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Entering a &ident into HR Web>Student New Hire:

Home Page> Emory HRWel» Student New Hire

+ From thedrop down of Home Pages clielRWeb
+ ClickStudent New Hire

¥ HRWeb
¥ HRWeb

Workforce Administration

HRWeb Student New Hire

Self Service

+ Hiring Managers Addill display

< HRWeb Student New Hire

=1 Hiring Managers Add

Hiring Managers Add

& | Hiring Managers Update AT T o

%] Data Services Approval
Empl ID e}

. Sequence 1
& Link to Student Data

Add
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Hiring Manages Add:

+ Keythe EEID #
+ ClickAdd

< HRWeb Student New Hire

% Hiring Managers Add

Hiring Managers Add

| Hiring Managers Update T T T TE

5 Data Services Approval
Empl ID a,

Sequence 1
51 Link to Student Data

A If you donot have the EE ID#, click thpy glass
A Select the appropriate student name
o The EE ID# will populate into tienpl ICfield
A ClickAdd
o System will move to first tabA@dress Informatiop

Notes
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Address Information

+ Verify name, DOB and address

+ Move to next tab dealth & Safety
A If you are hiring a NotJS Citizen and you have the SSN, &litikNational Id
A At Change National |key the SN
A dickOk
A Move to next tab lealth & Safety

< HRWeb Student New Hire
2 Hiring Managers Add Address Information Health & Safety Job Data Account Data Summary
&1 Hiring Managers Update Empl ID:
Name: Date of Birth:1

&1 Data Services Approval
Mational ID_***+*
| Edit National Id Details |

51 Link to Student Data

HOME
City: Country: USA

State: Postal Code:
MAIL
City: Country: USA

State: Postal Code:

[5] save Es Add

Address Information | Health & Safety | Job Data | Account Data | Summary

Notes
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Health & Safety

+ Select appropriate work settinige., Campuservices, Yerkes, or Allgts by clicking
the spy glass

Look Up

Question Set ID| begins with v ||

| Lookup || clear || cCancel |BasicLookup

Search Results
View 100 First ‘4’ 130r3 B Last
Question Set 1D iption

ALL OTHERS  All Others

CAMPUS SER Campus Services
YERKES Yerkes Primate Center

Notes
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4+ Select Yes or No for each question
#+ Move to next tab Job Data

< HRWeb
71 Hiring Managers Add
& Hiring Managers Update
5 Data Services Approval

571 Link to Student Data

Usecauiion when
answering Health &
Safety questions.
Students may ne#
additional training
based on how the
guestions are
answered. The
student will receive
an email for training.
The HR Rep will need
to contact the sender
of the email to stop
the emails.

Student New Hire

Address Information Health & Safety Job Data Account Data Summary

Empl ID:

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

CAMPUS SER |Q

Personalize | Find | £V | = First ‘4 1-30f3 ‘b Last

Question *Yes or No
1 Will this individual be working for Campus Services? Yes v
2 Will this employee work in areas containing animals? Mo v
3 Will this employee need unescorted access to an irradiator? I
[l save EL Add

Address Information | Health & Safely | Job Data | Account Data | Summary

Notes
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Job Data:

Select appropriat& erm
Key appropriateJob Code
KeyJob Start/End Dates
KeySupervisor ID
KeyDepartment
KeyPrimary Department
KeyLocation @Gde
KeyMailstop

KeyPay Check Location
KeyStandard Hours

KeyCompensation Rate
Move to next tab Account Datq

- FFEFEFFEFRFEEF

< HRWeb

A Students are permitted to work a maximum of 20hrs per week

Student New Hire

| Hiring Managers Add Address Information Health & Safety Job Data Account Data Summary

— Name:
£ Hiring Managers Update
— . Term:
| Data Services Approval
Job Code:
£ Link to Student Data Job Posting #:

Job Start Date:

Job End Date:

Supervisor ID:

Department:

Primary Department:

Location Code:

Mailstop:

Pay Check Location:

m Standard Hours:
Compensation Rate:

Empl ID:

5179
Q- Fall 2017

9000 @ .

0812372017 |F

05/10/2018 |5

Undergrad Student Employee/BW

(MM/DDIYYYY)
*  (MM/DDMYYYY)

Q=

Please enter the supervisor responsible for managing and monitoring this student's work.

830540 |Q-
830540 |@
1380003 |Q

1380-003-1AA QY »

1380003 ar

10=

8.5(1 * (Enter using ## ## format.)
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Job Data:

< HRWeb Student Ne

] Hiring Managers Add Address Information Health & Safety Account Data Summary
Job Posting #only applies to

E= Hiring M Updat Mame: Empl 1D:
Federal Work Study (FWS) fing Managers Lpaate
ositions and it ioobtained . : 5178 | B}
]E) dshak =~ Data Services Approval ferm N Fall 2017
en Han HNEliE Job Code: 9900 Q- Undergrad Student Employee/BWW
£ Link to Student Data Job Posting #:

08232017 | . oDy

The Job Posting field for a 05/10/2018 |5 = (MM/DDAYYY)
FWS student requires an-8
digit number. Handshake
generates a 7digit job

number.

Job End Date:

Supervisor ID: Q-

Please enter the supervisor responsible for managing and monitoring this student's wt

Department: 830540 Q=
Primary Department: (330540 (o
oy A m & e P 2 A

, AAAET ¢ AECEO Location Code: 1380003 |Q

Mailstop: 1380-003-1AA Q=

. . . Pay Check Location; | 1380003 Qs
When class is not in session ay Check Location

. - 10
(summer and winter breaks) m Standard Hours: | - |
non FWSstudents can work Compensation Rate: 85q - (Enter using ## ## format )
+ =R ired It
up to 40hrs/wk. When equired ltems

+ = Required if Jobcode is 9898
classes resume, the HR Rep

will have to decrease the
studer(Oséhours to 20 or less
5l save

Address Information | Health & Safety | Job Data | Account Data | Summary

A Via Ehraf
A Action/Reason is DTA/IMSC

See Appendix for frequently used
student job codes.

Notes
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Account Data:

Click thespy glassand select the appropriatay Configration
Key the appropriat®©DI Unit
Checkshift Eligiblaf applicable
CheckOff-Site Clockn Allowedif applicable
Department SpeedTypeefaultis already defaulted ttlo
Enter thePercent of Distribution
Enter theSpeedType
A If the SpeedTypshould be déaulted to the department, simply click the radial button
nexttoYes
A Distribution percentage an8peedTypénformation will not be entered.
+ Move to the next tab%ummary

FEFEEEF

Undergrad Student Employee/BW

< HRWeb Student New Hire

Address Information Health & Safety Job Data Summary

©-| Hiring Managers Add

— Name: Empl 1D:
=~ | Hiring Managers Update
Department:
— Job Code: Q900
= | Data Services Approval

Pay Configuration

Link to Student Data - .
) Pay|0104 |Q_  DDI Unit: Shift Eligible Off-Site Clock-In Allowed
Configuration:

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

Dept SpeedType Default: Yes -/ No @

Personalize | Find | View All | (2] = First ‘&) 10f1 & Last

Percent of Distribution SpeedType Total Percent
1 100.000 0000000711 Q 10000 [+ [=]
[§] save EL Add
mAddress Information | Health & Safety | Job Data | Account Data | Summary
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Example of Account Data tab i Dept SpeedType Default: Yes

Undergrad Student Employee/BW

+ Percent of Distribution and SpeedType fields do not display

< HRWeb Student New Hire
* | Hiring Managers Add Address Information Health & Safety Job Data Summary
—_— Name: Empl ID:
| Hiring Managers Update
Department:

— i Job Code: 9900
= | Data Services Approval

Pay Configuration

1 Link to Student Data : _
) Pay|0104 | DDI Unit: shift Eligible Off-Site Clock-In Allowed
Configuration:

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

Dept SpeedType Default: Yes ® No

m (5] save Eh Add
Address Information | Health & Safefy | Job Data | Account Data | Summary

Notes
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Example of Account Data tator Monthly Student

Undergrad Student Employee/MO

+ Pay Configuration does not display

4+ Speed¢ @ LIS RSTFI dzf Ga G2

< HRWeb Student New Hire

Hiring Managers Add Address Information

Name:

&1 Hiring Managers Update
Data Services Approval
&1 Link to Student Data

Dept SpeedType Default: Yes

Percent of Distribution
1 100

[§ save

Health & Safety

Job Data Summary

Empl ID:

Department:

Job Code: 9909

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

No @
department 30% distribution should be charged.
Personalize | Find | View All | @l E First ‘&) 10f1 &' Last
SpeedType Total Percent
00000007 11] Q [+ (=]
E} Add

m Address Information | Health & Safety | Job Data | Account Data | Summary

Notes
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Example of Account Data tator Federal Work Stud{FWS)

Federal Work Study (FWS)

4 Job Codés 9998
4+ Percent of Distribution is 30%

+ Enter the SpeedType where 30% of the comp rate will be allocated

Student New Hire

7| Hiring Managers Add ¥rmation || Health & Safety || Job Data Summary

| Hiring Managers Update

-1 Data Services Approval

Pay ConfigNation
Pax[0104 |@

Configuratiok:

51 Link to Student Data

Dept SpeedType Default\Yes

Percent of Distribution
1 30

Empl ID:

Department:

Job Code: 9993

DDI Unit: Shift Eligible Off-Site Clock-In Allowed

No For work study positions, you must enter the SpeedType where thg

department 30% distribution should be charged.

Personalize | Find | View All | (2] = First ‘4 10f1 ‘b Last

SpeedType Total Percent
00000007 11| Q

[5] Save
m Address Information | Health & Safety | Job Data | Account Data | Summary

Eil| B

[Eh Add

Notes
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Summary

+ Displays summary ohe information entered for the student
+ ClickSaveat the bottom of the page
<+ Print summary page for student file

< HRWeb Student New Hire

| Hiring Managers Add Address Information Health & Safety Job Data Account Data
— Name: Empl ID:
&| Hiring Managers Update
National 1D: Date of Birth:
% Data Services Approval
g PP Job Code: 9900 Undergrad Student Employee/BW
Job Posting #:
&1 Link to Student Data Job Start Date: 08/23/2017
Job End Date: 05/10/2018

Supervisor ID:

Department: 830540

Primary Department: §30540 ECAS: PreHealth Mentoring Ofc
Location Code: 1380003 GOODRICH C. WHITE HALL
Pay Check Location: 1320003 GOODRICH C. WHITE HALL
Mailstop: 1380-003-1AA  Affiliated Organizations

Stnd Hrs/Wk: 10.00

Comp Rate: 58500000

Fall Award Amount:
Spr Award Amount:

Smr Award Amount:

Pay Configuration: 0104

DDI Unit:
Off-Site Clock-In Allowed Shift Eligible
Dept SpeedType Default: Yes ' No &
Account Distribution
Percent of Distribution SpeedType Total Percent
1 100.000 0000000711 100.00

Health & Safety Questions

Work Settingm CAMPUS SER

Question Yes or No
1 Will this individual be working for Campus Services? Yes
2 Will this employee work in areas containing animals? Mo
3 Will this employee need unescorted access to an irradiator? MNo
Save

Address Information | Health & Safety | Job Data | Account Data | Summary

Do not clickADDon theSummary Tab G\dddwill not save the job information for the

student hire. You must click Saveto save the student job entry!
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Various Human Resources Actions via HR Web

There are numerous human resources actions that are completed via HR Web for students
includng location changesipdating emergency contact information, correcting the employee
mailstop and pay location, entering future terms, requesting leave of absences, updating
personal data, making reporting changes, updating earnings distributions anchtgmg
employees.

DSYSNIXfte | addzZRSyidQa t20F0A2yT YIFIAfad2L FyR
for these three fields entered in HR Web>Student New Hire at the time of hiring the student is
the information that remains in these fieldsiirh f (G KS & GdzRSydQa LRAAGAZ2Y

From the Main Menukuture Terms, Leave of AbsenBeporting Changdersonal Data and
Emergency Contacare handled viemory HRWeb>General Update>[specific action]

Notes
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EnteringFuture Terms

+ From the drop down of Home Pages clitRWeb
+ ClickGeneral Update
#+ ClickFuture Terms
+ Key theEE ID#
#+ ClickSearch
+ Enter theFuture Termination Date
4+ Click thespy glass
#+ Select the appropriatéuture Termination Reason
< HRWeb General Update
F1 Job Summary
1 Additional Pay Fmploree - keeon '
=1 Administrative Posts Emory Job Data Find First &) 10f8 (&) Last
. Empl ID: Empl Record: 0 Effective Date: 01/01/2016 Effective 1
Appointment Summary Sequence:

F~| Change Location

F~| Emergency Contact m

-1 Employee Mail Stop

Future Termination Date: [09/01/2021 |[+j]

Future Termination Reason: |G Q

|'§] Save ||[gh Return to Search

F~| Employee Pay Location

1 Faculty Data

1 Future Terms

TMP - End Temp Employment

Future Termination Reason Description
G TMP¢ End Temp Employment
L CNT¢ End of Contract

Notes
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Requesting_eave of Absence

*Studentleave of absencéSLAshould be used onfpr graduate level studentsvith
continuous or consecutive employment witthe same department.The action LOA is

an unpaidstatus;therefore, monthlypaid students placed on LOA will not receive their
salaries and stipends while in this status. Hourly paid students will also not receive pay,
by virtue of not having hours in Kronos.

SLAs notfor undergraduate students, unless the student has a track record of working
in your department and returning to yodepartment. Undeno circumstancess SLA
permissible for Federal Work Study Students.

Notes
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Leave of Absence

ClickLeave Administration
ClickLeave of Absence
Key theEE ID#
ClickSearch

Enter theEffective Date

Ll ol ol ol ol ol ol ol

ClickSave

< Leave Administration

| Leave of Absence LOA

EUV
EMUNV

Company:
Business Unit:
Department:

Location Code:

Effective Date:

|5l save

10/01/2017 |[5

Employae

Emory University

[t Return to Search

Action:

From the drop down of Home Pages clitRWeb

Click thespy glasgor the Actionand selecLOA
Click thespy glasgor the Reason Codand selecSLA

Leave Administration

Empl Empl 0
ID Record

Payroll Status: Active
Job Code:
Last Date Worked:

Expected Retum Date:

Find | View All First ‘4/ 10of1 ‘) Last

LOA @ SLA Q@

Reason Code:

Notes
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Leave of Absencé / 2V QG 0 Y

Returning the student from LOA/SLA
+ Enter theEffective Date

+ Click thespy glasgor the Actionand selecRFL
#+ Click thespy glasgor the Reason Codand selecRFL

< Leave Administration

| Leave of Absence oA

Employee

Company: EUV Emory University
Business Unit: EMUNVY
Department:

Location Code:

m Effective Date: (107202017 |l action:

[§] Save ||[&h Return to Search

Leave Administration

Empl Empl
D Record

Payroll Status: Aclive
Job Code:
Last Date Worked:

Expected Retum Date:

Find | View All

RFL |Q Reason Code: |[RFL |Q

First 4

10f1 & Last

Notes
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ReportingChange

From the drop down of Home Pages clitRWeb

ClickGeneral Update

ClickSupervisoChange

Enter theeffective date of the reportinghange

Key theDepartmentnumber or select thespy glassand select the department number
CickContinue

Check the box for the appropriate employee

ClickContinue

Ensure*Reporting Change Dais accurate

Type the name of the new supervisor into tifeupervisoffield or click the spy glass and
select the appropriate name

ClickSubmit

ClickOKon the Save Confirmatiopage

o S e e A ok ok ok

See R1for views ofReporting Changes
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