Business Process Guide
Student Worker Job Data Changes 9.0

©

Effective 5/31/12, appointment processing for Instructional Student Assistants (ISA) has been moved to the Temp
Faculty module. Contact Faculty Affairs & Records for more information.
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Process a Pay Change for
a Student Worker

1

& If the pay rate change is
effective on the date of
reappointment, process the
reappointment at the higher rate of
pay.

Step 1:

Navigate to the correct page:
Main 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 screen.

Fa\fovr'rtes MainvMenu
Personalize S€arch Menu- @
ens E
Si h:
22T 5 csu sA Baseline >
- L1 CSUFHR
DMy PO~ Flerton SA Customizatio £ Custom Setup '
b CEU SR 0 s : [d HR Inquire »
> CSUF HE elf Service
. [ Student Workers
[> Fullerton 3 Campus Community : 7 Reports .
I SelfSend 3 curiculum M t 1 Employee Self Service p
[> Campus umaulum Managemen 3 LCD |j Custom Job Data Search
b Curriculyy — 58t Up HRMS £3 Position Wizard | =] Process Student Workers |
[> SetUp HF [ Set Up SACR
[ SetUp 84 (3 Reporting Toolks »
Esepoln'$§ 2 PeopleTools »
eopleTo
—Chaﬁ;en |j Change My Password
— Wty Persol |j My Personalizations
— My Syster [5] My System Profile %
= My DIEiot = wy pictionary

Last Revised: 08/06/12

Page 1 of 14
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Processing Steps Screen Shots
Step 2. Student Employee Search

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

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

Required Information

Enter:
e Department Department:  [10057 Q CMS Project
e Job Code (1868, 1870, 1871,
1872, 1874, 1875 or 1876) Job Code: 1870 Q Student Assistant

o EmplID/CWID

Student Search Information

If you do not know the EmpliID/CWID: 202231933
department number or job code,

click the magnifying glass icon

( gl) then Look Up.

[fyau have the student's S5/, you may acquire the CWID by visiting
‘Campus-Wide ldentification weh site'web page.

Student Employee Search

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

Step 2a:
28D 23 Student Search Information

If you do not know the EmplID,

otherwise known as CWID, you can EmplD/CWID: 202231893

locate the number by clicking on

‘Campus-Wide Identification web Ifyvou have the student's SSM, you may acquire the CWID by visiting
site’. ‘Campus-Wide ldentification weh site'web page.

Student Employee Search

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

e

Step 2c:

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

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 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.

Step 3:

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

EmpliDVCWID: 202231593

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

Student Employee Search

Student Search Information

For additional infarmation regarding hiring student employees, please visitthe Career

Centers 'Student Employment Proaram'web paoe.
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Step 4:

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

To make a pay change, click Select
next to the student workers
appointment that you wish to
change.

To view historical estimated
start/end dates and standard hours,
click on Custom Job.

Empllr 501 38501
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Step 5:
Scroll to Job Data.

Select the Action from the drop-
down menu.

Select Pay Change.
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Step 6:

The following fields required data
entry:

o Effective Date

e Rate Range

e Hourly Rate

Using the drop-down menu 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 menu to enter
the new Rate Range.

Enter the new Hourly Rate for the
student.

Click Save.

gt ol Tl Ao e

[Effective Date Lat Effective Date:

Appoistrent End Do W} Lt Appolmtment End Dale: ]
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DSDLZD0T
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OTELEDDT
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Estimnafo-d S8ani Dusbe:

Save |

Estinaded End Do Stouidam o Heoim s

Betum to Search Results

Step 7:

You will receive a THE SAVE WAS
SUCCESSFUL message. Click
OK.

Student Mew Hire
Save Confirmation

" The Save was successfil.
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Step 7:

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

Print the confirmation and obtain
the appropriate signature from your
department. Send a copy of the
signed confirmation to Payroll
Services.

Depending on the type of
student worker you hire, two
different confirmation ticket pages
display.

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

Atkachments: 7__* FLI

Frarm; hfultst@calstate, edu

To; Ledyard, Lyn

e

Subject:  Student Warker Confirmation Tickek For Tikan, &manda

LAWOSE_5592.PDF (80 KE)

httached iz the Student Worker Confirmation Ticket.

Step 7a:

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

CALIFORMIA STATE UNIVERSITY

FULLERTON

d department adminis

worl until he/she has been approved by Payroll.

Student Worker Confirmation Ticket and Appointment Notification

he signed confirmation (no phetocopies) to Payroll

0 (phons
ion befora
ible to begin

CWID 894338664
Empl Red # a

Effective Date 5/31/2012
Curvent Date 8/6/2012

A ppointment End Date 8/3012012
Last Name Titan
Middle Name M

First Name Amanda

A ction HIR — Hue
Action Reason APT - APT
Der Code 10008

Des IT-Administration
CMS Position Number 00024957

A zency 242
Reporting Unit 531

Claz: Code 1874

Serial Humber 003

Jab Title

Brdg Stdnt Asst

Compensation Rate (hr)

§9.50

Authorized Department Signature Date
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Step 7b:

(job codes 1871, 1872, 1875 or
1876) display this confirmation
ticket page.

The Federal Work Study
confirmation ticket page needs
three additional pieces of

worker before submitting to
Financial Aid.

2. Award Year
3. Position Title

a copy of the signed confirmation

All work study student employees

information to be completed by the
department that is hiring the student

1. Federal Work Study Allocation

Once this information is completed,

must be send to Payroll Services.

Award Year:

CALTFORMIA STATE UNTVERSITY

FULLERTON

Student Worker Confirmation Ticket and Appointment Notification

o the signature of the authorizad department administrator and subm

Required Student [uf .
Federal Work Study (FW%) Allocation™:

it the signed confirmation (no phetocopies) to Payroll

Position Title:

Office Contact:

Supervizor Name:

CWID §93840783
Empl Bed # 0

Effactive Date 5/31/2012
Current Date 8/6/2012
Appointment End Date §/30/2012
Last Name Titan
MMiddle Name

First Name Angsla
Action HIF. — Hue
Action Reason APT - APT
Department Code 10118

Department Financial Aid

CMS Position Number 00025175

A zency 242

Feporting Unit 585

Clazz Code 1875

Serial Number 003

Job Title Brdg Stdnt Trainee On-Cmps W5

Compensation Rate (/hr)

§9.50
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Reappoint a Student Favorites ”:Lﬁ”:
Personalize enu-
Worker | ® |
_p_Ste- L Search: ) coy s Baseline >
Navigate to the correct page: 7 CSUF HR
. [+ My Favaril - .. [1 Custom Set 3
Main Menu > CSUF HR > Student bosugaE ) Fulerton SA Customaatio — % R »
Workers > Process Student b C8UF HR 1 Self Service (] Student Workers
[> Fullerton 3 Campus Community 1 Ermployee Sef Service £ Reports »
m Egz':ﬂiir:' 3 Curriculum Management 0 Lo 5] custom Job Data Search
¢ [ Curriculn E z:t EE :':zl: 3 Position Wizard | =] Process Student Workers |
. [ Set Up HE
Y_ou may nayngate to the _ b Setlp 8 (1 Reporting Tools N
appropriate link using the menu list Esepolﬂigﬁ 3 PeopleToolks 4
. . eoplela
on the left or the menu navigation at | || changen = Change My Password
the top of the screen. - MyFerso) [E] My Personalzatons
- iy Syster [5] My System Profile Q
= My Dictior [5] My Dictionary

Step 2:
Once you have selected Process Student Employee Search

Student Workers you will be

prompted to search for the student Please enter your Depattment and the Job Code yau want to work with.
you are appointing. Also enter the student EmpliIDICWID in the Student Search Informatian.
Enter: Required Information
e Department
Department:  [10057 Q ChS Project
e Job Code (1868, 1870, 1871,
1872, 1874, 1875 or 1876) Job Code: 1870 Q Student Assistant
e EmplID/CWID
Student Search Information
If you do not knqw the EmpliD/CWID: 302231933
department number or job code,
click the magnifying glass icon Ifyvou have the student's 35K, you may acquire the CWID by visiting

‘Campus-Wide Identification weh site' web page.

( E‘) then Look Up.

Student Employee Search

Far additional infarmation regarding hiring student emplovees, please visitthe Career
Centers 'Student Emploviment 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.

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 4:

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

To reappoint, click Select next to
the student worker’s record that you
wish to reappoint.

To view historical estimated
start/end dates and standard hours,
click on Custom Job.

Empllr 501 38501 W e, Kune

Fem; ST Teme  SFRE Cumysnd Eraollsd Ulin;  ©9 ]

A & Conwunend x.b__|

Step 5:
Scroll to Job Data.

Select the Action from the drop-
down menu.

Select reappointment.

Student Job Change

Enler e students job change isformaton and press he save bullon

Jobr Codes
Posfiam &

1874
00025058

Birdg Shidant Assisland

Brdg Stugent Assisiam

Famwit Lt Enteiprise Computing

Mami: Enagllllc & Farigl Rl
Pl Statis L] =
EMection Dute: Lasd Effecites Dale:
Approtinaid End [hats Laved Appoiitiverd Ered Duate:
Personal Daia
Socid Secmpy =z (W8 ;4
Bk s
(8 4 e Fosiat

Dmaﬁmrr 10057 M Progie Action: | E|
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SteQ 6: | Macns: Vit it Einpilk | gl R

The following fields required data 3 ' = '_ — §
entry Appoliiimest nm atioi: | Prinynoll %1y Acthen j

Effectiem Dol Lk EF octhe Dot

100 CHIOT - OEC0T

Appottmend Ered Date; | DX Pty
DR TRH06 - 01T

e Position Number (if applicable) — ] Tt
[EIEETETN 1006 - 0102007 }_

e Duration of Appointment

Larst Appoktmesnt Ensl [t

e Rate Range g | OWOII006 - DSEVI00T
Saclk Secinly & TR
e Hourly Rate Addass:
Cme SHale: Postat
i obpofs |
Using the drop down menu enter
the Duration of Appointment for Department: 10057 £ Profect RORAS~ Mibsporio ot
the reappointment it S 1474 Brisp Saudent Assislant

Posiilan 5 505 Brag Enuant AR tistan
Famet e

Uit b Erfarprae Computing

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

* Compensation story

pticral (nasicn FAepoiling

Estimated Start Duatec =, [Estimmated End D C Stanwlan il Hiouw 5: o.oD
Using the drop down menu enter T
the Rate Range for the
reappointment. Save |

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.
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Step 7:
You will receive a confirmation
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.

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

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

Student New Hire
Save Confirmation

~ The Save was successiul

From: hfultst@calstate, edu
To: Ledward, Lyn
aly

Subject:  Student Worker Confirmation Ticket For Tikan,&manda

Attachments: 2= FLULAWOSE_5592 FOF (50 KB)

httached iz the Student Worker Confirwmation Ticket.
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Step 7a:

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

CALIFORNIA STATE UNIVERSITY

FULLERTON

ture of the authonzed department adminastr;

dent is required to sign in with Payroll Services, pleas

Student Worker Confirmation Ticket and Appointment Notification

oof

and submut the signed confirmation (no photocopies) to Payroll

£ wan

x on
ase contact Gregz Sweet at 6
een approved by Payroll

. The student is not eligible to begin

CWID 894338664

Empl Red # 0

Effective Date 5/3172012

Current Date 8/6/2012

Appointment End Date 8/3012012

Last Name Titan

Middle Name M

First Name Amanda

Action HIR — Hire

A ction Reason APT - APT

Department Code 10008

[Department IT-Admmstration

CMS Position Number 00024957

A zency 242

Reparting Unit 531

Class Code 1874

Serial Number 003

Job Title Brdg Stdnt Asst

Compensation Rate (/hr) 59.50
Authorized Department Signature Date
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Step 7b:

(job codes 1871, 1872, 1875 or
1876) display this confirmation
ticket page.

The Federal Work Study
confirmation ticket page needs
three additional pieces of

worker before submitting to
Financial Aid.

2. Award Year
3. Position Title

a copy of the signed confirmation

All work study student employees

information to be completed by the
department that is hiring the student

1. Federal Work Study Allocation

Once this information is completed,

must be send to Payroll Services.

Award Year:

CALTFORMIA STATE UNTVERSITY

FULLERTON

Student Worker Confirmation Ticket and Appointment Notification

o the signature of the authorizad department administrator and subm

Required Student [uf .
Federal Work Study (FW%) Allocation™:

it the signed confirmation (no phetocopies) to Payroll

Position Title:

Office Contact:

Supervizor Name:

CWID §93840783
Empl Bed # 0

Effactive Date 5/31/2012
Current Date 8/6/2012
Appointment End Date §/30/2012
Last Name Titan
MMiddle Name

First Name Angsla
Action HIF. — Hue
Action Reason APT - APT
Department Code 10118

Department Financial Aid

CMS Position Number 00025175

A zency 242

Feporting Unit 585

Clazz Code 1875

Serial Number 003

Job Title Brdg Stdnt Trainee On-Cmps W5

Compensation Rate (/hr)

§9.50
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