Student Employment Services — Updating and Reviewing

Your Hires

The purpose of this reference guide is to provide instructions on how to review and update
hires that you have entered into the E-Hire system. This document is set up according to
the various tasks that may be performed when using Student E-Hire through Manager Self
Service.

PROCESS OVERVIEW

Note: Please use Internet Explorer

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

ook whE

SECTION |
NAVIGATION

@@I% http:/fwww.bgsu.edu/ Dvd |

Begin the process at the
bgsu.edu home page.

Step 1: Click MyBGSU

BGSU

MER SESSI

~_\" -

Step 2: Enter USERNAME
and PASSWORD

Note: These will be your BGSU

network credentials. ACADEMICS ~ ADMISSIONS  ABOUT  ATHLETICS  ALUMNI  RESEARCH  STUDENTUFE  INTERNATIONAL MYBGSU  EMAILES  SEARCHO

Step 2a: Click Login
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Step 3: Click Employees Tab

M _I.-'F BGSU A

Welcome

Refer to the left navigation

.
‘[‘/-" " Canvas Email
¢ p—
10 DO CHECKLIST HOLDS
Wi have no ibems in your bo-da hst. Vi dha ot harve any holds.

Step 4: Under Manager

) Employees
Information
e Click Manager
Dashboard BGSU EMAIL
BURSAR BILL VIEW/PAY
Note: If Manager Dashboard is BG1CARD SERVICES
unavailable to you, please go to
VIEW PAYCHECK TIME & LABOR UPDATE PERSONAL BEMEFITS
Step 6 ADVISING
Advisement
Student Degree Audit
Pl Eem = IT SECURITY ACCESS FORMS

PAYROLL INFORMATION
‘Web Report Libral
‘View Paycheck i
Wt Tax Information = FMS5 Web Report Library Access Form
Direct Deposit
Contact Digital Services
W-2/W-2c Consent

Wiew W-2/W-2c Forms

BENEFITS ENROLLMENT

Family Status Changes/Life Event
Benefits Summary

Benefits Enrollment

TIME AND LABOR EMPLOYEE

My Student Timeshest (view only)
Timeshest
Launch Pad

‘Web Clock

TIME AND LABOR SUPERVISOR

Approve My Menthly Reparters
Approve My Biwsekly Reporters
Approve My Student Hourly Reporters

MANAGER INFORMATION

Manager Dashboard

Manage Delegation

UPDATE PERSONAL
INFORMATION
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Step 5: Click

E Student E-Hire

Quick Links o |y

Supenvisor ID Change

Terminate Employee

Retire Employee

Manage Delegation

il & IV VWY

Student E-Hire

Note: If you logged in via
MyBGSU, proceed to Section 1l

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

¥4 http://www.hcm.bgsu.edu

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

Student E-Hir

Find an Existin
Empl ID:

| Add |

Find an Existing \

®

Mmoo 0 O

BGSU Menu

3 Human Resources
PeopleTools Student E-Hire

0O Benefits
Company Directory

Manager Dashboard
Talent Summary

Self Service
Manager Self Service
Recruiting

Workforce Administration
Benefits

Compensation

Time and Labor
SetUp HCM

Enterprise Components
Worklist

Reporting Tools

My Personalizations
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SECTION I

FIND AN EXISTING VALUE

Step 1: Click the “Find an
Existing Value” tab

Student E-Hire

| Find an Existing Value | Add a New Value

EmplID Q

Find an Existing Value | Add a New Value

Step 2: Search for an
existing hire

You can search for an existing
student by entering student
information (ID, First Name,

Student E-Hire

Enter any information you have and click Search. Leave fields blank for a list of all values.

‘ Find an Existing Value ” Add a New Value

w Search Criteria

Empl ID) begins with v]|

First Name  begins with |
and/or Last Name) siNaie [begins i <]
) ) Department| begins with v|
a. If the information E-Hire Status[= v] | ™
searched leads to U case sensitive
only one record in E-
Hil’e, you will be taken | search || Clear | Basic Search B save Search Criteria
directly to that record.
b. If the information
results in multiple I
A Student E-Hire Approval |
records, you will be
shown a summary of EmpI1D: | 1 R
. Status: PENDING
the r_ecords. To view T
details of a SpECIfI'C Hiring Department: [101900 @ Leaming Commons Hire Date: [12/302015 |5
record, you canclick || . ] I
f Job Code: 530000 QL Tutor 1 Student's Supervisor: 0002600811 |Q  Dick Donna Mae
on that line. Syl Gl o S o
Hire Code: _10190011 Pay-Rate: | $8.1ODDDD_ FTE:| 0.375000| Wkly Hours: | 15.00\
Job Title: [Learning Gommons Tutar
Work Location: 16510 Q Jerome Library || Hire this student only if he/she is eligible for FWS
Example of results for student that only has one record in E-Hire.
| search || Clear | Basic Search & save search Criteria
Search Results
View All First ‘&' 4707 B/ Last
DateTime Stamp EmplID  First Name Last Name Department E-Hire Status First Start Date Sequence Number
i01/19/2016 4:03PM: 207000 HIRED 012002016 7
1112412015 3:14PM 714000 DENIED  11/30/2015 6
111242015 2:45PM 714000 HIRED 11/3012015 5
0211972015 3:50PM 101201 HIRED 021512015 4
01/12/2015 3:34PM 700000 HIRED 01/04/2015 3
011122015 12:14P 700000 HIRED 01/04/2015 2
08/25/2014 10:26AN 303000 HIRED 08MT72014 1
Example of results for student that only has multiple records in E-Hire.
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Step 3: Find Pending hires
for your department

Enter your department number
and select “pending” from the
“E-Hire Status” drop-down.

Note: As with above, a single
result will take you directly into
the detail page; multiple results
will return a list of applicable
records.

Hint: By changing your
selection in the E-Hire Status
drop-down, you can also use
this method to find students that
are hired or have been left in
NEW status.

Student E-Hire

Enter any information you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value || Add a New Value

w Search Criteria

empi 10| egins wih /]
First Name | begins with |
Last Name
Depariment] begins with \][700000

E-Hire Status|= ~v| [PENDING v

[ case Sensitive

| search || Clear |Basic Search B Save Search Criteria

Search Results

View All First 4/ 1202 ‘B Last

Empl I First Name Last Name Department E-Hire Status ~ DateTime Stamp  First Start Date
700000 PENDING 01/04/2016 11:40AM 01/04/2016
700000 PENDING  01/19/2016 12:12PM 01192016

4

SECTION Il
MAKING CHANGES

E-Hire records that are in
NEW status can be updated
and sent to SES for Approval.

Step 1. Find New hires for
your department

Enter your department number
and select “new” from the “E-
Hire Status” drop-down.

Note: As with above, a single
result will take you directly into
the detail page; multiple results
will return a list of applicable
records

Student E-Hire

Enter any information you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value || Add a New Value

W Search Criteria

Eml 10[[egins wih ]
First Namew
Last Name[begins with |
Department| begins with || 746000

E-Hire Status|= wv| [NEW v

[ case Sensitive

| Search || Clear |BasicSearch [ Save Search Criteria

Search Results
View All First ‘4' 18ors ‘B Last
Empl I First Name Last Mame Department E-Hire Status DateTime Stamp  First Start Date

746000 NEW 07192014 10:49AM 07/20/2014
746000  NEW 09/09/2013 12:36PM 09/09/2013
746000 NEW 08/30/2013 8:13AM 08/30/2013
746000 NEW 06M15/2012 3:12PM 06/15/2012
746000 NEW 08/16/2013 3:52AM 03/04/2013
746000 NEW 07222011 9:51AM 07/22/2011
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Step 2: If multiple records are
returned, select the record you
want to review/change to be
taken to the detail page.

Step 3: Make changes.

You can update any part of the
student’s hire from here.

Note: You can only make
changes to records that were
saved in NEW status without
being sent to SES for Approval.
Once an E-Hire has been
submitted, changes can no
longer be made.

EmpliD: d ] [ contract Position

Status: NEW
Job Information

Hiring Department: 746000
JobCode: | |Q

Hire Code: |

1@ sport camps Work Begin Date: [09/0912013 |5
Student's Supervisor: | |Q
Pay-Rate: | Wily Hours: | FTE: [ |
Job Title: |
Work Location: | VECI
Funding Program

“Work Program: |Regular Department Funding v

Funding Dept 1: |

["| Hire this student only if heishe is eligible for FWS

Funding Dept 1 Percent:
Funding Dept 2: Funding Dept 2 Percent:

Funding Dept 3: Funding Dept 3 Percent: ‘:

Q
Q
Q
Q

Funding Dept 4: i Funding Dept 4 Percent: ‘:

b Chartfields

19 Compelete ¥ PERS Exempt [ |PERS Enroll ¥ $5A-1945 FORM [ | Direct Deposit | Send to SES for Approval|

Comment: Employment Denied

Employment Approved

Entered By: Stephanie Crooks BGSU Federal EIN: 346402018

Reviewed By:

09/09/2013 12:36PM

|[FlSave |[[E" Retumto Search |[+[] PreviousinList ||,5 NextinList | 5 Add | Update/Display
L

SECTION V
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
|| send to SES for Approval

Student E-Hire

Empl ID: 0020239979 Jaybird Jenna [J contract Position

Status: NEW Student has accepted an Federal Weorstudy Award for the Ald Year >2015< assof  pumiple Jobs

todsy
Job Information _

Hiring Department: | 101201 @,  Admissions Office Hire Date: |04/07/2015 ||

Job Code: (533002 |, Reguitment’Advising Asst Student's Supervisor: 0004519345 @,  Kalee Cariton

Hire Code: [1120112

PayRate: | 52.100000 FTE:| 0.250000! Wily Hours:|  10.00
Job Title: |Advising Asst
Work Location: 15810 @, Math Sciences Building [Tl Hire this student only if he/she is eligible for FWS
Funding Program
*Work Program:  Feders| Workstudy Funding - FWS Account |20180215FG @ B
Code:
Funding Dept 1: 1012010P @ Admissions Office
¥ Cchartfies
Student Employment Office
[11:8 Compelete PERS Exempt PERS Enroll || $5A-1245 FORM Direct Deposit
Comment
E By BGSU Federal EIN: 348402018
Reviewed By:
[ save b Add | | Update/Display
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Step 3: Review the
Disclaimer

Click L

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

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.

loymant apportunity, fair labor siandards, &

Note: Supervisor must
Click OK for each message.

Step 4: New students only -
Review the Notification

1 Workflow Notification X
. H OK
Click L Help
Send Notification (N
¢ Notification will default Type names or email addresses in the To, CC, or BCC fields, using & semi-colon as a separator.
to the Student CcC: the Cligk LOOKUP RECIPIENT to search for a name. Click DELIVERY OPTIONS to view or change the method of the send.
SUperVisor. Notification Details Lockup Recipient
e If you would like to be 7o shiple@bgsu. ea | ostiver Osiins
included on the o | FET———— | L icnrext
notification, you will ]
need to add your email oo | |
to the cc: or bcc: fields. | | Priority: [20ied V]
. Student and Subject: | Request to Hire Student l@
supervisor will receive I Templste: oo Ganey
an email indicating the | ~
. e A reguest to hire you in Student Employment, effective
hire has been initiated « 2015-07-16, has been submitted by Miller, Colleen Mariz as ¥
and direct students to ; et
lessage: ]
complete the i ¢
onboarding paperwork |
in SES. F
P Cli send this notification and exit this page. Click Cancel to exit this page without sending a notification.
Click Mpply to send this notification and remain on this page. v
< : : " I >
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Student E-Hire
Step 5: CIle E Save Empl ID: 0020233979 Jaybird, Jenna Contract Position
Status: PENDING Student has sccepted an Federal Worstudy Award for the Aid Year >2018< asof  pyitiple Jobs

e  Status of the employee will | | | ot ermsion =

appear as “Pending”. Hiring Departmant: | Admissions Offics Hire Date: [
Job Code: Recuitment/Advising Asst Student's Supervisor: 93 Kalee Cariton

o User who entered the E- Hire Code: | Pay-Rate: | $2.100000 Fre:[0.z50000 Widy Hours: [ 10.00
Hire will have a Job Titte: [Favaing A
name/date/time stamp in Work Location: [18370 Math Sciences Building [E1 Hice this student only if he/she is eligible for FWS
the “Entered by” field. Funding Program

*Work Program: -=r.'-: | Weristudy Funding -] FWS Account [so1e02157G FWS 2015

e  Following successful i et T Ee =
completion of onboarding "
paperwork, a clearance
will be sent via email to
the student, the
supervisor, and the =
submitter. The student —
may begln WOI’kIng, Student qubmniOlrne
tl’alnlng, or JOb ShadOWIng cmr;:‘:ommlule | PERS Exempt || PERS Envoll | $SA-1945FORM || Direct Deposit

You have successfully updated Entered By:  Hesthes Lyne Kewalst 04072015 8:4240 BOSUFedoral EIN: 248402018

an E-Hire employee. awﬂm

K (5 e | 51 smsnomin
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