have successfully hired a student in CMS.
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