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Step 1 — Getting Started — New User

Jobhawk allows for On-Campus employers to post available job opportunities for both financial
aid and departmental student employees. Job posting are listed on JobHawk for students to apply to,
employers can review applications, contact applicants, and submit hire requests.

On-Campus employers who would like to post positions on JobHawk must request an account.
To request access, visit www.uml.edu/jobhawk, select “On-Campus employers”, then select “Request
Login”.

Office of Student Employment
University Crossing

220 Pawtucket Street, Suite 280
Lowsll, MA 01854-5131

w  Employees -
/‘/ N
Job X))
Fall 2020 Student Employment Update
¥l prsttions are now mesdablel Submit yoer appbcatioes marky! New jobs sre sibmitted daily, fie sire to check
back for new opportunities.
Wiskeame To the Student Employment fortal
F o v i
ot
d
» 8 ’
Post available job positions, review applications, and hire employees, Employment guidelines and required documents are at your fingertips! Cd
Supervisor Information Accessing JobHawk
Supervisor Terms & Conditions Form JobX Login

Login to post jobs, hire students, and access student applications.

Supervisor Tool Box .
Request Login
All the tools you need in one place!
Click above if you are an On-Campus Employer who has never
logged in before.

Contact Us

Submit a Termination Request, ask us a question, send us your
suggestions/concerns!
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Complete the requested information. Please be advised that your username and password will be
your UML login credentials. Select submit once you have complete the form.

Office of Student Employment
University Crossing

120 Pawtucket Street, Suite 280
Lowell, MA 01854-5131

#  Employees -

Request Permission To Use This Site

You must be a registered wser to post jobss on the Employment website. Please fill out the following information, and we will evaluate your request as quickly as possible,

Farst Mame *

Middie Name

fip Code

The application process is now complete. Please be advised that you do not have access to JobHawk
yet. An administrator will contact you for further details on your intended job posting. Upon approval,
you will receive an email notification from JobHawk@uml.edu advising of this.

Part 2 — Posting a Job
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Creating a new job is a three-step process. This would include creating a job profile, editing
the job application, and submitting the posting. JobHawk will walk you through this process.
To begin this process, select the “JobX” tab at the top of the page then select “JobX Home
(Job Control Panel)”.From here, select “Add a Job” at the top of the page.

Office of Student Employment
University Crossing

220 Pawtucket Street, Suite 280
Lowell, MA 01854-5131

# Employees-  JobX- Reporting -  Access & Audit - Uploads - SiteSetup - Content - Help ~

JobX rj?'ne (job Control Panel)

Job Control Panel I
Find bt Users
Find Employees N )
= Supenvisor Find Employees Hawks Reset Filers
Job Status: Admin Find jobs T
|— Listed Jobs (0) Approve jobX Hire Requests
[ Pending Approval (0)  EdIt Default job Applications
[ Review Mode (0) Manage Quick job Searches
I ] Storage Mode (0) Manage jobMal
My Jobs:
(" Show My jobs Only
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Office of Student Employment

University Crossing
220 Pawtucket Street, Suite 280
Lowell, MA 01854-5131

% Employees-  JobX- Reporting -  Access & Audit - Uploads - SiteSetup - Content -~ Help -
Job Control Panel

—

= Result Alters: Employer: River Hawks Reset Filters

o
[ uisted obs (0) ]

[ pending Approval (@)
[ Review Mode 0)

E Storage Mode (0)
My Jobs:

[ Show My jobs only

Step 1 - If you have obtained posting permissions for multiple departments, you will first
select the Employer/Department that you would like the position to be posted for.

You are adding a brand new job to the web site for:
== Step 1: Supply Job Profile information == Step 2: Review Job Application == Step 3: Go Live

Please Choose an Employer/Department

|

Student Financial Services

If not, you will be sent to the next question required for the job posting. This will ask for the Job
Type. The five Job Type options are included below.

You are adding a brand new job to the web site for:
Employer: Financial Aid Change

== Step 1: Supply Job Profile information == Step 2: Review Job Application = Step 3. Go Live

Please Choose a Job Type

Choose one... hd | GO to next step
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Status

Description

Financial Aid Student
Employment

Only students that have been awarded an academic year financial work
award can apply to this position. The hired student employee will be paid
through their financial work award. Any earnings exceeding the student
employees financial work award will be paid through the employer’s
departmental budget.

Financial Aid Student
Employment
(Summer)

Only students that have been awarded a summer financial work award can
apply to this position. The hired student employee will be paid through
their financial work award. Any earnings exceeding the student employees
financial work award will be paid through the employer’s departmental
budget.

Immersive Scholar
Award

Only students with an Immersive Scholar Award can apply to these
positions. Immersive Scholars are offered this award by the admissions
process. For further information on this program, contact
UROC@uml.edu

Immersive Scholar
Award (Summer)

Only students with an Immersive Scholar Award can apply to these
positions. Immersive Scholars are offered this award by the admissions
process. For further information on this program, contact
UROC@uml.edu

Departmental Job

Students enrolled in a degree seeking program can review and submit
applications for departmental positions. The hired student employee will
be paid through the specified departmental budget.
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From here, complete the job profile screen. All fields designated with a red asterisk are
required fields. Attributes that are included on the application are listed below.

Office of Student Employment
University Crossing

220 Pawtucket Street, Suite 280
Lowell, MA 01854-5131

& Employees -  JobX -  Reporting - Access & Audit - Uploads -  Site Setup - Content -  Help -

You are adding a brand new job to the web site for
Employer: River Hawks Change

== Step 1: Supply Job Profile information - Step 2 Review job Application == Step 3: Go Live

Job Category ¥ =7= Administration

Job Title * s

B s U= = = || -

Example job description

e Job Title

e Description

e Requirements

e Number of Available Openings
e Minimum and Maximum

Hours
Categories to Complete for e Startand End Date
Job Posting e Timeframe -Academic Year,

Fall, Spring , Summer

o Wage level

e Evening and/or Weekend
Hours

e Primary Contact Information

Select “Submit” to continue.
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Step 2 — the Pending Job Application page will pre-populate with required fields with the
information included below.

Office of Student Employment
University Crossing

220 Pawtucket Street, Suite 280
Lowell, MA 01854-5131

Welcome, Candice Garabedian (Disguised as Rowdy) | Logout
# Employees - JobX - Reporting -  Access & Audit - Uploads - SiteSetup - Content ~  Help «

The job data was successfully saved. However, the job is not posted on the web site. There are two more steps. First, please review the job application below and delete any questions you do not want. Also
you may rearrange the ordering of the questions. Any changes you make will be approved by an administrator.

Pending job A - River Hawks Assistant
First name * v
Meddle name E
Last name * 4
UML Emanl v
Please use your student UML emai adcress. *
Confirm Email Above * v
Resume * Browse.. | No file selected o

[ Monday Mornng v

[] Monday Afterncon

Tuesday Morming

What are your hiours of availability? Please check &ll that apply for this current Semestar Tuesday Aftemcon |

71 wednesday Morming

[ Wednesday Aftemoon

[] Thursday Morming

Pk fram Exmng Questons

Question Details

Question Type

o

Question Name
T You can also create a new
S question to add to the
application. Add the question
details and behavior, then
select “Add Question”. Your
new question will now be
available under the “Existing
el Questions” option to use for
momme X future job postings.

Application Behavior

Other flags
L application input is required
[ protit this question from previous answee?

Where To Add Ths Question? |

End of Appleation

N

To complete the application, select “Save Application”.
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Step 3 - The last step is to select preferences for your job posting. You have the option of
when the job will be listed for students to view and apply to, if JobMail will be sent to
notify students of the new posting, and how long you would like the job to be posted for.

# Employees~-  JobX-  Reporting - Access & Audit - Uploads - SiteSetup - Content - Help -

You are adding a brand new job 1o the web site for
>>5tep 1: Supply job Profile »> Step 2; Review job Application == Step 3: Go Live

River Hawks - Administrative Assistant

Your job will be approved by an administrator before it can be posted. Please choose an option

1, When do you want the job to be reviewed for approval?  as scon as possinie
2. Do you want the job ksted immediately after it ts approved?  Yes immedatel;

3. For how marny days do you want the job to be ksted on the site?  Untl | ciose the jon

When all the above information looks correct...

Once your preferences are selected, complete this process by selecting “Click here to
finish!”
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Your job is not live on JobHawk yet. A notification is then sent to the Student Employment
Office for an administrator to review your job posting prior to being listed. If an
administrator has any questions about the position, you will be contacted.

# Employees- jobX- Reporting -  Access & Audit - Uploads - SiteSetup -  Content - Help -

River Hawks - Administrative Assistant
Congratulations! Your job is pending approval, then it will be listed
What would you like to do now?

* View the job detalls (for printing, etc.)

e Return to your control panel

Upon approval, you will receive an email from JobHawk@uml.edu advising that your job is
now listed!
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Step 3 — Managing Existing Job Posting

On the Job Control Panel, you are able to view all jobs that you have created. On this page,
you will also see four statuses. This would include listed, pending approval, review mode,

and storage mode.

Job Control Panel

Show Jobs From All My Employers  ~

Job Status:
Listed Jobs (1)
Pending Approval (0)

Administrative Assistant

Result Filters: Employer: All Available Reset Filters

Employer Name: Search Title, Description, Ct m

Show 25 v results per page

Select/Deselect All

Applications: 0 (0 New)

Review Mode (0)
Job Id: 8746 Status: Listed Listed: 11/17/20

Storage Mode (0) Contact Person: Rowdy River Hawk Location: Job Type: Financial Aid Student
Job Type: Wage: $12.75 /hr Emplayment

Sho;‘M;’J;hsﬂnly

Status Description
“Listed” When a job is live for a student to apply for
When you have submitted a job posting and it is awaiting approval for the

“Pending Approval” Student Employment Office. Once a job has been approved, you will get

an email advising of this.

“Review Mode”

Removes the job posting from JobHawk. This allows for you to review
applications submitted and ensures additional applications are not
submitted once the job has been filled. At any time, you can move the job
back to “Listed” to obtain additional applicants.

“Storage Mode”

DO NOT move jobs to storage! All applications that had been submitted
for the position will be deleted. Please contact our office if you
accidentally move a job to this status.

To view the details of an existing job, select the job title.
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This will bring you to the “Manage job” page. At the top of the page, options are available to
Update Status, Manage Application, and View Applications.

Update Status _
» Current Status — Click to update remaining days listed on site
|

mmm—

3 applications have been submitted for this job. 3 of which are new.

» View Applications

m-m-ﬁw_

Thiis job is configured o collect online spplications.

You may not edit the online application while this job is listed. To edit the application. please send the job to review mode. then visit this box again.

View the online application.

Farther down on the page, you can view all of the current details included in your job posting. If
you would like to make any changes to your job posting, select “Edit this job”

=n am

Below is a view of approximately how this job appears to applicans:

Administrative Assistant

JobID 8742

Job Type Cif-Campus JLD Job
Empiloyer River Hawks

Job Category Administration

Job Description Example job description
Job Requirements Example job requirements
Available Openings 1
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Upedate Joby Profile;
Any changes you make ta the job nfarmation wil have 1o be approved. Please resiew the choices ac the batmons of this farm regarding how exactly you want the appraval Process 0 accur

Job Category + <= Admnatrasan
Job Tre A ecve AR
Wi ko b

e u 2™

Examgh pb deacHpion

Job Description ~

B N E = C AT )

£xample b requraments

Fuery job must have one prmary conract person {the ne questian]. it may akso have any number of secondary contact peaple

Selecta Frimaey Concact Parsan: P |—

Tha Dhati b will pradill drom tow Srimany conoes s weer srofhe. Fou mus cesr the fiskd f s da not vt it dapled mic he paceg.

e bR T 7R-935-47 20
Fam btk
Eman - Sourdens Insn@um e
Locatiom * Uldass Lovesh
Cirl + o cho oo skt skl
Seonndary Contac People < - -

Yaude nat have permission wupdace job daca directy. You may submic the changes you wish ta maks, which will then wait for approval by an admirisrasor. Piaase choass an cgoan:

®! Keep this job listed on the sk so.applicants can sl search for it and apply for It 1t vl be listed in the old farm unell the changes: you [us made redd When the o approvesd, chey will be Inmediarely refleced in the job posting,

_ M Tt b from e ik Sine 5o ApGIRCANG My ROT SEarch 107 it Ll T CRAngess o JUsT made Sre approve. WIGH The caNGES you JST M 41t 3pprme, te job will be Bed again on e web site

%

After you have made any necessary adjustments, select “Submit”.

If you make any edits to the job posting or application, the job will be moved to “Pending
Approval” prior to the job moving back to “Listed”.
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Step 4 — Reviewing Applications

When a student applies for a job posting, you will receive an email notification that you received
an application. There is a link that will bring you directly to the application. The link expires
after 72 hours.

You can still view the application, log into JobHawk and go to the “JobX Home (Job Control
Panel)” page.

Office of Student Employment
University Crossing

220 Pawtucket Street, Suite 280
Lowell, MA 01854-5131

# Employees- JobX- Reporting -  Access & Audit - Uploads - SiteSetup -  Content - Help -

jobX Hpme (Job Control Panel)
Job Control Panel ) Wf’\ =P - S

Find f:._,l sers
Find Employees
= Supervisor Find Employees # Hawhs Beset Filers
Job Status: Admin Find Jobs E
r Listed jobs (0) Approve jJobX Hire Requests
[] pending Approval oy  Edit Default job Applications
[ Rewiew Mode (0) Manage Quick Job Searches
[ Storage Mode (0) Manage jobMak
My Jobs:
(" Show My Jobs Only

You can then select the highlighted number of applications to review further.

Result Filters: Employer: River Hawls Reset Filters

=
l: Select/Deselect All Show  I5 T| rezults per page
Administrative Assistant Applications: 3 (2 New)

[] job Id: 8742 Status: Listed
Contact Person: Rowdy River Hawk Location:
Wage: $12.75- $13.00 ihr Uhass Lowell

After selecting the highlighted value, you will see the contact information for the names of the
applicants. Select the applicant’s highlighted name.
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[] selecmessiecan Show| 3 |w results per page w3of3|ec € > »»
Name Email Address App Date Stus Fag Emailed?

O Tony. Tany Tesp@studentuml.eduy 11/3/2020 =

O Sam ale Sam_Sample@siudencuml.edy 11/3/2020 e A

(] lanes lobhawic Janet Iobhavdelumi edu 11/3/2020 Hew! =)

From here, you will see the information provided for the applicant at the top of the page and your
job posting will be listed at the bottom of the page

General

First mars Tomy
Riricle norme
Lt rarrin Tt

LML Emad
Sharne e v saasierr LD Torry TamEstudermuml sduu
ey wehl i,

Corfirm Ir-mil Abcas Tomy TamEaiudsmuml sduu

Vil arw your hoars ot Kz redary Abbwrneon, |uvasday dimrmoon, Dhoredasy Momemg,. S mgn
il abiling™ Plecess checi all oo

SRty 1o SN CUTTeIT RErTaaEET.

Moles

sypl ez o Subem cied Dabe PLARGL PO A e

Drfaaiie dppnd e o Tempione = a
Lat | Fruc] Clata SRTDTE SOTAR W ET by Canaloe Garabockan

Job B Ao tion P RD0R0 328 16 Al ET ey Camidvos o Do
Dusmimne Ly Madfied Cams
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If you would like to contact an applicant, this can be done directly through JobHawk. By
selecting “Actions” option, either on the applicant line or on the right-hand side of the page.

Send Greeting Ema v Apply Acoon

! w3of3 << < > >3

App Date Status Hag Emailed? Resume Preview
11/3/2020

117372020 g . Email Applicaat
11/3/2020 2 Print Apphcgb

Delete Application
N/A

]

L I ]

Send Greeting Ema v Apply Action
Delete
w30f3 << < > >

Export Ssmmary
Expont Detsils
App Date Status Aag  Emailed? Resume Preview 3
11/3/2020 =
11/3/2020 ~
11/3/2020 ~

On the right-hand side of the page, you have the option to send a greeting, reject, or custom

email. This can be done by selecting the desired email option, checking off the name of the
applicant that you would like to send the email to, then select “Apply Action”.

Show 5 |¥ results per page
Name Emed Address App Date
Jf Tony_Test Tony, TesiMstudent umk aduy 117372020
-
Sam Sesnple San Sample@@siodenturnlady 117372020
Send Greating Email wr W
m3of3|<< 2 = 53|

App Date Status Hag Emailed? Resume Preview Actions
11/2/2020 f] . i
11/3/2020 [+ i
11/3/2020 f=]
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Email Applicants - Greeting

Default: Applicants selected if not greeted/interviewed or rejected.

2 [ jobhawk Janet [janet jobhawk@uml.edu]
~ ] Sample, Sam  [Sam_Sample@student.uml.edu]

P [ TestTony  [Tony Tes@swdentumieduu]
To
Comma-separated list of other recipients’ email addresses (i.e., walk in candidates), if any.
Example: Joe@yahoo.com, Mary@hotrnail.com

Candice_Garabedian®uml.adu

§ i

Job: Administratve Assistant

SRR VR

Assistant job opening n nty department Plaasa contact me at your sarliest

1 am mterested i mesting with you 1o discuss your mferest m the Admmistrative I})}
convenience so that we can set up 2 tims to meet to discuss your interest firther

Example of Automated Greeting Email

Email Applicants - Rejection
Default: No applicants selected, You must select recipients.
P Jobhawk Janet [Janet Jobhawk@uml.edu]

£ [ Sample,Sam  [Sam_Sample@student.uml.edu)
=) D Test, Tony [Tony_Test@student.uml.eduu]

To
Comma-separated list of other recipients’ emall addresses (i.e., walk in candidates), if any.
Example: Joe@yahoo.com, Mary@hotmail.com

From Candice_Garabedian@uml.edu

Subjea |ob: Administratve Assistant - Not Available
e TR e Rr
You recently submitted an on-hine application for the Administrative Assi job
opening. 1 regrat to mform you that the position has been filled. Thank you very
much for your irterest m the position.

Body

A =T I

Example of Automated Rejection Email
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Step 5 — Submitting a Hire Request

To hire a student, go to the manage job page for the position that you would like to hire the
student for. Select the option towards the top of the page “Hire an Applicant”. Then “check off”
the name of the applicant you would like to hire. You do have the option to hire multiple student
simultaneously, however, if any are missing paperwork, then an error will appear for all hires.
Select “Go to step 2”.

W

Hire Students

Far Jsb. Afministrstive kasistart
There is one opening for this posinon. Please select one applicant w fill this job.

(D) < Qick for help on complesing this step.

Hire On-line Applicants Hire Candidate
[+ janet jonhank First Mame:
[ sam sample

I:Tun:.- Test 1
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The students email address will automatically populate. Select “Check Email Address”. This will
then validate if all necessary documents have been submitted by the student employee and
supervisor. If anything is missing, then you cannot continue with the hire request.

Hire Student(s) Step 2: Fill Out Hire Info

For Job: ASeinistrative Assatart

Select the check emall address button to conferm correct email address before you can proceed with the hire

Employee Enter Ermail Address:
Janet jJobhawk aret JobhawBsucent umnl edu
Validation Lookup Results
Janet Jobhawec
o+ AY Pwarded Snudent haz an Academic Yesr Award
o -9 List Smudent has ani 15
o Verifization Completed
L WA Lt Student has a W
o Sugervisor dnnual Training ¥ou have compleced the required Taining.

This emnployee has passed validation and may be hired.
Click the "Comtinuwe” bumon oo proceed 1o the nest step.

=
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You then will need to enter necessary details for the hire request. For a financial aid student
employment position, the employment start/end dates must be within the academic year. A
secondary account code or combo code (L000000) must also be provided in the event that the
student earns over their financial work award. Any earnings in excess of the financial work
award will be charged to listed account. For departmental position, the combo code that you will
be paying the student must be listed.

The combo code that is provided for both types of positions must be connected to an HR account
code to pay the student from. If not, you will get an email from Jobhawk@uml.edu advising that
an updated code must be provided. The Student Employment Office does not have access to this
information, and you must contact an administrator in your department or the controller’s office

for further information.

Hire Student(s) Step 2: Fll Dut Hire Tnfo

For Jafc Bdveanistrabive Sasistsed
Selec the chieck email address bumon o confirm correct email address before wou can proceed with the hire,
Please fill out hire info for this student.
There are no Awards 1o dizplay.
Emgpliyes First Marme Jamet
Empioyee Middie Mame
Empliyes Last Maime Jsthavk
Email Address of Employee Hired anet_jobhamk@stud et umlecuy
Wage which will be paid Employes &

Howrs per week *

Estimated Employrmient End Date (mmdddfyyyy) * 4
‘ Secondary Accoune *

Is this a hire or a re-hire? "i I-i.-.: Re-Hire

Additional Motes

Select “Submit Request” once all necessary information is entered.
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The hire request then will be pending for an administrator to review. If there are any questions
about the hire request, the hire will be postponed and the supervisor will get an email from
Jobhawk@uml.edu requesting additional information.

Once the hire is approved, the student will get an employment offer email from
Jobhawk@uml.edu. The Student employee must ACCEPT the employment offer in order to
continue the hiring process. The supervisor is copied on this email as well. You should NOT
accept the position on behalf of the student.

Employment Offer Email

Dear Student,
The following supervisor has reviewed your job application and is pleased to extend you an offer of employment! Please see the hiring details below.

Hire Request Details:

Employee Name/ID: Janet Jobhawk (Janet Jobhawk@student.uml.edu/ 00000000)
Position/Job ID: Administrative Assistant / 8746

Employer Name: Financial Aid

Wage: $12.75 an hour

Hours per week: 10.0

Employment Dates: (9/1/2020 - 5/8/2021 )

Award Amount: 3000.00

Supervisor: Rowdy RiverHawk

By accepting this position and commencing employment, you agree to the following:
| understand that in the event that the University changes modality or if the Commonwealth modifies its COVID-19 policy, | will not continue to be paid for my remaining award amount unless | continue working.
| have read and agree to the terms and conditions of either the Student Employment Agreement or Immersive Scholar Agreement as defined in the New Hire Packet.

For additional details about the Student Employment Program, please see the Student Employment Handbook at https:/tinyurl.com/Student-Employment-Handbook.

Please Accept or Decline this offer by clicking the link(s) below
(*You MUST select one of the options below in order to complete the hiring process.)

Accept Offer

Decline Offer
Sincerely,

The Student Employment Office
University Crossing, Suite 280

Accepted Employment Offer Email

Dear Student,
The following employment offer has been accepted. This is your official hire document. Please retain this email for your records.

Employee Name/ID: Janet
Position/Job ID: Administral
Employer Name: Financial Aid

Wage: $12.75 an hour

Hours per week: 10.0

Employment Dates: (9/1/2020 - 5/8/2021 )
Award Amount: 3000.00

Supervisor: Rowdy RiverHawk

(Janet Jobhawk@student.uml.edu/ 00000000)
tant / 8746

Please note that it may take up to 10-15 business days for a student employee to have access to their timesheet in HR Direct. If a student is unable to enter time by the pay period deadline, the supervisor or department should
enter the time on the employee’s behalf

Departmental employment offers are contingent upon approval of the Vice-Chancellor for the department. Students hired through Departmental positions (non-financial aid positions) are not authorized to start working until
Human Resources/Payroll has contacted your supervisor.

If you are an International student AND have not worked on-campus before:

1. Please email payrolINRA@uml.edu to request a user account for Glacier. 2. Complete the Federal |-8 form at Human Resources/Payroll office. The office is located at 600 Suffolk Street, room 301.
If you have any questions or concerns regarding student employment, please let us know.

Sincerely,

The Student Employment Office

University Crossing, Suite 280

Student Jobs@uml.edu
Phone: 978-934-4228
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Step 6 — Submitting a Rehire Request
Requirements for Rehire function:

Student must be returning to the same position as the prior year
Same hiring validation occurs in addition to a prior contract for the position on file

Update your job and the number of openings in JobHawk, you can rehire in Review Mode

i

Below is a view of approximately how this job appears to applicants:

Administrative Assistant

Job I B746

Jasb Type Firmancial Aid Student Employment

Emnployer Fimanadal A

Job Catepory Adrninistratve

Job Description Example job deccription

Job Requirement= Example job requiremnents
- Available Openings o

Haours 10.0 howrs per week

Hourty Rate $12.75Mhour

Tirme Frame Aademic Year
‘ Start Date Tuesday, Sepremioer 1, 2020

End Date Soturday, May B, 2021

Primnary Contact Rossidy River Hawvk

Primnary Contact’s Ermnail Student_|obs@umledu

Phone Munnber

Faoe Nurnber

Work Locamion

The dialog box will appear with an option to enter a candidate that did not apply online

Hire Candidiates whao did not apply On-line

First Mame

Middle Last Namse
Initial
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Proceed to next screen, which has you confirm the candidate’s email address
Hire Studentis) Step 3 Fill Gut Hire Info

Fer J=b: Sdmicisiratrs Azastart

Selex the check emaill address bumen wo confirm correct email address before you can proceed with the hire,

Employee Eriter Evraall Address:

poe s —

Check Email Address

When you submit, the hire validation process occurs (including if they worked in the position
last year)

Validation Lookup Resuls
Janet jobhavdc

o AY Aworded Student has an Academsc Year Avward

o -9 List Enudent has ani 13

o Werification Completsd

o W Lt Student has a W

o Supervisor Annual Training ¥ou have compieosd the required Taining.

This employee has passed valldation and may be hired.
Chick the "Comtinue” bumon to proceed 1o the nest step.

=3
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Proceed to fill out hiring information, start date, end date, rate of pay, etc.

Hire Student(s) Step 2: Fill Out Hire Info

For I130: ACmimisiralve Axextenl
Select the check email address button to confirm correct email address before you can proceed vath the hire.

Piease fill out hire info for this student.

Award Information

Award Amount Award Balance Award Term

$3,000.00 $3,000.00 UML Student Employment - Academic Year 2020-2021

Email Address of Employee Hired fanet_JobhawiiDstdant umi ¢
Wage which will be paid Empioyee *

Hours per week *

Estimanted Employment Start Date (men/deyyyy) * 05-01-2020

Estimated Employment End Date (mm/dd/yyyy) *

Secondary Account * 000000

Autsnen moviad wl (VLS be harged ¢ o bt aows rmore- st e onond arwmed an oow currast Hors il A et

Is this a hire or a re-hire? '@ Hire | Re-Mire
Addinonal Notes

DONE-Sent over to SEO for approval

Student will need to accept the job offer in order for contract to get updated in HR Direct.
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