Student Worker
Job Data Changes 8.9

Business Process Guide

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

Student Worker Job Data Changes allows departments to enter data changes for student assistants, bridge
and work study students, as well as instructional student assistants directly into CMS.

Process Frequency: Ad hoc

Pay Rate Change

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.

tlzin Menu = ¢

ﬁ Student Workers

Stucent Wioskass

= Process Student Workers
™ Process Student Waorkers

[ HR Inquire

[l
Slgrkers
— CEUF Rapid Time Entry
[> Emplayee Self Service

[> Campus Community
[ Reporting Tools

CSUF Rapi

Step 2:

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

Enter:

1) Department

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

3) EmplID/CWID

Step 3:

Click Student Employee Search

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

ﬂ then 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

FPlease enter your Department and the Job Code you want to waork with.
Alzo enter the student EmplIDICWID in the Student Search Information.

Required Information

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

Student Search Information
EmpliD/CWID: (302231993

Ifyau have the student's S5, you may acquire the CWID by visiting
‘Campus-Wide |dentification web site'web page.

Student Employee Search

Far additional information regarding hiring student employvees, please visitthe Career
Centers 'Student Employrment Program'web page.
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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.

Click IE=EN IR ENI

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

CALIFORMNIA STATE UNIVERSITY, FULLERTON

CSUF Campus Wide ID

*Enter Social Security Number {(No Hyphen): I.........|

Enter Last Name:

|Elrewer

Campps Wida ID
CALIFORNI TE UNIVERSITY, FULLERTON
csSu mpus Wide 1D
+*Enter Social Security Number {(No Hyphen): ||
Enter Last Name:
emmrme e

Click here to print your CWID.

*Many alumni who gradusted between 1959 and 1989 have not yet been assigned a CWID, If you are
one of these people, you can call alumni Relations at (714) CSU-ALUM to have one generated, You
will need to give them your Social Security Number to werify your identity.

Step 4:

The results from your search will
appear on the Student Search Results

page.

To make a pay change, click

Select  npext to the student workers
appointment that you wish to change.

Note: To view historical estimated
start/end dates and standard hours,

click on C Uil Jol To continue

processing the pay change click the
Feturn to Search Fage link.

‘ EmpliD: 801369091 Name: ‘ihite, Kurtis

‘Year: 2007 Term:  SPRG Current Enrolled Units:  15.00

Select job to modify OR add a concurrent job

First (¥4 ot 1 [ Last
Empl | Effective Effective e
Rcd#  |Date Sorience Description Custom Job
1 06/02/2007 O 10057 |CMS Project 247 a41 1874 |A Concurrent Joh Select | Customn Job
S
Add A Concurrent Job

Student Workers - Custom Job Data History

Kurtis White

Empll

801369091 Empl Rcd Nbr:

Expecled Job Expected Job End u

Date

05/25/07 9:11AM

[ =

(Eetum to Search Page )

Save
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The Student Job Change page
displays.

Step 5:

Scroll to lﬂ -1DF:|H: .

Select the Action from the drop down

-

Select Pay Change.

Student Job Change
Enter the student's job change information and press the save button
Name: [/Vhite, Kuris EmpliD: (801363091 Empl Redz: 1
Payroll Status: Active =l
Effective Date: Last Effective Date: OB/02r2007
Appointment End Date: Last Appointment End Date: narzizooT

Personal Data

Social Security # T-"-6303 DOB: 10600
Address:
Ci State: Postal:
ob Data
Department: 10057 CMS Project Action: |
Job Code: 1874 Brdg Student Assistant Pay Change
. e s u
Position #: 00025059 Brdg Student Assistant Termination
Fund: 1A Unit: 541 Enterprise Computing

Step 6:

The following fields required data
entry:

«  Effective Date
+ Rate Range
«  Hourly Rate

Using the drop down ™ select the
Effective Date.

Effective Date is the beginning of the
next pay period. Pay changes can be
retroactive as long as it does not
precede the last transaction date.

Use the drop down ™ to enter the new
Rate Range.

Enter the new Hourly Rate for the
student.

Click Save

Payroll Status: ACTVE 1]
0622007
08r31i2007

Effective Date: Last Effective Date:

Appointment End Datd Last Appointment End Date:

Personal Data 04172007

0arm1/2007
Social Security 7 -7 09/31/2007 DOB: |10
07:a1/2007
Address: 0ain1/2007
City: 08/31/2007 State: Postal:
Job Data
Department: 10057 CMS Project Action:  Pay Ghange
Job Code: 1874 Brdg Student Assistant
Paosition #: oo0za059 Brdg Student Assistant
Fund: A Unit: 541 Enterprise Cormputing

Compensation Data

Hourly Rate: .-58. 0

Range 2. §7.55- §8.16- §8.76
¥ Compensation History

Rate Range:

Optional Division Reporting

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

¥ Customn Job History

Eeturn to Search Results

Save |

You will receive a

V The Save was successful.
message. Click Ok

Student New Hire
Save Confirmation

‘ The Save was successiul.
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Step 7:
From: hfulksti@calstate, edu

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

Subject:  Student Worker Confirmation Ticket For Tikan, Amanda

Ledyard, Lyn

Print the confirmation and obtain the
appropriate signature from your Attachments: - FLULAYWOSE 5592, FDF (80 KE)
department. Send a copy of the
signed confirmation to Payroll

Lﬁttached iz the Ztudent Worker Confirmation Ticket.

Services.
aeeC A L 5T A
Note: Depending on the type of h =17 "RTON
student worker you hire, two different ﬂl | :-l'm' ili'ml'ﬂ'-l-“'iRuglu(‘] ﬂﬂﬂ?\it'lﬂIl it i Aupoisikment Nodification

confirmation ticket pages display.

o 1of fl mghearzadd dopontean) sdmareion cal ssba e acgned onfrmaton | phobscopi) &

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

Reaident i lam
o Sernct ul 7142
aprll

TWID ek o]
—LSte 7A Farged Bl

F-Tacuva Duin 1A
Print this confirmation and obtain the Lot L Ll

. . ezt Fad Thato LY

appropriate signature from your S = =T
department. Submit the signed boikdle Haras i
confirmation (no photocopies) to el ::I';"
Payroll Services. e — =

Joe Caaks 0T
All work study student employees (job prepmesm M Focjred

RS Poadion, Ml W 5E0)
codes 1151, 1871, 1872, 1875 or - s
1876) display this confirmation ticket fapesemng Unic ay

b Cixle F:xil]
page Ferial Hienber s

= Trils Srarkas] A

Corpeonitus Bale (301 |55

Antiariosd Dapar ot Sigaarars ==
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Step 7B:

T A | S T AT E
The Federal Work Study confirmation ﬂﬁﬂ F U LLE RTON

ticket page needs three additional Student Worker Confirmation Ticket and A
pieces of information to be completed i ;

by the department that is hiring the
student worker before submitting to
Financial Aid.

i additional 4 alire Ton Weet
1. Federal Work Study Allocation The student is not eligible to begin work wntil he'she has been approved by Payroll

2. Award Year

3. Position Title Federal Work Study (FW5) Allacation®:
Award Year:
Once this information is completed, a Fusition Title: _ i i — ,
. . . *Liudents com obexin FIE oward iyformafon by visiting Tiran Online
copy of the signed confirmation must
be send to Payroll Services. Wi Sea0ESE
[Erpl Rod = 1
[Effactive Date 12272007
Carrent Date 1222007
ppommment End Date H3L2006
[Last Name Titan
Piddle Nams
[First Mame Angela
lAction HIF.
|Action Reason CON
[Deparmment Code 10057
[Ceparmment S Project
L85 Position Number 0D0268TE
|Ag=ncy 142
[Feporing Unit 41
Class Coda 1871
Senial Number 973
\Tob Titls Sodnt Tmee, Cm-Crps Wik Stdy
[Compensation Rate (kr)  |5B.35

You have successfully entered a pay change for a student worker.
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Reappointment

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.

Iy e UF HR =
ﬁ Student Workers
Stuclent Woprke

— Process Student

— CSUF Rapid Time Entry
[ Emplayee Self Service

[ Campus Community

[ Reporting Tools

ﬁ Process Student Worken)
Rrocess Student Worker:

CSUF Rapit

Step 2:

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

Enter:

1) Department

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

3) EmplID/CWID

Step 3:
Click Student Employvee Search

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

ﬂ then 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 enteryour Department and the Job Code you swant to work with.
Also enter the student EmplDCWID in the Student Search Information.

Required Information

Department:  [I 0057 Q CMS Project
Joh Code: 1870 Q Student Assistant

Student Search Information
EmplIDCWID: (2022315993

[fyou have the student's S5M, you may acquire the CWID by visiting
‘Campus-Wide [dentification web site'web page.

Student Employee Search

For additional information regarding hiring student employvees, please visit the
Centers 'Student Employvment Program’ web page.

Step 4:

The Student Search Results page
displays.
To reappoint a student worker’s

appointment, click S&lett  nextto
correct line you wish to reappoint.

EmpliD: 801389091

Name: ‘wihite, Kurtis

‘ Year: 2007 Term: SPRG Current Enrolled Units:  15.00

Select job to modify OR add a concurrent job

10057  CMS Project

Empl |Effective Effective
Red#  |Date Seguence
1

Add A Concurrent Job
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Note: To view historical estimated
start/end dates and standard hours,

click on C Uil Jol To continue

processing the reappointment click the

Student Workers - Custom Job Data History

Kurtis White EmpliD: 201363091

Empl Red Nbr: 1
First |I| 10of 1 El Last

Expected Joh Expected Job End

Date Updated By DateTime Stamp

1 08f0ziz007 0 HIR COM 0.00 [51 El 0825007 3:11AM [=]

Feturn to Search Fage link
. Gétumto Search Paée >
Save |
Step 5: Student Job Change
Enter the student's job change information and press the save button.

The Student Job Change page Name: [#hite Kurtis EmpliD; (801359051 Empl Reds: 1
dlsplays. Payroll Status: Active j

Effective Date: Last Effective Date: DB/0Z2007
Scroll to Job Data Appointment End Date: Last Appeintment End Date: 08i31/2007

Select the Action from the drop down

-

Select Reappointment.

Personal Data

Social Security #6303 DoB: 1003

Address:

City: Postal:

i

Action: E

Department: 10057 CMS Project
Job Code: 1874 Brdy Student Assistant
- Reappointment
N < Reappointment
Paosition #: 00025058 Brdg Student Assistant )
Fund: A uUnit: 541 Enterprize Computing

Step 6:

The following fields required data
entry:

«  Duration of Appointment

«  Position Number (if applicable)
« Rate Range

«  Hourly Rate

Using the drop down menu ™ enter the
Duration of Appointment for the
reappointment.

Note: The Effective Date and
Appointment End Date will populate
based upon your selection.

Using the drop down menu ™ enter the
Rate Range for the reappointment.

If the hourly rate is changing, enter the
correct hourly rate for the
reappointment. The existing hourly
rate will default. You may override it, if
necessary.

Click Save

| Mame: White kKurtis EmpliD; 201383091 Empl Rcdz: 1
Appointment Duration: | _ e~ Payroll Status: Active j
Effective Date: 07/01/2007 - 05/30/2007 Last Effective Date: nEM2n0?
Appointment End Date: |06/02L007=1% U Last Appointment End Date: 083172007

o
08/17/2006 - 01/02/2007
08/17/2006 - 0573072007

Personal Data 09/01/2006 - 01/02/2007

09/01/2006 - 05/30/2007
oo

ey

DUB. 17

Social Security #:

Address:
City: State: Postal:
Job Data
Department: 10057 CMS Project Action:  Reappointment
Job Code; 1874 Brdg Student Assistant
Position # Q0025053 Brdg Student Assistant
Fund: A unit: 541 Enterprige Computing

Compensation Data

Range 2 §7.55- $8 16 - $8.76

T
* Compensation History

Optional Division Reporting
Estimated Start Date: [ Estimated End Date: [3 Standard Hours: 0.00
} Custom Job History

Save |
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You will receive a

‘/ The Save was successiul.
message. Click Ok

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

Print the confirmation and obtain the
appropriate signature from your
department. Submit the signed
confirmation (no photocopies) to
Payroll Services.

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 7A:

Print this confirmation and obtain the
appropriate signature from your
department. Submit the signed
confirmation (no photocopies) to
Payroll Services.

Student New Hire
Save Confirmation

v The Save was successful.

From: hfultsk@calstate. edu
To: Ledyard, Lyn
Cc:

Subject:  Student Waorker Confirmation Ticket For Titan, Amanda

Attachments: T_ﬂlFULP-WDBB_SSQIE.PDF (50 KE)

|Attached i3 the Student Worker Confirmation Ticket.

K FULLERTON

Naki

Cltzen i egmbie of o aghende] depon el admmreios gul st e apnad soofemation e phobooopin &
wrell fervom

@ gyl wedions lrge = s
ol i

ke w fine chay of work Fon Reaidint

btz seni o e appeoved! Finsaa astezt Cheg Seeactal 714 17815
The studear it necakipibie ro begia wark ned be the ke bee sppraved by Faprall

WID Boz e

gl 5ot v

[FFasivs Cuin

Cerrerd Dluin

Pypeariimnr Exed Tt

sl Huza Tiian
peiikdls Haps L
Firé Hamn Ammnds
Pction FIIE
Prctizn flomasn AFT
ey Crale 1
[légmatrant A4S Poogect
(R4S Podion Mumibeer 255
| gannay FIH
[Fuercesng Unic el

Cha Cexha 12

erial Hiibe s

b Thils Sttarorr] Awteam|

Conppasonius Bua () |86 A5

Auatharized Depar et Sgnamre Diaze
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All work study student employees (job
codes 1151, 1871, 1872, 1875 or
1876) display this confirmation ticket

page.
Step 7B:

The Federal Work Study confirmation
ticket page needs three additional
pieces of information to be completed
by the department that is hiring the
student worker 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.

Allpcation,
mad comdimmar

CIIETY y can
The 1udem 5 It el ble 1-:- beu. work wntil he/she lm beeu 'm:-r-:r'.ed by '-‘ur-:]l

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

Pusition Title:

*Lrudenty can ebiin FWE award myfermadion by visiting Tham Online
CWID EO8060236
[Emapl Rod = 1

[Effective Date 1222007
Current Diate L2007
JAppommeent End Date 5312006
[Last Namse Titzn

Peliddle Mams

[First Mame Angela
|Acton HIF.

|Action Feason CON
[Ceparment Code 10057
[Deparment S Project
U5 Position MNumber 000268746
|Azency 41
[Feporting Unit 1

Clnss Code 1871

Serinl Mumbar 073

oz Title Sudrt Troee, On-Crps Wik Stdy
[Compensation Plate (hr)  |58.35

You have successfully processed a reappointment for a student worker.
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