Student Worker Custom Job ] L Business Process Guide
Data 8.9

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

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.

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

Process Frequency: Ad hoc.

Step 1:
[ My F avorites ) ;I M&in Menu = C5 %=
Navigate to the correct page: [ C5U 5A Baszeline
= CEUF HR ﬁ Student Workers
Home > CSUF HR > Student L FTF Student YWorke
Workers > Custom Job Data [+ Custom Setup ﬂ
Search [* HRE Repors E Custom Job Data Searc
[* HR Custom Processes ST eakara-Srett Job Deta Sear
Note: You may navigate to the : R lnql’”
. . . * Student Workers
appropriate link using the menu b Re
list on the left or the link in the CTustom Job Data Searckb
body of the page. —Procs

The Student Job Data search

page appears. Student Workers - Custom Job Data Search

Step 2: Please enter one or more values inthe search paramenters below and click on
) ) ) Search.

Click Search to view the list of

Student CWID/EMPLID numbers From your search results, click on the Select button far the record you wish to

available to you. wigw.

Or if you know the student’s Search Parameters

CWID/EMPLID number you can

enter it and click Search. EmpliD: I

Empl Rcads:

First Name: |
Last Name: |
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Step 2A:

Click on the appropriate
CWID/EMPLID from the list.

Note: Depending upon the
number of CWID/EMPLID
displayed you may have to use the
arrow button L®| to navigate
through the pages.

Student Workers - Custom Job Data Search

Flease enter ane or more values in the search paramenters below and click on Search.

Fram your search results, click on the Select buttan for the recaord you wish to view.

Search Parameters

EmpliD: [

Empl Red# ’_

FirstName: |

Last Name: | Search |

Job Code |Hame

1870 Titan, Annie

Empl Rcd#
1

1 800255507 10057

The Student Custom Job Data
History page appears.

Step 3:

To make changes that occur prior
to the start of the expected start
date, modify any of the following
fields:

® Standard Hours,
® Expected Job Start Date, or
e EmplID (CWID)

Click 58| ,¢ update the

information.

Student Workers - Custom Job Data History

802531280 Empl Rcd Nbr: o

First 1| 1af 1 [#

Annie Titan

& =]

U dated By

1 ORMZ/2007 051607 8:26AM

Return to Search Page!

Step 4:

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

A new row appears.

Student Workers - Custom Job Data History

Annie Titan EmplRcd Nbr: 1

First El 12 af 2 IE Last

Expected Job Expected JobEnd |, , By
ected Job mﬂ::hd Job Ens IT—

DateTime Stamp
Start Date DateTime Stam|

=P | 1 06172007 IHR  CON 0.00 El 5 LLEDYARD nsr25i07 1000 Y
2 0B/01/2007 1HIR  cON | 2000 07082007 [ p@i252007 [ LLEDYARD DS/ZSI07 1 0:094M =

Return to Search Page

Save
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Step 4a:

Enter information into the following
fields:

® Standard Hours,
® Expected Job Start Date, or
® EmplID (CWID)

Click il to complete

the transaction.

Student Workers - Custom Job Data History

Annie Titan

1 06/01/2007
2 0B/0172007

Standard |Expected Job

15.00 |06/22i2007

EmpliD: 802581280

Expected Job End
Date

2/26/2007  [54] LLEDYARD

Up Isted By

1HR  con ||

20.00 |U?IEIS.'2EIU? 2/26/2007  [5] LLEDYARD

Empl Red Nbr:
First L 2

DateTime Stamp

05/25(07 10:094M =]
05/25(07 10:094M =

Coave )

Step 5:
Deleting a row of data.

You may also delete a transaction
by using the (=] button.

Student Workers - Custom Job Data History

Annie Titan

1 0B/01/2007
2 0RI012007

EmpliD: 502561280

Expected Job Expected Job End

Date Updated By

8i25/2007  [z] LLEDYARD

1THR  con |

20.00 |D?J’DSJQDD? E] |DSJQSIZDD? [; LLEDYARD

Empl Rcd Nbr:

DateTime Stamp

05/25/07 10:09AM [=]
05i25/07 10:08AM li:'

Step 5a:
Warning Message — You must
confirm you want to delete the

selected row.

Click = @ to continue.

The transaction will no longer
appear on the page.

Click ﬂl to continue.

Delete row

Student Workers - Custom Job Data History

Annie Titan

Empl Rcd Nbr: u]

| Last

& =]

First [

10of 1

DateTime Stamp

0SAB0T 8:26AM

Save |

You have successful updated Student Worker Custom Job Data.

CSUF Date Last Revised: 06/11/2007

Page 3 of 3




