Business Process Guide
Student Worker Hire 9.0

Processing Steps

Screen Shots

Step 1:

Navigate to the correct page:
Menu > CSUF HR > Student
Workers > Process Student
Workers.

You may navigate to the
appropriate link using the menu list
on the left or the menu navigation at
the top of the page.

Favorites | Main Menu
- : -

Personalize S2arch Menu: ®
o | N-
Search: 1 sy s Baseline 3
- 1 CSUFHR
DMy FaVOrl ) Ejjerton sa Customizatio, =3 Custom Setup '
I CSUSAE M s . (3 HR Inguire 3
I CSUF HE elf Service
. 3 Student Workers
[> Fullerton [ Campus Community : Report R
[ Self Sanvi el 3 Employee Self Service = 1 Reports
b Campus E :quIEUUHn;:Sanagement o LD |=] Custom Job Data Search
[> Curriculul et Up ™ Position Wizard |5] Process Student Wworkers |
b GetUp HF (3 Set Up SACR
> SetUp 8¢ [ Reporting Tools 4
EEEWF'?E 3 PeopleTools 3
eopleTo
—Chaﬁ;en |j Change My Password
— Wy Persal |j My Personalizations
~ iy Syster ] My System Profile
= My DIctiot = wy pictionary

Step 2:

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

Enter:
e Department

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

e EmplID/CWID

If you do not know the
department number or job code,
click the magnifying glass icon

( 3') then Look Up.

Student Employee Search

Please enter yaur Department and the Job Code you want to wark with.
Also enter the student EmplIDICWID in the Student Search Information.

foos7 Q
1870 Q

Student Search Information
EmplIDVCWID:  |802231593

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

Department: CMS Project

Job Code: Student Assistant

Student Employee Search

For additional information regarding hiring student employees, please visitthe Career
Centers 'Student Employment Program'web page.
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Step 2a:

If you do not know the EmplID,
otherwise known as CWID, you can
locate the number by clicking on
‘Campus-Wide Identification web
site’.

EmpliDVCWID: 802231593

[fyou have the student's S5R, you may acquire the CWID by visiting
‘Campus-Wide Identification weh site'web page.

Student Employee Search

Student Search Information

Centers 'Student Employvment Pradram' web page.

For additional infarmation regarding hiring student emplovees, please visitthe Career

Step 2b:

Enter the Social Security Number
along with the Last Name of the
student that you are searching for.

Click Campus-Wide ID.

CSUF Campus Wide ID

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

Enter Last Name:

IEirewer

Ress

Step 2c:

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

CSUF Campus Wide 1D

+*Enter Social S8ecurity Number (No Hyphen): ||

800001778

Enter Last Name:

Campus Wide ID is:

Click here to print your CWID.

*Many alumni who graduated hetween 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. vou
will need to give them your Social Security Mumber to verify your identity.
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Step 3:

Once you have entered the
student’s EmplID, click Student
Employee Search.

Student Search Information
EmpliDVCWID: 802231593

[fyou have the student's S5R, you may acquire the CWID by visiting
‘Campus-Wide Identification weh site'web page.

Student Employee Search

For additional infarmation regarding hiring student emplovees, please visitthe Career
Centers 'Student Employvment Pradram' web page.

Step 4:

Review the student’s personal data
to confirm that this is the employee
that you wish to hire.

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).

| Emgdil; 803231993 Hame:  Titan, Armanda M

Vi : 2006 Teinic

noB: [

i 51 Moz Wickdle Manwe: M

Last Hame: Haame Sl

Aililnags: T T IR R PP LT )

Citye darden Cenove Stalles Postal Code;

‘Social Secunity Numbaer (55M) Conlirmation

Please confinm thal this is e comec] Sb.llﬂEl'lth"‘Er'ﬂﬁril‘lg e SSH
(N yphens)

w
Be sure to review the student’s Current Enrolled Units (circled

above) to ensure the student is enrolled in the correct number of
units forthe job code you are hiring them into.

Step 4a:

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.

You have salected a record that has an invalid social secwrity KEOO00000(
(31000, 1655)

Sacial security number is considered invalid when it begins with one of the
fallowing values:

it}
666
998
L

Plaase 1l out & Studend Hire form and submit the formn bo Pagrol for
PIOCRSEING.
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Step 5:
Once you have verified the
information for the student, you can

Student New Hire

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

process the appointment in CMS. ‘ Name; TitanAmanda EmpliD; 802231993 Empl Reds: |°
Appoirtment Duration:; | 11/0372007 060222007 =]

Using the drop down menu, enter Ffective Date: [D1ia2007 - 0212007

. . .. Last Effective Date: 06/03/2006 - 08/31/2006 nd Date;  |0B/02r2007
the duration of appointment. This is USm007 - 0373112007
the timeframe for which you are D31 2006 - 1241 612006
L. Social Security = 70800142007 - 124 B/2007 I

appointing the student. -

City: Garden Grove State: A Postal: |92845-2935
L J
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.

Step 6:

. Student New Hire

Under Compensation Data, use the

drop dOWn menu tO Choose the rate Enbir tha shudénd's rew hige indarmation and press e sa-e Bulian

range | (YRS Eiraslle Firgdl =
Appoirnmeit (uration: | 08010006 - o102007 1=l
EMective (e

sttt End Dt

Sockl Secmy e D0E:

hddigae. @ T oo

(% "4 Slate Fowtat
Degariiii: 10057 M5 Projedd

Bah Code: 1870 Studanl Assistan

Posiion ¥ DD IS680 Stozanl Asgiang

Famvkt: Uit Ertarprise Compuling

Esiinaded Stk Dafe: "

field.

Estinan e Ensl D " Shamvlar o Howm s [l
» Ciswiem Job Heslary
Rasum o Basrch Rusy B |
Step 7: Cerrgnaalion Dala
Enter the actual hourly rate of the RueRagt  [Fange S HTTT SRS 0TR 7 i R
appointment in the Hourly Rate

e |
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Step 8 (Optional):

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

e Estimated Start Date
e Estimated End Date
e Standard Hours

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

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

b Estimated End Date:

Estimated Start Date: W Standand Hows: 0.00

* Custom Job History

Optional Daision Reporting

| El

Estimated Start Date:
{ ¥ Custom Job History

Step 9:

Once you have entered and
confirmed all fields are filled out
correctly, click Save.

Student New Hire

Eraar T RSHNTE hiw hink R0 B0 Bfed (2o i M 5o tnion

Houne g y; Pogd Head=;
Apraiiftinead Daa alisi |':'J-'Z‘||2Wb- [REFFLTH _"J

Ef et Dviec

Appeainiend End Duats:

Sockal Beciniy = e

LON EEES

Ry v SRalks Pedital

heppadTiviset; 10057 GME Frojed

Job Code: 1570 Eaudent Assislant

Poaiion = DogEtEa SRudent ALyt

Fuvik k Lt Erdimperie Compuiing
RaleFange: | Fange 3 §8.30- 58036 510,33 =] e by Frabe:

OSASZ007 [y

* Cismloam Job Hewlory

Estinabed 511 Duabe: Estinabed el Dage: 11020007 Seafiel o Hisim s 15

Frarhure §2 Sdatch Fasuld
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Step 10:

You will receive a confirmation
message that the save was
successful. Click OK.

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

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.

Student Mew Hire
Save Confirmation

b The Save was successil.

Frarm: hfulkshi@calstate, edu
To: Ledward, Lyn
Cc

Subject:  Student Morker Confirmation Ticket For Tikan, Amanda

Atkachments: T_‘ FIULAYWO3E_5586,POF (50 KE)

Attached iz the 3tudent Worker Confirmation Ticket.

Step 10a:

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

K FULLERTON

confrmation (e phofoccqen | &

Cizen [ha sgmahae of tha mehonzed depainest sdninrisior el s e agred
avall Aerviom

1 e anploymient o be approeved. Ploass comtazd Cheg Seeeat ul 114 275-557] for informalin
ibiw to begin work nesl be'the R b sppeaved By Faprell

CWID B2
el Rod B f'l
Fifactva Dl 1/ArMn]

Crarrorst Dule | [pa i G
frppeanirrers End Dt L0

sl Muren Tilan
bdikd ke Mame b
Firet Hame Anmards
Pction HIR
A cticn Resmon AFT
[Depuetrat Coda 100ET
[Cequainant CBAE Progect

A5 Positzm Hiuznber (3 (250
A ey Mz
Jimponsing Unit E

“hn Crxla 1870

erial Humber i

b Tiile Skl Aminisni

o perios Rute () |85

Anithar ized Dhwponr fomeer Sgmarars B
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Step 10b:

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.

The student i not elig

Tt ULLLRION

EE!III'II:H' ﬁtlldﬂll IIf.QI:EIBD' on:

Federal Work Study (FW5) Allocation®:

Award Year:

Position Tiile:

*Lrudents con obiain FWE award myfermarion by visiting Tiran Online

CWID 208060256
[Erpl Rcd = 1

[Effactive Diate 1222007
Cuarrent Date 1222007
Appommment End Date H3 12006
[Last MName Titan
Peliddle Mama

[First Mame Angzla
Acton HIR

Action Faason COoM
[Cieparment Code 10057
[Deparmment VS Progect
TS Position INumber 00026876

A gency 142
[Fieporting Unit 41

Class Code 1871

Serial Wunthar o75

Toi Title Sudnt Tmes, Cn-Crops Wik Sedy
[Compensation Bate (hr)  [5B.35
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Step 11:

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.

TALIFOR A ST AE DRIV ERSII T FUCLERI O
Sredest Emplovmest Applicaties

Enamnal Sacs

Vanet Suitesnis Ties Fetrara Munet OWID SOSER
Pl Aol BE1 Y Wiy Cillnge Bie) bplon (lems 8 ERAR WG

el —— i L U Bl Adle
. T e b sy L s o g i

T T e Sy S Sy o sy S—
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W,
JEEEEY
“impea ol sbwl
la Tnamaling) glkice carcl [ [— [T — j— j— Wil Snalasm
is [y
[ ‘adyn =d Farygh ey
Pk Tk Sy Fag, () Pl &
Crbmrmmn Jigaraion Tl
owi paricomed
Esskcm b mswg,
[T e p— -
i Brglarer ‘aiam =l Forggd e
P Tk S Fagn End Phawss
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Sy ot st (K| larp et
JEEESIEN
ey iy i Fhema &
L [Rere— [T a— [ —
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