Student Employment Services — Hourly Compensation

PROCESS OVERVIEW

The purpose of this reference guide is to provide instructions on how to hire students with
hourly compensation. This document is set up according to the various tasks that may be
performed when using Student E-Hire through Manager Self Service.

Begin at the bgsu.edu home page

Click MyBGSU

Enter Username and Password

Navigate: Employees > Manager Information > Manager Dashboard
Under Quick Links

Click on Student E-Hire hyperlink
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SECTION |
NAVIGATION

Begin the process at the
bgsu.edu home page.

@@ @ http:/fwww.bgsu.edu/

p-cl

Step 1: Click MyBGSU

BGSU.
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Step 2: Enter USERNAME
and PASSWORD

Note: These will be your BGSU
credentials.

Step 2a: Click Login

BO LING GREEN STATE UNIVERSITY

SU.

ACADEMICS ADMISSIONS ABOUT ATHLETICS ALUMNI RESEARCH STUDENT LIFE INTERNATIONAL MYBGSU EMAILSS SEARCHRQ

USERNAME PASSWORD

| Fratcon| LOGIN
Forgotten Passwora | New Accou
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Step 3: Click Employees Tab

Welcome

Refer to the left navigation

Canvas Student Center

Accenture Report

TO DO CHECKLIST HOLDS

‘You have na items in your to-do list. “You do not have any holds.

Bowing Graen State University | Bowling Green, OH 43403.0001 | Help | Fesdback

Step 4: Under Manager MyBGSU. Emplayees
Information -
e Click Manager
Dashboard BGSU EMAIL

BURSAR BILL VIEW/PAY ( D ||
Note: If Manager Dashboard is

: BG1 CARD SERVICES
unavailable to you, please go to

Step 6 ADVISING

Advisement

Student Degree Audit

Faculty Canter IT SECURITY ACCESS FORMS

PAYROLL INFORMATION
‘Web Report Libra
‘View Paycheck i
W4 Tax Information = FMS Web Report Library Access Form
Direct Deposit
Contact Digital Services
W-2/W-2c Consent

View W-2/W-2c Forms

BENEFITS ENROLLMENT

Family Status Changes/Life Event
Benefits Summary

Benefits Enrollment

TIME AND LABOR EMPLOYEE

My Student Timesheet (view only)
Timeshest
Launch Pad

‘Web Clock

TIME AND LABOR SUPERVISOR

Approve My Menthly Reporters
Approve My Biweekly Reporters
Approve My Student Hourly Reporters

MANAGER INFORMATION

Manager Dashboard

Manage Delegation

UPDATE PERSONAL
INFORMATION
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Student Employment Services — Hourly Compensation

Step 5: Click

E Student E-Hire

(S} Quick Links S v

Supenvisor ID Change

Terminate Employee

Retire Employee

Manage Delegation

[ & IV ]

Student E-Hire

Note: If you logged in via
MyBGSU, proceed to Section 11

Step 6: Log into the Human
Capital Management System at
http://www.hcm.bgsu.edu

http://www.hcm.bgsu.edu

Step 6a: Navigate to: Main
Menu > BGSU Menu > Human
Resources > Student E-Hire.

Student E-Hit

Find an Existin

Empl ID:

Add

Find an Existing \

mMDCOOCOODODCDD D mMmm

Search Menu:

0 BGSU Menu

3 PeopleTools
Company Directory
Manager Dashboard
Talent Summary
Self Service
Manager Self Service

Recruiting

Benefits
Compensation
Time and Labor
SetUp HCM

Worklist
Reporting Tools

My Personalizations

Workforce Administration

Enterprise Components

3 Human Resources

B9 Beneits D Student E-Hire
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Student Employment Services — Hourly Compensation

SECTION Il
STUDENT E-HIRE

Step 1: Enter in the student’s
EMPL ID (BGSU ID).

Add

Step 2: Click

Find an Existing Value

Student E-Hire

Add a New Value

Empl ID:0020184606 X Q_

Find an Existing Value | Add a New Value

Step 3: Messages

header below the student’s
name if:

Message lines will appear in the

Student E-Hire

EmplID: 0020233379

Joyhisd lanps

[] Contract Position

and search by description
(department name) for the valid
department number.

Work Location:

Status: NEW Student has accepted an Federal Workstudy Award for the Aid Year >2015< as of [jiilipie Jobs
today
1. The studentis an Figure 1: Example of message in header
international student.
2. The student has accepted
FWS funding for the
current academic year.
Message
3. The student is already
employed on campus. Student has accepted a FWS Award for the Aid Year 2015 as of today
Message boxes may also 8| Cancel
appear.
= Figure 2: Example of message box
Click
SECTION Ill
JOB INFORMATION Job Information o
Step 1: Under the Job IHiring Department: 101201 @, Admissions Office |
Information section, select the _
Hiring Department Job Code: @, Student
A Hire Code: Pay-Rate:
Note: You may use the Q
(Magnifying Glass) as a look up Job Title:

9/27/23
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Student Employment Services — Hourly Compensation

Step 2: Enter Work Begin
Date

e The Work Begin Date is
the first day the student is
to report for work,
including training or job
shadowing.

Note: Please use your student’s
actual start date, even if that date
has already passed. The date will
turn red and you will get a warning
message, but the message will not
prevent you from saving the hire.

@ | Work Begin Date: [01/22/2016 |5

Student's Supervisor: Q

Pay-Rate: Wkly Hours: FTE:

Hire this student only if he/she is eligible for FWS

Step 3: Enter a Job Code for
position being filled.

e Job Codes will begin with
an “S” and will match the
code corresponding with
the job title on the
Approved Job Index
Listing.

Job Information

Hiring Department: |101201 Q\, Admissions Office

Job Code: |532002 Fi

Recuitment/Advising Asst |

Hire Code:

Job Title:

Weork Location: Q_

Step 4: Enter Student
Supervisor

Note: You may use the Q
(Magnifying Glass) to search via
the Last Name of the supervisor.

@  Work Begin Date: 01/22/2016 [

| Student's Supervisor: |0020213492 Ql Fred Falcon

Pay-Rate: Wkly Hours: FTE:

Hire this student only if he/she is eligible for FWS

Step 5: Enter Hire Code

Job Information
e  The Hire Code field will )

match the corresponding Hiring Department. |101201 @, Admissions Office
job title on the Job Index a
JListing Job Code: [532002 |“Y,  Recuitm ent/Advising Asst Stude

IHire Code: (1120112 | Pay-Rate

Job Title:
Work Location: Q“
9/27/23
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Student Employment Services — Hourly Compensation

Step 6: Enter Pay Rate

e Hourly amount will equate
to at least minimum wage,
and must match the base
rate in the Job Index
Listing.

Note: If Re-hire:

e Merit and longevity will not
automatically carry
forward.

e Change form must be
completed if department
desires to continue
merit/longevity.

Work Begin Date:

® Student's Supervisor: 0020219492

0172212016 |5

T, FredFalcon

Pay-Rate:

$8.500000

Wkly Hours:

Hire this student only if he/she is eligible for FWS

Step 7: Enter Wkly Hours

This is the average hours the
student will work per week.
Maximum hours permitted is 28
hours per week for domestic
students and 20 hours per week
for international students for all
jobs combined.

Note: If WKLY Hours are entered,
FTE will automatically calculate.

Work Begin Date:
Student's Supervisor:

Pay-Rate:

$8.500000

01222016 |[=]

0020219492 &, Fred Falcon

Whkly Hours: 15.00

12 FTE:| 0.375000

Hire this student only if he/she is eligible for FWS

Step 8: Enter Job Title

The Job Title will match the
position in the Job Index Listing

Job Information

Hiring Department:

Job Code:

101201 Q.. Admissions Office

5232002 O\, Recuitment'/Advising Asst

Studen

and On-campus posting Hire Code: [1120112 Pay-Rate:
request. q Job Title: |Advising Asst |
Werk Location: Q‘
Step 9: Enter Work Location _
. . Job Information
where student will be working.
Hiring Department: | 101201 @,  Admissions Office

'y Use the I'JJ (magnlfylng Job Code: (522002 | &, Recuitment/Advising Asst Studeni

glass) .tO choose th.e Hire Code: 1120112 Pay-Rate:

numeric work location.

Typing the building name Job Title: |Advising Asst

in the “Description” field Work Location 16810 @ Miath Sciences Building

shortens the list.
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SECTION IV
FUNDING PROGRAM

Step 1: Select Work Program

e Always select Regular
Department Funding —
Federal Work Study
funding is set up
automatically through
backend processes.

Note: FWS funding is only
available during fall and spring
terms.

Note: Community Service funding
only eligible for Family Literacy
department.

Empl 1Dz Jaybird, Jenna [J Contract Position
Status: I Student has accepted an Federal Workstudy Award for the Aid Year >2016< as of Tultip\e Jobs

today

Job Information

Hiring Department: | 110901 @ School of Media and Comm Work Begin Date: 01172016 |5
Job Code: [S99998 |Q,  Cooperative Education Student's Supervisor: 0000621341 |G Fred Falcon
Hire Code: [11090120 Pay-Rate: 58.10 WKy Hours: 6.00 FTE: | 0.150000]

Job Title: |Graphic Designer

Work Location: |16810 . Math Sciences Building [ Hire this student only if heishe is eligible for FWS

Funding Program

*Work Prngrﬂ I Regular Department Funding vl

Funding Dept 1: [7220000F Q‘ Funding Dept 1 Percent: 100 Faloon Team Store
Funding Dept 2: | Q_ Funding Dept 2 Percent:
Funding Dept 3: Q‘ Funding Dept 3 Percent:

O‘

Funding Dept 4: Funding Dept 4 Percent:

Step 2: Add Department
Funding portion for Regular
Employment

This is the GL Combination
Code.

Note: Only valid Combo Codes to
pay employees are available in the
search list. If a desired Combo
Code is not listed, please contact
Payroll to establish.

Step 3: Add Funding
Percentage for Regular
Funded Students

Total percentage(s) must equal
100%

e Usethe Q (Magnifying Glass) to search for the correct GL Combo Code by typing
in the six-digit department number (or the eight-digit Project ID). Select the correct
speed type and program code, if applicable, that will fund the student.

e Itis possible that the hiring department and the funding department are different.

Funding Program

*Work Program:  Regular Department Funding - e
IFum:Iing Dept 1: [T220000F Q‘ |I Funding Dept 1 Percent: 100 I Faloon Team Store
Funding Dept 2: | Q‘ Funding Dept 2 Percent:
Funding Dept 2: Q‘ Funding Dept 2 Percent:
Funding Dept 4: Q‘ Funding Dept 4 Percent:

Figure 4: Example of Regular Funding Department

Step 4: Multiple Funding
Sources

If there are multiple Funding
Sources; student must be paid
via Regular Funding.

Repeat Steps 2 and 3 until
percentage of all sources
equals 100%.

Funding Program

4

*Work Program:  Regular Department Funding

Funding Dept 1: 2000000F Q_ Funding Dept 1 Percent:| 50.000 Finance & Administration
Funding Dept 2: 700000RHE000 @, Funding Dept 2 Percent:|  50.000 Residence Life P#2000
Funding Dept 3: Q‘ Funding Dept 3 Percent:

Funding Dept 4: Q‘ Funding Dept 4 Percent:
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udent Employment Services — Hourly Compensation

SECTIONV
SAVE & SUBMIT

Step 1: Verify Data Entered

Review all data that has been
entered into the E-Hire page.

Note: Regardless of hire date
entered, student may not begin
working, training, or shadowing
until cleared by SES and
supervisor is notified.

Step 2: Click
||5eruitn555fur Appru‘u‘al”

Student E-Hire
EmplID: 0020220175 Jaybird, Jenna [contract Position
Status: NEW Student has accepted an Federal Workstudy Award for the Aid Year =2016< as of Multiple Jobs
today
Job Information
Hiring Department: | 110901 @, School of Media and Comm ‘Work Begin Date: 011772016 |
Job Code: S99998 | Cooperafive Education Student's Supervisor: 0000621341 | Fred Falcon
Hire Code: [11080120 Pay-Rate: $8.100000 Wily Hours: 6.00) FTE:| 0.150000
Job Title: |Graphic Designer
Work Location: |1681! Q. Math Sciences Building [ Hire this student only if he/she is eligible for FWS
Funding Program
*Work Program: |Federal Workstudy Funding v FWS Account [40130216FG Q FWS 2016
Code:
Funding Dept 1:|1109010P Q Schoal of Media and Comm
) Chartfields
1-9 Compelete PERS Exempt PERS Enroll 55A-1945 FORM Direct Deposit II Send to SES for Approval || 9
Comment: Employment Denied
Employment Approved
Entered By: BGSU Federal EIN: 346402013
Reviewed By:
RES 5% Add || %] Update/Display

Step 3: Review the
Disclaimer

Click

e If new employee to BGSU,
additional messages will
appear.

e  Student will not be cleared
for work until onboarding
forms are completed.

e  Students that are or were
previously BGSU
employed may have a
Direct Deposit message
appear.

Note: Supervisor must
Click OK for each message.

Message

Disclaimer for employer:- By hiring this student, | sttest that all BGSU policies and federal and state laws concering equal employment opportunity. fair labor standards. and nepotism were. and will be. observed when iniegiewing. hiring. and supervising
this student. | alse sgres to sbide by =il BGSU student emaloyment palicies. (0,0

. e
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Step 4: New students only -
Review the Notification

Click

o Notification will default
to: the student, cc: the
supervisor.

e If you would like to be
included on the
notification, you will
need to add your email
to the cc: or bec: fields.

e  Studentand
supervisor will receive
an email indicating the
hire has been initiated
and direct students to
complete the
onboarding paperwork
on-line via the SES
New Hire Paperwork
link.

Worlkflow Notification

Send Notification

Type names or email addresses in the To, CC. or BCC fields, using a semi-colon 25 8 separator.
Cligk LOOKUP RECIPIENT to search for a name. Click DELIVERY OPTIONS to view or change the method of the send.

Notification Details

Lookup Recipient

Ta: Delivery Options

[ richText

cshiple@bgsu.edu ‘

CC:|miIIEcm@b-gsu.E:|u |

BCC: ‘ ‘
Priority: | 2-Med N
Subject | Request to Hire Student %
Template: | pggr Casey,

~

A request to hire you in Student Employment, effective
2015407-16, has been submitted by Miller,Colleen Marie as v

f todawy

v

Message:

Click OK to send this notification and exit this page. Click CGancel to exit this page without sending a notification.
Click Apply to send this notificaticn and remain cn this page.

<

Help

Step 5: Click | 98ve

e  Status of the employee will
appear as “Pending”.

e User who entered the E-
Hire will have a
name/date/time stamp in
the “Entered by” field.

e  Following successful
completion of onboarding
paperwork, a clearance
will be sent via email to
the student, the
supervisor, and the
submitter. The student
may begin working,
training, or job shadowing.

You have successfully entered
an E-Hire Hourly Compensation
employee.

Student E-Hire

Empl ID: 0020220175 Jaybird, Jenna Contract Position

Status:  PENDING Student has accepted an Federal Workstudy Award for the Aid Year »2016= as of Mulliple Jobs
today

Job Information

Hiring Department: | 110901 School of Media and Comm Work Begin Date: 01/17/2016

Job Code: 599998 Cooperative Education Student's Supervisor: 0000621341 Fred Falcon

Hire Code: 11080120 Pay-Rate: 58.100000 Wkly Hours: 6.00 FTE: 0.150000
Job Title: |Graphic Designer
Work Location: |16810

Math Sciences Building [ Hire this student only if he/she is eligible for FWS

Funding Program
“Work Program: |Federal Workstudy Funding FWS Account 40180216FG FWS 2016
Code:

Funding Dept 1: 1109010P School of Media and Comm

Chartfields
1-9 Compelete PERS Exempt PERS Enroll $5A-1945 FORM Direct Deposit Send to SES for Approval
Comment: Employment Denied

Employment Approved

Entered By: Colleen Marie Miller BGSU Federal EIN: 346402018

Reviewed B
= O

01222016 2:35AM

4 Add || %] Updale/isplay
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