Student Worker Reprinting a e Business Process Guide
Confirmation Ticket 8.9

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

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.

Step 1: aeEC AL ST ATE

Step L: LR e T ——————— |
Navigate to the correct page:
I~ CSUF HR Main Menu = CEUF HR = Studert

> HR Inguire
Home > CSUF HR > Student = Studentiorkers

e
Workers > Reports > Student ~ Studant Worker
Worker Confirmation qrfirmation
— Student Time Sheet
(CD048)

Note: You may navigate to the — Process Student
Workers

appropriate link using the menu — CBUF Rapid Time Entry
list on the left or the link in the T o

body of the page.

E Student Time Shy
Studert Time Sheet

The Student Worker Confirmation

PoasTRE A,
PeopleSoft.

Step 2:

Student Worker Confirmation
Enter any inforrmation you have and click Search. Leave fields blank for a list of all values.

Run Control ID identifies
specific run control settings for
a specific report or process.

A Run Control ID must exist in
order to run a CMS report or
process.

Find an Existing Value Add a Mews Value

Search by: Run Control ID hegins with

™ case Sensitive

Click Search to see what run
controls you have available to Search | Advanced Search

you.
Find an Existing Walue Nadd a Mew Yalue

If this if your first time running
the report, click Add a New
Value..
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Step 2A:

Add a Run Control ID

You can give it any name you
want as long as you understand it.
You cannot use spaces; use
underscore ( _ ) instead.

Click Add

.

Student Worker Confirmation

PeopleSoft.

Add a New Value

Eind an E

Run Comntrol 1D: |C|:|nﬂrrn atin:un_Ticke’d

Add D

Find an Existing Walue | Add a Mew Value

The Student Worker Confirmation
process page appears.

Step 3:

One or more of the following
criteria must be entered to search
in CMS.

® Dept ID and/or,
® Job Code and/or,
® EmplID (CWID)

Click 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 =2arch

Find the student worker you wish
to reprint the confirmation ticket
and click Zl2tt next to that
student worker’s line.

Once all three fields are complete,
click Fun.

Report Request Parameter(s)

CMS Project

Student Assistant

Clear | Search I

1. Enter one or more of the following fields to obtain a list of Job Data for Student Workers:
e Dept ID andior,
s Job Code andior,
« EmplID (CWID}
2. Click onthe Search button. Note: The more intformation you enter, the more accurate your refurtt resufts,
3. Find the student worker you wish to reprint the confirmation ticket and click Select next to that student worker's line of data.
4. Click on the Run button.

First (4 110 of 10 [ Last

Student Employee Confirmation Search Result

802231993 0 0173152007 10057 1870 PAY SPC 58,

§8.85 GSelect
§7.50 Select

PeopleSoft,

Student Worker Confirmation
Report Manager Process Hunilur
Language:

Run Control D Confirmation_Ticket
Report Request Parameter(s)

1 Amanda Titan

2 Angela Titan 808060256 0 0132007 10057 1870 HIR APT

3 Aubrey Titan 802835512 0 0132007 10057 1870 DTA APT

English o]

‘DeptiD; 10057 Q CMS Project

Job Code: 1870 O Student Assistant

EmpiD: 802231993 U TitanAmandaM
Clear | Search

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 inore accurate your returt results,
3. Find the student worker you wish to reprint the confirmation ticket and click Select next to that student worker’s line of data.
4. Click on the Run button.

Student Employee Confirmation Search Resuft ize | Finy First 14 1.10 of 10 (¥ Last]

$875 I Select I

1 Amanda Titan 802231893 0 01/31/2007 10057 1870 PAY SPC
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The Process Schedule Request
page appears.

Step 4:

Complete the following fields:
Server Name=PSNT

Type = Web

Format = PDF

Leave all other fields as is.

PeopleSoft.

Process Scheduler Request

User ID: lledyard_sw Run Control ID: Confirmation_Ticket

Server Name: Run Date: 0142952007 E

Recurrence; Run Time: 22T11PM Resetto Current Date/Time |
Time Zone: Q

I FULAWOSE

FULAWOEB Crystal Weh FDF Distribution

Ok | Cancel |

Step 5:

For troubleshooting purposes, you

must specify the “Distribution”
information.

Click on the PAStMBUton

PeopleSoft,

Process Scheduler Request

User ID: lledyard_sw Run Control ID: Confirmation_Ticket

Server Name: SN Run Date: 01/29/2007 E

Recurrence: 'I Run Time: 22T11PM Resetto Current Date/Time |
Time Zone: Q

Process List

Note: This step must be ¥ FULAWOEB FULAWDES Crystal Web PDF
completed only once per report.
Ok | Cancel |
Step 6: Distribution Detail
The Distribution Detail page Process Name: FULTLO0Z
appears. Process Type:  SQR Report
Folder Name: | j

Click on the button to add a
new row.

Distribute To

L FDE]

[user | |z92248626

Step 7:

In the new row, complete the
following fields:

- ID Type: Role
- Distribution ID: FS HR

Q

Then click the look up icon ™.

Distribution Detail

Process Name: FULTLOOZ
Process Type: S0R Report
Folder Name: | j

Distribute To

*Distribution 1D

|User
|R|:|Ie

| |s92248626

RLERG [ =
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Step 8: Look Up Distribution ID
The Distribution ID look up page Search by: [Distribution 1D 7] begins with F5 HR

appears.

Click on the link
|FS HEReport Distribution List

Look Up | Cancel |Advanced Lookup

Search Results

e ol First [] 1ot ] Last
Description
IFS HREReport Distriboation LispHR Report Distribotion List

Distribution 1D

Step 9:

Verify the Distribution Detail page
for accuracy.

Once complete, click ok |,

Distribution Detail

Process Name: FULTLOOZ

Process Type: S0R Report

Folder Name: | ﬂ

Distribute To

1D Type *Distribution ID

[user =] [sa2248625 Q [ [=]
[Role | F5 HRReport Distribution List Q [# [=

Email Subject: Email With Log | Email Web Report O

Message Text:

Email Address List:

( Ok, |) Cancel I

The Student Worker Confirmation
page appears with a Process
Instance number.

This is a confirmation number that
the process is being processed.

Step 10:

PeopleSoft. ~

Student Worker Confirmation
Run Control ID:  Confirmation_Ticket < Feport Manager —Pracess Monitor |70
Language: IEninsh | Brocess Instance:s70

Report Request Parameter(s)

After you have initiated the Depti: [100s7 @ CMS Project

process you can check the status

and view the attendance reports COE03 (L Student Assistant

by clicking Report Manager. EmpliD: 802231983  |@ Titan Amanda M
fad | ¥ I o vk I
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The Report Manager page PeopleSOft; _

appears.

Step 10A:

If the report name does not appear

in a hyperlink (i.e. ELA&SN058) the UseriD: lledyard_sw Type: | “Jrast: | 1[Daws -

process has not finished. Click Status: | =l Folder:| | mstance: to:

| Fefresh )

Refresh to update the status of Report List o 0 B st o1 )
th.e pro;ess. You may hgve to ’Fp,,, ’ﬁh st DaterTime |Format ’f
click this button several times - Instance
before the process is Posted. r 3|72 5702 ULAWDSE! sl ’(“‘f;%%at Posted  Defails
When the status Posted appears
next to the process you initiated,
you can click the Report name
FULANISE o access the report.
et C AL O STATE
The Student Worker Confirmation mm FU LLERTON
Ticket and Appointment Student Worker Confirmation Ticket and Appointment Notification

Notification page appears in a new
window.

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

The student is ot eligible 10 be-ul work until he $|I.E has been annrmed by '-‘:uru]l

All student employees (job codes i‘:‘:rf;;‘::“hﬂ' (FWS) Allocation™:
1150, 1868, 1870, or 1874) Position Ttle:
display this confirmation ticket *Smudenss can obeain FWS avward ffsrmation by visiting Tian Onling
page. CWID 598060256
[Erpl Bed = 1
. [Effactve Date 12272007
M Cuarrent Date L2007
. ) . X ) Wppomment End Data 33172008
Print this confirmation and obtain A— —
the appropriate signature from Middle Mame
your department. [First Name Angela
|Action HIR
The student must bring a copy photion Reason sl
of this confirmation if required E”Pm””de c:f; —
to sign in with Payroll Services. | Grarms D:E'Qf::’;“
lAgency pEN
[Beporting Unit 1
Class Coda 1871
Serial Numdbar 673
Vel Titla Sudnt Tmee, Cn-Cmps Wik Sudy
[Compensation Rate (hr)  |5B.35

CSUF Date Last Revised: 06/25/08 Page 5 of 6




Student Worker Reprinting a SAES Business Process Guide
Confirmation Ticket 8.9 I I
CMS
FULLERTON
e C A | 5T AT E
AII work study student employees m& I U LLt l{’l‘ON
(job codes 1151_’ 1871, 1,872‘ Student Worker Confirmation Ticket and Appointment Notification
1875 or 1876) display this —
confirmation ticket page. ;;Jim _|j;;,.;. apiss) 1o F._-
Step 11B:
The Federal Work Study e y
. . . Ille 1u-:|er:|t s mat el ble ter I:-eu 1.1:-rl il lLe S-llr |.l"|$ beeu approv ed :- '-‘1\ roll.
confirmation ticket page needs
three additional pieces of Eequired Student Information:
information to be completed by the Federal Work Study (FWS) Allocation®:
department that is hiring the Award Year:
student before Smeming to E;l:‘::r;r:z:;a!lmin FWE award mjfermarion by visiting Tiaan Online
Financial Aid.
CWID £08060256
1. Federal Work Study Allocation Frapl Rod = !
2 Award Year [Effactive Date 2 3[03
3. Position Title e Dare Sl
Appomment End Date 53172006
Once this information is Lﬂ_s_-' :“I_E T
. Peliddle Mams
completeq, a copy of the signed ——— Anzehn
confirmation must be send to - .
. |Action HIR.
Payroll Services. PP——— o
[Deparment Code 10057
[Dieparment S Project
"M Position Wumber | 00026876
|Ag=ncy 42
[Feporting Unit 4l
Clazs Code 1871
zrial Mumbar 073
lloly Title Sudnt Tmee, Co-Crps Wik Sndy
[Compensaton Rate (hr)  [58.35
|Claes Code 1871
IFob Title Sedot Treee Co-Cozpe Wik Stdy
Sectal Mumbes 573
[Compecsatice Rarg {/hr) £2.05
Authorized Deparrment Signarure E o

You have successfully reprinted a Student Worker Confirmation Ticket.
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