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STUDENT HIRE ONLINE FORM INSTRUCTIONS

Introduction

The HR Web Student Hire system enables authorized departmental representatives
with established access accounts to enter information regarding student new hires
and rehires online via a web site. This online system will interface with SA
PeopleSoft to confirm student status. Once the user finds the desired student
record in HR Web Student Hire, the job information and earnings distribution
information may be keyed online. HR Web Student Hire is a module within the
HR Web functions of the PeopleSoft database.

Access to HR Web Student Hire

Users must apply for access to HR Web Student Hire. Go to the Human
Resources homepage at: www.hr.emory.edu, then select Manager’s Toolkit, then
HR Rep and Manager Resources, then HR Data Access Request. Complete the
online form. Once HR Tech Services receives approval notices, your account will
be created and you will receive an e-mail notification.

By requesting a secure account to use HR Web Student Hire
you agtree to:
e Abide by FERPA Policies outlined on the Registrar’s website

For overview, tutorial and quiz:

http:/ /www.registrar.emory.edu/ferpa/f&smain.htm

e Never write down or share your LOGIN ID and Password
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e Never allow another staff person to use your HR Web Student Hire
account to complete work. Each person using HR Web Student Hire
must have his/her own account

e Never access data you do not have a business need to access
e Utilize all appropriate means to keep the data secure

e Refrain from printing data when at all possible. Printed data should be
kept in a secure, locked storage unit with restricted access

e Check the accuracy of all your data entry

Process Overview

1) Enter descriptions of job openings into Eagle Ops (for Federal Work
Study Students only)
2) Meet with applicants and make hiring decisions
3) Have student complete On Line Orientation
4) Enter hire data into HR Web Student Hire System
5) Complete required paperwork with students (19, W4, G4 Direct Deposit)
0) Scan required paperwork to Human Resources, Data Services
7) Students may begin working ONLY once e-mail approval message is received

8) If the student is biweekly paid, train on KRONOS; the student may clock in
and out once the student is visible to the timekeeper on KRONOS

9) The system will not allow you to hire a student into a workstudy position (job
code 9998) unless they have Work Study funding for the semester

What is Federal Work Study?
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Most students that apply to Emory University apply for Financial Aid. As part of
the Financial Aid process, students are informed of their eligibility for different
forms of Financial Aid. They are required to accept/decline the aid offered via
signature and date. One means of financial aid was designed by the Federal
Government to augment student ability to meet expenses, while providing students
an opportunity to work on campus, hence, the term, workstudy. If students are
eligible for/accept Federal Work Study (FWS) funds, they must earn part of their
financial aid. Such students are hired into job code 9998 at Emory. Only 30% of
the wages of these students will be charged to the hiring department. The other
70% will be subsidized via a Federal account. To be hired into this job code,
students must have applied for, received, and accepted a workstudy award. HR
Web Student Hire will not allow you to save hire data entered with job code 9998 if
the student does not have a FWS award.

File Folder Audit Requirements for
Workstudy Hires

Creating a file folder for each Federal Work Study student hired within your
department is required for the each academic year.

The file folder requirements include but are not limited to:

Labels
The file label should include but is not limited to: Student’s Last name,
First Name, Employee Identification Number, Social Security Number,
Award Year and Program.

HR-Data Services information to be included in file
HR Web Student Hire Address Information Page
HR Web Student Hire Entry Summary Page
Data Service Approval Sheet

Student Employment Office Information to be included in file
Current Eagle Ops Job Listing
Evaluation Forms

KRONOS PAY REPORTS/TIMESHEET Logs/Reports

Miscellaneous information to be included in file
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Copies, Changes, Emails and Miscellaneous-Please keep copies of any
other subsequent changes made to the employee record and submitted to HR
Data Services. Additionally, keep all relevant miscellaneous information
including emails sent to the student or received from the student. These pieces
of information prove to be invaluable when complaints, errors or
misinformation surfaces.

Of course, you can add other information as your office/department deems
necessary or as requited by your individual office/department. The items listed
above are necessary to ensure that procedures are being followed within your
office, the Student Employment Office and HR Data Services.

If you have any questions regarding creating a file for Federal Work-Study
students hired within your department, please feel free to call Student
Employment at (404)727-6039.

Posting Openings via Eagle Ops

The Federal Government requires that all students funded via the Federal Workstudy program
have a description of the job duties for each student hired. The Student Employment Office in
Emory University Financial Aid has contracted with Eagle Ops to meet this Federal requirement.
This means that there is a special section on Eagle Ops where departments that wish to hire
workstudy funded students most post and describe the job openings and job duties. These
descriptions have very specific requirements. INOTE: To ensure that all Federal auditing
requirements are met, the Student Employment Office has final approval of all entries made into
the system.

Student Employment is the account administrator for these Fagle Ops accounts. Each
department seeking to hire workstudy students must apply for access to Eagle Ops and receive
training on Fagle Ops. Contact Student Employment to request an Eagle Ops account or
to receive training or technical support in use of the system at (404) 727-6039. The
Financial Aid web  site has  forms, downloads and FAQs at
http://www.emory.edu/FINANCIAL AID/student employment/forms.php. Human
Resources Data Services staft may not assist with FEagle Ops Iissues.




Student Application Process

All required paperwork must be completed and submitted to Data Services by
the published payroll deadlines in order for student employees to be paid on

time.

For each student applicant, the following documents must be completed in the
On Line Orientation https://apps.hr.emory.edu/Orientation/:

Federal withholding statement — W-4 form. Submission of a W-4 form is
necessary for rehires if the student has been terminated for 120 days or
more.

State of Georgia withholding statement — G-4 form. Submission of a G-
4 form is necessary for rehires if the student has been terminated for 120
days or more.

NOTE: Non-resident alien employees should NOT complete tax
forms, but should make an appointment with the Nonresident
Alien Tax Specialist in the Controller's Office (404) 727-6080 to
have tax status and any treaty benefits determined as soon as
possible.

Direct Deposit Authorization Form (required for all Emory University
employees). For rehires, submission of a new Direct Deposit Form is
necessary if the student has been terminated for 120 days or more. A
new form must also be submitted if the student has changed banks.

Form I-9: verification of identity and eligibility for work in the U.S.
(required of all new applicants within first 3 days of employment). Submission of a
new I-9 form is not required for rehired students unless it has been 12
months or more since the student was terminated from Emory
University. NOTE: Federal regulations prohibit the hiring of any
employee with an expired work authorization.

NOTE: It is important that when filling out the I-9 Form, you
collect List B documents with photos of the employee to satisfy E-
Verify requirements.

Following submission of the I-9, HR Data Services staff will enter data
supplied on the form into the Federal government’s E-Verify system as
required by Georgia law. E-Verify queries verify the accuracy of the data




supplied and authorization for legal employment in the United States.
Any issues uncovered by a query require that the hire contact Human
Resources Data Services immediately.

o Work Authorization Documents - all student hires that are classified as
temporary aliens must be able to show documentation of eligibility to
work in the U.S. (see PowerPoint in appendix).

o Submit a Personal Information Change Form if hires OR rehires have a
new address.

o Per DeKalb County law, all student hires less than 18 years of age at the
time of hire must complete Age Certification form online.

o If the student employee is biweekly paid (job codes 9998 and 9900),
submission of KRONOS data is required in HR Web Student Hire. All
departments must enter a pay configuration (default length of lunch
period to be auto-deducted from an employee’s time worked after 6.5
consecutive hours). This is a requirement for ALL hiring departments.

o DPlease supply all of your biweekly student employees with KRONOS

instructions.

« Required: fax or scan copies of I9 documentation with HR Web
Student Hire Entry Cover Sheet to ""Human Resources Data
Services" via the 19 fax at 404-727-3070 or email to
hrdsi9@emory.edu

Submitting Required Documentation
to Human Resources

After you have viewed the 19 documents and completed section 2 of the
electronic 19, you must scan or email the supporting 19 documentation to HR
Data Services. Send no forms to Student Employment or to Payroll.

VERY IMPORTANT: All forms sent to HR Data Services for these
student hires MUST be identified as related to HR Web Student Hire
data entry. If we are not notified that this paperwork is related to HR
Web Student Hire entry, we will set the forms aside and wait for a paper
hire form (HRAF) to be received. To avoid a processing delay, use the




HR WEB STUDENT HIRE ENTRY cover sheets provided by Data
Services. Please remember to place your name and phone number on the
cover sheet so we can call you with any questions or problems.

Students and Taxes, Taxes and Students

e Nonresident alien student employees should NOT complete the G-4
and the W-4 tax forms
- Nonresident alien student employees should make an
appointment as soon as possible with the Nonresident Alien Tax
Specialist in the Emory University Controller’s Office by calling
(404) 727-6080. The Tax Specialist will determine tax status based
on treaty benefits and presence in the U.S. This determination
MUST be made prior to the first Payroll run date
= Need to make an Appointment
= Must submit Social Security Number Application to Social
Security Admin of US Government
e Online Submission
= User ID and password for Windstar Technology System
- Mary Chenault, System Administrator
- E-mail address: mchenau@emory.edu
= Submission, approval, schedule appointment
- Sign Tax Form
- Nonresident Alien Tax Group Assigned by Controller’s Office and

Communicated to HR Data Services and Payroll Office

= Social Security taxes = FICA




= Tax Treaty benefits require Valid SSN

= All other newly hired student employees must complete the W-4 and
G-4 tax forms upon hire.

e If a student is being re-hired, new tax forms are not required unless the
student has been terminated from employment with Emory University
tor 120 days or more, the student claimed exempt last year, or the
student wishes to change allowances.

e If a student asks for advice/assistance in completing tax forms, do not
offer ADVICE. You may show them the criteria for exemption. Refer
them to their parents or an accountant or the IRS.

e Students are exempt from taxes if they meet all 3 of these criteria:

— They had NO tax liability last year AND they will have no tax
liability this year AND

— Their parents did NOT claim them AND
— Their income is less than $900.00 this year

— Note: student filing exempt must complete new tax forms every
calendar year

e All student employees are required to sign up for Direct Deposit of
earnings. New direct deposit forms are not required unless the student
has been terminated from employment with Emory University for 120
days or more. Emory University employees who do not have an account
have an alternative — CASHPAY. Employees need to go to the Payroll
Office to initiate a CASHPAY account.




STUDENT EMPLOYEES AND TAXES
STUDENT EMPLOYEES AND FRINGE RATES

FRINGE RATES

These are the five standard job codes for Emory University student employees.
Students hired in these job codes by campus departments have their enrollment
status with Emory University verified by Human Resources Data Services prior
to hire approval. Students enrolled at other higher education institutions who become
employees of Emory University may not be bired into these 5 job codes.

Job Code Job Title Comp. Frequency Fringe Rate*
9900 Undergraduate Student Employee Biweekly ZERO*
9901 Training Fellow Monthly ZERO*
9905 Research Fellow/Trainee Monthly ZERO*
9998 Work Study Student Biweekly ZERO*
9910 Undergraduate Student Employee Monthly ZERO*
9911 Graduate Student Employee Biweekly ZERO*
9909 Graduate Student Employee Monthly ZERO*

*Fringe WILL be assessed on these student employees if they are assessed FICA. The rate assessed will be 7.65%. See
FICA section below for specifics.

STUDENTS AND TAXES
Students and FICA (Social Security) Taxes

Emory University student employees hired into one of the 7 standard student
job codes (listed above) are automatically exempted from paying FICA taxes in
a given pay period if:

1) they are enrolled 2 time or better in their academic program (however
"2 time is defined by that academic program for that semester in
PeopleSoft)

2) they have an academic load of “H” or “I”” in SA PeopleSoft

3) they are not also actively employed in a regular Emory University
position subject to FICA taxes (this means that regular employees also
enrolled at Emory University as students are subject to FICA taxes)

4) breaks between periods of enrollment do not exceed 5 weeks
5) they are not post-docs or residents (job codes 9903, 9953, 9954, 9950)
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0) they are a temporary nonresident alien with tax treaty benefits and a
valid social security number in the HR/Payroll system (see below for
specifics)

Student Exemption from Federal Income Taxes

Student employees are exempt from Federal income taxes if they meet all 3 of
these criteria:

O They had NO tax liability last year AND they will have no tax
liability this year AND

O Their parents did NOT claim them AND
O Their income is less than $900.00 this year.

Note: students filing exempt must complete new Federal tax forms every
calendar year.

Student Exemption from GA Income Taxes

GA Law requires that those seeking exemption must file first. They are only
exempt if all monies deducted are subsequently returned by the State of

Georgia.

Nonresident Temporary Alien Student Employees and Tax Treaty
Exemptions from Federal Taxes

Nonresident alien student employees should NOT complete the G-4 and the
W-4 tax forms.

As soon as possible upon hire, nonresident alien student employees should
make an appointment with the Nonresident Alien Tax Specialist in the Emory
University Controller’s Office by emailing Mary Chenault at
mchenau@emory.edu. The Tax Specialist will determine tax status based on
treaty benefits with the home country and presence in the U.S. This
determination MUST be made prior to the first Payroll run date.

Employees without a valid SSN are legally required to submit a Social Security Number Application to Social Security Administration of

the U.S. Government. They may be placed on the Emory University payroll with a temporary “dummy SSN” assigned by HR Data
Services. The valid Social Security card should be faxed to HR Data Services as soon as possible @ 404-727-4008.
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Nonresident alien student hires seeking exemption from Federal and Georgia State taxes must submit the required data via the Windstar
Technology System. To obtain a user ID and password for Windstar Technology System contact:

Mary Chenault, System Administrator: mchenau@emory.edu

After submission of materials and approval by the Tax Specialist, employees will be contacted via email to schedule an appointment.

Nonresident Alien Tax Groups for all eligible employees are assigned by the Controller’s Office
and Communicated to HR Data Services and the Payroll Office prior to each payroll run date.

Activation of any applicable Tax Treaty benefits (exemption from Federal and Georgia State
taxes) requires the employee to report a valid SSN to HR Data Services before they will take
effect.

Students and Completion of Tax Forms

If a student asks for advice/assistance in completing tax forms, do not offer ADVICE.
Instead, refer them to their parents, an accountant, or the IRS. You may show them the
criteria for exemption.

Student Employees and Direct Deposit

All student employees are required to sign up for Direct Deposit of earnings. New direct
deposit forms are not required unless the student has been terminated from employment
with Emory University for 120 days or more.

Emory University employees who do not have a bank account have an alternative —
CASHPAY. Employees need to go to the Payroll Office to initiate a CASHPAY account.

Contact Information — all offices at 1599 Clifton Road Building on campus:

Emory University HR Data Services — Student Hire Assistance
Shauntae Cleveland: srcleve@emory.edu (404) 712-9274

Shanterria Baker: sbaker4(@emory.edu (404) 727-0227

Sherry Stodghill: smcken2(@emory.edu (404) 727-6066

Emory University Payroll Office (404) 727-6100

Emory University Controller’s Office
Mary Chenault, System Administrator: mchenau@emory.edu
(404) 727-6080 for appointments or access to Windstar

Emory University Office of Grants and Contracts (sets fringe rates)
(404) 727-4240
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KRONCS Instructions
fior
Emory’s Student & Temporary Workers

KROMNOS |2 an automated system for recording hours worked.

L

KRONCS allows you Lo use the telepnons to record hours worked per Empioyee [0 number.

KRONOE automalically calculates your tatal hours for the pay period. so a paper imesheet ks not
required

You are ldentfied In KRONOS by 3 5 diglt Employes ID number. The numter conslsts of your
cument 7 diglt Employes ID plus a 2 digit record number (00, 01. 02, etc). Fisase be surs fo
yse e cormect O oigit Empigyee 1D far e3ch job. Studenisiemporary empiayees who hawve ar have
Nag more than one Emary Job will have mulliple employee numiers. The dfferance may only be
the last digit

KRONOS allows you Lo check on your hours worked via telephane (through the Time Status Inguiry
System or T313) and via the KROMNOS websle

You will be given 8 KRONOS information card with:

-

-

your 9 digh Emgployes 1D number that lderifles yau with a job and depariment

ihe name and phone rumber of your imekeeper In case you have a question or nesd ta maks a
comection or ad)ustment

ihe Instruciions on using the system io call to clock in and out and by chack your howrs worked
ihe phone numbers for accessing KROMOS and T3S
ihe Instruciions on using the system and the phane number o call to clock In and out

To clock Indowk:

-

Dilal 3-666E from a designated phone In your work araa.

Enter your 3 gigit Emplavee ID number provided on your KRONCS Information card.
Enter 1 to cloci In

Enter 2 to clock out.

Mote:  KROMNOS “rounds® the ime (o the nearest 15 minuies, based on 7% minuze Intenials
Examplas.  9:07 would round 1o 5100
3206 would round 1o 515
3225 would round 1o 5:30

Hang up AFTER wou hear iha ihank you message 50 that your Information will be recarded.

To racord medl broaks [(BMpOTary smployess).

Maost employess will be set up In KRONDS for 3 standard meal break of 80 minwtes, £5 minutes, 30

minuies, or no lunch. If you take your slandard meal break while at waork and work for @ minimum of § 2

hours during the day, you will not need o clock out and in for your meal braak. [f you are regulany
scheguled Tor & meal Dreak but oo not take one at all during the work gay, contact your Imekeeper o
enier a skipped meal

Be sure to train all biweekly
employees on KRONOS:

KRONOS ID= Empl ID +
empl record #

Example: empl ID = 0126749
1% job entered into PeopleSoft
becomes employee record 00
under that ID; the 2™ job

entered becomes employee
record 01

Result: 2 KRONOS IDs to
ensure correct pay rate and
accounts for each job and
hours worked at each.

KRONOS IDs=

012674900 pays 7.50/ht from
one dept at 5 hours/week

012674901 pays 8.25/hr from
another dept at 15 hours/week

Assign a designated phone for
all transactions and inform

students of policies relative to
KRONOS and work schedules.
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Homeland Security & I-9 Forms

Section 1 - Student completes

All hires must present original documents for the 1I-9 (no faxes or
copies)

* F-1and J-1 hires should check the 3rd box above the date
= The end date for work authorization can be found in:
*  Section 5 of the 1-20 for F-1 students
Section 3 of the DS-2019 for J-1 students/scholars

= The alien or admission number must be supplied in Section
1

The number may be found on the 1-94
arrival/departure card

* SSN = “applied for” if not yet assigned by the Social Security
Administration

* The hire MUST sign and date the form

Section 2 — Employer completes

You may accept list B & C documents from F-1 or J-1 hires, but
most will not have the necessary documents

= NOTE: lItis important that when filling out the I-9 Form, you collect
List B documents with photos of the employee to satisfy E-Verify
requirements.

Entire list A section must be completed if list A documents used
*  Completing Section 2, List A for F-1 and J-1 hires:

= Document Title= Passport

14



= Issuing Authority= home country

= 1st Document # = Passport # (not VISA # or SEVIS #) -
look in the passport booklet under the section from the
home country

- 1st Expiration Date= Passport Expiration or Expiry Date

= 2nd Document # = [-94 Alien #

- 2nd Expiration Date = expiration of work authorization
(program end date) in section 5 of the I-20 or section 3 of
the DS-2019

Certification Statement

*  Be sure to fill in the first date of work for the new hire

A complete I-9 form (and supporting documentation) MUST be to
HR Data Services before we will approve any hire

Connecting to HR Web Student Hire
via Web Browser

The HR Web Student Hire Form
works best with Internet
Explorer version 7.0 with 128 bit
Cipher Strength. To check your
version, do the following:
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I?E Base Mavigation Page - Windows Internet Explorer

@:} - |E, https:ffhrdew.co.emory. edujpsp/hrdey JEMPLOYEEHRMS s "WEBLIE_PTF
\-\.

File Edit ‘Wiew Favorites Tools | Help

Contents and Index B
* E,'% ﬁ Ease Mavigation Page
Internet Explorer Tour

EMORY w Online Support

Zustomer Feedback Options. ..
Send Feedback

! About Internet Explarer _
| ) ﬁ Student New Hire
[> My Favarites

~ Emory HRWeb Contains Student New Hire related functions

1

& | About Internet Explorer ﬁ

/=

)

Windows*

y Internet Explorer7/

Version: 7.0.5730.13

Cipher Strength: 128-bit

Product ID: 92313-600-2030117-23975
|pdate Versions:0

\Warning: This computer program is protected by copyright law
and international treaties. Unauthorized reproduction or
distribution of this program, or any portion of it, may result in
severe dvil and criminal penalties, and will be prosecuted to the
maximum extent possible under the law.

&

£2006 Microsoft Corporation System Info...

If your Internet Explorer Version is not version 7.0 and you do not see the Cipher
Strength of 128 bit, contact your local computer support person for an Internet

Explorer browser software upgrade before using the HR Web Student Hire
system.
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Internet Performance

The speed of the system is determined by factors such as user connectivity and
network traffic. The system has been designed to handle network traffic from
multiple users simultaneously. Please report slowness to the Human Resources
Data Services team immediately

17



Clear your Internet Explorer temporary files regularly to improve system
performance:

— Open Internet Explorer and click on the Tools tab
— Choose Internet Options

— Click on Delete Files (middle of the page)

— Check box “Delete all offline content”

- Click OK

- Click OK

— Close your browser

— Re-open Internet Explorer and sign onto HR Web Student Hire.

Accessing Student Employee Data
after Hire Approval

In order to view and update data on your student employees after they have been
approved by HR Data Services, you must apply for and be approved for additional
access in Emory HR Web.

Go to the Human Resources homepage at: www.hr.emory.edu, then select
Manager’s Toolkit, then HR Rep and Manager Resources, then HR Data Access
Request. Complete the online form. Once HR Tech Services receives approval
notices, your account will be created and you will receive an e-mail notification.

18



Possible Levels of Access

If you request and are approved for View and/or Update functions for job data
in Emory HR Web you will have the ability to maintain the data relative to your
student hires for the length of their employment. Use of these functions
requires separate training: the Emory HR Web class. We strongly urge you to
request this additional access. Please reassure your departmental administrators
that we are able to restrict your access to student employees only, if that is their
preference.

You may request access to the employee classes designated for students
and also request access to your department(s) and to these functions:

e View Only (access restricted by dept and employee class)

O HR Web Reports
O HRAF Reportt by Selection
O Job Summary

e General Update (access restricted by dept and employee class)

Change Location
Emergency Contact
Employee Mailstop
Employee Pay Location
Faculty Data

Future Terminations
Personal Data
Reporting Change

cNoNoNoNoNoNON®)

e Special Updates (access restricted by dept and employee class)

O Pay Rate Changes
O Labor (Earnings/Account) Distribution Changes
O Terminate Employee

19



IMPORTANT: Logon Instructions

In order to log on to the HR Web Student Hire, you must first either determine
what your network ID and password are (if you don’t know them) or you must
synchronize your network ID and password to include the Emory HR Web
application.

What is the network ID? The network ID is the ID that is first given to you
when you come to the University. It allows you access to university systems
such as Eagle Mail, FAS and so on. The network ID takes the form of a
maximum of 7 characters beginning with your first initial, sometimes your
middle initial, and a portion of your last name. Numbers may be included in
your ID if similar IDs exist. Examples of network IDs are “jgood03” and
“cmmille.”

Is the network ID the same used to sign onto a computer? Sometimes, it may.
Local systems in each department may establish a different logon name and
password.

To identify your network ID: call the AAIT Helpdesk at (404) 727-7777.

This web address allows you to change your password:
https:/ /password.service.emory.edu/

Emeory | F&A Division | Careers | Directory | Contact Us

EMOR Information Technology

? f
Home Divisi Req Worlk &

Emory Network ID Password Maintenance

Enter your network id, your old password, and your new password. Your network id is up to seven characters long and is
something like "jdoe". Please be aware that this form will change your password for most, but not all of your University
accounts. Accounts where your password will be changed include Eagle Mail/Webmail, Learnlink, WFN, OFUS, PeopleSoft-
HR, and Elackboard.

Verify your new password by entering it twice. Leave new password fields blank to set all passwords equal to your current
password.

NetID:
Current Password:
New Password:

Mew Password (again):

| Change/Maintain Password Cancel

Please click the Change/Maintain button cnly one time.

Passwords must be between 6 - 30 characters long.

Passwords must not be your NetID, your name, or a word found in a dictionary.

You should never write down your password or give it to anyone elze.

You should never provide your password over the telephone.

You should never put yvour password in e-mail (even to UTS staff or technical support).
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The
Student Hire

Internet Address for HR Web

https://www.leo.cc.emory.edu
(Save this address as a favoritel)

You may also find a link to Employee Self Service login (and Emory HR

Web login) from the Human Resources homepage (www.hr.emory.edu).

EMORY

EMORY
HEALTHCARE

E

This system is intended for use with Internet
Explorer. It will work with the most commonly
supported browsers. Some users have

experienced page display issues using Safari 2.0.

UNIVERSITY
University employees:
User ID: First time user?
Obtain Network ID and Password.
Password:

Forgot your Network ID and/or Password?

Call the Help Desk at 7-7777 (404-727-7777).

Support technicians are available Monday - Friday. 7:00am -
6:00pm.

Healthcare employees (eVantage users):
Call Center # SHELP (84357)
First time user?
Obtain a logon ID and password from your Access Coordinator.
We recommend that you use the Password Reset Tool to change
vour password to prevent unauthorized access of your account!

Forgot your logon 1D and password?
Ask your Access Coordinator for your logon ID and vou can
then use the Password Reset Tool to change vour password.

Once you log on, your view on the next page will depend on your level of

approved access.

[/ Emory HRWeb

Contains HRWEB items

ﬁ General Update ﬁ Special Update
Special Update

= Approve Termination

= Earnings Distribution

I Pay Rate Change

6 More... S More...

General Update

= Change Location
=) Emergency Contact
E Emplovee Mail Stop

View only

View Only

[ Reports

= Additional Pay

=] HRAF Report By Selection
= Job Summary

ﬁ Student New Hire
Contains Student New Hire related functions

= Dats Services Approval
=) FWS Daily Hire Report
= Hiring Wanagers Add
= Hiring Managers Update
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Select Student New Hire, then Hiring Managers Add.

[

u > Emory HRWeb >
"/ Student New Hire

Contains Student New Hire related functions

Data Services Al

Data Services Approval

EWS Daily Hire Report
FWS Daily Hire Report

roval

Hiring Managers Update

Hiring Managers Update

H\ﬁ Managers Add
Hiring Managers Add

If you use other functions besides the Emory HR Web functions, you will
get a customized the menu selection page when you login (see the example
below). Choose the Emory HR Web option to navigate to Student New
Hire.

Emory HRWeb
Contains HRWEB items:
3 General Update

3 Special Update

3 Student New Hire
3 View onty

eporting to you.

e

L3 Employee Pay Data USA
[ Payroll Processing USA

Payroll for North America
Maintain employee payroll information, process payrolls, collect

taxes and process year-end reguirements.

ﬁ Emory Brassri Inteqration
Emory Brassring Integration

=l Candidate Data Review

Workforce Administration
Hire employees, add non-employees, maintain personal and job
data, administer global assignments, labor relations, absence
and vacation
3 Emory Custom
3 Personal Information
3 Job Information
2 More...

il Workforce Development
Perform Competency Management and Performance
Management, maintain Faculty Events and Career Planning.

3 Faculty Events

[ Periodic Payroll Events USA

@ Reporting Tools
& Run, create, and manage queries and nVision reports.

=l Report Manager
L3 query

Enhance, deploy, and extend PeopleSoft and non-PeopleSoft
applications.
3 Process Scheduler

% PeopleTools

ienil Self Service
QNavlgate to your self service information and activities.

=l careers

=] Emory Community Givin

= Emory Emergency Notify System
4 More...

Benefits
Select beneft plans, track company cars & FMLA, calculate
leave accrual & annuity, maintain primary job, NDT, FSA details,
auto enroliment, COBRA, and merchants.
3 Emory Custom tems
3 Emploves Information
[ Review Emplovee Benefits
4 More...

C@ Set Up HRMS

&

Define installation and system setup tables.
3 Foundation Tables

3 Common Defintions

[ Product Related

Next, select Student New Hire, then Hiring Managers Add.

= Emory HRWeb =
ﬁ Student New Hire

Contains Student New Hire related functions

Data Services Approval
Data Services Approval

FWS Daily Hire Report
WS Daily Hire Report

Hiring Managers Update

Hiring Managers Update

Hin‘ Managers Add
Hiring Managers Add
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Searching for a Student to Hire or
Rehire

&

Hiring Managers Add

/ Add a New Value

EmpliD:

Sequence:

Add

. Clicking on the Hiring Managers Add menu option will bring you to the

page copied above and allow you to ADD a hire or rehire record.

If you know the student’s seven digit Empl ID, you may search using
this page. Enter the Empl ID and press the “Add” button.

NOTE: Disregard the Sequence Number

If you do NOT know the student’s seven digit Empl ID, click on the
magnifying glass next to Empl ID to get an enhanced search page:

Look Up EmplID

Last Name: | begins with

l!

First Name: | begins with

Campus ID; | begins with

[ |

Hational ID: | begins with |

mI
<

Date of Birth:

Look Up Clear | Cancel |E|E|5i|:|_|:|n|{|_|[|

[
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Selecting a Student from a Search
Results List

If you search by last name and there are multiple students with that last name, you
will get a search results list like this:

Look Up EmplID

EmpliD: begins with v

Name: begins with

Last Name: |begins with [ | DOOLEY

ll

First Name: |begins with

Campus ID: | begins with

=[x}

Hational ID: | begins with

Date of Birth:

EII

Look Up | Clear | Cancel |Elasi|:Lnnkun

Search Results
1-3 of 3

EmpliD Name Last Hame National ID Date of Birth Gender
0022365 DOOLEY ** 3456 0112 M
0022365 Dooley James Anthony DOOLEY 3456 0112 M

127a0TdDodrey vanessa Micole DOOLEY 9275 09/03 E
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Select the student by clicking on student’s row of information under search results.

Once you make the selection, you will be returned to the Add Student Hire screen:

Hiring Managers Add

[/ Add a New Value '\

EmpliD: | 0022365 Q

Sequence;

Click on the “Add” button. Your student search will result in this next page:

j/ Address Information { Health & Safety | Job Data ' AccountData ' Summary |

EmpliD: 0022365

Name: Dooley,James Warren Date of Birth: 01/12/1952
National 1D: 255669669 Campus ID: 11234

HOME Therese May 326 Melrose Ave

City: Decatur Country: LISA

State: GA Postal Code:  230030-2852

MAIL Beth Broyles PeopleSoft

City: Aflanta Country: LISA

State: GA Postal Code:  30322-4001

Verify that you have located the correct student.

1. If you have NOT located the correct student record, scroll down to the
bottom of the page and click on the “Add” button to get back to a search

page.
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. If you have located the correct student, print a copy of the HR Web
Student Hire address information for your records by clicking on the
printer icon at the top of the page.

. If there is no local GA address listed on this address page, you must send a
local address to Human Resources Data Services with the hiring paperwork.
A local GA address is required for state tax reporting.

. Remind students that any future address changes must be sent to both the
Registrar’s Office and to HR Data Services.

. The addresses you see on this page are the addresses HR will download for

a new hire.

. For a re-hire, the personal data will be loaded into PeopleSoft HR only if the
effective date for the Student Hire data is more current than the HR data.
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Entering Hire/Rehire Data

PRIOR TO DATA ENTRY, WRITE DOWN YOUR DEPARTMENT
NUMBER, ACCOUNT CODES, LOCATION AND MAILSTOP
CODES, KRONOS DATA, AND EAGLE OPS NUMBERS FOR EASY
REFERENCE. Human Resources Data Services staff can supply department
numbers, location codes and mailstop codes if unknown.

Entering Data for Federal Work
Study Hires

Entering Health & Safety Data

This information, which replaces the Exposure Determination Form, is now required
on all student hires per health and safety regulations.

Click on the Health and Safety Tab at the top of the display to get to the first
data entry page. NOTE: You must enter the appropriate health and safety
information for each student hire or rehire, otherwise you will not be able to
save the record.
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| Address Information{ | Health & Safety ) JobData ' AccountData ' Summary |

EmpliD: 0022365

Please select work setting as appropriate for this student hire: Campus Services, Yerkes, or All Others

a
Customize [Find | 3 First [*] 1 or1 [ Last
Quesﬁon *¥es or No
; No  [v]

1) To select the appropriate work setting, use the magnifying glass to make
your selection.

EmpliD: 0022365

Please select work setting as appropriate for this student hire;: Campus Services, Yerkes, or All Others

@,

Customize |Find | 3 First 1] o1 [ Last
Question *¥es or No

1 Mo v

2) The next page will allow you to make the appropriate selection for the
student’s work setting. Click on your selection from the list of results.
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Question Set ID:| begins with

Cancel | Basic Lookup

Search Results

Question Set ID Description
ALL OTHERS All Others

CAMPUS SER Campus Services
YERKES Yerkes

3) Depending on your selection for the student’s appropriate work setting,
you will automatically be routed to one of the following question sets.
You will answer the questions using the corresponding drop down
boxes. NOTE: It is important that you answer all questions before
moving on to the next tab.

Health and Safety Question Set for All Others (Departments not Campus
Services or Yerkes)

/ Address Information | Health & Safety { JobData | AccountData | Summary

EmpllD: 0022365

Please select work setting as appropriate for this student hire: Campus Services, Yerkes, or All Others

ALLOTHERS |Q,

Customize | Find | i First E 18 of 8 E Last

Question *Yes or No
1 Does this position involve supenising other employees? [No  [v]
2 Does this position involve human subjects research? il\loi@

Eﬁiinsatlr;if position involve animal contact - Division of Animal Resources (DAR) or laboratory work with [ab :VE'J
4 Does this position work in a laboratory? i_Noilzi
5 Does this position involve work in a BSL2 or BSL3 laboratory? |N(17|_v_§_
6 Does this position involve clinical patient contact? 'le_lgi_lg
7 Does this position invaolve radioactive materials andior Radiation Devices? !N_o_7|g
8 Will this employee need unescorted access to an irradiator? No7|7
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Health and Safety Question Set for Campus Services

| Address Information | Health & Safety %_JobData | AccountData ) Summary ||

EmpllD: 0022365
Please select work setting as appropriate for this student hire: Campus Services, Yerkes, or All Others

CAMPUS SER |2

Customize | Find | First [«] 12 of 2 [¥] Last

Question *Yes or No
1 Will this individual be working for Campus Services?
2 Will this employee need unescorted access to an irradiator?

Health and Safety Question Set for Yerkes

{ Address Information {" Health & Safety | JobData ) AccountData | Summary |,

EmpliD: 0022385
|
Please select work setting as appropriate for this student hire: Campus Services, Yerkes, or All Others
YERKES Q

Customize | Find | # First E 1-sorﬁiH Last

Question *Yes or No

No [+

1 Will this employee need unescored access to an irradiator?

5 Does this position involve working with human blood, body fluids, tissues, or other potentially infectious |N°7'ﬂ
materials? [lc

3 Does this position involve potential exposure to hazardous chemicals? i Mo !_\3
Does this position involve working with nonhuman primates (nhp), nhp tissue, body fluids or equipment |

4 . No I~
contaminated by nhp?

5 Does this position involve warking with radioactive materials or devices? No ;ﬂ

6 Does this position involve working with animals? | Mo @

4) Once you have answered all of the health and safety questions, you may
begin entering the student’s job data.

Entering Job Data for the Hire/Rehire Record

Click on the Job Data Tab at the top of the display to get to the second data entry
page.
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| Address Information | Health & Safety :'Ii Job Data , AccountData | Summary |

Mame: DooleyJames Warren National ID: 255669669
EmpliD; 0022365

Term; | Q.
Job Code: Q.
Job Trak #: *

Job Start Date: CIp (MIDDAYYY)
Job End Date: B (MIDDAYYY)

#*

Department;
Primary Department:

Location Code;

pR LS

#*

Pay Check Location:
Mailstop: Q.
Standard Hours: *

Compensation Rate; * (Enter using #4#.## format.)

* = Required lterms
* = Required if Johcode is 9998

1) To find the academic term code, click on the magnifying glass next to the term
tield.

Term:

Look Up Term

Term:| begins with [v]

m Clear | Cancel |E|;35i|:|_n:|{||{|_|g

“—

“Click on the “Lookup” button
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Look Up Term
Term{begins win [v]

Look Up | Clear | Cancel |Elasin::Ln:|c|P:ug

Search Results
1-SofD

Term Description
5071 Spring 2007
5076 Summer 2007
50749 Fall 2007
5081 Spring 2008
5034 Summer 2008
50849 Fall 2008
5091 Spring 2009
5096 Summer 2009
50949 Fall 2008

Select the first term in which the student will be working. The term number will be

populated on the data entry page for the student. Press Tab to move to the next
tield.

2) Enter the Job Code and press Tab or click on the magnifying glass next to Job
Code:

Term: 5089 4 Fall 2008

Job Code:

Look Up Job Code
Job Code: [ begins win v

Description:| begins with v

Look Up ’ Clear | Cancel |E|;35i|:|_ggp;|_|g
™
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Look Up Job Code

Job Code: | hegins with v

Description: | begins with v

Look Up | Clear | Cancel |Elasi|::L0ﬂkug

Search Results

1-5of &

Job Code Description

9900 Student Employee/BWW
9901 Training Fellow

94905 Fesearch FellowTrainee
9910 eeillo
9993 Wark Study Student

Select the desired job code (9998) and it will be populated on the entry screen.
Press Tab key twice.

3) Enter the 9-digit Eagle Ops Code from the Student Employment job posting
system (required if hiring as a Federal-funded workstudy student hire in job code
9998 and optional for all other job codes). Press Tab once.

4) Enter Job Start Date using MM/DD/YY (ex.: 08/31/2012) and press Tab
twice.

5) Enter Job End Date using this format (ex.: 05/14/2013) and press Tab twice.

6) Enter the Dept Number & the Primary Department Number and press Tab
twice. If you do not know the department number, you may search for it.

If you click on the arrow, you will get a search screen for departments. This is
NOT recommended.

Instead, search for your dept. number using the first 2 digits (ex: 22) and you will
get a list of all University dept number that begin with 22.
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Look Up Department

Department:| begins with U2z
Description: | begins with

Look Up | Clear | Cancel | Basic Lookup

Look Up Department

Department:| begins with 2z
Description: | begins with

Look Up | Clear | Cancel |Elasi|:Lnnkun

Search Results
1-19 of 12

Department Description
LIZZ0000  Instfor Comparative & Intl St
220001  ICIZ:.Center for Intl Program
220002 ICIS:Asian Studies
U220003  [CISIAS
220004 [CIS:LACS
LIZ20005 ECLanguage Center

: e Center/CAZA
W220007 ECICIS-Irish jes Program
U221000 EC.Chemistry
222000 EC.Classi
2220 ‘Classical Studies Program
U223000 EC:.Creative Writing
224000 ECEconomics
LIZZ5000 EC:Educational Studies
225001 EC:CBMN Undergraduate Ed
W226000 EC:French And ltalian
U227000 EC:English
228000 EC.German Studies
LU229000 EC:Comparative Literature
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7) Type in Location Code, Paycheck Location (7 digits). You may click on the
magnifying glass to search for Location Codes or enter the code and hit Tab
twice to enter the next field of data.

Look Up Location Code

Location Code:| begins with [v] 2040

Description: begins with [v]

Look Up | Clear | Cancel |E|;35;.;|_ggkug

Search Results
1-10 of 10

Location Code Description

2040001 ATWOOD CHEMISTRY CEMTER
2040002 ATWOOD CHEMISTRY CEMTER
2040003 ATWOOD CHEMISTRY CEMTER
2040004 ATWOOD CHEMISTRY CEMTER
2040005 ATWOOD CHEMISTRY CEMTER
20400086 ATWOOD CHEMISTRY CEMTER
2040007 ATWOOD CHEMISTRY CEMTER
2040008 ATWOOD CHEMISTRY CEMTER
2040008 ATWOOD CHEMISTRY CEMTER
2040010 ATWOOD CHEMISTRY CEMTER

8) Type in the Mailstop number and include - marks. To search for a Mailstop,
click on the magnifying glass next to the Mailstop field.

Pay Check Location: 2040003 Q.
Mailstop: @

In the Mailstop field, type in the first few numbers of the building location
code to see the mailstops associated with that location (building)
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Look Up Mailstop

Mailstop:; begins with v 204

Location Code:| begins with v

Look Up | Clear | Cancel |E|;35i|:|_.:|[||{|_|g

Search Results

1-2cf2

Mailstop Location Code Description
2040-003-1AA 2040003 EC:Chemistry

2041-003-1A4 2041003 EC:.Chemistry

Select the Mailstop you want from the search results list and it will be
populated in the job data page.

9) Type in Standard Hours/Week and press Tab.

10) Type in Compensation Rate using dollar and cents format designated on
the form (##.## with no dollar signs). Remember to key in an hourly
compensation rate for biweekly student employees (9900) and work-
study students (9998). Enter a monthly compensation rate for training
fellows (9901 or 9905) and monthly student employees (9910).

Standard Hours: 15.00 ,

Compensation Rate: 7.30 . (Enter using ## ## format.)

DO NOT ENTER A SECOND JOB NOW AND DO NOT CLICK N
THE SAVE BUTTON. ENTER THE ACCOUNT INFO ON THE
FIRST JOB before entering another job.

11) Click on the Account Data Tab at the top of the screen.
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12) Click on the magnifying glass next to Pay Configuration to get the next
screen:

Address Information Health & Safety Job Data Account Data Summary
Name: Dooley Jr.James Thomas Empl ID: 0022365
Department: 160060
Job Code: 9900
Pay Configuratiol DDI Unit: (0001 [C] shift Eligible [ off-site Clock-In Allowed

For work study positions, you must enter the smartkey where the

Dept Smartkey Default: Yes ©) No @
P ¥ i department 30% distribution should be charged.

Click on the magnifying glass to get this screen:

Select one of the following values:

0101 |©ne Hour Lunch
0102 |Half Hour Lunch
0103 |45 Min Lunch
0104 Mo Lunch

Make your selection of the length of the student’s lunch time.

On KRONOS, if the student works 6.5 consecutive hours, the system will
automatically deduct the lunch period length designated by the department.

The pay configuration fields will only display on entry screens for student hires
in biweekly paid job codes 9900 and 9998, and not on hire entry screen for
students in monthly paid job codes 9910, 9901, or 9905.

NOTE: This pay configuration field is required for all departments. All
the other KRONOS fields are optional.
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13) Key in a unit number if your dept. divides up employees into timekeeping
groups. Unit numbers are four characters long, digits only.

Unit 1 = 0001
Unit 2 = 0002
Unit 3 = 0003

14) Student employees are not shift eligible.

15) Students will need to clock in and out from the department office unless
you select off-site clock-in by clicking the mouse in the box to the left.

Keying in the pay configuration, unit, and other KRONOS information
on OPUS replaces the paper version of the KRONOS Information sheet.
You no longer need to mail or send the sheet for biweekly student hires
or biweekly student rehires entered on OPUS.

Address Information Health & Safety Job Data Summary
Name: Dooley Jr. James Thomas Empl ID: 0022365
Department: 160060
Job Code: 9900
Pay Configuration: |0102 DDI Unit: |000} Shift Eligible Off-Site Clock-In Allowed
[
Dept Smartkey Default: Yes No @ For work study ['JOS.IT.IQHS..yOU must enter the smartkey where the
department 30% distribution should be charged.
N K D
Percent of Distribution SmartKey Total Percent
1 30 000000613 + =

KEYING IN THE JOB EARNINGS DISTRIBUTION
INFORMATION

16) Key in the first distribution percent. Press the Tab key and enter the 10
digit SmartKey.
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DO NOT TYPE IN A 70% Distribution Row for Work-Study Hires.
The data is auto-supplied. Just key in the other 30% for your department
accounts.

Address Information Health & Safety Job Data Summary
Name: Dooley Jr.,James Thomas Empl ID: 0022365
Department: 160060
Job Code: 9900
Pay Configuration [
Pay Configuration: 0102 @, DDI Unit: 0001 [C] shift Eligible [] off-site Clock-In Allowed

For work study positions, you must enter the smartkey where the

Dept Smartkey Default: Yes ) No @
- R i ik s department 30% distribution should be charged.

Customize I Find [ View All['®Y i First BEq of 1 I | ag

Percent of Distribution SmartKey Total Percent

1 | 30 [ooo000613 @, +] | [=]

Click on “+” button to insert a new distribution row.
Click on the ‘“-” button to delete a distribution row

17) Insert as many rows as necessary. Be sure the percents total 30% before
saving the information for job code 9998. Do not leave a distribution row
with 0%.

18) Emory HR Web Student Hire will not accept Smarykeys to which
wages have never been charged. You will get an error message that the
account is invalid. In those instances, forward a copy of your attempted entry
to Human Resources Data Services with a note about the error message.
Please write in the account(s).

This is what the error message will look like if you use an account to which
wages have never been charged or it you type in an account number with the
dash after the first digit:
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v

Windows Internet Explorer

'E Invalid walue -- press the prompt button of hypetlink For a list of walid values (15,113
= The walue entered in the field does not match one of the allowable walues, You can see the allowable values by pressing the Prompt butkon or
hryperlink,

Send the copy of the attempted entry to HR Data Services with the rest of the
hire paperwork with a quick note as to why the data was not entered into the
Emory HR Web Student Hire System.

If the attempted entry was for a Federal Workstudy hire (job code 9998),
you must also send a copy of the entry to the Student Employment
Office (B. Jones Building, 3 floor) and note the Eagle Ops Number.
Student Employment MUST have a copy of all hire data for very
Workstudy hire and unless you send them a copy of entries that cannot
be entered on HR Web Student Hire, that oftfice will not be in
compliance at the yearly audit. You do not need to send Student
Employment copies of your successful entries.

19) When you get this error message, you may choose to change the account
code if you wish. Click on the OK button on the error message dialogue box
and then enter your changes.

20) The system will require you to use the correct sub-account codes for each
job code. Those codes have been determined by the Controller’s Office. The
correct sub-account code to use for entry of workstudy hires is 1890.

21) ¥****Be sure to hit the “SAVE” button in the lower left hand corner
ot your hire entry will be NOT be saved/visible to Human Resources.

ation | Health & Safety | Job Data | Account Data | Summary

22) If the student has been awarded Federal Workstudy funding and has
accepted the award, the system will save your entry.
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23) The Summary Tab for hires and rehires in job code 9998 (Federal
workstudy) will display the funding amounts. It is the responsibility of
the hiring department and the student to ensure that the student earns
no more than the funded amount.

24) If the student earns all the allotted workstudy funds and you wish to keep
the student on staff, send a termination Human Resources Action Form to
Student Employment for the workstudy position and rehire the student on the
HR Web Student Hire system using a start date that is effective the first day the
FWS funding is expired, and also use job code 9900 and subaccount code 1820,
charging 100% of the wages to your dept. accounts. NOTE: the KRONOS ID
will change when you do this — you must make sure the student is using the
correct KRONOS ID. Call Data Services to verity if unsure.

25) If the student has not been awarded Federal workstudy funding OR if the
student HAS been awarded Federal workstudy funding and has not yet signed a
form accepting the award, and you entered a hire record with a job code of
9998, you will get this message when you try to save the entry:

Windows Internet Explorer @

Either the student was naot offered Work Study as part of their Financial Aid package or the student has not accepted the award, Please call the Work
' Study Department at 404-727-6039,
-

Either the student was naot offered Work Study as part of their Financial Aid package or the student has not accepted the award. Please call the Work
Study Department at 404-727-6039,

CALL Financial Aid to verify. If the student has work-study funding, direct the
student to go to Financial Aid immediately to complete the Financial Aid file.
Once this is done, you may hire the student using job code 9998 and 70% of
the wages will automatically be charged to the designated Federal account.

20) If the student does NOT have work study funding, click on the “Add”
button at the bottom right of the page and do NOT save the workstudy job
entry. Enter a new entry for a non-workstudy job, using job code 9900, sub-account code
1820, with 100% of the wages charged to your department accounts. DO NOT JUST
EDIT THE WORKSTUDY ENTRY.

27) When you have completed all your entries, you must click on “Sign Off” in
the upper right corner and close the browser before you leave HR Web Student
Hire. This will keep the confidential data secure.
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Saving Hire/Rehire Data Entry

Data Services will not be able to see your data entry to approve it for hire

unless you scroll to the bottom of the page and click on the “Save”
button.

Mation | Health & Safety | Job Data | Account Data | Summary

Summary of Data Entry

Click on the Summary tab at the top of the page to see all the data entered on a
student. Print a copy for your records by clicking on your browser’s print icon.

e [] 5 - 53@ page = 5 Tols

SRCLEVE on HRFIN

{ Mdress Information ¥ Health & Safety * JobData * Y Summary "

Name: Docley James Warren Mational ID: 255eEEEs
EmplID: 0022385
Dateof Birth: 01121352

Job Code: 3500

[ I

Job Start Date: 08242008

Job End Date: 05152008

Department 221000 ECChemistry

Frimary Department: U221000 0 Chemisty

Location Code: 2040002

ATWOOD CHEMISTRY CENTER

Pay Check Location: 2040002 ATWOOD CHEMISTRY CENTER

Milstop: I400TAA EQChemistry
Std HrshWUk 150

Comp Rate: $7.500000

Fall Award Amount:

Spr Award Amount;

Smr Award Amount

ion: 0104
0001
-InAllowed || Shift Eligible

" Bccount Code SubAccount Code Department Totsl Percent
1 100,000 110114 1220 UZ21000 10000

Wiark Satting: AL OTHERS

Question Yesorlo
P ey . o
2 Doss this position invoive human Subjects research? No
5 Does this positon i Division of Anir DAR)or laboratory
work with Iab animals?
workin a sboratory? Yes
invoive work in a BSL2 or BSL3 Isborstory? No.
8 Doss this position involve clinical patient contact? No
7 Doss this position i i ials andior Radiation Devioes? No.
8 Willthis employes need unescorted 30025 to an inadiator? No
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Entering Multiple Hire/Rehires

To hire or rehire another student, scroll to the bottom of the page and click on the
“Add” button.

I_g=]J_| Save

Address Information | Health & Safety | Job Data | Account Data | Summary
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Central Office Pre-Approvals for
OPUS Hire/Rehire Data Entry

If your data entry is for a Teaching Assistant and requires pre-approval
from the Emory College Administration Office, or if it requires pre-approval
trom the Medical School Administration Office, fax a copy of the entry to
that office for signature approval to be signed and faxed to Human
Resources Data Services. The HRDS fax number is (404) 727-4008.
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Job Code 9998 (Federally-Funded

Workstudy Hire) Sample Hire Entry

Term:
Job Code:
Job Posting #:

Job Start Date:
Job End Date:

Department:

Primary Department:

Location Code:

Pay Check Location:

Mailstop:

Standard Hours:

Compensation Rate:

5121 «

: Q. Spring 2012

9998 @,

101012011 |,

01/01/2012 |3 , (MM/DDYYYY)

05/31/2012 |3 , (MM/DDAYYYY)

160060 Q@ .

W% 5 HR: Data Services

1599001 (@, 1599 CLIFTON RD

1509001 @, 1599 CLIFTON RD

1599-001-1AP & . pr Administration
20.00

| 10.500000 (Enter using ## #¢ format )

Pay Configuration
Pay Configuration: (0102 @, DDI Unit: [0001 Shift Eligible Off-Site Clock-In Allowed
i Sy DariE e ® No @ For work study positions, you must enter the smartkey where the

department 30% distribution should be charged.

Customize | Find | View All | E | # st 1 0f1 > Last
| Percent of Distribution  SmartKey | Total Percent | |
1 130,000 0000000613 @ oo, (# | [=
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Job Code 9900 Sample Hire Entry
(Biweekly Non-workstudy)

Term: B2t @, Spring 2012

Job Code: 2900 .

Job Posting #: *

Job Start Date: oo12012 | . (MM/DDIYYYY)
Job End Date: 053172012 . (MM/DDIYYYY)
Department: 160060 Q*’ *

Primary Department: (160060 . HR: Data Services
Location Code: 1599001 Q. 1599 CLIFTON RD

Pay Check Location: 1599001 @, 1599 CLIFTON RD

Mailstop: 1589-001-1AP Q?: = HR Administration

Standard Hours: 20.00/,

Compensation Rate: | 10.500000 (Enter using ## ## format.)

Pay Configuration

Pay Configuration: |0102 @, DDI Unit: |0001 Shift Eligible Off-Site Clock-In Allowed

For work study positions, you must enter the smartkey where the
department 30% distribution should be charged.

Dept Smartkey Default: Yes ) No @

Customize | Find | View All | El | B First 1-2 0f 2 > Last
| Percent of Distribution ~ SmartKey _ Total Percent | _
1 50.000 (0000000613 @ 5000 (4] | [=]
2| 50.000 0000000428 @ 0 =
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Job Code 9910 (Monthly Non-
stipend) Sample Hire Entry

Term: p121 1@, . Spring 2012

Job Code: D Q" =

Job Posting #: =

Job Start Date: oot ., (MM/DDIYYYY)
Job End Date: 05/31/2012 | , (MM/DDIYYYY)

Department: ekt % *
Primary Department: 160060 Q\a *

HR: Data Services

Location Code: 1599001 Q. 1599 CLIFTON RD

Pay Check Location; 1999001 Q. 1599 CLIFTON RD

Mailstop: 1509-001-1AP Qﬁ +=  HR Administration

Standard Hours: ~10.00],

Compensation Rate: | 250[ e (Enter using ## ## format.)

Pay Configuration

Pay Configuration: 0102 Q. DDI Unit: |0001 | Shift Eligible Off-Site Clock-In Allowed

For work study positions, you must enter the smartkey where the

Dept Smartkey Default: Yes () No @
ept Smartkey Default: Yes () o @ department 30% distribution should be charged.

Customize | Find | View

| Percent of Distribution ;Smarﬂ(ey | Total Percent | |
1 fioo.ooo] (0000001556 @ 10000 [+ | [=]
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Correcting Data Entry Errors

It is the responsibility of the person doing the data entry to double-check all
data entry before saving. If you make a mistake while entering any hires, you
must correct the mistake immediately. You will access your previously entered
data and key in the correct data and then save the entry.

You may access previously entered hire data by using the Hiring
Manager Update menu option.

Main Menu = Emory HRWeb >
Student New Hire
Contains Student New Hire related functions

=] Data Services Approval =] FWS Daily Hire Report = Hiring Managers Add
FWS Daity Hire Report Hiring Managers Add

Data Services Approval

Hiring Managers Update
Hiring Managers Update

Clicking on that menu option will bring you to a page at which you can
search for the record you need to update/correct.

BE SURE TO SAVE YOUR CHANGES!

NOTE: This function is only available to you up to the point that HR
Data Services approves the hire record. Once the record has been
approved by HR Data Setvices, corrections/changes must be submitted
via a Human Resources Action Form.
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Hiring Managers Update
Enter any infarmation you have and click Search. Leave fields blank far a list of all values.

J Find an Existing Value

EmpllD: hegins with v
Sequence:

Hational ID: | begins with v
Job Code: hegins with v
Department:| begins with |+

Last Hame: | hegins with v

Search | Clear | Basic Search Save Search Criteria

1) Search for the desired hire record as you did when you first entered the program.
Enter the Last Name in ALL CAPS and click on the search button OR enter the
National ID (Social Security Number) OR Empl ID and click on the Search
button. Searching by national ID (SSN) or Empl ID is highly recommended.

Search results will appear under the blue bar on in that page:

2) Verify that you have located the correct student. If there are multiple jobs in
the system for that student, be sure to select the correct entry. If you have not
located the correct student record, click on the Clear button and try a new
search.

Once Data Services has approved your entry, you will no longer be able to
access the records. In those instances, you will need to submit corrections to
mailstop, salary, or account distributions via Emory HR web and all other data

changes via a HRAF.
3) If you have located the correct student, click on the Job Data Tab to
make changes or click on the Account Data Tab to make changes.

As long as the data is enclosed in boxes, you are able to edit.

4) Enter your changes, verify them, and then scroll to the bottom of the
screen and click on the Save button.

5) Be sure to print out a copy for your records.
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Data Services Use of this System

All student hire entry (for job codes 9998, 9900, 9901, 9905, & 9910) will
be accessible to Data Services immediately after department
representatives save the data entry. Data Services will check each entry and
verify that the appropriate hiring paperwork has been received: tax forms and
Form I-9, etc.

INOTE: Data Services staff will NOT have the ability to correct any hire data
that has been incorrectly entered and saved by a department. Departments
need to make any corrections in HR Web Student Hire on the same date
as the entry.

Once an entry has been approved, an e-mail confirmation will be sent to
your Login ID@emory.edu. If this address does not match your daily
work e-mail address, then you need to contact AAIT’s Help Desk @ 404-
727-7777 to establish a preferred e-mail address. For example, if you set
a preference to use an e-mail address of ID@yahoo.com, then any
messages being sent to ID@emory.edu will be forwarded to
ID@yahoo.com. If you use another person’s login ID (which you are
NOT supposed to do), that person will receive e-mail notification of the
approval.

Any corrections needed after a Data Services approval message has been
received will need to be submitted in writing on a signed HRAF to Data
Services prior to the payroll run date.
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Once a hire or rehire is approved in HR Web Student Hire, the job data is no
longer available via Hiring Manager Update. It is available via Emory HR Web
under View Only>Job Summary after the data is loaded overnight from Emory
HR Web Student Hire to HR/Payroll. Biweekly hires will not be able to clock
in and out until the data loads into the KRONOS system. Once timekeepers
are able to see new biweekly hires and rehires, the display in KRONOS will
show what the 9-digot KRONOS ID is for clocking in and out. It is the
department timekeeper’s responsibility to show each student hire or rehire how
to use the timekeeping system and to make sure that time is being submitted on
the correct employee record. See HR Data Services with questions.
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Supervising Students

B Clearly identify persons with these roles
— Dept representative
— Timekeeper
— Supervisor
B Establish clear lines of communication
— 1i.e.: for issues relative to timesheet data, the student,
supervisor and timekeeper must all be notified
B Establish work schedule for student
B Establish designated phone for clock-in/out (not required for
Teaching Assistants , Research Assistants or Resident Assistants)
B Establish a standard means for students to verify hours worked
with the supervisor
B Provide a copy of the job description to students
— Federal Workstudy employment and student employment is
NOT study time!
B Students with meaningful work are more successful/motivated
employees
B Envision this as a means to provide professional development for
the students
B Returning students should have increased responsibility and pay if
possible. Provide career ladder w/in student jobs
B Determine regular meeting time with student employees
B To the extent possible, supervise student employees as you would
staff employees
B Provide performance metrics and feedback
B Follow disciplinary process if necessary

— Seek guidance from Student Employment
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Computer Security/User Support

It is extremely important for you to restrict access to Emory HR Web Data. It
is against University policy for you to share your login and password with
others. Every employee entering data should have a personal access account.
All data access and entry is tied to individual account IDs. Account holders are
responsible for any actions performed through the use of their account.

Issue of each account for student hire entry will be subject to supervisor
approvals and approval by the University Registrar before Human
Resources Technical Services will provision the account.

NOTE: Under no circumstances should student employees be accessing
this data or entering this hire data for a department.

Access to and use of student data on Emory HR Web is restricted by Federal
Regulations. In using your account, you agree to abide by and uphold these

FERPA regulations:

“Through the entry of my login ID and password | affirm that |
understand the regulations governing the use and/or release of
student data. | agree to follow the regulations set forth in the
University's Policy on the Confidentiality and Release of Information
about Students and the Family Educational Rights and Privacy Act of
1974 (FERPA) as amended. “
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Keeping Emory HR Web Data
Secure - Logging Off

The system will automatically time-out after a predefined period of
keyboard or mouse inactivity.

When you are done with your entry, be sure to click on “Sign Out” in the
upper right hand corner:

Add to Favorites

You will be returned to the login screen. To make sure no one can hit the
back button or see the history of your transactions, click on the File
Menu in the upper left corner and select “Close”:

Igl)rat:le | PeopleSoft Enterprise & Sign-in - Windows Internet Explorer

@O - |E, https:ffhrfin.cc.emary .edufpsp/brfin/EMPLOYEE fHRMS/?cmd=lagaut M g
File Edit Wiew Favortes Tools  Help

Mew Tab Chrl+T .

Mew Window Chrl+M t Enterprise & Sign-in ] ‘

Qpen. .. Chl+Q

Edit

Save Chrl+S ORACI_EQ

Save 5.

Close Tab Chrl+ PEOPLESOFT ENTERPRISE

Page Setup...

Print... Chrl+P

Print Preview..,

varm ] Seetatameoe
Send 3 i

Enalish Espariol
Import and Export. .. Password: I:I Dansk Deutsch
Properties _ Francais Francais du Canada
wiork Offline Sign In Italiano Maayar
Exit Mederlands Norsk
Polski Portugués
Suomi Svenska
To settrace flags, click here Cedtina BFE
= Eveciuid
T i 2
By el
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If at all possible, create a screen saver password to keep HR Web even
more secure:

1)
2)
3)
)
5)
0)
7)

8)
9)

Click on Start

Select Control Panel

Select Appearance and Themes

Select Choose a Screen Saver

Select 10 minutes

Click on the Power Button

Under Advanced Tab, in the Options Box, Select “Always prompt for
password when computer resumes from standby”

Click Apply button

Click OK

Themes | Desktop | Screen Saver | dppearance | Settings

- 0

Screen zaver

Starfield v[ Settings H Preview

nutes || On rezume, dizplay Welcome screen

b anitar power

To adjuzt monitor power settings and zave energy,
ﬁ click Power.

[ Ok H Canicel ]
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Power Options Properties

Power Schemesl Advanced |Hi|:uernate | UPS |

ELE Select the power-zaving settings you want to use.

Options
z show icon on the taskbar

< Frompt Rpr pazzword when computer resumes from standby

Fower buttons

“When | press the power button an my comprker;

| Shut down v |

YWwhen | prezs the sleep button on my computer;

|5tanu:| by Vl

P —

Q k. \)H Cancel ], Apply
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HR Web Student Hire Support

e To re-set passwords, contact AAIT Helpdesk (404) 727-7777.

e To report problems or receive assistance:

O Shanterria Baker, Human Resources Data Services, HRIS
Specialist I1, (404) 727-0227

O Sherry Stodghill, Human Resources Data Services, HRIS
Specialist I1I, (404) 727-6066

O Financial Aid, Student Employment (404) 727-6039 (Federal
Workstudy and Eagle Ops Support)

O Finance Division, Payroll Office - for KRONOS questions
(404) 727-6100

e Online Orientation Site for Students to complete I9
https://apps.hr.emory.edu/Orientation/

e To complete section 2(employer section) of the 19:
https://apps.hr.emory.edu/Prestart/manage/dataservices.jsp

e To send supporting 19 Documentation: Email hrdsi9@emory.edu
Fax 404-727-3070

e For online access to HR forms and manuals for HR Reps:
http://emory.hr.emory.edu/eu/managerstoolkit/index.html

O See Link to Employing Students for forms and instructions

e To access the Student Employment Web Site:
http://www.emory.edu/FINANCIAL AID/student employment/in

dex.php

57



