EMPLOYER’S GUIDE TO USING THE FEDERAL WORK STUDY EMPLOYMENT WEBSITE

Getting Started

The Office of Student Financial Services/Financial Aid is pleased to offer web services to help employers
and students in the job posting and hiring process. With this tool, you will be able to post jobs, review
applications, and hire a student, all online. Students will also have the capability to search for jobs and
apply for positions online.

The instructions contained in this document explain the process from posting a job through hiring a student.
If you have additional questions, please contact us via e-mail at FAworkstudy @uamail.albany.edu.

To begin using the website, type the following address into your Internet browser’s address bar:

http://www.albany.edu/federal _workstudy_jobs/

& | https:Halbany-finaid.studentemployment. nelnet. net/ - Microsoft Internet Explorer
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Don't have a password? Request permission to list jobs by clicking here.

Help! I forgot ry passwaord! (If so, click here).

Once you have logged in, you can access My Control Panel. On this page you can perform nearly all tasks
related to your jobs.
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Welcome, Joe Srmith
Friday, June 04, 2004

Fi ial Aid Offi .
inancial Ai ice O only show "my” jobs

® Show all jobs within selected employer(s)
Add a new job for Financial Aid Office

You can select whether to view only My Jobs or all jobs within your assigned employer(s). My Jobs only
displays jobs for which you are the primary contact. Otherwise, you can select to have all jobs for your
assigned employer shown. In most cases, you will want to show all jobs for your employer.

Posting a new job is a three-step process. First you create the job profile, then edit the job’s application if
desired (based on the University’s standard application), and finally, submit the job for approval and
posting. The website will walk you through each one of these steps.

To post a job, follow these directions:

1 » From My Control Panel, click Add a new job for [Employer Name]. The Job Profile form will
open for you.

NOTE: If you are assigned to more than one employer, you must first select an employer from
the Filter Employer pull-down menu, and then the Add a job link will appear. If you are
assigned to only one employer, this link will already be visible.



2 » Complete the Job Profile.

below.

Category - Pick a category
that best describes the type
of job you are posting.
Students search for jobs by
category.

Job Title — Give a specific job
title, e.g. “Beaker Cleaner.”

Describe the Job — Describe
the job and set proper
expectations for the work you
intend for the student.

Requirements for the Job -
List any skills that the
student must have. For
instance, if you need a
student that can type at least
30 words per min, note that
here.

Number of Available
Openings - Indicate the
number of openings
available for this job. This
number will decrease
automatically as you hire
students.

Examples of the form and descriptions of the form fields are provided

Category ==

Please select the category which best
describes the jab,

Job Title |
Exarnple! Student Waorker

Choose one... “

Describe the job

Requirements for the job

Mumber of Available Dpenings

Employment Start Date

This date reflacts the first day of clazses
for the fall zemester, which is also the first
day of Wark Study employment.

August 27, 2007

Employment End Date

This date reflacts the last day of classes

forthe spring semester, Thiz iz alza the May 6, 2008
last day of Work Study employment for the

Spring semester,

Time Frame

Pleaze indicate hare whether the position

wou have available is for the academic

weat, fall only, ar spring only, Generally, 3 | Choose one...
studant's appointrnent will ba for an

academic vear unless their eligibility

dictates one semaster anly,

The following pay levels, wage structure and wage administration policies will apply for the
2005/2006 academic year,

University Work-Study Rate, $7.15/hour,
all wark-Study positions pay $7.15/hr

Choose One!

O] University Work-Study Rate, $7.15/hour

Employment Start Date/Employment End Date — These fields contain default dates representing the
beginning and end of the academic year

Time Frame — see explanation on page.

Work Study Rate is set at $7.15hr for all UAIbany Work-Study employees.

Hours per Week - All Federal Work-Study students at UAlbany are offered 8 hours per week. This is the
number of hours that will be indicated on the Payroll Authorization Form. You do not need to input this

number.




Primary Contact Person —
Select yourself as the
contact person. The
primary contact person
will be responsible for
managing the job and will
receive email about the
position from
administrators and
students who apply
online.

Secondary Contact
Person - If there is
another person in your
department whom
students may contact if
they have questions
about the job, indicate so
here by selecting their
name and Adding them to
the list. Secondary
contact people will also
receive notification email
if a student applies for the
job online. The
secondary contact
person will need to
apply for a user
account and be
approved by the Office
of Financial Aid.

If you wish to add notes describing why you chose the selected Pay Level, vou may do so here.
These notes will not be viewed by students,

Primary Contact Person =7

Ewery job must have exactly ane primary

Contact person,

Secondary Contact People =72

Choose ane... w

Chad w Billmyer ”

Diane Corbett M

Fa WorkStudy <<= Remove |
Joe Smith

Joe O Schmo b’

Please use the remaining questions on this form to indicate how students should
contact you (or the contact person) regarding this job. For phone, fax, email
address and work location, leave the field blank if do not wish that information to
be available to students. If you answer ‘yes' to the last question, students will be
able to apply for the job online through this web site.

Phone Number
Leawe blank if you do not wish students
to see this infarmation,

Fax Number
Leawve blank if you do not wish students
to see thiz infarmation.

Email Address

Leave blank if you do not wish students
to see this information,

Work Location

Leawe blank if you do not wish students
to see this information.

Submit

Phone/Fax/Email/Location - Enter this information only if you would like it to be available to students.

3 » Click Submit. The Review Job Application page will load.




4 » Review the job application, then use the Finished button at the bottom of the page.

NOTE: The Office of Financial Aid requires that questions with gray backgrounds be asked of all
students (and those with red asterisks are required to be answered).

Pending Job Application - Student Financial Services/Financial Aid Office - TUES TEST

If you are ready: [ Click Here when finished |

Mote:
i Im:]lu:ates quest‘n:uns which must be answered by the appllcant
A gray background indicates questions which rust be asked on BVErY ap]ﬁht&!‘tlm‘u

Delete

6. Please check off the days you are available to work.

DM::in_d_ai,r' DTugsday D-W'&ﬁne’sdm{ DThursd«ay"-D Fridm(_

Delete
7. Please check off the days you are available to work.

[ saturday [1sunday

(continued on next page)



Délgte

8. Due to scheduling constraints, I need to work:

[Iweekends [JEvenings [weekdays [ Mo Constraints

Delete

9. Are you able to work on the downtown campus?

D\i’as Cro

Delete
10. Have you worked in this department before?

Delete

14. What is your major?

[ Click Here when finished ]




5 » The final step in the job posting process confirms what will be done with your job after it is submitted.
Answer the questions, then use Click here to finish! Explanations of the questions are provided
below.

NOTE: Depending on your permission level, some of the following questions
may not appear.

J UNIVERSITY AT ALBANY

a0 Stare University of New York |L|niversity at Albany, State University of New ‘r’ork|

CONTRCT URLBARNY || DIRECTORIES CALENDARS & SCHEDULES || YISITORS SITE INDEX

ADMISSIONS ACRADEMICS RESEARCH IT SERVICES LIBRARIES ATHLETICS

Student Employment

2

e

Home
search Emnployment Site Go
2 My contral panel
55 My Profile vou are adding a brand new job to the web site,
==5tep 1: Supply Job Profile = > Step 2! Review Job Application == Step 3: Go Live
22 Log ©ut
Financial Aid Office - desk help
vour job will have to be approved before it can be posted. Please choose an option,
1. When do you want the job to be reviewed for appraval?
As soon as possible “
2. Do you want the job listed immediately after it is approved? | ves, immediately v

3. Far how many days do you want the job to be listed on the site? [ Until I close the job (v

When all the above information looks correct... Click here to finish! ]

University at Albany Home Page

Contact UAlbany | Directories | Calendars | Visitors | Site Index | Search
Admissions | Academics | Research | IT Services | Libraries | Athletics

e Question 1 - (As Soon As Possible; Later) If ASAP is selected, the job will be submitted
immediately to an administrator for approval. If Lateris selected, the job will move into Review
mode and not be seen by an administrator. Jobs moved into Review mode can later be
submitted for approval and posting.

e Question 2 - (Immediately; Send to Storage) If Immediately is selected, the job will post once it
is approved. If Storage is selected, the job will move into Storage after it is approved and can be
posted later to the website without additional approval.

e Question 3— (Until | Close; XX Days) The job may be closed at your will or may be set to
automatically close after a certain number of days. The maximum number of days that the job
can remain open is 100, unless extended by you or an administrator.



6 » Your job has now been submitted for approval! You will receive notification about its status by email.

The details of your job are accessible by selecting View Jobs Pending Approval from My Control
Panel. If you need to change details of the job you have submitted before it is approved, you can
do so by selecting Edit Job.

:: Jobs which are pending approval

Ref# 836 phone manager Edit Job Manage Job
Ref# &35 bank rep Edit Job Manage Job
Ref# G46 desk help Edit Job Manage Job
Ref# G37 test for Deb Edit Job Manage lob

Review Student Application

Now that you have posted a job for your department, you will receive email every time a student applies for
your job. To view those applications, you can click the link in the email or you can log onto the website
and go to your Control Panel.

1 » From My Control Panel, scroll down to Currently Listed Jobs. The page will reload and your listed
jobs will display, similar to this screen:

:: CURRENTLY LISTED JOBS

B3 mwestons b oen o Viewappliosnss () BIRE RS o
g‘:;# Beaker Cleaner _!IEDd'th ;\ﬂoabnage Wiew Applicants {0} :'tisz:nt EL??T?;DEH
T T T
g‘;;# file coordinatar :IIEDcht g\ﬂaahnage Wiew Applicants {0} :'tiﬂ‘;eant I&i,':s:li.:z:':’lz:ﬂljct
(G masger S Moo owlenis () Hpes  Usted
S recemtonit G Mess yowamlearis () Hree  Used
[of¥  soroecouter Rt Memsse oy sppicants @) Higa, U,
S dencaq St e Mewseienis) prea  Used
g‘z;# Student Assistant JEDd';t ?Dabnage Wiew Applicants (0} I:tigileant Ié:-'s;,?;lzjnm
g‘f;# windows Washer _-I|E.:C.I|i.t g\ﬂoahnage Wiew Applicants (0) ?ti:l;eant Iéf;?gum

—_—

2 » Each row of the table provides functionality for one particular job. Select Manage Job next to the job
you want to review. For additional instructions in viewing applications, pleaser refer to the next section of
this document under “View Applicants.”
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Manage a Job

The Manage Job page provides a number of different functions from one central location, including:

Updating a job’s status — e.g. from Listed to Review, or Storage to Delete.
Manage a job’s online application.

Editing a job’s details (also accessible from My Control Panel).

Viewing applications (also accessible from My Control Panel).

Hiring a student (also accessible from My Control Panel).

To access these functions, click Manage Job from My Control Panel, and the following screen will load
with that particular job’s details.

Manage Job

Job Title Employer Status

file rmanager Financial aid Office Listed

Additional details about this job's status:

# This job is currently listed an the site,
w It will not de-list until it is manually taken down,

Update Status | Manage Application |

Listed » Current Status -- Click This job is configured to collect online
to update rermaining days appli_u:atiu:un_s. _ -
listed on site # Edit or vwiew the online application.

Review Mode = Click to change to

Storage # Click to change to

Yiew Applicants | Hire Student

1 application has been submitted faor this # Hire a student

job, 1 of which is new.

= Wiew Applications

» Update Job Status

To change a job’s status, » select the target status link (e.g. Listed, Review, Storage) from the Update
Status portion of the window.

11



Listed, Pending Approval, Review, and Storage...
What do all these terms mean?

A job’s status is defined in one of four ways:

e [isted — The job has been approved by an administrator and is currently posted among the list of
available jobs. Students may search and apply for this job. Any change made to the job must be
submitted for approval.

e Pending Approval — The job has been submitted for approval to an administrator. The primary
and secondary contacts will be notified once it is approved and its status changed to Listed. Any
change made to the job prior to its approval must be resubmitted to an administrator.

* Review — The job is temporarily de-listed from the Website, and students may no longer apply for
it. The associated applications, however, are still available for review and hiring. For example,
move a job into Review mode once you are satisfied with the applications received and do not
want to receive any more, but still want time to review them before hiring. A job in Review mode
may be re-posted, though changes must be resubmitted for approval.

e Storage — The job is de-listed from the website and any associated applications are deleted.
Details of the job posting are saved. A job is typically moved into Storage after hiring is
completed and a job is closed. A job in Storage may be re-posted with approval from an
administrator — a good way to save time, for instance, if the same job is posted each academic
year.

» Manage an Online Application

To view, or edit a job’s online application, select Edit or View the Online Application from the upper right-
hand corner of the Manage Job page. The Manage Job Application screen will load and present you with
a preview of the current application.

» View Applicants

Using the “back” button on the browser, on the Manage Job page, there is a section View Applicants that
allows you to review applications for this job by selecting the View Applicants link. A new page
will load, and a screen similar to the following will display:

View Job Applications - Financial Aid Office - receptionist

The list below contains all applications that have been received for this job. You may wiew an application
by clicking either Preview or Yiew. Preview allows you to wiew the application without affecting the "MNew!"
status, View removes the "Mew!" status,

E-rnail Applicants: Greeting FRejection

Applications
App Date Last Name First Mame E-mail Preview Yiew Hire l,l':j
06-09-2005 Crews Taom Torm@albany.edu Migw  Hired l)':j
Mew! 06-09-Z005 Kidde Micole nicole@albany.edu  Preview  Wiew Hired l)':j
pEm—
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1 » Applications are initially displayed in descending order by date/time. New applications are
designated by “New!” in the left-hand column. Select one of the column headings, such as Last
Name, to change the display and organize the applications by that field.

2 » Select either Preview or View next to the application you wish to review. Both links will display
the application in exactly the same manner except that Preview will not eliminate the “New!”
designation. This is to help you organize your applications, similar to the “Mark as Read”
function in email programs.

After selecting Preview/View, the student’s application will appear:

Return to Applications List  Printer-Friendly Version

3 » Review the student application, and if you would like to print a hard copy of it, click Printer-
Friendly Version. (A new window will open from which you can print.)

4 » Indicate that you are interested in hiring a student by highlighting the yellow flag. This will
designate this student as a potential hire for your department. The system will save these yellow

flags so that you can return to the list of applicants at a later time and see how many potential hires
you have.

13



Contact Applicants

After you have viewed applications for your job, you can respond to students by email through this website.
To do so, select Greeting or Rejection, located just above the table of applications. A new page will load,

presenting you with a screen similar to this, explained below.

To — Place a check mark next to
the names of the students you
would like to email. By default,
all students who have not
already received email about this
job are selected. If you would
like to add students who did not
apply online to the list of
recipients, type a comma-
separated list into the empty text
box. If a student has previously
been contacted through this
system, that will be noted next to
his/her name.

From - The system automatically
fills in your email address; you
may not change it. The email you
compose here will appear to
come from the From address.

Subject - The system provides a
standard subject line, but you can
edit it at will.

Body — The system provides a

Email Applicants - Greeting
Default: Applicants selected if not greeted or rejected,

MNeutron, Jirmmy
[] squarepants, Spongebob
To Comma-separated list of other recipients ' email addresses (i.e,, walk in

candidates), if any.
Example: Joe@yahoo.com, Mary@hotrmail.com

From  michael@foresitesolutions.com

Subject |Student Ermployment Job: Beaker Cleaner

I am interested in meeting with you to discuss your interest in
the Beaker Cleaner job opening in my department.

Body Please contact me at your earliest convenience so that we
can set up a time to meet to discuss your interest,

Send‘ Cancel |

standard message based on whether you selected Greeting or Rejection, but you can edit it at will. This provides an
opportunity for you to send information to students whom you intend to hire regarding when and where they should
report upon arrival on campus. Be sure to give them the name of the person they should see as well. If you would
rather interview before hiring a student, you should indicate this in your email.

» Select Send when you have completed the form. A confirmation email, including a list of recipients
and the body of your message, will be sent to the From address. Any delivery failure notices (due
to bad email addresses, down servers, etc.) will be sent by the postmaster to the From address.
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The last function is to hire a student.

Hire a Student

After the students arrive at your office, you must begin the University hiring process through the Work

Study Employment website. The website allows you to hire students who have applied either online or in
person.

1 » To begin the process, click Hire a Student from any number of locations:

e My Control Panel

:: CURRENTLY LISTED JOBS
Ref# answer Jobx Edit Manage - . Hire a Listed;
831  questions Job  Job View Applicants (1) @ 5/18/2004

® Manage Job

Manage Job

Job Title Employer Status

file manager Financial Aid Office Listed

Additional details about this job's status:

# This job is currently listed on the site,
# It will nat de-list until it is manually taken down,

Update Status | Manage Application |

Listed » Current Status -- Click This_jl:nl:n_is configured to callect online
to update remaining davys applications,
listed on site # Edit or view the online application.

Feview Mode = Click to change to

Storage # Click to change tao

¥iew Applicants | Hire Student

1 application has been submitted for this # Hire a student

job, 1 aof which is new.

# Wiew Applications

View Applicants

Applications
App Date Last Mame First Name E-mail Preview VYiew Hire Fj

06-09-2005 Crews Tam Tom@albany.edu Wiew  Hire Fj

Mew! 06-09-2005 Kidde Micole nicole@albany.edu  Preview '-.-'iewl,ﬂ

r
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A page similar to the following will display:

Fill the job "receptionist"
There is one opening for this position, Please select one applicant to fill this job,

(i) <-- Click for help on completing this step.

Hire On-line Applicants Hire candidates who did not apply On-line,

[ldeb coppola First Name Middle Initial Last Name
[l Debbie rickes 1
Clichn rickes 5o to step 2

2 » Select the student(s) you wish to hire or fill in the name of paper-copy applicant, then select Go to
Step 2. (If you reached this step from the View Applicants page, your student will already have a
checkmark next to his/her name.) The following screen will load:

Student Enter ID:

Jimmy Q@ Meutron |SISD16?81
Check Student 1D |

3 » Confirm the student’s Albany ID number so that it may be cross-referenced with a list of students
eligible for work study. Select Check Student ID to move to the next step.

Student ¥Yalidation Lookup Results

joe smoe:
7 |1-9 List The student IS an this list,
v lllflirsc;:rk StudY |he student IS on this list,
The student IS on this list,
Already a ] ]
b4 Hire d Even though this will not prevent thern from being hired, a student should
only have one Work Study job at a time,

This student has passed walidation and rmay be hired.
Click the "Continue" button to proceed to the next step.

4 » Review the validation results returned by the system. The validation lookups will give you
important information about the student you are trying to hire:
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It will tell you if a student has completed an I9. If not, you will be able to continue the hiring process,
but you should advise the student to complete an I9.

It will tell you if a student has already been hired to a Work Study job for the current academic year. If
the student is on the list as “Already Hired”, you will be able to continue the hiring process, but should
advise the student that they are permitted to hold only one Work Study job at a time.

The final validation check will tell you if the student has a valid Work Study award. The student
MUST be on this list for you to continue the hiring process.

If your applicant checks out okay, the system will instruct you to move on to the next step by selecting
Continue. Otherwise, the system may prevent you from hiring this student.

5 » The following screen confirms information gathered from your initial job posting, the student’s
application and default information from Financial Aid. Review the information, enter the student’s
social security number and address, then select Submit Request.

3 Hire a Student - Step 2 - Microsoft Internet Explorer

Eile Edit Yiew Favorites Tools Help y

= o 0
3 - 1 & ) of 7 £
0 Back ? | x ,.,,: () - Search 1. Favorites 6\3 ="
Address @ij https:falbany-finaid, studentemployment .nelnet. netfJoby_EHire2.aspx?Jobld=1296 v Go
A

JEJUNIVERSITY AT ALBANY

JS1N State University of New York

STUDENT EMPLOYMENT
_Searc‘ﬁ Empl“mrmant Site =)
MY CONTROL PANEL T )
Hire Student({s) Step 2; Fill Out Hire Info
HIRING ARCHIVE For Job: TEST, TEST, TEST

Please fill out hire info for this student,
UPDATE PROFILE

Student First Name [Test
STUDENT LIST CHECKER
Student Middle Name |
P Student Last Name ‘Student
Student ID number \DDDxxxxxxl
Email Address of Student Hired \Dcorbett@uamail.AIbany.Edu
Wage which will be paid student 7.15
Hours student will work. 8.0
Employment Start Date August 27, 2007
Employment End Date May 6, 2008
Address
SSN
Submit Request
e
é_'] Done S @ nternet
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6 » Congratulations! The hiring process is now complete. You do not need to submit the payroll
authorization form to Student Payroll. However, you may print it for your records.

Final Step -- Print the Payroll Authorization Form

Your hiring request is automatically approved and a hiring record is now entered into the archive.
Print the payroll authorization form from this page by clicking PRINT below. You will not have an
opportunity to print this form out later.

YOU DO NOT need to submit a copy of this form to Student Payroll. Please be sure to contact those
applicants whom you did not hire. If you have filled the last position for this job posting, please also
be sure to follow the instructions below to close the job. Thank you.

F
Hiring Record Results

Student Name Student ID Employer Job Title Hire Date Hours Wage Print
Student Financial Friday Mondav. Jul
d student dstudent Services/Financial Test-Do \z 8.0 $7.15 Print

Aid Office not apply 16

Screen shot of Payroll Authorization Form for 2007-2008

(Not yet available. Coming soon!)
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7 » The system will confirm that your hiring request has been submitted, and depending on the
remaining available positions for your job, the following screen may display:

All of the openings for this position have been filled and the position has
been automatically put into Review Mode. Please choose from one of the
following options:

Close the |This option should be used if you are satisfied that your search for

Job an applicant is over. The applications associated with this position
will be deleted from the system. Howewver, the job profile
information (Job description, requirements, hours per week, etc.)
will MOT be deleted, so you can easily offer this job again next
semester or next year, for example.

You will have a chance to download the names of the applicants
for this job, and email the applicants not chosen to inform them the
pasition has been filled before the listing is closed.

Ee-list the |Use this option if you wish to continue looking for applicants for this
job job,
Keep the |Use this option is you are not positive that you are ready to close

job in the job, but also don't want to re-list the job immediatly. This way,

Eewview if you need to in the near future, you can re-list the job at any

Mode time with the current set of job applications and listing information
still saved.
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