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Introduction 
¢ƘŜ ǎŜŎŜ ǎȅǎǘŜƳ ƛǎ ŀ ǿŜō-ōŀǎŜŘ ŀǇǇƭƛŎŀǝƻƴ ǘƘŀǘ 
ŀƭƭƻǿǎ ōƻǘƘ ¦ƴƛǾŜǊǎƛǘȅ ŀƴŘ bƻƴ-¦ƴƛǾŜǊǎƛǘȅ ŜƳπ
ǇƭƻȅŜǊǎ ǘƻ ŀŘǾŜǊǝǎŜ ŀƴŘ ƳŀƴŀƎŜ ǘƘŜƛǊ Ƨƻō ƭƛǎǝƴƎǎΦ 
²ƘŜƴ ǘƘŜǎŜ Ƨƻōǎ ŀǊŜ ŀǇǇǊƻǾŜŘ ǘƘŜȅ ŀǊŜ ŀŘŘŜŘ ǘƻ 
ǘƘŜ Ƨƻōǎ ŘŀǘŀōŀǎŜ ǿƘŜǊŜ ǘƘŜȅ ōŜŎƻƳŜ ŀǾŀƛƭŀōƭŜ 
ǘƻ ŜƭƛƎƛōƭŜ ǎǘǳŘŜƴǘǎΦ Wƻō ƭƛǎǝƴƎǎ ǿƛƭƭ ǊŜƳŀƛƴ ƻƴ 
ǊŜŎƻǊŘ ŀƴŘ Ŏŀƴ ōŜ ǊŜǳǎŜŘ ōȅ ŜƳǇƭƻȅŜǊǎΦ 
 ¦I ŜƳǇƭƻȅŜǊǎ ŀǊŜ ŀƭǎƻ ŀƭƭƻǿŜŘ ǘƻ ŎǊŜŀǘŜ 
ŀƴŘ ƳŀƴŀƎŜ ǎǘǳŘŜƴǘ ǇƭŀŎŜƳŜƴǘ ǊŜŎƻǊŘǎ ǘƘŀǘ ƛƴπ
ǘŜǊŦŀŎŜ ǿƛǘƘ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅ ƻŦ IŀǿŀƛƛΩǎ ǇŀȅǊƻƭƭ ǎȅǎπ
ǘŜƳΦ ¢Ƙƛǎ ŀōƛƭƛǘȅ ǘƻ ŎǊŜŀǘŜ ŀƴŘ ƳŀƴŀƎŜ ǇƭŀŎŜƳŜƴǘ 
ǊŜŎƻǊŘǎ ƛǎ ŎƻƴǝƴƎŜƴǘ ǳǇƻƴ ǊŜŎŜƛǾƛƴƎ ǘǊŀƛƴƛƴƎ ƻƴ 
ǘƘŜ ǎŜŎŜ ǎȅǎǘŜƳ ŦǊƻƳ ŀƴ ŀǳǘƘƻǊƛȊŜŘ ǊŜǇǊŜǎŜƴǘŀπ
ǝǾŜ ŦǊƻƳ ȅƻǳǊ ŎŀƳǇǳǎ ƻǊ ŘŜǇŀǊǘƳŜƴǘΦ 
 

Campus/Department Liaisons 
¦I aŀƴƻŀ ŜƳǇƭƻȅŜǊǎ ǿƛƭƭ ƘŀǾŜ ŀ ŘŜǇŀǊǘƳŜƴǘ ƭƛŀƛπ
ǎƻƴ ŀƴŘ ŜƳǇƭƻȅŜǊǎ ŀǘ ŀƭƭ ƻǘƘŜǊ ŎŀƳǇǳǎŜǎ ǿƛƭƭ 
ƘŀǾŜ ŀ ŎŀƳǇǳǎ ƭƛŀƛǎƻƴΦ ¢ƘŜǎŜ ƭƛŀƛǎƻƴǎ ǎŜǊǾŜ ŀǎ ŀƴ 
ƛƴǘŜǊƳŜŘƛŀǊȅ ōŜǘǿŜŜƴ ǘƘŜ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘ 
ƻŶŎŜ ŀǘ ǘƘŜ ŎŀƳǇǳǎ ŀƴŘ ǘƘŜ ŜƴŘ-ǳǎŜǊǎΦ 
 Lƴ ŀŘŘƛǝƻƴ ǘƻ ŎƻƴǾŜȅƛƴƎ ƛƴŦƻǊƳŀǝƻƴ ŀƴŘ 
ǳǇŘŀǘŜǎ ŦǊƻƳ ǘƘŜ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘ ƻŶŎŜΣ ƭƛŀƛπ
ǎƻƴǎ ŀǊŜ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ ǘǊŀƛƴƛƴƎ ŜƳǇƭƻȅŜǊǎ ƻƴ 
ǘƘŜ ǎŜŎŜ ǎȅǎǘŜƳΦ ¢Ƙƛǎ ǘǊŀƛƴƛƴƎ ƛǎ ǊŜǉǳƛǊŜŘ ƛƴ ƻǊŘŜǊ 
ǘƻ ǊŜŎŜƛǾŜ ǿƘŀǘ ƛǎ ŎŀƭƭŜŘ Placement AccessΦ tƭŀŎŜπ
ƳŜƴǘ !ŎŎŜǎǎ ŀƭƭƻǿǎ ŀƴ ŜƳǇƭƻȅŜǊ ǘƻ ŎǊŜŀǘŜ ŀƴŘ ŀǇπ
ǇǊƻǾŜ ǇƭŀŎŜƳŜƴǘ ǘǊŀƴǎŀŎǝƻƴǎΦ 
 

ConĜrmation and Error Messages 
²ƘŜƴ ǳǎƛƴƎ ǘƘŜ ǎŜŎŜ ǎȅǎǘŜƳΣ ȅƻǳ ǿƛƭƭ ǊŜŎŜƛǾŜ ŀ 
ƳŜǎǎŀƎŜ ǿƘŜƴŜǾŜǊ ȅƻǳ ǎǳōƳƛǘ ƻǊ ǎŀǾŜ ŀ ǘǊŀƴǎŀŎπ
ǝƻƴΦ ¢ƘŜ ǇŀƎŜ ǿƛƭƭ ǊŜŦǊŜǎƘ ŀƴŘ ǘƘŜ ƳŜǎǎŀƎŜ ǿƛƭƭ 
ŀǇǇŜŀǊ ŀōƻǾŜ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴ ƘŜŀŘŜǊΦ LŦ ƛǘ ǎŀȅǎ 

ǘƘŜ Řŀǘŀ ǿŀǎ ǳǇŘŀǘŜŘ ǎǳŎŎŜǎǎŦǳƭƭȅΣ ǘƘŜ ǘǊŀƴǎŀŎπ
ǝƻƴ ƘŀŘ ƴƻ ǇǊƻōƭŜƳǎ ŀƴŘ ǿŀǎ ǎŀǾŜŘ ƻǊ ǎǳōπ
ƳƛǧŜŘΦ ! ǊŜŘ ƳŜǎǎŀƎŜ ƛƴŘƛŎŀǘŜǎ ǘƘŀǘ ǘƘŜǊŜ ǿŀǎ ŀ 
ǇǊƻōƭŜƳ ŀƴŘ ǘƘŜ ƛǎǎǳŜǎ ǎƘƻǳƭŘ ōŜ ƛƴŘƛŎŀǘŜŘ ōȅ 
ǊŜŘ ǘŜȄǘ ƻƴ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴΦ 
 

Website Problems 
²ƘŜƴ ǳǎƛƴƎ ǘƘŜ ǎŜŎŜ ǎȅǎǘŜƳΣ ƛŦ ȅƻǳ ŜƴŎƻǳƴǘŜǊ ŀ 
ǇǊƻōƭŜƳ ȅƻǳ Ƴŀȅ ŎƻƴǘŀŎǘ ǎǳǇǇƻǊǘ ŀǘ sece-
help@lists.hawaii.eduΦ .ŜŦƻǊŜ ŘƻƛƴƎ ǎƻΣ ȅƻǳ Ƴŀȅ 
ǿŀƴǘ ǘƻ ŎƘŜŎƪ ǘƻ ƳŀƪŜ ǎǳǊŜ ȅƻǳǊ ōǊƻǿǎŜǊ ƛǎ ǎŜǘ ǘƻ 
ŀŎŎŜǇǘ ŎƻƻƪƛŜǎ ŀƴŘ ǘƘŀǘ ȅƻǳǊ ŬǊŜǿŀƭƭ ƛǎ ƴƻǘ ōƭƻŎƪπ
ƛƴƎ ǘƘŜ ǎƛǘŜΦ LŦ ǘƘŜ ǇǊƻōƭŜƳ ƛǎ ŀ ŘƛǎǇƭŀȅ ŜǊǊƻǊΣ ȅƻǳ 
Ƴŀȅ ǿŀƴǘ ǘƻ ƳŀƪŜ ǎǳǊŜ ȅƻǳ ŀǊŜ ǊǳƴƴƛƴƎ ǘƘŜ Ƴƻǎǘ 
ŎǳǊǊŜƴǘ ǾŜǊǎƛƻƴ ƻŦ ȅƻǳǊ ōǊƻǿǎŜǊ ƻǊ ǘǊȅ ǳǎƛƴƎ ŀ 
ŘƛũŜǊŜƴǘ ōǊƻǿǎŜǊΦ 

Navigating the Site 

¢ƘŜ ŦƻƭƭƻǿƛƴƎ ŀǊŜ ǎƻƳŜ ōŀǎƛŎ ǝǇǎ ŦƻǊ ƴŀǾƛƎŀǝƴƎ 
ƻƴ ǘƘŜ ǎŜŎŜ ǎȅǎǘŜƳΥ 
 
¶ 5ǊƻǇ-5ƻǿƴ CƛŜƭŘǎΥ ¢ƘŜǎŜ ŬŜƭŘǎ ƭƛƳƛǘ ǘƘŜ ǳǎŜǊ 
ǘƻ ǎŜƭŜŎǝƴƎ ŦǊƻƳ ŀ ǎŜǊƛŜǎ ƻŦ ǎŜǘ ƻǇǝƻƴǎΦ 

¶ IŜƭǇ LŎƻƴǎΥ ¢ƘŜ ŎƛǊŎƭŜ ƛŎƻƴ ǿƛǘƘ ǉǳŜǎǝƻƴ ƳŀǊƪ 
ƛƴǎƛŘŜ ƛǎ ŀƴ ƛƳŀƎŜ ƭƛƴƪ ǘƘŀǘ Ŏŀƴ ōŜ ŎƭƛŎƪŜŘ ǘƻ 
ƎŜǘ ŀ ǇƻǇ-ǳǇ ǿƛǘƘ ƘŜƭǇŦǳƭ ƛƴŦƻǊƳŀǝƻƴ ŀōƻǳǘ ŀ 
ǇŀƎŜ ƻǊ ŀ ǎŜŎǝƻƴ ƻŦ ŀ ǇŀƎŜΦ  

¶ LƳŀƎŜ [ƛƴƪǎΥ ¢ƘŜǎŜ ŀǊŜ ƛƳŀƎŜǎ ǘƘŀǘ ƭƛƴƪ ǘƻ 
ƻǘƘŜǊ ǇŀƎŜǎ ƻǊ ǇƻǇ-ǳǇǎΦ ²ƘŜƴ ȅƻǳ ƳƻǳǎŜ-
ƻǾŜǊ ŀƴ ƛƳŀƎŜ ƭƛƴƪ ǘƘŜ ƳƻǳǎŜ ƛŎƻƴ ǿƛƭƭ ŎƘŀƴƎŜ 
ǘƻ ŀ ǇƻƛƴǝƴƎ ƘŀƴŘΦ 

¶ {ŜŀǊŎƘŜǎΥ ²ƘŜƴ ŎƻƴŘǳŎǝƴƎ ŀ ǎŜŀǊŎƘ ȅƻǳ Ŏŀƴ 
ǎŜŀǊŎƘ ōȅ Ŧǳƭƭ ǿƻǊŘǎκƴŀƳŜǎ ƻǊ ȅƻǳ Ŏŀƴ ǳǎŜ ŀ 
ǿƛƭŘŎŀǊŘ ǘƻ ǎŜŀǊŎƘ ōȅ ǇŀǊǘ ƻŦ ŀ ǿƻǊŘκƴŀƳŜΦ 
¢ƻ ǇŜǊŦƻǊƳ ŀ ǿƛƭŘŎŀǊŘ ǎŜŀǊŎƘΣ ǘȅǇŜ ǘƘŜ ŬǊǎǘ 

²ƘŜƴ ȅƻǳ ŜƴŎƻǳƴǘŜǊ ŀƴ ŜǊǊƻǊ 
ƳŜǎǎŀƎŜΣ ǘƘŜ ƛǎǎǳŜǎ ǿƛƭƭ ōŜ 
ƘƛƎƘƭƛƎƘǘŜŘ ŀƴŘ ŘŜǎŎǊƛōŜŘ ƛƴ 
ǊŜŘ ǿƛǘƘƛƴ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴΦ 
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ŦŜǿ ƭŜǧŜǊǎ ŀƴŘ ŜƴŘ ǿƛǘƘ ŀ % ǎȅƳōƻƭΦ CƻǊ ŜȄπ
ŀƳǇƭŜΣ ǎŜŀǊŎƘƛƴƎ ǳǎƛƴƎ άǇŀƴ҈έ ǿƛƭƭ ǎŜŀǊŎƘ ŦƻǊ 
ŀƭƭ ǿƻǊŘǎ ǎǘŀǊǝƴƎ ǿƛǘƘ ǘƘŜ ƭŜǧŜǊǎ άǇŀƴΦέ 

¶ {ǳō-¢ŀōǎΥ ²ƘŜƴ ƻƴ ǎƻƳŜ ǘŀōǎΣ ŀ ǎŜǊƛŜǎ ƻŦ 
ǘŜȄǘ ƭƛƴƪǎ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǇŀƎŜ Ƴŀȅ ŀǇǇŜŀǊΦ 
¢ƘŜǎŜ ŀǊŜ ŎŀƭƭŜŘ ǎǳō-ǘŀōǎ ŀƴŘ ǘƘŜȅ ǘŀƪŜ ȅƻǳ 
ǘƻ ŘƛũŜǊŜƴǘ ǎŎǊŜŜƴǎ ǿƛǘƘƛƴ ǘƘŀǘ ǎŜŎǝƻƴΦ 

¶ ¢ŀōǎΥ {ƛƳƛƭŀǊ ǘƻ ǘŀōǎ ƛƴ ŀ ōƛƴŘŜǊΣ ǘƘŜǎŜ ǘŀōǎ ŀǘ 
ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǎŎǊŜŜƴ ŘƛǾƛŘŜ ǘƘŜ ŦǳƴŎǝƻƴǎ ƻŦ 
ǎŜŎŜ ƛƴǘƻ ǊŜƭŀǘŜŘ ŦǳƴŎǝƻƴǎΦ CƻǊ ǘƘŜ ŜƳǇƭƻȅŜǊΣ 
ǘƘŜǎŜ ǘŀōǎ ŀǊŜ Jobs/OtherΣ Placements/FormsΣ 
ŀƴŘ TimesheetΦ 

¶ ¢ŜȄǘ CƛŜƭŘǎΥ ²ƘƛǘŜ ǘŜȄǘ ŬŜƭŘǎ Ŏŀƴ ōŜ ǘȅǇŜŘ ƛƴπ
ǘƻ ōȅ ǘƘŜ ǳǎŜǊΦ 

¶ ¢ŜȄǘ [ƛƴƪǎΥ ¢ŜȄǘ ƭƛƴƪǎ ǿƛƭƭ ŀǇǇŜŀǊ ŀǎ ǘŜȄǘ ǘƘŀǘ 
ƛǎ ǳƴŘŜǊƭƛƴŜŘ ƻǊ ŘŀǊƪ ōƭǳŜΦ /ƭƛŎƪƛƴƎ ƻƴ ŀ ǘŜȄǘ 
ƭƛƴƪ ǿƛƭƭ ǘȅǇƛŎŀƭƭȅ ǘŀƪŜ ȅƻǳ ǘƻ ŀƴƻǘƘŜǊ ǇŀƎŜ 
ƭƛƴƪŜŘ ǘƻ ǘƘŀǘ ǘŜȄǘΦ ²ƘŜƴ ȅƻǳ ƳƻǳǎŜ-ƻǾŜǊ ŀ 
ǘŜȄǘ ƭƛƴƪ ǘƘŜ ƳƻǳǎŜ ƛŎƻƴ ǿƛƭƭ ŎƘŀƴƎŜ ǘƻ ŀ 
ǇƻƛƴǝƴƎ ƘŀƴŘΦ 

¶ ¢ƛƳƛƴƎ hǳǘΥ LŦ ȅƻǳ ŀǊŜ ƛŘƭŜ ǿƘƛƭŜ ƭƻƎƎŜŘ ƛƴ ŦƻǊ 
ŀǊƻǳƴŘ мр ƳƛƴǳǘŜǎΣ ǘƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ƭƻƎ ȅƻǳ 
ƻǳǘΦ tƭŜŀǎŜ ƪŜŜǇ ǘƘƛǎ ƛƴ ƳƛƴŘ ǿƘƛƭŜ ŎǊŜŀǝƴƎ 
Ƨƻōǎ ƻǊ ŘƻƛƴƎ ƻǘƘŜǊ ƭŜƴƎǘƘȅ ŀŎǝƻƴǎΣ ŀǎ ǘƘƛǎ 
ŎƻǳƭŘ ŎŀǳǎŜ ȅƻǳ ǘƻ ƭƻǎŜ ȅƻǳǊ ŘŀǘŀΦ {ŀǾƛƴƎ ǇŜπ
ǊƛƻŘƛŎŀƭƭȅ ǿƛƭƭ ǇǊŜǾŜƴǘ ǘƘŜ ǎȅǎǘŜƳ ŦǊƻƳ ƭƻƎƎƛƴƎ 
ȅƻǳ ƻǳǘΦ 

 

EEO 
¢ƘŜ ¦ƴƛǾŜǊǎƛǘȅ ƻŦ Iŀǿŀƛƛ ƛǎ ŀƴ 9ǉǳŀƭ 9ƳǇƭƻȅƳŜƴǘ 
hǇǇƻǊǘǳƴƛǘȅ ό99hύ ŜƳǇƭƻȅŜǊΣ ŀƴŘ ŀǎ ǎǳŎƘΣ ǳǎŜǊǎ 
ƻŦ ǘƘŜ ǎŜŎŜ ǎȅǎǘŜƳ Ƴǳǎǘ ŎƻƳǇƭȅ ǿƛǘƘ ǘƘŜ ǊŜƭŜǾŀƴǘ 
ŦŜŘŜǊŀƭ ŀƴŘ ǎǘŀǘŜ ƭŀǿǎ ŀƴŘ ǊŜƎǳƭŀǝƻƴǎΦ 
 

FERPA 
¢ƘŜ CŀƳƛƭȅ 9ŘǳŎŀǝƻƴŀƭ wƛƎƘǘǎ ŀƴŘ tǊƛǾŀŎȅ !Ŏǘ 

όC9wt!ύ όнл ¦Φ{Φ/Φ Ϡ мнонƎΤ оп /Cw tŀǊǘ ффύ ƛǎ ŀ 
CŜŘŜǊŀƭ ƭŀǿ ǘƘŀǘ ǇǊƻǘŜŎǘǎ ǘƘŜ ǇǊƛǾŀŎȅ ƻŦ ǎǘǳŘŜƴǘ 
ŜŘǳŎŀǝƻƴ ǊŜŎƻǊŘǎΦ ¢ƘŜ ƭŀǿ ŀǇǇƭƛŜǎ ǘƻ ŀƭƭ ǎŎƘƻƻƭǎ 
ǘƘŀǘ ǊŜŎŜƛǾŜ ŦǳƴŘǎ ǳƴŘŜǊ ŀƴ ŀǇǇƭƛŎŀōƭŜ ǇǊƻƎǊŀƳ ƻŦ 
ǘƘŜ ¦Φ{Φ 5ŜǇŀǊǘƳŜƴǘ ƻŦ 9ŘǳŎŀǝƻƴΦ 9ƳǇƭƻȅŜǊǎ 
ǎƘƻǳƭŘ Ŏƻƴǎǳƭǘ ǘƘŜ ǊŜƭŜǾŀƴǘ ƭŀǿǎ ōŜŦƻǊŜ ǊŜƭŜŀǎƛƴƎ 
ƛƴŦƻǊƳŀǝƻƴ ǘƻ ŀƴȅƻƴŜ ƻǘƘŜǊ ǘƘŀƴ ǘƘŜ ǎǘǳŘŜƴǘΦ 
 

Administrative Procedures Manu-
als 
¢ƘŜ !ŘƳƛƴƛǎǘǊŀǝǾŜ tǊƻŎŜŘǳǊŜǎ aŀƴǳŀƭǎ ό!taύ 
Ŏŀƴ ōŜ ŦƻǳƴŘ ŀǎ ŀ ƭƛƴƪ ƻƴ ǘƘŜ Placements/Forms 
ǘŀō ƻŦ ǎŜŎŜΦ ¢ƘŜǎŜ ǘǿƻ ŘƻŎǳƳŜƴǘǎ ŘŜŬƴŜ ǘƘŜ Ǉƻƭƛπ
ŎƛŜǎ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎ ƎƻǾŜǊƴƛƴƎ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅπ
ƳŜƴǘ ŀǘ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΦ !ta !фΦусл ŘŜŬƴŜǎ ƎǊƛŜǾπ
ŀƴŎŜ ǇǊƻŎŜŘǳǊŜǎ ŀƴŘ !ta !фΦуул ŎƻǾŜǊǎ ŀƭƭ ƻǘƘŜǊ 
ǇƻƭƛŎƛŜǎ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎ ǊŜƭŀǘŜŘ ǘƻ ǎǘǳŘŜƴǘ ŜƳπ
ǇƭƻȅƳŜƴǘΦ 
 

The Hiring Process 
¢ƘŜ ŦƻƭƭƻǿƛƴƎ ƛǎ ŀ ōǊƛŜŦ ƛƴǘǊƻŘǳŎǝƻƴ ǘƻ ǘƘŜ ƘƛǊƛƴƎ 
ǇǊƻŎŜǎǎΦ CƻǊ ŀ ƳƻǊŜ ŘŜǘŀƛƭǎΣ ǇƭŜŀǎŜ ǊŜŦŜǊ ǘƻ ǘƘŜ 
IƛǊƛƴƎ tƻƭƛŎƛŜǎ ϧ tǊƻŎŜŘǳǊŜǎ ŘƻŎǳƳŜƴǘ ƻƴ ǘƘŜ 
Forms and Info ǘŀō ƻǊ ǇŀƎŜ нп ƻŦ ǘƘƛǎ ŘƻŎǳƳŜƴǘΦ 
 
мΦ /ǊŜŀǘŜ ŀ Ƨƻō ƻǊ ƻǇŜƴ ŀƴ ŜȄƛǎǝƴƎ Ƨƻō ƻƴ ǘƘŜ 
ǎŜŎŜ ǎȅǎǘŜƳΦ 

нΦ 9ƭƛƎƛōƭŜ ǎǘǳŘŜƴǘǎ ƛƴǘŜǊŜǎǘŜŘ ƛƴ ǘƘŜ Ǉƻǎƛǝƻƴ ǿƛƭƭ 
ŀŘŘ ǘƘŜ Ƨƻō ǘƻ ǘƘŜƛǊ Ƨƻō ŎŀǊǘΦ LŦ ǘƘŜȅ ŀǊŜ ƛƴǘŜǊπ
ŜǎǘŜŘ ƛƴ ŀǇǇƭȅƛƴƎ ŦƻǊ ǘƘŜ ǇƻǎƛǝƻƴΣ ǘƘŜȅ ǿƛƭƭ Ƙƛǘ 
ǘƘŜ ŀǇǇƭȅ ōǳǧƻƴ ǘƘŀǘ ŀŘŘǎ ǘƘŜƳ ǘƻ ȅƻǳǊ ŀǇπ
ǇƭƛŎŀƴǘ ƭƛǎǘΦ 

оΦ {ǘǳŘŜƴǘǎ ŀǇǇƭȅ ŦƻǊ ǘƘŜ Ǉƻǎƛǝƻƴ ŀǎ ǘƘŜ ŜƳπ
ǇƭƻȅŜǊ ƛƴŘƛŎŀǘŜŘ ƻƴ ǘƘŜ ƧƻōΦ 

пΦ ¢ƘŜ ōŜǎǘ ŎŀƴŘƛŘŀǘŜ ƛǎ ǎŜƭŜŎǘŜŘ ŀƴŘ ŀƴ ƻũŜǊ ƛǎ 
ƳŀŘŜΦ ¢ƘƻǎŜ ƴƻǘ ǎŜƭŜŎǘŜŘ ǎƘƻǳƭŘ ōŜ ǇǊƻƳǇǘƭȅ 

ƛƴŦƻǊƳŜŘ ǎƻ ǘƘŜȅ Ŏŀƴ ŎƻƴǝƴǳŜ ǘƘŜƛǊ Ƨƻō 
ǎŜŀǊŎƘΦ 

рΦ ¢ƘŜ ŜƳǇƭƻȅŜǊ ŎǊŜŀǘŜǎ ǘƘŜ IƛǊŜ ǘǊŀƴǎŀŎǝƻƴ ǳǎπ
ƛƴƎ ǘƘŜ IƛǊŜ ōǳǧƻƴ ƻƴ ǘƘŜ ŀǇǇƭƛŎŀƴǘ ƭƛǎǘΦ ¢ƘŜ 
Ƨƻō ǎƘƻǳƭŘ ōŜ ŎƭƻǎŜŘ ƛŦ ƴƻ ŦǳǊǘƘŜǊ ǊŜŎǊǳƛǘƳŜƴǘ 
ǿƛƭƭ ōŜ ŘƻƴŜΦ bƻǘŜ ǘƘŀǘ ȅƻǳ Ŏŀƴ ƻƴƭȅ ƎŜƴŜǊŀǘŜ 
IƛǊŜǎ ŀƴŘκƻǊ ŎƭƻǎŜ Ƨƻōǎ ŀƊŜǊ ŜƛǘƘŜǊ ŬǾŜ ŎŀƴŘƛπ
ŘŀǘŜǎ ŀŘŘ ƛǘ ǘƻ ǘƘŜƛǊ Ƨƻō ŎŀǊǘ ƻǊ ǘƘǊŜŜ Řŀȅǎ 
ƘŀǾŜ ǇŀǎǎŜŘΦ 

сΦ ¢ƘŜ ǎǘǳŘŜƴǘ ǿƛƭƭ ƴŜŜŘ ǘƻ Řƻ ǘƘŜ CŜŘŜǊŀƭ ŦƻǊƳ L
-ф ǿƛǘƘ ǘƘŜ {9 ƻŶŎŜ ƻŦ ǘƘŜ ŎŀƳǇǳǎ ǿƛǘƘ ǿƘƛŎƘ 
ǘƘŜ Ƨƻō ƛǎ ŀŶƭƛŀǘŜŘΦ !ŘŘƛǝƻƴŀƭ ŦƻǊƳǎ ƳƛƎƘǘ ōŜ 
ǊŜǉǳƛǊŜŘΦ 

тΦ ¢ƘŜ ǎǘǳŘŜƴǘ ǎƘƻǳƭŘ ŎƻƳǇƭŜǘŜ ǘƘŜ ǘŀȄ ŦƻǊƳǎ I-
п ŀƴŘ I²-п ǿƛǘƘ ǘƘŜ ŜƳǇƭƻȅŜǊΦ ¢ƘŜ ŜƳǇƭƻȅŜǊ 
ǊŜǘŀƛƴǎ ǘƘŜǎŜ ŘƻŎǳƳŜƴǘǎ ŀƴŘ ǳǎŜǎ ǘƘŜƳ ǘƻ 
ŎƻƳǇƭŜǘŜ ǘƘŜ ŦŜŘŜǊŀƭ ŀƴŘ ǎǘŀǘŜ ǿƛǘƘƘƻƭŘƛƴƎ 
ǎŜŎǝƻƴ ƻŦ ǘƘŜ IƛǊŜ ǘǊŀƴǎŀŎǝƻƴΦ 

уΦ {ǘǳŘŜƴǘǎ ǎƘƻǳƭŘ ƴƻǘ ōŜƎƛƴ ǿƻǊƪƛƴƎ ǳƴǝƭ ǘƘŜ 
ƻƴƭƛƴŜ IƛǊŜ ǘǊŀƴǎŀŎǝƻƴ Ƙŀǎ ōŜŜƴ ŀǇǇǊƻǾŜŘ ōȅ 
ȅƻǳǊ ŘŜǇŀǊǘƳŜƴǘ ŀƴŘ ǘƘŜ ŎŀƳǇǳǎ {9 ƻŶŎŜΦ 

 

Glossary of Terms 
.Ŝƭƻǿ ŀǊŜ ǎƻƳŜ ŎƻƳƳƻƴ ǘŜǊƳǎ ȅƻǳ Ƴŀȅ ŜƴŎƻǳƴπ
ǘŜǊ ǿƘŜƴ ǳǎƛƴƎ ǎŜŎŜΦ 
 
 !ŎŎƻǳƴǘ /ƻŘŜΥ ¢ƘŜ ŀŎŎƻǳƴǘ ŎƻŘŜ ƛǎ ŀ ƭƻƴƎ 
ǎǘǊƛƴƎ ƻŦ ŘƛƎƛǘǎ ŘŜǎƛƎƴŀǝƴƎ ǘƘŜ ŀŎŎƻǳƴǘ ŦǊƻƳ 
ǿƘƛŎƘ ǿƻǊƪŜǊǎ ǿƛƭƭ ōŜ ǇŀƛŘΦ ¢ƘŜ ŎƻŘŜǎ ŀǎ ǳǎŜŘ ƻƴ 
ǎŜŎŜ ǿƛƭƭ ōŜ ǎŜǾŜƴ ŘƛƎƛǘǎ ƭƻƴƎ όмммтмммύΦ 
 !taΥ !ŘƳƛƴƛǎǘǊŀǝǾŜ tǊƻŎŜŘǳǊŜǎ aŀƴǳŀƭΦ 
Lƴ ǘƘƛǎ ŘƻŎǳƳŜƴǘΣ !ta ǊŜŦŜǊǎ ǘƻ ǘƘŜ ƎǳƛŘŜƭƛƴŜǎ 
ƎƻǾŜǊƴƛƴƎ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘ ǇƻƭƛŎƛŜǎ ŀƴŘ ǇǊƻπ
ŎŜŘǳǊŜǎ ό!фΦуулύ ŀƴŘ ǘƘŜ ƎǊƛŜǾŀƴŎŜ ǇǊƻŎŜǎǎ 
ό!фΦуслύΦ [ƛƴƪǎ ǘƻ ǘƘŜǎŜ Ŏŀƴ ōŜ ŦƻǳƴŘ ƻƴ ǘƘŜ 
Placements/Forms ǘŀōΦ 
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 .hΥ .ǳǎƛƴŜǎǎ hŶŎŜΦ !ƴ ŀōōǊŜǾƛŀǝƻƴ ǳǎŜŘ 
ƛƴ ǊŜƭŀǝƻƴ ǘƻ ǝƳŜǎƘŜŜǘǎ ǘƻ ǊŜŦŜǊ ǘƻ ǘƘŜ .ǳǎƛƴŜǎǎ 
hŶŎŜ ƭŜǾŜƭ ŀǇǇǊƻǾŜǊΦ 
 99hΥ 9ǉǳŀƭ 9ƳǇƭƻȅƳŜƴǘ hǇǇƻǊǘǳƴƛǘȅΣ 
ǿƘƛŎƘ ǊŜŦŜǊǎ ǘƻ ƭŀǿǎ ǇǊƻƘƛōƛǝƴƎ ŎŜǊǘŀƛƴ ǘȅǇŜǎ ƻŦ 
ŘƛǎŎǊƛƳƛƴŀǝƻƴ ƛƴ ŎŜǊǘŀƛƴ ǿƻǊƪǇƭŀŎŜǎΦ 
 C-м ±ƛǎŀΥ C-м ±ƛǎŀǎ ŀǊŜ ƛǎǎǳŜŘ ōȅ ǘƘŜ CŜŘπ
ŜǊŀƭ ƎƻǾŜǊƴƳŜƴǘ ǘƻ ƛƴǘŜǊƴŀǝƻƴŀƭ ǎǘǳŘŜƴǘǎ ŀƴŘ ŀƭπ
ƭƻǿ ŀ ǎǘǳŘŜƴǘ ǘƻ ǿƻǊƪ ƻƴ-ŎŀƳǇǳǎΦ 
 C!Υ CƛǎŎŀƭ !ǳǘƘƻǊƛǘȅΦ 
 C9wt!Υ ¢ƘŜ CŀƳƛƭȅ 9ŘǳŎŀǝƻƴŀƭ wƛƎƘǘǎ ŀƴŘ 
tǊƛǾŀŎȅ !Ŏǘ όC9wt!ύ όнл ¦Φ{Φ/Φ Ϡ мнонƎΤ оп /Cw 
tŀǊǘ ффύ ƛǎ ŀ CŜŘŜǊŀƭ ƭŀǿ ǘƘŀǘ ǇǊƻǘŜŎǘǎ ǘƘŜ ǇǊƛǾŀŎȅ 
ƻŦ ǎǘǳŘŜƴǘ ŜŘǳŎŀǝƻƴ ǊŜŎƻǊŘǎΦ ¢ƘŜ ƭŀǿ ŀǇǇƭƛŜǎ ǘƻ 
ŀƭƭ ǎŎƘƻƻƭǎ ǘƘŀǘ ǊŜŎŜƛǾŜ ŦǳƴŘǎ ǳƴŘŜǊ ŀƴ ŀǇǇƭƛŎŀōƭŜ 
ǇǊƻƎǊŀƳ ƻŦ ǘƘŜ ¦Φ{Φ 5ŜǇŀǊǘƳŜƴǘ ƻŦ 9ŘǳŎŀǝƻƴΦ 
 CL/!Υ CŜŘŜǊŀƭ LƴǎǳǊŀƴŎŜ /ƻƴǘǊƛōǳǝƻƴǎ !Ŏǘ 
ǘŀȄ ƛǎ ǘƘŜ ǇŀȅǊƻƭƭ ǘŀȄΣ ǿƘƛŎƘ ƛǎ ǿƘŀǘ ŦǳƴŘǎ {ƻŎƛŀƭ 
{ŜŎǳǊƛǘȅ ŀƴŘ aŜŘƛŎŀǊŜΦ {ǘǳŘŜƴǘǎ ǿƻǊƪƛƴƎ ƻƴ-
ŎŀƳǇǳǎ ŀǊŜ ƻƴƭȅ ǎǳōƧŜŎǘ ǘƻ CL/! ǘŀȄŜǎ ǳƴŘŜǊ ŎŜǊπ
ǘŀƛƴ ŎƛǊŎǳƳǎǘŀƴŎŜǎΦ 
 C²{Υ CŜŘŜǊŀƭ ²ƻǊƪ {ǘǳŘȅΦ 
  W-м ±ƛǎŀΥ W-м ±ƛǎŀǎ ŦƻǊ ƛƴǘŜǊƴŀǝƻƴŀƭ ǎǘǳπ
ŘŜƴǘǎ ǘƘŀǘ ŀǊŜ ǎǇƻƴǎƻǊŜŘ ōȅ ŀƴ ƻǊƎŀƴƛȊŀǝƻƴ ƻǊ 
ǘƘŜ ƎƻǾŜǊƴƳŜƴǘΦ {ǘǳŘŜƴǘǎ ƻƴ W-м ±ƛǎŀǎ Ƴŀȅ ƻƴƭȅ 
ǎŜŜƪ ŜƳǇƭƻȅƳŜƴǘΣ ŀƴŘ ǿƻǊƪΣ ǿƛǘƘ ŀǳǘƘƻǊƛȊŀǝƻƴ 
ŦǊƻƳ ǘƘŜƛǊ ǎǇƻƴǎƻǊΦ 
 WƻōΥ ! Ƨƻō ƛǎ ǘƘŜ ōŀǎŜ ǘŜƳǇƭŀǘŜ ǳǎŜŘ ǘƻ 
ŀŘǾŜǊǝǎŜ ŀ Ǉƻǎƛǝƻƴ ŀƴŘ ŎǊŜŀǘŜ ŀ IƛǊŜΦ 
 Wƻō bǳƳōŜǊΥ 9ŀŎƘ Ƨƻō ǎŜǊƛŜǎ Ƙŀǎ ŀ ǳƴƛǉǳŜ 
Ƨƻō ƴǳƳōŜǊ ǘƘŀǘ ƛǎ ǎƘŀǊŜŘ ōȅ ŀƭƭ Ƨƻōǎ ƛƴ ǘƘŜ ǎŜǊƛŜǎΦ 
 Wƻō tǊƻƎǊŀƳΥ Wƻō ǇǊƻƎǊŀƳǎ ŘŜŬƴŜ ǘƘŜ ǊŜπ
ǉǳƛǊŜƳŜƴǘǎ ŀ ǎǘǳŘŜƴǘ Ƴǳǎǘ ƳŜŜǘ ƛƴ ƻǊŘŜǊ ǘƻ ōŜ 
ŀōƭŜ ǘƻ ŀǇǇƭȅ ŦƻǊ ǘƘŜ ƧƻōΦ Wƻō ǇǊƻƎǊŀƳǎ ƛƴŎƭǳŘŜ 
¦IΣ ¦I ϧ C²{Σ ŀƴŘ C²{Φ 
 Wƻō {ŜǊƛŜǎΥ ! Ƨƻō ǎŜǊƛŜǎ ƛǎ ŀ ƴǳƳōŜǊ ƻŦ ǊŜπ

ƭŀǘŜŘ Ƨƻōǎ ǘƘŀǘ ǎƘŀǊŜ ŀ Ƨƻō ƴǳƳōŜǊΣ ōǳǘ ǿƘƛŎƘ 
ŜŀŎƘ ƘŀǾŜ ŀ ŘƛũŜǊŜƴǘ Ǉŀȅ ŎƭŀǎǎΦ Wƻōǎ ŀǊŜ ƻƊŜƴ ŎǊŜπ
ŀǘŜŘ ƛƴ ŀ ǎŜǊƛŜǎ ǎƻ ŀ ǎǘǳŘŜƴǘ Ŏŀƴ ōŜ ǇǊƻƳƻǘŜŘ ŀǎ 
ǘƘŜȅ Ǝŀƛƴ ŜȄǇŜǊƛŜƴŎŜΦ 
 aǳƭǝ-Wƻō aŜƳƻΥ aǳƭǝ-Ƨƻō ƳŜƳƻΦ ²ƘŜƴ 
ŀ ǎǘǳŘŜƴǘ ƘƻƭŘǎ ǘǿƻ ƻǊ ƳƻǊŜ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘ 
ƧƻōǎΣ ǘƘŜȅ ŀƴŘ ǘƘŜƛǊ ŜƳǇƭƻȅŜǊǎ Ƴǳǎǘ ŎƻƳǇƭŜǘŜ 
ǘƘƛǎ ƳŜƳƻ ǘƻ ŘƛǾƛŘŜ ǘƘŜ ǎǘǳŘŜƴǘǎ ŀǾŀƛƭŀōƭŜ ǿƻǊƪ 
ƘƻǳǊǎ ōŜǘǿŜŜƴ ǘƘŜƳΦ 
 tŀȅ /ƭŀǎǎΥ 9ŀŎƘ Ƨƻō Ƴǳǎǘ ōŜ ǎŜǘ ǘƻ ƻƴŜ ƻŦ 
ǘƘŜ ǎŜǾŜƴ Ǉŀȅ ŎƭŀǎǎŜǎΣ !м ǘƘǊƻǳƎƘ !тΦ 9ŀŎƘ Ǉŀȅ 
Ŏƭŀǎǎ ƛǎ ŘŜŬƴŜŘ ōȅ ǇǊƻƎǊŜǎǎƛǾŜƭȅ ƛƴŎǊŜŀǎƛƴƎ ŘǳǝŜǎ 
ŀƴŘ ǉǳŀƭƛŬŎŀǝƻƴǎΦ 
 tŀȅǊƻƭƭ bǳƳōŜǊΥ Cм ƻǊ Cо ŀǊŜ ǘƘŜ ǇŀȅǊƻƭƭ 
ƴǳƳōŜǊǎ ǳǎŜŘ ŀǘ ¦I ŦƻǊ ǎǘǳŘŜƴǘ ǇŀȅǊƻƭƭΦ Cм ƛǎ 
ǳǎŜŘ ŦƻǊ CŜŘŜǊŀƭ ²ƻǊƪ {ǘǳŘȅΣ Cо ƛǎ ǳǎŜŘ ŦƻǊ ǊŜƎǳπ
ƭŀǊ ¦I ǇŀȅǊƻƭƭΦ  
 tƭŀŎŜƳŜƴǘΥ ! ǎǘǳŘŜƴǘΩǎ ŜƳǇƭƻȅƳŜƴǘ ǊŜŎπ
ƻǊŘΦ ! ǇƭŀŎŜƳŜƴǘ Ŏŀƴ ōŜ ŀŎǝǾŜ ƻǊ ƛƴŀŎǝǾŜΦ !ŎǝǾŜ 
ƳŜŀƴǎ ǘƘŜ ǎǘǳŘŜƴǘ ƛǎ ǿƻǊƪƛƴƎ ŎǳǊǊŜƴǘƭȅ ŀƴŘ ƛƴŀŎπ
ǝǾŜ ƳŜŀƴǎ ǘƘŜ ǎǘǳŘŜƴǘ ƛǎ ƴƻ ƭƻƴƎŜǊ ǇƭŀŎŜŘ ƛƴ ǘƘŜ 
ǇƻǎƛǝƻƴΦ 
 tƭŀŎŜƳŜƴǘ !ŎŎŜǎǎΥ ! ǳǎŜǊ Ƴǳǎǘ ƎŜǘ ǘƘƛǎ 
ŦǊƻƳ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘ ƻǊ ǘƘŜƛǊ ƭƛŀƛǎƻƴ ƛŦ ǘƘŜȅ 
ǿƛǎƘ ǘƻ ƛƴƛǝŀǘŜ ǘǊŀƴǎŀŎǝƻƴǎκƘƛǊŜǎΦ 
 wŜŦŜǊǊŀƭΥ ²ƘŜƴ ŀ ǎǘǳŘŜƴǘ ƛǎ ƛƴǘŜǊŜǎǘŜŘ ƛƴ 
ŀ Ƨƻō ǘƘŜȅ ŬƴŘ ƻƴ ƻǳǊ ǎƛǘŜ ǘƘŜȅ ǘŀƪŜ ŀ ǊŜŦŜǊǊŀƭ ŦƻǊ 
ǘƘŜ ǇƻǎƛǝƻƴΦ Lƴ ǘƘŜ ƻǊƛƎƛƴŀƭ ǎŜŎŜ ǘƘƛǎ ŎǊŜŀǘŜŘ ŀ 
ǳƴƛǉǳŜ ǊŜŦŜǊǊŀƭ ƴǳƳōŜǊ ǿƘƛŎƘ ǘƘŜ ŜƳǇƭƻȅŜǊ ǳǎŜŘ 
ǘƻ ƛƴƛǝŀǘŜ ǘƘŜ ƘƛǊŜΣ ōǳǘ ǘƘƛǎ ǇǊƻŎŜǎǎ ǿƛƭƭ ōŜ ǇƘŀǎŜŘ 
ƻǳǘ ŜǾŜƴǘǳŀƭƭȅΦ !ƭƭ ŀǇǇƭƛŎŀƴǘǎ ǘƘŀǘ ŀǇǇƭƛŜŘ ŀƊŜǊ 
ǘƘŜ ƭŀǳƴŎƘ ƻŦ ǘƘƛǎ ǾŜǊǎƛƻƴ ƻŦ ǎŜŎŜ ǿƛƭƭ ƴƻ ƭƻƴƎŜǊ 
ƘŀǾŜ ǊŜŦŜǊǊŀƭ ƴǳƳōŜǊǎΣ ōǳǘ ǿƛƭƭ ƛƴǎǘŜŀŘ ǎƘƻǿ ǳǇ 
ƻƴ ŀƴ ŀǇǇƭƛŎŀƴǘ ƭƛǎǘΦ 
 {9 hŶŎŜΥ {ǘǳŘŜƴǘ 9ƳǇƭƻȅƳŜƴǘ hŶŎŜΦ 
9ŀŎƘ ƻŦ ǘƘŜ ŎŀƳǇǳǎŜǎ ƛƴ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅ ƻŦ Iŀǿŀƛƛ 

ǎȅǎǘŜƳ Ƙŀǎ ŀƴ ƻŶŎŜ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ ƘŀƴŘƭƛƴƎ ǎǘǳπ
ŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘΦ ¢ƘŜ ǘŜǊƳ SE Office, ƻǊ Student 
Employment Office, ƎŜƴŜǊƛŎŀƭƭȅ ǊŜŦŜǊǎ ǘƻ ǘƘŜǎŜΦ 
 ǎŜŎŜ όǎŜŜ-ƪŜȅύΥ ¢Ƙƛǎ ǘŜǊƳ ƛǎ ǇǊƛƳŀǊƛƭȅ ǳǎŜŘ 
ƛƴ ǊŜƭŀǝƻƴ ǘƻ ǘƘŜ ǎŜŎŜ Ƨƻōǎ ŘŀǘŀōŀǎŜΦ ¢ƘŜ ǎȅǎǘŜƳ 
ƛǎ ǳǎŜŘ ǘƻ ƳŀƴŀƎŜ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅŜŜǎΣ ƘŜƭǇ ǎǘǳπ
ŘŜƴǘǎ ŬƴŘ ƧƻōǎΣ Ǉƻǎǘ Ƨƻōǎ ŀƴŘ ƳŀƴŀƎŜ ǎǘǳŘŜƴǘ 
ǝƳŜǎƘŜŜǘǎΦ 
 {¢5Υ {ǘǳŘŜƴǘΦ !ƴ ŀōōǊŜǾƛŀǝƻƴ ǳǎŜŘ ƛƴ ǊŜπ
ƭŀǝƻƴ ǘƻ ǝƳŜǎƘŜŜǘǎ ǘƘŀǘ ǊŜŦŜǊǎ ǘƻ ǘƘŜ ǎǘǳŘŜƴǘΦ 
 {ǘŜǇΥ 9ŀŎƘ Ǉŀȅ Ŏƭŀǎǎ Ƙŀǎ ŦƻǳǊ ǎǘŜǇǎ ǿƛǘƘ 
Ƴƻǎǘ ƴŜǿ ƘƛǊŜǎ ǎǘŀǊǝƴƎ ŀǘ ǘƘŜ ŬǊǎǘ ǎǘŜǇ ƻŦ ŀ ƎƛǾŜƴ 
Ǉŀȅ ŎƭŀǎǎΦ {ǘŜǇǎ ŘŜŬƴŜ ǘƘŜ Ǉŀȅ ǊŀǘŜ ŦƻǊ ǘƘŜ ǎǘǳπ
ŘŜƴǘ ŀƴŘ ŀǊŜ ǘȅǇƛŎŀƭƭȅ ŀǿŀǊŘŜŘ ōŀǎŜŘ ƻƴ ƳŜǊƛǘ 
ŀƴŘ ǝƳŜ ǎǇŜƴǘ ƛƴ ŀ ƎƛǾŜƴ ƧƻōΦ ¢ƘŜǎŜ ǿƛƭƭ ǘȅǇƛŎŀƭƭȅ 
ōŜ ǿǊƛǧŜƴ ŀǎ ǘƘŜ Ǉŀȅ Ŏƭŀǎǎ ŦƻƭƭƻǿŜŘ ōȅ ǘƘŜ ǎǘŜǇ 
ƴǳƳōŜǊΣ ǘƘǳǎ !нн ǿƻǳƭŘ ōŜ ǘƘŜ !н Ǉŀȅ Ŏƭŀǎǎ ŀǘ 
ǘƘŜ ǎŜŎƻƴŘ ǎǘŜǇΦ 
 {¦tΥ {ǳǇŜǊǾƛǎƻǊΦ !ƴ ŀōōǊŜǾƛŀǝƻƴ ǳǎŜŘ ƛƴ 
ǊŜƭŀǝƻƴ ǘƻ ǝƳŜǎƘŜŜǘǎ ǘƘŀǘ ǊŜŦŜǊǎ ǘƻ ǘƘŜ ǎǳǇŜǊǾƛπ
ǎƻǊ ƭŜǾŜƭ ŀǇǇǊƻǾŜǊΦ 
 ¢ǊŀƴǎŀŎǝƻƴΥ /ƘŀƴƎŜǎ ƳŀŘŜ ǘƻ ŀ ǇƭŀŎŜπ
ƳŜƴǘ ƻƴ ǎŜŎŜ ŀǊŜ ŎŀƭƭŜŘ ǘǊŀƴǎŀŎǝƻƴǎΦ ¢ƘŜǎŜ ƛƴπ
ŎƭǳŘŜ ǘƘƛƴƎǎ ƭƛƪŜ ŀŎŎƻǳƴǘ ŎƘŀƴƎŜǎΣ Ǉŀȅ ƛƴŎǊŜŀǎŜǎΣ 
ǇǊƻƳƻǝƻƴǎΣ ŘŜƳƻǝƻƴǎΣ ǘŜǊƳƛƴŀǝƻƴǎΣ ŀƴŘ ǎƻ ƻƴΦ 
 ²5/Υ ²ŀǊǊŀƴǘ 5ƛǎǘǊƛōǳǝƻƴ /ƻŘŜΦ 9ŀŎƘ 
ƻŶŎŜ ƻǊ ŘŜǇŀǊǘƳŜƴǘ Ƙŀǎ ƛǘǎ ƻǿƴ ²5/ ǿƘƛŎƘ ƛǎ 
ǳǎŜŘ ōȅ ǇŀȅǊƻƭƭΦ ¢ƘŜ ŎƻŘŜ ōŀǎƛŎŀƭƭȅ ǘŜƭƭǎ ǇŀȅǊƻƭƭ ǘƻ 
ǿƘƛŎƘ ŘŜǇŀǊǘƳŜƴǘ ƻǊ ƻŶŎŜ ǘƘŜ ŎƘŜŎƪ ǎƘƻǳƭŘ ōŜ 
ǎŜƴǘΦ ¢Ƙƛǎ ƛǎ ŀƭǎƻ ǊŜŦŜǊǊŜŘ ǘƻ ŀǎ ǘƘŜ Warrant Code 
ƻǊ Warrant NumberΦ 
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Flowchart of sece Functions 

9ƳǇƭƻȅŜǊ ƴŜŜŘǎ ǘƻ 
ŎƘŀƴƎŜ ŀƴ ŜƳǇƭƻȅŜŜ 

ǊŜŎƻǊŘ 

5ŀǘŀ /ƘŀƴƎŜ 

wŀǘŜ /ƘŀƴƎŜ 

CǳƴŘ /ƘŀƴƎŜ 

wƻǳǘŜǎ ŦƻǊ ŀǇǇǊƻǾŀƭ ǿƛǘƘπ
ƛƴ ǘƘŜ ŘŜǇŀǊǘƳŜƴǘ 

tǊƻŎŜǎǎŜŘ ƛƴ 
tŀȅǊƻƭƭ 

{ƻƳŜ ǊƻǳǘŜ ŦƻǊ 
{9 ŀǇǇǊƻǾŀƭ 

9ƳǇƭƻȅŜǊ ƭƻƻƪǎ ǳǇ 
ŀǊŎƘƛǾŜŘ ŜƳǇƭƻȅŜŜ 
ƛƴŦƻǊƳŀǝƻƴ 

9ƳǇƭƻȅŜǊ ƴŜŜŘǎ ǘƻ 
ƘƛǊŜ ŀ ƴŜǿ ǎǘǳŘŜƴǘ 
ŜƳǇƭƻȅŜŜ 

hǇŜƴ ŀƴ 
ŜȄƛǎǝƴƎ Ƨƻō 
ƻƴ ǎŜŎŜ 

{ǘǳŘŜƴǘǎ  
!ǇǇƭȅ ŦƻǊ ǘƘŜ 
Ǉƻǎƛǝƻƴ 

!ƊŜǊ ƛƴǘŜǊǾƛŜǿǎΣ 
ǘƘŜ ŜƳǇƭƻȅŜǊ ǎŜƭŜŎǘǎ 
ǘƘŜ ōŜǎǘ ŎŀƴŘƛŘŀǘŜ 

9ƳǇƭƻȅŜǊ ƛƴƛǝŀǘŜǎ 
ǘƘŜ IƛǊŜ  

!ƭƭ ǊŜǉǳƛǊŜŘ 
ŦƻǊƳǎ ŀǊŜ 
ŎƻƳǇƭŜǘŜŘ 

wƻǳǘŜǎ ŦƻǊ 
ŘŜǇŀǊǘƳŜƴǘŀƭ 
ŀǇǇǊƻǾŀƭǎ 

wƻǳǘŜǎ ǘƻ {9 
ŦƻǊ ŀǇǇǊƻǾŀƭ 

9ƳǇƭƻȅŜǊ ŎǊŜŀǘŜǎ 
ŀ ƴŜǿ Ƨƻō ƻƴ ǎŜŎŜ 

Wƻō ǊƻǳǘŜǎ 
ǘƻ {9 ŦƻǊ 
ŀǇǇǊƻǾŀƭ 

{9 hǇŜƴǎ ǘƘŜ 
Wƻō 
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/ƭƛŎƪ ƘŜǊŜ ǘƻ ŜƴǘŜǊ ǘƘŜ ǎŜŎŜ ǎƛǘŜ ŀƴŘ ƭƻƎƛƴΦ 

¢ƘŜǎŜ ǘŜȄǘ ƭƛƴƪǎ ƭŜŀŘ ǘƻ ǘƘŜ ǿŜōǎƛǘŜǎ ƻŦ ǘƘŜ ǾŀǊƛƻǳǎ {9 ƻŶŎŜǎ ŀǘ ǘƘŜ 
ŘƛũŜǊŜƴǘ ŎŀƳǇǳǎŜǎ ƛƴ ǘƘŜ ¦I ǎȅǎǘŜƳΦ 

¢Ƙƛǎ ƛƳŀƎŜ ƭƛƴƪ ǿƛƭƭ ƻǇŜƴ ŀ ǇƻǇ-ǳǇ ǿƛǘƘ ǘƘŜ ŎƻƴǘŀŎǘ ƛƴŦƻǊƳŀǝƻƴ ŦƻǊ 
ǘƘŜ {9 ƻŶŎŜǎ ŀǘ ǘƘŜ ǾŀǊƛƻǳǎ ¦I ŎŀƳǇǳǎŜǎΦ 

¢Ƙƛǎ ƛƳŀƎŜ ƭƛƴƪ ǿƛƭƭ ƻǇŜƴ ŀ ǇƻǇ-ǳǇ ǿƛǘƘ ǘƘŜ ŎƻƴǘŀŎǘ ƛƴŦƻǊƳŀǝƻƴ ŦƻǊ 
ǝƳŜǎƘŜŜǘ ǊŜƭŀǘŜŘ ƛƴǉǳƛǊƛŜǎΦ 

¢ƘŜǎŜ ǘŜȄǘ ƭƛƴƪǎ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǘƻ ǾŀǊƛƻǳǎ ǊŜǎƻǳǊŎŜǎ ǘƘŀǘ Ƴŀȅ ōŜ ƻŦ 
ƛƴǘŜǊŜǎǘ ǘƻ ŀƴ ŜƳǇƭƻȅŜǊΦ 

¦I ŜƳǇƭƻȅŜǊǎ Ƴŀȅ ƭƻƎƛƴ ƘŜǊŜ ǳǎƛƴƎ ǘƘŜƛǊ ¦I ǳǎŜǊƴŀƳŜ ŀƴŘ 
ǇŀǎǎǿƻǊŘΦ LŦ ȅƻǳ ƘŀǾŜ ŀ ǇǊƻōƭŜƳ ǿƛǘƘ ȅƻǳǊ ǳǎŜǊƴŀƳŜ ŀƴŘκƻǊ 
ǇŀǎǎǿƻǊŘΣ ǇƭŜŀǎŜ ŎƻƴǘŀŎǘ ǘƘŜ L¢{ ƘŜƭǇ ŘŜǎƪ ŀǘ фрс-уууо ƻǊ ŜƳŀƛƭ 
ǘƘŜƳ ŀǘ help@hawaii.eduΦ ¸ƻǳ Ƴǳǎǘ ǳǎŜ ȅƻǳǊ ǇŜǊǎƻƴŀƭ ǳǎŜǊƴŀƳŜΣ 
ŘŜǇŀǊǘƳŜƴǘŀƭ ǳǎŜǊƴŀƳŜǎ Ŏŀƴƴƻǘ ōŜ ǳǎŜŘ ǘƻ ƭƻƎƛƴ ǘƻ ǘƘŜ ǎȅǎǘŜƳΦ 

/ƭƛŎƪ ƻƴ ǘƘŜ [ƻƎƛƴ IŜƭǇ ƭƛƴƪ ƛŦ ȅƻǳ ŀǊŜ ƘŀǾƛƴƎ ǘǊƻǳōƭŜ ŦƻǊ ǎƻƳŜ ǉǳƛŎƪ 
ǝǇǎ ƻǊ ŎƻƴǘŀŎǘ ƛƴŦƻǊƳŀǝƻƴΦ 

¢Ƙƛǎ ǎŜŎǝƻƴ ƛǎ ƻƴƭȅ ǳǎŜŘ ǘƻ ŎǊŜŀǘŜ ŀ ǇǊƻŬƭŜ ƻǊ ƭƻƎ ƛƴǘƻ ŀƴ ŀŎŎƻǳƴǘ 
ǳǎŜŘ ǘƻ Ǉƻǎǘ ƴƻƴ-ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘ ǇƻǎƛǝƻƴǎΦ ¦ǎŜ ǘƘŜ ¦I ƭƻƎƛƴ 
ƛŦ ȅƻǳ ƛƴǘŜƴŘ ǘƻ ǇŜǊŦƻǊƳ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘ ǘŀǎƪǎΦ 

IT Policies 
!ƭƭ ¦I ǎǘŀũ ǎƘƻǳƭŘ ŦŀƳƛƭƛŀǊƛȊŜ ǘƘŜƳǎŜƭǾŜǎ ǿƛǘƘ ǘƘŜ L¢ ǇƻƭƛŎƛŜǎ ƻŦ ǘƘŜ 
¦ƴƛǾŜǊǎƛǘȅ ƻŦ IŀǿŀƛƛΦ ¸ƻǳ Ŏŀƴ ǾƛŜǿ ǘƘŜǎŜ ǇƻƭƛŎƛŜǎ ŀǘ http://
www.hawaii.edu/infotech/policies/Φ 

/ƭƛŎƪ ƻƴ ǘƘŜ Wƻō ϧ 9ƭƛƎƛōƛƭƛǘȅ LƴŦƻ ƭƛƴƪ ǘƻ ǎŜŜ ǘƘŜ ōŀǎƛŎ ŜƭƛƎƛōƛƭƛǘȅ ǊŜπ
ǉǳƛǊŜƳŜƴǘǎ ŦƻǊ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘ ŜƭƛƎƛōƛƭƛǘȅΦ 
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Creating a ProĜle - 9 

/ƭƛŎƪ ǘƘŜ ƭƛƴƪ ŦƻǊ ǘƘŜ ǾŜǊǎƛƻƴ ƻŦ ǘƘŜ ǎƛǘŜ ȅƻǳ ǿƛǎƘ ǘƻ ŀŎŎŜǎǎΦ hƴƭȅ 
ǘƘƻǎŜ ǎƛŘŜǎ ƻŦ ǎŜŎŜ ǘƘŀǘ ȅƻǳ ƘŀǾŜ ŀŎŎŜǎǎ ǘƻ ōŀǎŜŘ ƻƴ ȅƻǳǊ ŀŶƭƛŀǝƻƴ 
ǿƛƭƭ ōŜ ǾƛǎƛōƭŜ ŀǎ ƻǇǝƻƴǎΦ ¸ƻǳ Ŏŀƴ ǎǿƛǘŎƘ ōŜǘǿŜŜƴ ǎƛŘŜǎ ŀǘ ŀƴȅ ǝƳŜ 
ƴƻǿ ŀƴŘ ȅƻǳ ǿƛƭƭ ƴƻǘ ƴŜŜŘ ǘƻ ƭƻƎ ƛƴ ǘƻ ŜŀŎƘ ǎƛŘŜΦ 

/ƘŜŎƪƛƴƎ ǘƘƛǎ ōƻȄ ǿƛƭƭ ƳŜŀƴ ǘƘŜ ƴŜȄǘ ǝƳŜ ȅƻǳ ƭƻƎ ƛƴ ǘƻ ǎŜŎŜ ƛǘ ǿƛƭƭ 
ŘŜŦŀǳƭǘ ǘƻ ǘƘŜ ǎƛŘŜ ƻŦ ǎŜŎŜ ό{ǘǳŘŜƴǘΣ 9ƳǇƭƻȅŜǊΣ ŜǘŎΦύ ǘƘŀǘ ȅƻǳ ŎƘƻǎŜ 
ǘƻ ŀŎŎŜǎǎ ǘƘƛǎ ǝƳŜΦ 

Creating a ProĜle 
¢ƘŜ ŬǊǎǘ ǝƳŜ ȅƻǳ ƭƻƎ ƛƴǘƻ ǘƘŜ ǎŜŎŜ ǎȅǎǘŜƳ ȅƻǳ 
ǿƛƭƭ ōŜ ǇǊƻƳǇǘŜŘ ǘƻ ŎǊŜŀǘŜ ŀ ǇǊƻŬƭŜΦ LŦ ȅƻǳ ǘǊŀƴǎπ
ŦŜǊ ǘƻ ŀ ƴŜǿ ƧƻōΣ ōŜ ǎǳǊŜ ǘƻ ǳǇŘŀǘŜ ȅƻǳǊ ǇǊƻŬƭŜΦ 

¢ƘŜ ŎŀƳǇǳǎ ŀŶƭƛŀǝƻƴ ȅƻǳ ǎŜƭŜŎǘ ŘŜǘŜǊπ
ƳƛƴŜǎ ǿƘƛŎƘ {9 ƻŶŎŜ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ǾƛŜǿ 
ŀƴŘ ƳŀƴŀƎŜ ȅƻǳǊ ǊŜŎƻǊŘǎΦ 

{ŜƭŜŎǘ ȅƻǳǊ College/Division ŀƴŘ ȅƻǳǊ Office/
Department Name ŦǊƻƳ ǘƘŜ ŘǊƻǇ-Řƻǿƴ ƳŜƴǳǎΦ 
LŦ ǘƘŜȅ Řƻ ƴƻǘ ŀǇǇŜŀǊΣ ȅƻǳ Ƴŀȅ ƛƴǇǳǘ ǘƘŜƳ ƛƴǘƻ 
ǘƘŜ ǘŜȄǘ ŬŜƭŘ ƛƴǎǘŜŀŘΦ 

!ƊŜǊ ŜƴǘŜǊƛƴƎ ȅƻǳǊ ōƛƻƎǊŀǇƘƛŎŀƭ ƛƴŦƻǊπ
ƳŀǝƻƴΣ ŎƭƛŎƪ Submit ǘƻ ŬƴƛǎƘΦ 

¸ƻǳ Ƴŀȅ ǇǊŜǎǎ ǘƘŜ ǎŜŎŜ 
ōǳǧƻƴ ǘƻ ǉǳƛŎƪƭȅ ǊŜǘǳǊƴ ǘƻ 
ǘƘŜ ǎƛǘŜ ǎŜƭŜŎǝƻƴ ƳŜƴǳΦ 



Home Tab - 10 

¢ƘŜ ¦I ŜƳǇƭƻȅŜǊ ǎƛŘŜ ƻŦ ǎŜŎŜ ƛǎ ŘƛǾƛŘŜŘ ƛƴǘƻ ǾŀǊƛπ
ƻǳǎ ǘŀōǎ ǳǎŜŘ ŦƻǊ ǎǇŜŎƛŬŎ ǘŀǎƪǎΦ ¢ƘŜ Home ǘŀō 
ǎƘƻǿ ƘŜǊŜ ǇǊƻǾƛŘŜǎ ŀ ǉǳƛŎƪ ǾƛŜǿ ƻŦ ǎŜŎŜ ŀŎǝǾƛǘȅ 
ǊŜƭŀǘŜŘ ǘƻ ȅƻǳΦ ¢ƘŜ ƻǘƘŜǊ ǘŀōǎ ŀǊŜ ōǊƛŜƅȅ Řƛǎπ
ŎǳǎǎŜŘ ōŜƭƻǿ ŀƴŘ ŘŜǘŀƛƭŜŘ ƛƴ ŘŜǇǘƘ ƭŀǘŜǊΦ 
 

¶ WƻōǎΥ ¢ƘŜ Wƻōǎ ǘŀō ƛǎ ǿƘŜǊŜ ȅƻǳ Ŏŀƴ ŎǊŜŀǘŜΣ 
ŜŘƛǘΣ ŀƴŘ ǊŜ-ƻǇŜƴ ƧƻōǎΦ 

¶ tƭŀŎŜƳŜƴǘǎΥ ¢Ƙƛǎ ǘŀō ƛǎ ǿƘŜǊŜ ȅƻǳ ǿƻǳƭŘ 
ŎǊŜŀǘŜ ǘǊŀƴǎŀŎǝƻƴǎ ŦƻǊ ȅƻǳǊ ƧƻōǎΦ ¢Ƙƛǎ ƛǎ 
ǿƘŜǊŜ ȅƻǳ ǿƻǳƭŘ ƛƴƛǝŀǘŜ ƘƛǊŜǎ ŀƴŘ ǎǘŀǊǘ 
ǘǊŀƴǎŀŎǝƻƴǎ ǊŜƭŀǘŜŘ ǘƻ ȅƻǳǊ ŜƳǇƭƻȅŜŜǎΦ 

¶ CƻǊƳǎ ŀƴŘ LƴŦƻΥ ¸ƻǳ Ŏŀƴ ŬƴŘ ƭƛƴƪǎ ǘƻ ƛƴŦƻǊπ
Ƴŀǝƻƴ ŀƴŘ ŦƻǊƳǎ ǊŜƭŜǾŀƴǘ ǘƻ ǎǘǳŘŜƴǘ ŜƳπ
ǇƭƻȅƳŜƴǘΦ 

¶ ¢ƛƳŜǎƘŜŜǘΥ ¢Ƙƛǎ ƛǎ ǿƘŜǊŜ ȅƻǳ ŀŎŎŜǎǎ ǝƳŜπ
ǎƘŜŜǘǎΦ 

¢ƘŜ Wƻō {ǘŀǝǎǝŎǎ ǎŜŎǝƻƴ ƎƛǾŜǎ ȅƻǳ ŀƴ ŀǘ-ŀ-ƎƭŀƴŎŜ 
ƭƻƻƪ ŀǘ ȅƻǳǊ Ƨƻōǎ ŀƴŘ ŀǇǇƭƛŎŀǝƻƴǎ ŦƻǊ ȅƻǳǊ ƧƻōǎΦ 
 

¶ Lƴ 5ǊŀƊ WƻōǎΥ Wƻōǎ ȅƻǳ ƘŀǾŜ ŎǊŜŀǘŜŘ ōǳǘ ƴƻǘ 
ǎǳōƳƛǧŜŘ ŦƻǊ ǊŜǾƛŜǿΦ 

¶ {ǳōƳƛǧŜŘ WƻōǎΥ Wƻōǎ ȅƻǳ ƘŀǾŜ ǎǳōƳƛǧŜŘ ŦƻǊ 
ǊŜǾƛŜǿ ŀƴŘ ŀǇǇǊƻǾŀƭΦ 

¶ ¦ƴŘŜǊ wŜǾƛŜǿ WƻōǎΥ Wƻōǎ ǘƘŀǘ ŀǊŜ ŎǳǊǊŜƴǘƭȅ 
ōŜƛƴƎ ǊŜǾƛŜǿŜŘ ŦƻǊ ŀǇǇǊƻǾŀƭΦ 

¶ hƴ IƻƭŘ WƻōǎΥ ! ǊŜǾƛŜǿŜŘ Ƨƻō ǘƘŀǘ {ǘǳŘŜƴǘ 
9ƳǇƭƻȅƳŜƴǘ Ƙŀǎ ŀŘŘƛǝƻƴŀƭ ǉǳŜǎǝƻƴǎ ŀōƻǳǘΦ 

¶ hǇŜƴκ/ƭƻǎŜŘ WƻōǎΥ Wƻōǎ ǘƘŀǘ ŀǊŜ hǇŜƴ όōŜƛƴƎ 
ŀŘǾŜǊǝǎŜŘύ ƻǊ ŀǇǇǊƻǾŜŘ ōǳǘ /ƭƻǎŜŘΦ 

¶ !ǇǇƭƛŎŀǝƻƴǎΥ LƴŘƛŎŀǘŜǎ ǘƘŜ ƴǳƳōŜǊ ƻŦ ŀǇǇƭƛπ
Ŏŀǝƻƴǎ ǘƘŀǘ ƘŀǾŜ ōŜŜƴ ǎǳōƳƛǧŜŘ ǘƻŘŀȅ ƻǊ ƛƴ 
ǘƘŜ Ǉŀǎǘ ǿŜŜƪ όǊŜǎǇŜŎǝǾŜƭȅύΦ 

/ƭƛŎƪƛƴƎ ǘƘŜ Řƻǿƴ ŀǊǊƻǿ ǿƛƭƭ ƎƛǾŜ ȅƻǳ ǎƻƳŜ ŀŘŘƛπ
ǝƻƴŀƭ ƻǇǝƻƴǎΦ ¢Ƙƛǎ ƛǎ Ƙƻǿ ȅƻǳ ǿƻǳƭŘ ŀŎŎŜǎǎ ȅƻǳǊ 
ǇǊƻŬƭŜΣ ǎǿƛǘŎƘ ǘƻ ŀ ŘƛũŜǊŜƴǘ ǎƛŘŜ ƻŦ ǎŜŎŜΣ ƻǊ ƭƻƎ 
ƻǳǘ ƻŦ ǎŜŎŜΦ 

¢ƘŜ tƭŀŎŜƳŜƴǘ {ǘŀǝǎǝŎǎ ǎŜŎǝƻƴ ƎƛǾŜǎ ȅƻǳ ŀƴ ŀǘ-ŀ
-ƎƭŀƴŎŜ ƭƻƻƪ ŀǘ ȅƻǳǊ ƘƛǊŜǎ ŀƴŘ ǘǊŀƴǎŀŎǝƻƴǎΦ 
 

¶ tŜƴŘƛƴƎ ¢ǊŀƴǎŀŎǝƻƴǎΥ ¢ƘŜǎŜ ŀǊŜ ǘƘŜ ƴǳƳōŜǊ 
ƻŦ ǘǊŀƴǎŀŎǝƻƴǎ ƳŀƪƛƴƎ ǘƘŜƛǊ ǿŀȅ ǘƘǊƻǳƎƘ ǘƘŜ 
ŀǇǇǊƻǾŀƭ ǇǊƻŎŜǎǎΦ ¢ƘŜ ŘƛũŜǊŜƴǘ ǎǘŀǘǳǎŜǎ ŀǊŜ 
ŦŀƛǊƭȅ ǎŜƭŦ-ŜȄǇƭŀƴŀǘƻǊȅΣ ōǳǘ ƛǘ ǎƘƻǳƭŘ ōŜ ƴƻǘŜŘ 
ǘƘŀǘ Ƴƻǎǘ ǘǊŀƴǎŀŎǝƻƴǎ Řƻ ƴƻǘ ǊŜǉǳƛǊŜ {ǘǳπ
ŘŜƴǘ 9ƳǇƭƻȅƳŜƴǘ ŀǇǇǊƻǾŀƭΦ IƛǊŜ ǘǊŀƴǎŀŎǝƻƴǎ 
ŀǊŜ ǘƘŜ Ƴƻǎǘ ŎƻƳƳƻƴ ǘǊŀƴǎŀŎǝƻƴ ǘƘŀǘ ŘƻŜǎ 
ǊŜǉǳƛǊŜ {9 ŀǇǇǊƻǾŀƭΦ 

¶ {ǘǳŘŜƴǘ 9ƳǇƭƻȅŜŜǎΥ ¢ƘŜǎŜ ŀǊŜ ǘƘŜ ƴǳƳōŜǊ 
ƻŦ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅŜŜǎ ŎǳǊǊŜƴǘƭȅ ŜƳǇƭƻȅŜŘ 
ό!ŎǝǾŜύ ŀƴŘ ǘƘŜ ƴǳƳōŜǊ ǘƘŀǘ ŀǊŜ ƴƻ ƭƻƴƎŜǊ 
ŜƳǇƭƻȅŜŘ όLƴŀŎǝǾŜύ ǳƴŘŜǊ Ƨƻōǎ ƻƴ ǿƘƛŎƘ ȅƻǳ 
ŀǊŜ ƭƛǎǘŜŘ ŀǎ ŀƴ ŀǇǇǊƻǾŜǊΦ 

LŦ ȅƻǳ ǊŜŎŜƛǾŜ ŀǇǇƭƛŎŀǝƻƴǎΣ ȅƻǳ ǿƛƭƭ ǊŜŎŜƛǾŜ ŀ 
ƳŜǎǎŀƎŜ ƘŜǊŜ ǘƘŀǘ Ŏŀƴ ōŜ ǇǊŜǎǎŜŘ ǘƻ ǎŜŜ ǘƘŜƳΦ 



Section 2: Jobs Tab 
Creating, Editing, Managing, and Advertising Jobs 



Jobs Tab - 12 

¢ƘŜ Ƨƻō ƴǳƳōŜǊΣ Ǉŀȅ ŎƻŘŜΣ Ƨƻō ǇǊƻƎǊŀƳΣ ŀƴŘ Ǉƻπ
ǎƛǝƻƴ ǝǘƭŜ ŀǊŜ ƭƛǎǘŜŘ ƘŜǊŜΦ 
 

¶ Wƻō bǳƳōŜǊΥ Wƻōǎ ŀǊŜ ŀǎǎƛƎƴŜŘ ŀ Ƨƻō ƴǳƳōŜǊ 
ŀƴŘ ŀ Ƨƻō ǎŜǊƛŜǎ ǿƛƭƭ ōŜ Ƨƻōǎ ǘƘŀǘ ǎƘŀǊŜ ŀ Ƨƻō 
ƴǳƳōŜǊ ǿƛǘƘ ŘƛũŜǊƛƴƎ Ǉŀȅ ŎƻŘŜǎΦ 

¶ tŀȅ /ƻŘŜΥ ¢ƘŜ Ǉŀȅ ŎƻŘŜ όǇŀȅ Ŏƭŀǎǎύ ƻŦ ǘƘŜ 
ƧƻōΦ Wƻōǎ ƛƴ ŀ ǎŜǊƛŜǎ όǎƘŀǊƛƴƎ ǘƘŜ ǎŀƳŜ Ƨƻō 
ƴǳƳōŜǊύ ǿƛƭƭ ƘŀǾŜ ŘƛũŜǊŜƴǘ Ǉŀȅ ŎƻŘŜǎΦ 

¶ tǊƻƎǊŀƳΥ Wƻōǎ ǿƛƭƭ ōŜ ƭƛǎǘŜŘ ŀǎ ¦IΣ C²{Σ ƻǊ 
¦I ϧ C²{Φ ¦I Ƨƻōǎ ŀǊŜ ƻǇŜƴ ǘƻ ŀƴȅ ŜƭƛƎƛōƭŜ 
ǎǘǳŘŜƴǘΣ C²{ Ƨƻōǎ ŀǊŜ ƻƴƭȅ ƻǇŜƴ ǘƻ ǘƘƻǎŜ 
ǿƛǘƘ CŜŘŜǊŀƭ ²ƻǊƪ {ǘǳŘȅΣ ŀƴŘ ¦I ϧ C²{ ƛǎ 
ƻǇŜƴ ǘƻ ŀƭƭ ŜƭƛƎƛōƭŜ ǎǘǳŘŜƴǘǎΣ ōǳǘ ƛƴŘƛŎŀǘŜǎ ŀ 
ǇǊŜŦŜǊŜƴŎŜ ŦƻǊ CŜŘŜǊŀƭ ²ƻǊƪ {ǘǳŘȅΦ 

¶ tƻǎƛǝƻƴ ¢ƛǘƭŜΥ ¢ƘŜ ǿƻǊƪƛƴƎ ǝǘƭŜ ƻŦ ǘƘŜ ƧƻōΦ 
tǊŜǎǎƛƴƎ ƻƴ ǘƘƛǎ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǘƻ ǘƘŜ ŘŜǘŀƛƭŜŘ 
ǾƛŜǿ ƻŦ ǘƘŜ Ƨƻō ǿƘŜǊŜ ȅƻǳ Ŏŀƴ ƳŀƪŜ ŜŘƛǘǎΦ 

¢ƘŜǎŜ ŀǎǇŜŎǘǎΣ {ǘŀǘǳǎ ŀƴŘ !ǇǇƭƛŎŀƴǘǎΣ ŀƭƭƻǿ ȅƻǳ 
ǘƻ ǉǳƛŎƪƭȅ ƛƴǘŜǊŀŎǘ ǿƛǘƘ ȅƻǳǊ ƧƻōΦ 
 

¶ {ǘŀǘǳǎΥ ̧ ƻǳ Ŏŀƴ ǳǎŜ ǘƘƛǎ ŘǊƻǇ-Řƻǿƴ ƳŜƴǳ ǘƻ 
hǇŜƴ ƻǊ /ƭƻǎŜ ŀ Ƨƻō ŜŀǎƛƭȅΦ LŦ ŀ Ƨƻō ǊŜǉǳƛǊŜǎ 
ǳǇŘŀǘŜǎ ōŜŦƻǊŜ ƛǘ Ŏŀƴ ōŜ ƻǇŜƴŜŘ ƻǊ ŎƭƻǎŜŘΣ 
ȅƻǳ ǿƛƭƭ ǊŜŎŜƛǾŜ ŀƴ ŜǊǊƻǊ ƳŜǎǎŀƎŜ ƛƴŘƛŎŀǝƴƎ 
ǘƘƛǎΦ ¢Ƙƛǎ ǳǎǳŀƭƭȅ ƳŜŀƴǎ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ Ǝƻ 
ƛƴǘƻ ǘƘŜ Ƨƻō ǘƻ ƳŀƪŜ ǘƘƻǎŜ ǳǇŘŀǘŜǎ ōŜŦƻǊŜ ǊŜ
-ƻǇŜƴƛƴƎ ƛǘΦ 

¶ !ǇǇƭƛŎŀƴǘǎΥ ¢Ƙƛǎ ǿƛƭƭ ƛƴŘƛŎŀǘŜ ǘƘŜ ƴǳƳōŜǊ ƻŦ 
ǎǘǳŘŜƴǘǎ ǘƘŀǘ ƘŀǾŜ ŀǇǇƭƛŜŘ ŦƻǊ ǘƘŜ ǇƻǎƛǝƻƴΦ 
tǊŜǎǎƛƴƎ ƻƴ ǘƘƛǎ ōǳǧƻƴ ǿƛƭƭ ōǊƛƴƎ ǳǇ ŀ ƭƛǎǘ ƻŦ 
ŀǇǇƭƛŎŀƴǘǎ ŀƴŘ ŀƴ ƛƴǘŜǊŦŀŎŜ ǘƘŀǘ ŀƭƭƻǿǎ ȅƻǳ 
ǘƻ ƛƴƛǝŀǘŜ ƘƛǊŜǎΦ ¢Ƙƛǎ ŦŜŀǘǳǊŜ ǿƛƭƭ ōŜ ƛƭƭǳǎǘǊŀǘπ
ŜŘ ŀ ōƛǘ ƭŀǘŜǊ ƛƴ ǘƘƛǎ ƎǳƛŘŜΦ 

¢ƘŜǎŜ ǘǿƻ ōǳǧƻƴǎ ƛƴǾƻƭǾŜ ŎǊŜŀǝƴƎ ƴŜǿ ƧƻōǎΣ ōǳǘ 
ǿƛǘƘ ƛƳǇƻǊǘŀƴǘ ŘƛũŜǊŜƴŎŜǎ ŀǎ ŘŜǎŎǊƛōŜŘ ōŜƭƻǿΦ 
 

¶ !ŘŘ ǘƻ {ŜǊƛŜǎΥ ¢ƘŜ !ŘŘ ǘƻ {ŜǊƛŜǎ ōǳǧƻƴ ƛǎ 
ǳǎŜŘ ǘƻ ŀŘŘ ŀ Ƨƻō ǘƻ ŀ Ƨƻō ǎŜǊƛŜǎΦ ¢Ƙƛǎ ƳŜŀƴǎ 
ŀŘŘƛƴƎ ŀ Ƨƻō ǿƛǘƘ ǘƘŜ ŜȄƛǎǝƴƎ Ƨƻō ƴǳƳōŜǊΣ 
ōǳǘ ŀǘ ŀ ŘƛũŜǊŜƴǘ Ǉŀȅ ŎƻŘŜΦ ¢ƘŜ ōǳǧƻƴ ǿƛƭƭ 
ōŜ ƻƴ ǘƘŜ ǎŀƳŜ ƭƛƴŜ ŀǎ ǘƘŜ Ƨƻō ƴǳƳōŜǊ ǘƘŀǘ 
ȅƻǳ ǿƛƭƭ ōŜ ŀŘŘƛƴƎ ŀ Ƨƻō ǘƻΦ ²ƘŜƴ ȅƻǳ ŀŘŘ ǘƻ 
ŀ ǎŜǊƛŜǎΣ ƛǘ ǿƛƭƭ ŎǊŜŀǘŜ ŀ ŘǳǇƭƛŎŀǘŜ ƻŦ ŀƴ ŜȄπ
ƛǎǝƴƎ Ƨƻō ƛƴ ǘƘŜ ǎŜǊƛŜǎ ǘƘŀǘ ȅƻǳ Ŏŀƴ ǘƘŜƴ 
ƳƻŘƛŦȅ ǘƻ ƳŀǘŎƘ ǘƘŜ ƴŜǿ Ǉŀȅ ŎƭŀǎǎκŎƻŘŜΦ 

¶ /ǊŜŀǘŜ ŀ bŜǿ WƻōΥ ¢Ƙƛǎ ƻǇǝƻƴ ƛǎ ǳǎŜŘ ǿƘŜƴ 
ȅƻǳ ǿŀƴǘ ǘƻ ŎǊŜŀǘŜ ŀ ŎƻƳǇƭŜǘŜƭȅ ƴŜǿ Ƨƻō 
ǊŀǘƘŜǊ ǘƘŀƴ ŀŘŘƛƴƎ ŀ Ƨƻō ǘƻ ŀƴ ŜȄƛǎǝƴƎ ǎŜǊƛŜǎΦ 
LŦ ǘƘŜ Ƨƻō Ƙŀǎ ƴƻ ǊŜƭŀǝƻƴ ǘƻ ŀƴ ŜȄƛǎǝƴƎ ƧƻōΣ 
ǳǎŜ ǘƘƛǎ ƻǇǝƻƴΦ 

CƛƭǘŜǊ ȅƻǳǊ Ƨƻō ƭƛǎǘ ōȅ ƪŜȅǿƻǊŘǎΣ Ƨƻō ƴǳƳπ
ōŜǊǎ ƻǊ ƻǘƘŜǊ ŀǎǇŜŎǘǎΦ 



Jobs Tab 
¢ƘŜ Jobs ǘŀō ƛǎ ǇǊƛƳŀǊƛƭȅ ǳǎŜŘ ǘƻ ŎǊŜŀǘŜ ŀƴŘ Ƴŀƴπ
ŀƎŜ Ƨƻō ƭƛǎǝƴƎǎ ƻƴ ǎŜŎŜΦ ¢ƘŜ ŦƻƭƭƻǿƛƴƎ ƛǎ ŀ ōǊƛŜŦ ƛƴπ
ǘǊƻŘǳŎǝƻƴ ǘƻ ǘƘƛǎ ƳƻŘǳƭŜ ŀƴŘ ǎƻƳŜ ǊŜƭŜǾŀƴǘ ƛƴπ
ŦƻǊƳŀǝƻƴ ǊŜƎŀǊŘƛƴƎ Ƨƻōǎ ƻƴ ǎŜŎŜΦ 

 
Job vs. Job Series 
hƴ ǎŜŎŜ ŀƭƭ Ƨƻōǎ ŀǊŜ ƛŘŜƴǝŬŜŘ ōȅ ŀ ǳƴƛǉǳŜ Ƨƻō 
ƴǳƳōŜǊ ŀƴŘ ŀƴ ŀǎǎƻŎƛŀǘŜŘ Ǉŀȅ Ŏƭŀǎǎ όŀƭǎƻ ŎŀƭƭŜŘ ŀ 
Ǉŀȅ ŎƻŘŜύΦ ²ƘŜƴ ǘƘŜǊŜ ƛǎ ƻƴƭȅ ƻƴŜ Ƨƻō ǿƛǘƘ ǘƘŀǘ 
Ƨƻō ƴǳƳōŜǊΣ ƛǘ Ŏŀƴ ōŜ ǊŜŦŜǊǊŜŘ ǘƻ ŀǎ ŀ ǎƛƴƎƭŜ ƧƻōΦ 
²ƘŜƴ ǘƘŜǊŜ ŀǊŜ ƳǳƭǝǇƭŜ Ƨƻōǎ ǘƘŀǘ ǎƘŀǊŜ ǘƘŀǘ Ƨƻō 
ƴǳƳōŜǊΣ ǘƘŜȅ ŦƻǊƳ ŀ Ƨƻō ǎŜǊƛŜǎΦ 
 Wƻōǎ ƛƴ ŀ Ƨƻō ǎŜǊƛŜǎ ǎƘƻǳƭŘ ōŜ ǊŜƭŀǘŜŘ ŀƴŘ 
ǇǊƻƎǊŜǎǎƛǾŜΣ ǎǳŎƘ ǘƘŀǘ ŀƴ ŜƳǇƭƻȅŜǊ Ŏŀƴ ǇǊƻƳƻǘŜ 
ƻǊ ŘƻǿƴƎǊŀŘŜ ŀ ǎǘǳŘŜƴǘ ǿƛǘƘƻǳǘ ƘŀǾƛƴƎ ǘƻ Ǝƻ 
ǘƘǊƻǳƎƘ ǘƘŜ ƘƛǊƛƴƎ ǇǊƻŎŜǎǎ ŀƎŀƛƴΦ ! ǎŜǊƛŜǎ Ƴŀȅ 
ƘŀǾŜ ǳǇ ǘƻ ǎŜǾŜƴ ƧƻōǎΣ ƻƴŜ ŦƻǊ ŜŀŎƘ Ǉŀȅ Ŏƭŀǎǎ ό!м-
!тύΦ ! ǘȅǇƛŎŀƭ ǎŜǊƛŜǎ ǿƛƭƭ ƭƻƻƪ ǎƻƳŜǘƘƛƴƎ ƭƛƪŜ ǘƘŜ 
ŦƻƭƭƻǿƛƴƎ ǎŜǊƛŜǎΥ 

WƻōІ  tƻǎƛǝƻƴ ¢ƛǘƭŜ 
опу-!м  [ŀōƻǊŀǘƻǊȅ !ǎǎƛǎǘŀƴǘ ό¢ǊŀƛƴŜŜύ 
опу-!н  [ŀōƻǊŀǘƻǊȅ !ǎǎƛǎǘŀƴǘ L 
опу-!о  [ŀōƻǊŀǘƻǊȅ !ǎǎƛǎǘŀƴǘ LL 
опу-!п  [ŀōƻǊŀǘƻǊȅ wŜǎŜŀǊŎƘŜǊ L 
опу-!р  [ŀōƻǊŀǘƻǊȅ wŜǎŜŀǊŎƘŜǊ LL 
опу-!с  wŜǎŜŀǊŎƘ !ǎǎƛǎǘŀƴǘ L 
опу-!т  wŜǎŜŀǊŎƘ !ǎǎƛǎǘŀƴǘ LL 
 
9ŀŎƘ Ǉƻǎƛǝƻƴ ƛƴ ŀ Ƨƻō ǎŜǊƛŜǎ Ƙŀǎ ƛǘǎ ƻǿƴ Ǉƻǎƛǝƻƴ 
ǝǘƭŜΣ ǉǳŀƭƛŬŎŀǝƻƴǎΣ ŘǳǝŜǎΣ ƭƻŎŀǝƻƴΣ ŀƴŘ ǎƻ ƻƴΦ 
IƻǿŜǾŜǊΣ ǘƘŜ Ƨƻōǎ ǎƘŀǊŜ ŎŜǊǘŀƛƴ ƛƴŦƻǊƳŀǝƻƴ ǘƘŀǘ 
ǿƘŜƴ ŎƘŀƴƎŜŘ ƻƴ ƻƴŜ Ƨƻō ǿƛƭƭ ōŜ ŎƘŀƴƎŜŘ ƻƴ ŀƭƭ 
ƻǘƘŜǊ Ƨƻōǎ ƛƴ ǘƘŜ ǎŜǊƛŜǎΦ ¢ƘŜ ŦƻƭƭƻǿƛƴƎ ŀǊŜ ǘƘŜ 
ǎƘŀǊŜŘ ŀǎǇŜŎǘǎ ƻŦ ǘƘŜ Ƨƻōǎ ƛƴ ŀ ǎŜǊƛŜǎΥ 
 

¶ Wƻō ŦǳƴŘƛƴƎ ǎƻǳǊŎŜ 
¶ tǊƛƳŀǊȅ Ƨƻō ŎŀǘŜƎƻǊȅ 
¶ Wƻō ŎƻƴǘŀŎǘ ƛƴŦƻǊƳŀǝƻƴ 
¶ ¢ǊŀƴǎŀŎǝƻƴ ŀǇǇǊƻǾŜǊǎ 
¶ ¢ƛƳŜǎƘŜŜǘ ŀǇǇǊƻǾŜǊǎ 

Jobs as Templates 
! Ƨƻō ƻƴ ǘƘŜ ǎŜŎŜ ǎȅǎǘŜƳ Ŏŀƴ ōŜ ǘƘƻǳƎƘǘ ƻŦ ƳƻǊŜ 
ŀǎ ŀ ǘŜƳǇƭŀǘŜ ǊŀǘƘŜǊ ǘƘŀƴ ǘƘŜ ŀŎǘǳŀƭ ƘƛǊƛƴƎ ǊŜŎƻǊŘΦ 
! ǎǘǳŘŜƴǘΩǎ ƘƛǊŜ ǘǊŀƴǎŀŎǝƻƴ όŘƛǎŎǳǎǎŜŘ ƭŀǘŜǊύ ƛǎ 
ǘƘŜ ŀŎǘǳŀƭ ŜƳǇƭƻȅƳŜƴǘ ǊŜŎƻǊŘ ǿƘƛŎƘ ƛǎ ƎŜƴŜǊŀǘŜŘ 
ōŀǎŜŘ ƻƴ ǘƘŜ ƛƴŦƻǊƳŀǝƻƴ ŎƻƴǘŀƛƴŜŘ ƛƴ ǘƘŜ ƧƻōΦ 
 ²Ƙŀǘ ǘƘƛǎ ƳŜŀƴǎ ƛǎ ǘƘŀǘ ŀ ǎƛƴƎƭŜ Ƨƻō Ŏŀƴ 
ōŜ ǳǎŜŘ ǘƻ ƘƛǊŜ ƳǳƭǝǇƭŜ ǎǘǳŘŜƴǘǎ ŘǳǊƛƴƎ ŀ ǎƛƴƎƭŜ 
ǊŜŎǊǳƛǘƳŜƴǘ ƻǊ ŜǾŜƴ ōŜ ǳǎŜŘ ƭŀǘŜǊ ǘƻ ƘƛǊŜ ƴŜǿκ
ŀŘŘƛǝƻƴŀƭ ǎǘǳŘŜƴǘǎΦ CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ȅƻǳ ƴŜŜŘ ǘƻ 
ƘƛǊŜ ǘǿƻ ǎǘǳŘŜƴǘǎ ŦƻǊ ǘƘŜ ǎŀƳŜ ǎƻǊǘ ƻŦ ǿƻǊƪΣ ȅƻǳ 
Ŏŀƴ ƻǇŜƴ ŀ ǎƛƴƎƭŜ Ƨƻō ŀƴŘ ƘƛǊŜ ōƻǘƘ ǳƴŘŜǊ ǘƘŀǘ 
ǎŀƳŜ Ƨƻō ƴǳƳōŜǊΦ ¢ƘŜ ƻƴƭȅ ǝƳŜ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ 
ŎǊŜŀǘŜ ŀ ƴŜǿ Ƨƻō ŦƻǊ ŜŀŎƘ ƘƛǊŜ ƛǎ ǿƘŜƴ ǘƘŜ ǎǘǳπ
ŘŜƴǘǎ ǿƛƭƭ ōŜ ǇŜǊŦƻǊƳƛƴƎ ŘƛũŜǊŜƴǘ ŦǳƴŎǝƻƴǎ ƻǊ 
ŘƛũŜǊŜƴǘ ǉǳŀƭƛŬŎŀǝƻƴǎ ŀǊŜ ǊŜǉǳƛǊŜŘΦ hǘƘŜǊǿƛǎŜΣ ŀ 
Ƨƻō Ŏŀƴ ōŜ ǊŜ-ƻǇŜƴŜŘ ŀƴŘ ǊŜ-ǳǎŜŘ ŀǎ ƻƊŜƴ ŀǎ ȅƻǳ 
ƴŜŜŘ ƛǘΦ 

Jobs Tab - 13 

¢Ƙƛǎ ƛǎ ŀƴ ŜȄŀƳǇƭŜ ƻŦ ŀ Ƨƻō ǎŜǊƛŜǎΦ bƻǘŜ 
ǘƘŜ ǎƘŀǊŜŘ Ƨƻō ƴǳƳōŜǊ ŀƴŘ ǇǊƻƎǊŜǎǎƛǾŜ 
ƴŀǘǳǊŜ ƻŦ ǘƘŜ Ǉƻǎƛǝƻƴ ǝǘƭŜΦ 
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¢ƻ ŎǊŜŀǘŜ ŀ ƴŜǿ Ƨƻō ǎƛƳǇƭȅ ǇǊŜǎǎ ǘƘƛǎ 
ōǳǧƻƴΦ 

¢ƘŜǎŜ ōǳǧƻƴǎ Ŏŀƴ ōŜ ǳǎŜŘ ǘƻ ǎŀǾŜΣ ŘŜƭŜǘŜΣ ŎŀƴŎŜƭΣ ƻǊ 
ǎǳōƳƛǘ ǘƘŜ ƧƻōΦ .ŜŎŀǳǎŜ ǘƘŜ ǎȅǎǘŜƳ Ƙŀǎ ŀƴ ƛƴŀŎǝǾƛǘȅ 
ǝƳŜǊΣ ōŜ ǎǳǊŜ ǘƻ ǇŜǊƛƻŘƛŎŀƭƭȅ ǎŀǾŜ ȅƻǳǊ ƧƻōΦ tǊŜǎǎ ǘƘŜ 
{ǳōƳƛǘ ōǳǧƻƴ ƻƴƭȅ ǿƘŜƴ ƛǘ ƛǎ ǊŜŀŘȅ ǘƻ ōŜ ǊŜǾƛŜǿŜŘΦ 

¢ƘŜ ŬǊǎǘ ǎǘŜǇ ƛƴ ŎǊŜŀǝƴƎ ŀ Ƨƻō ƛǎ ǎŜƭŜŎǝƴƎ ǘƘŜ ŦǳƴŘƛƴƎ 
ǎƻǳǊŎŜκŎŀƳǇǳǎ ŀŶƭƛŀǝƻƴΦ ¢Ƙƛǎ ŘŜǘŜǊƳƛƴŜǎ ǿƘŀǘ ŀŎπ
Ŏƻǳƴǘ ŎƻŘŜǎ ǎƘƻǳƭŘ ōŜ ǳǎŜŘ ŀƴŘ ǿƘƛŎƘ ŎŀƳǇǳǎ {9 
ƻŶŎŜ ŀǇǇǊƻǾŜǎ ǘƘŜ Ƨƻō 
 CƻǊ ŜȄŀƳǇƭŜΣ Ƨƻōǎ ǘƘŀǘ ǿƛƭƭ ōŜ ǇŀȅƛƴƎ ǎǘǳŘŜƴǘ 
ŜƳǇƭƻȅŜŜǎ ǳǎƛƴƎ ŀ aŀƴƻŀ ŀŎŎƻǳƴǘ ŎƻŘŜ Ƴǳǎǘ ƘŀǾŜ ¦I 
aŀƴƻŀ ǎŜƭŜŎǘŜŘ ŀǎ ǘƘŜ ŦǳƴŘƛƴƎ ǎƻǳǊŎŜΦ Lƴ ǘƘƛǎ ŜȄŀƳǇƭŜΣ 
ǘƘŜ aŀƴƻŀ {9 ƻŶŎŜ ǿƛƭƭ ǊŜǾƛŜǿ ǘƘŜ ƧƻōΦ 
 Lǘ ƛǎ ǇƻǎǎƛōƭŜ ǘƻ ƘŀǾŜ Ƨƻōǎ ǿƘŜǊŜ ǘƘŜ ǎǘǳŘŜƴǘ 
ǿƻǊƪǎ ŀǘ ƻƴŜ ŎŀƳǇǳǎΣ ōǳǘ ǘƘŜ Ƨƻō ƛǎ ŦǳƴŘŜŘ ōȅ ŀƴƻǘƘŜǊ 
ŎŀƳǇǳǎΦ Lƴ ǘƘŜǎŜ ǎƛǘǳŀǝƻƴǎΣ ǘƘŜ Ƨƻō ƛǎ ƳƻƴƛǘƻǊŜŘ ōȅ ǘƘŜ 
ŦǳƴŘƛƴƎ ƛƴǎǝǘǳǝƻƴΦ 

!ǎ ǘƘŜ Ƨƻō ƳŀƪŜǎ ƛǘǎ ǿŀȅ ǘƘǊƻǳƎƘ ǘƘŜ ŀǇǇǊƻǾŀƭ ǇǊƻŎŜǎǎ 
ǘƘŜ ǎǘŀǘǳǎ ƛǘ ƛǎ ƛƴ ǿƛƭƭ ōŜ ƘƛƎƘƭƛƎƘǘŜŘΦ {ǘŀǘǳǎŜǎ ŀǊŜ Řƛǎπ
ŎǳǎǎŜŘ ŀ ƭƛǧƭŜ ƭŀǘŜǊ ƛƴ ǘƘƛǎ ƎǳƛŘŜΦ 

¸ƻǳ Ŏŀƴ ǇǊŜǎǎ ŀƴȅ ? ¢ƻ ƎŜǘ ǎƻƳŜ ŀŘŘƛǝƻƴŀƭ ƘŜƭǇŦǳƭ ƛƴπ
ŦƻǊƳŀǝƻƴ ŀōƻǳǘ ǘƘŜ ŀǎǎƻŎƛŀǘŜŘ ǎŜŎǝƻƴΦ 
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¸ƻǳ ǎƘƻǳƭŘ ŜƴǘŜǊ ǘƘŜ ŘŜǎƛǊŜŘ Ǉƻǎƛǝƻƴ ǝǘƭŜΦ {ǇŜπ
ŎƛŬŎ ǝǘƭŜǎ ŀǊŜ ǘȅǇƛŎŀƭƭȅ ōŜǧŜǊ ǘƘŀƴ ƎŜƴŜǊƛŎ ƻƴŜǎΣ ŀǎ 
ƛǘ ƎƛǾŜǎ ǘƘŜ ǎǘǳŘŜƴǘ ŀƴ ƛŘŜŀ ƻŦ ǿƘŀǘ ǘƘŜ Ƨƻō ŜƴǘŀƛƭǎΦ 

{ŜƭŜŎǘ ŀ ǇǊƛƳŀǊȅ Ƨƻō ŎŀǘŜƎƻǊȅ ǘƘŀǘ ǘƘŜ Ƨƻō ǿƻǳƭŘ 
Ŧŀƭƭ ǳƴŘŜǊ ŀƴŘ ŀ ǎŜŎƻƴŘŀǊȅ Ƨƻō ŎŀǘŜƎƻǊȅ ƛŦ ȅƻǳ ǎƻ 
ŘŜǎƛǊŜΦ Wƻō ŎŀǘŜƎƻǊƛŜǎ ƘŜƭǇ ŎƭŀǎǎƛŦȅ ǘƘŜ Ƨƻō ŦƻǊ 
ǎŜŀǊŎƘ ŬƭǘŜǊƛƴƎ ǇǳǊǇƻǎŜǎΦ ¢ƘŜ ǇǊƛƳŀǊȅ ŎŀǘŜƎƻǊȅ ƛǎ 
ǎƘŀǊŜŘ ōŜ ŀƭƭ Ƨƻōǎ ƛƴ ǘƘŜ ǎŜǊƛŜǎΣ ǿƘƛƭŜ ǘƘŜ ǎŜŎƻƴŘπ
ŀǊȅ ŎŀǘŜƎƻǊȅ ƛǎ ǎǇŜŎƛŬŎ ǘƻ ŜŀŎƘ Ƨƻō ƛƴ ǘƘŜ ǎŜǊƛŜǎΦ 

¢Ƙƛǎ ŘŜǘŜǊƳƛƴŜǎ ǿƘƛŎƘ ǎǘǳŘŜƴǘǎ ǿƛƭƭ ōŜ ŜƭƛƎƛōƭŜ ŦƻǊ 
ǘƘŜ Ƨƻō ōȅ ǎŜǩƴƎ ǘƘŜ Ƨƻō ǇǊƻƎǊŀƳΦ ¸ƻǳ Ƴŀȅ ǎŜƭŜŎǘ 
¦IΣ ¦I ϧ C²{Σ ƻǊ C²{Φ 

!ƭƭ ǎǘǳŘŜƴǘ ŀǎǎƛǎǘŀƴǘ Ǉƻǎƛǝƻƴǎ ǿƛƭƭ ōŜ ŎƭŀǎǎƛŬŜŘ 
ŀƴŘ ǇŀƛŘ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ ƎǳƛŘŜƭƛƴŜǎ Ŏƻƴπ
ǘŀƛƴŜŘ ƛƴ !ta !фΦуулΣ !ǧŀŎƘƳŜƴǘ мΦ ¢ƘŜ ŎŀƳǇǳǎ 
{9 ƻŶŎŜ ǎƘŀƭƭ ƘŀǾŜ Ŭƴŀƭ ƧǳǊƛǎŘƛŎǝƻƴ ƻǾŜǊ ǘƘŜ Ŏƭŀǎπ
ǎƛŬŎŀǝƻƴ ƻŦ ƛƴŘƛǾƛŘǳŀƭ ǇƻǎƛǝƻƴǎΦ {ǘǳŘŜƴǘ ŀǎǎƛǎπ
ǘŀƴǘǎ ǿƛƭƭ ƴƻǊƳŀƭƭȅ ōŜ ǇŀƛŘ ƻƴ ŀƴ ƘƻǳǊƭȅ ōŀǎƛǎΦ  

¸ƻǳ ŜƴǘŜǊ ǘƘŜ ǉǳŀƭƛŬŎŀǝƻƴǎ ŀƴŘ ŘǳǝŜǎ ŦƻǊ ǘƘŜ Ƨƻō 
ƛƴ ǘƘŜǎŜ ŬŜƭŘǎΦ ¢ƘŜ {9 ƻŶŎŜ ǿƛƭƭ ǊŜǾƛŜǿ ǘƘŜǎŜ ǘƻ 
ŜƴǎǳǊŜ ǘƘŜȅ ƳŀǘŎƘ ǘƘŜ Ǉŀȅ Ŏƭŀǎǎ ǎŜƭŜŎǘŜŘΦ bƻǘŜ 
ǘƘŀǘ ƻƴŎŜ ǘƘŜ Ƨƻō ƛǎ ŀǇǇǊƻǾŜŘΣ ȅƻǳ Ŏŀƴ ƴƻ ƭƻƴƎŜǊ 
ŜŘƛǘ ǘƘŜǎŜ ŬŜƭŘǎΦ 

LŦ ǘƘŜ ǎǘǳŘŜƴǘΣ ƛƴ ǘƘŜ ŎƻǳǊǎŜ ƻŦ ǇŜǊŦƻǊƳƛƴƎ ŀǎπ
ǎƛƎƴŜŘ ŘǳǝŜǎΣ ǿƛƭƭ ŀǘ ŀƴȅ ǝƳŜ ƘŀǾŜ ŀŎŎŜǎǎ ǘƻΣ ƻǊ 
ōŜ ƛƴ ǘƘŜ ǇǊƻȄƛƳƛǘȅ ƻŦ ǎŜƴǎƛǝǾŜ ƛƴŦƻǊƳŀǝƻƴ ŀǎ 
ŘŜŬƴŜŘ ƛƴ 9нΦнмпΣ ǘƘŜ ǎǘǳŘŜƴǘ ƛǎ ǊŜǉǳƛǊŜŘ ǘƻ ŎƻƳπ
ǇƭŜǘŜ ŀ CƻǊƳ фнΣ DŜƴŜǊŀƭ /ƻƴŬŘŜƴǝŀƭƛǘȅ bƻǝŎŜ 
όD/bύΦ Lƴ ǘƘŀǘ ŎŀǎŜΣ ǎŜǘ ǘƘƛǎ ǘƻ YesΦ 
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Wƻō {ǘŀǘǳǎ 5ŜǎŎǊƛǇǝƻƴ ¦ǎŜǊ hǇǝƻƴǎ 

5w!C¢ 

{¦.aL¢¢95 

Ih[5 

LƴŎƻƳǇƭŜǘŜ Ƨƻō ƭƛǎǝƴƎ ǘƘŀǘ Ƙŀǎ ƴƻǘ ōŜŜƴ ǎǳōƳƛǧŜŘ ǘƻ {ǘǳŘŜƴǘ 9Ƴπ
ǇƭƻȅƳŜƴǘ ό{9ύ ŦƻǊ ŀǇǇǊƻǾŀƭΦ 5ǊŀƊ ǎǘŀǘǳǎ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǎŀǾŜ ŀƴȅ ǿƻǊƪ 
ƛƴ ǇǊƻƎǊŜǎǎ ŀƴŘ ŎƻƳǇƭŜǘŜ ǘƘŜ Ƨƻō ƭƛǎǝƴƎ ŀǘ ŀ ƭŀǘŜǊ ǝƳŜΦ  

¶ 9Řƛǘ ŀƴŘ {ŀǾŜ 5ǊŀƊ όǊŜƳŀƛƴǎ 5w!C¢ύΦ 
¶ 5ŜƭŜǘŜ ǘƘŜ ƧƻōΦ 
¶ 9Řƛǘ ŀƴŘ {ǳōƳƛǘ Cƛƴŀƭ όƎƻŜǎ ǘƻ {9 ŦƻǊ ŀǇǇǊƻǾŀƭΣ ǎǘŀǘǳǎ ŎƘŀƴƎŜǎ ǘƻ 
{¦.aL¢¢95ύΦ 

!ǿŀƛǝƴƎ ǊŜǾƛŜǿ ŀƴŘ ŀǇǇǊƻǾŀƭ ōȅ ǘƘŜ {9 ƻŶŎŜΦ ¶ 5ŜƭŜǘŜ ǘƘŜ ƧƻōΦ 
¶ 9Řƛǘ ŀƴŘ {ǳōƳƛǘ Cƛƴŀƭ όǊŜƳŀƛƴǎ {¦.aL¢¢95 ǳƴǝƭ {9 ŀǇǇǊƻǾŜǎύΦ 

¦ƴŘŜǊ ǊŜǾƛŜǿ ōȅ {9 ŀƴŘ ƻƴ ƘƻƭŘ ŀǿŀƛǝƴƎ ŀƴ ŀŎǝƻƴ ƻǊ ŘŜŎƛǎƛƻƴΦ  ¶ 9Řƛǘ ŀƴŘ {ǳōƳƛǘ CƛƴŀƭΦ 

ht9b !ǇǇǊƻǾŜŘ ŀƴŘ ŎǳǊǊŜƴǘƭȅ ōŜƛƴƎ ŀŘǾŜǊǝǎŜŘ ǘƻ ǎǘǳŘŜƴǘǎΦ ¶ 9Řƛǘ ǘƘŜ ŘŜǘŀƛƭǎ ŜȄŎŜǇǘ ŦƻǊ ǇŀȅΣ ǉǳŀƭƛŬŎŀǝƻƴǎΣ ŘǳǝŜǎΣ ŀƴŘ ŦǳƴŘƛƴƎ 
ǎƻǳǊŎŜΦ 

¶ /ƭƻǎŜ ǘƘŜ ƧƻōΦ bƻǘŜ ǘƘŀǘ ŘǳŜ ǘƻ 99h ƎǳƛŘŜƭƛƴŜǎΣ Ƨƻōǎ Ƴǳǎǘ ǊŜƳŀƛƴ 
ƻǇŜƴ ŦƻǊ о Řŀȅǎ ƻǊ ǳƴǝƭ р ǊŜŦŜǊǊŀƭǎ ƘŀǾŜ ōŜŜƴ ǇǊƻŎŜǎǎŜŘΦ 

/[h{95 ¢ƘŜ Ƨƻō ƛǎ ƴƻǘ ōŜƛƴƎ ŀŘǾŜǊǝǎŜŘΣ ōǳǘ Ŏŀƴ ōŜ ǊŜ-ƻǇŜƴŜŘΦ ¶ 9Řƛǘ ǘƘŜ ŘŜǘŀƛƭǎ ŜȄŎŜǇǘ ŦƻǊ ǇŀȅΣ ǉǳŀƭƛŬŎŀǝƻƴǎΣ ŘǳǝŜǎΣ ŀƴŘ ŦǳƴŘƛƴƎ 
ǎƻǳǊŎŜΦ 

¶ wŜ-ƻǇŜƴ ǘƘŜ Ƨƻō όŎƘŀƴƎŜǎ ǘƻ ht9b ǎǘŀǘǳǎύΦ 

Job Status Summary 

Job Program Summary 

tǊƻƎǊŀƳ 5ŜǎŎǊƛǇǝƻƴ 

¦I {ǘǳŘŜƴǘǎ ŦǊƻƳ ŀƴȅ ŎŀƳǇǳǎ ƛƴ ǘƘŜ ¦I ǎȅǎǘŜƳ ǘƘŀǘ ƳŜŜǘ ǘƘŜ ŜƭƛƎƛōƛƭƛǘȅ ǊŜǉǳƛǊŜƳŜƴǘǎ Ŏŀƴ 
ǘŀƪŜ ŀǇǇƭȅ ŦƻǊ ǘƘƛǎ ǇƻǎƛǝƻƴΦ 

C²{ hƴƭȅ ǎǘǳŘŜƴǘǎ ǿƛǘƘ ŀ ŎǳǊǊŜƴǘ CŜŘŜǊŀƭ ²ƻǊƪ {ǘǳŘȅ ŀǿŀǊŘ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ǘŀƪŜ ŀǇǇƭȅ ŦƻǊ 
ǘƘŜ ƧƻōΦ 

¦I ϧ C²{ ¢ƘŜ Ƨƻō ƛǎ ŀŘǾŜǊǝǎŜŘ ǘƻ ōƻǘƘ ¦I ŀƴŘ C²{ ŜƭƛƎƛōƭŜ ǎǘǳŘŜƴǘǎΦ ¢Ƙƛǎ ƛƴŘƛŎŀǘŜǎ ŀ ǿƛƭƭƛƴƎƴŜǎǎ 
ǘƻ ŎƻƴǎƛŘŜǊ ǎǘǳŘŜƴǘǎ ǿƛǘƘƻǳǘ C²{ ŀǿŀǊŘǎ ǿƛǘƘ ǘƘŜ ǇǊƻǾƛǎƻ ǘƘŀǘ C²{ ǎǘǳŘŜƴǘǎ ǿƛƭƭ ōŜ 
ƎƛǾŜƴ ǇǊŜŦŜǊŜƴŎŜ όŀƭƭ ǘƘƛƴƎǎ ōŜƛƴƎ ŜǉǳŀƭύΦ 

Pay Class Summary 

/ƭŀǎǎ wŀǘŜ 

!м ϷфΦтр 

!н ϷмлΦтл 

!о ϷммΦфр 

!п ϷмоΦср 

/ƭŀǎǎ 

!р ϷмрΦфл 

!с ϷнмΦтр 

!т ϷнсΦпр 

tŀȅ Ŏƭŀǎǎ ǊŀǘŜǎ Ƴŀȅ ǇŜǊƛƻŘƛŎŀƭƭȅ ōŜ ŀŘƧǳǎǘŜŘΣ ǎƻ 
ǇƭŜŀǎŜ ǊŜŦŜǊ ǘƻ !ta !фΦуул ŦƻǊ ǘƘŜ ŎǳǊǊŜƴǘ ǊŀǘŜǎΦ 

¦b59w 
w9±L9² 

¦ƴŘŜǊ ǊŜǾƛŜǿ ōȅ {9 ŀƴŘ ŀǿŀƛǝƴƎ Ŭƴŀƭ ŀǇǇǊƻǾŀƭΦ ¶ 9Řƛǘ ŀƴŘ {ǳōƳƛǘ CƛƴŀƭΦ 

wŀǘŜ 
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¸ƻǳ Ƴŀȅ ŎƘŜŎƪ ōƻȄŜǎ ƴŜȄǘ ǘƻ ǘƘŜ ǎƪƛƭƭǎ ȅƻǳ ŘŜǎƛǊŜ ŎŀƴŘƛŘŀǘŜǎ ǘƻ 
ǇƻǎǎŜǎǎΦ ¢ƘŜ ƻǇǝƻƴǎ ŀǾŀƛƭŀōƭŜ ǿƛƭƭ ǾŀǊȅ ōŀǎŜŘ ƻƴ ǘƘŜ ŦǳƴŘƛƴƎ 
ǎƻǳǊŎŜ ƻŦ ǘƘŜ ƧƻōΦ 

¸ƻǳ ǎƘƻǳƭŘ ǎŜƭŜŎǘ ǘƘŜ ƳƛƴƛƳǳƳ ŀƴŘ ƳŀȄƛƳǳƳ ƘƻǳǊǎ ǇŜǊ ǿŜŜƪ 
ŀƴŘ ǘƘŜ ƴǳƳōŜǊ ƻŦ ƻǇŜƴƛƴƎǎΦ ¢ƘŜ ƳŀȄƛƳǳƳ ƘƻǳǊǎ Ŏŀƴƴƻǘ 
ŜȄŎŜŜŘ нлΦ 

LŦ ȅƻǳ ǎŜƭŜŎǘ Yes, Open and AdvertiseΣ ǘƘŜ Ƨƻō ǿƛƭƭ ōŜ ƻǇŜƴŜŘ 
ǳǇƻƴ ŀǇǇǊƻǾŀƭ ŦǊƻƳ {9Φ LŦ ȅƻǳ ǎŜƭŜŎǘ No, for Promotions OnlyΣ 
ǘƘŜ Ƨƻō ǿƛƭƭ ōŜ ǎŜǘ ǘƻ Closed ǎǘŀǘǳǎ ǳǇƻƴ ŀǇǇǊƻǾŀƭΦ 

Iƻǿ Ƴŀƴȅ Ǉƻǎƛǝƻƴǎ ŀǊŜ ŀǾŀƛƭŀōƭŜ ǘƻ Ŭƭƭ ŦƻǊ ǘƘƛǎ Ƨƻō ŘŜǎŎǊƛǇǝƻƴΚ  

{ŜƭŜŎǘ ǘƘŜ LǎƭŀƴŘ ǿƘŜǊŜ ȅƻǳǊ Ƨƻō ƛǎ ƭƻŎŀǘŜŘΦ ¸ƻǳ Ƴǳǎǘ ǎŜƭŜŎǘ Lǎπ
ƭŀƴŘ ŬǊǎǘ ōŜŎŀǳǎŜ ǘƘƛǎ ŘǊƛǾŜǎ ǘƘŜ Ǉǳƭƭ-Řƻǿƴ ƭƛǎǘǎ ŦƻǊ /ŀƳǇǳǎΦ LŦ 
ȅƻǳǊ Ƨƻō ƛǎ ƴƻǘ ƭƻŎŀǘŜŘ ƻƴ ƻƴŜ ƻŦ ǘƘŜ Iŀǿŀƛƛŀƴ LǎƭŀƴŘǎΣ ǎŜƭŜŎǘ 
Other ŀƴŘ ǎǇŜŎƛŦȅ ǘƘŜ /ƛǘȅκ{ǘŀǘŜ ƛƴ ǘƘŜ Other ǘŜȄǘ ōƻȄΦ 

tǊƻǾƛŘŜ ŀ ōǊƛŜŦ ŘŜǎŎǊƛǇǝƻƴ ƻŦ ȅƻǳǊ ƘƻǳǊǎ ƻŦ ƻǇŜǊŀǝƻƴ ƻǊ ǘƘŜ 
Řŀȅǎ ŀƴŘ ǝƳŜǎ ǿƛǘƘƛƴ ǿƘƛŎƘ ǘƘŜ ǎǘǳŘŜƴǘ Ƴǳǎǘ ǿƻǊƪΦ 
 
9ȄŀƳǇƭŜΥ  
 a-CΣ уŀƳ-рǇƳ 
 CƭŜȄƛōƭŜΣ aƻƴ-{ŀǘ 
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¢ƘŜ ŎƭƻǎƛƴƎ ŘŀǘŜ ŘŜǘŜǊƳƛƴŜǎ ǿƘŜƴ ǘƘŜ Ƨƻō ǿƛƭƭ ŀǳǘƻƳŀǝŎŀƭƭȅ ŎƭƻǎŜΦ 
¢ƘŜ Ƨƻō Ŏŀƴƴƻǘ ōŜ ŎƭƻǎŜŘ ǳƴǝƭ о Řŀȅǎ ƘŀǾŜ ǇŀǎǎŜŘ ƻǊ р ŎŀƴŘƛŘŀǘŜǎ 
ŀŘŘ ǘƘŜ Ƨƻō ǘƻ ǘƘŜƛǊ ŎŀǊǘΦ ¢ƘŜ ǎǘŀǊǝƴƎ ŘŀǘŜ ƛƴŘƛŎŀǘŜǎ ǿƘŜƴ ǘƘŜ ŜƳπ
ǇƭƻȅŜǊ ǿƻǳƭŘ ƛŘŜŀƭƭȅ ƭƛƪŜ ǘƘŜ ŎŀƴŘƛŘŀǘŜ ǘƻ ǎǘŀǊǘΦ 

LŦ ǘƘŜ ŜƳǇƭƻȅƳŜƴǘ ƛǎ ŦƻǊ ŀ ϦǎǇŜŎƛŀƭϦ ǎŎƘŜŘǳƭŜ κ ǇŜǊƛƻŘΣ ȅƻǳ Ƴŀȅ ŘŜǎπ
ƛƎƴŀǘŜ ƻƴŜ ƻŦ ǘƘŜ ŦƻƭƭƻǿƛƴƎΥ {ǳƳƳŜǊ hƴƭȅΣ ²ŜŜƪŜƴŘǎΣ bƛƎƘǘǎΣ ŀƴŘ 
bƛƎƘǘǎ ϧ ²ŜŜƪŜƴŘǎ 

¸ƻǳ ǎƘƻǳƭŘ ŜƴǘŜǊ ŀƴȅ ŀŘŘƛǝƻƴŀƭ ǊŜǉǳŜǎǘǎ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ŀǇǇŜŀǊ 
ƻƴ ǘƘŜ Ƙƻǿ ǘƻ ŀǇǇƭȅ ƛƴŦƻǊƳŀǝƻƴΦ 

¸ƻǳ Ŏŀƴ ŜƴǘŜǊ ŀƴȅ ŎƻƳƳŜƴǘǎ ȅƻǳ ǿƛǎƘ ǘƻ ƭŜŀǾŜ ŦƻǊ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅπ
ƳŜƴǘ ƘŜǊŜΦ 

{ŜƭŜŎǘ ǘƘŜ ƳŜǘƘƻŘ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ƘŀǾŜ ǎǘǳŘŜƴǘǎ ǳǎŜ ǘƻ ŀǇǇƭȅΥ 
 

¶ hƴƭƛƴŜ !ǇǇƭƛŎŀǝƻƴΥ !ǇǇƭƛŎŀƴǘǎ ǿƛƭƭ ǎǳōƳƛǘ ŘƻŎǳƳŜƴǘǎ ƻŦ ȅƻǳǊ 
ŎƘƻƛŎŜ ŘƛǊŜŎǘƭȅ ǘƘǊƻǳƎƘ ǘƘŜ ǎȅǎǘŜƳ ŦƻǊ ȅƻǳǊ ǊŜǾƛŜǿΦ ¸ƻǳ Ŏŀƴ ǊŜπ
ǉǳƛǊŜ ŀǇǇƭƛŎŀƴǘǎ ǘƻ ǎǳōƳƛǘ ŀƴȅ ƻŦ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ŘƻŎǳƳŜƴǘǎΥ wŜπ
ǎǳƳŜΣ /ƻǾŜǊ [ŜǧŜǊΣ ¢ǊŀƴǎŎǊƛǇǘǎΣ ŀƴŘ ¦Ǉ ǘƻ ǘǿƻ ƻǘƘŜǊ ŘƻŎǳƳŜƴǘǎ 
ƻŦ ȅƻǳǊ ŎƘƻƻǎƛƴƎΦ ¢ƘŜ ǘŜȄǘ ŬŜƭŘǎ ƴŜȄǘ ǘƻ ŜŀŎƘ ƻǇǝƻƴ ŀƭƭƻǿ ȅƻǳ 
ǘƻ ǎǇŜŎƛŦȅ ǿƘŀǘ ǘȅǇŜ ƻŦ ŘƻŎǳƳŜƴǘ ȅƻǳ ŀǊŜ ǊŜǉǳŜǎǝƴƎΦ 

¶ 9ƳŀƛƭΥ !ǇǇƭƛŎŀƴǘǎ ǿƛƭƭ ōŜ ƛƴǎǘǊǳŎǘŜŘ ǘƻ ŜƳŀƛƭ ǘƘŜ ŎƻƴǘŀŎǘόǎύ ƭƛǎǘŜŘ 
ƻƴ ǘƘŜ ƧƻōΦ ¢ƻ ǇǊƻǾƛŘŜ ǎǇŜŎƛŬŎ ƛƴǎǘǊǳŎǝƻƴǎ ŦƻǊ ŎƻƴǘŜƴǘ ƻǊ ŀǧŀŎƘπ
ƳŜƴǘǎ ƻŦ ǘƘŜ ŜƳŀƛƭΣ ǇƭŜŀǎŜ ŜƴǘŜǊ ǘƘŜƳ ƛƴ ǘƘŜ !ŘŘƛǝƻƴŀƭ LƴŦƻǊπ
Ƴŀǝƻƴ όǘƻ ōŜ ǎƘƻǿƴ ǘƻ ŀǇǇƭƛŎŀƴǘǎύ ŬŜƭŘΦ 

¶ /ŀƭƭ ŦƻǊ LƴǘŜǊǾƛŜǿΥ !ǇǇƭƛŎŀƴǘǎ ǿƛƭƭ ōŜ ƛƴǎǘǊǳŎǘŜŘ ǘƻ Ŏŀƭƭ ǘƘŜ Ŏƻƴπ
ǘŀŎǘόǎύ ƭƛǎǘŜŘ ƻƴ ǘƘŜ ƧƻōΦ 

¶ Lƴ tŜǊǎƻƴΥ !ǇǇƭƛŎŀƴǘǎ ǿƛƭƭ ōŜ ƛƴǎǘǊǳŎǘŜŘ ǘƻ ƛƴǉǳƛǊŜ ƛƴ-ǇŜǊǎƻƴΦ ¢ƘŜ 
ƻŶŎŜ ŀŘŘǊŜǎǎ ƻŦ ǘƘŜ ŎƻƴǘŀŎǘόǎύ ƭƛǎǘŜŘ ƻƴ ǘƘŜ Ƨƻō ǿƛƭƭ ōŜ Řƛǎπ
ǇƭŀȅŜŘΦ 

¶ hǘƘŜǊΥ CƻǊ ŀƭƭ ƻǘƘŜǊ ƳŜǘƘƻŘǎ ƻŦ ŀǇǇƭƛŎŀǝƻƴΣ ȅƻǳ ǿƛƭƭ ōŜ ŀǎƪŜŘ ǘƻ 
ŜƴǘŜǊ ƛƴǎǘǊǳŎǝƻƴǎ ƛƴǘƻ ŀ ǘŜȄǘ ŬŜƭŘΦ 
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{ŜŎǝƻƴ м ŘŜǘŜǊƳƛƴŜǎ ǿƘƻ ǿƛƭƭ ōŜ ǇǊƛƴǘŜŘ ŀǎ ŎƻƴǘŀŎǘǎ 
ƻƴ ǘƘŜ how to apply ǇƻǇ-ǳǇ όǇǊƛƳŀǊȅ ŀƴŘ ǎŜŎƻƴŘŀǊȅ 
ŎƻƴǘŀŎǘǎύΦ Lǘ ƛǎ ŀƭǎƻ ǳǎŜŘ ǘƻ ǎŜǘ ǘƘŜ ǎǳǇŜǊǾƛǎƻǊΦ 
CƛƴŀƭƭȅΣ ŀƴȅƻƴŜ ƭƛǎǘŜŘ ƛƴ ǎŜŎǝƻƴ м Ŏŀƴ ƳŀƪŜ ŎƘŀƴƎŜǎ 
ǘƻ ǘƘŜ ƧƻōΦ ¢ƘŜ ǳǎŜǊƴŀƳŜǎ ǎƘƻǳƭŘ ōŜ ƛƴǇǳǧŜŘ ƛƴ ŀƭƭ 
ƭƻǿŜǊ ŎŀǎŜ ƭŜǧŜǊǎΦ ²ƘŜƴ ȅƻǳ ǎŀǾŜ ǘƘŜ ƧƻōΣ ǘƘŜ bŀƳŜ 
ŎƻƭǳƳƴ ǿƛƭƭ ǳǇŘŀǘŜ ǿƛǘƘ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ǇŜƻǇƭŜ 
ƳŀǘŎƘƛƴƎ ǘƘŜ ǳǎŜǊƴŀƳŜǎ ȅƻǳ ŜƴǘŜǊŜŘΦ 

{ŜŎǝƻƴ н ŘŜǘŜǊƳƛƴŜǎ ǿƘƻ ƛǎ ƛƴ ǘƘŜ ŀǇǇǊƻǾŀƭ 
ŎƘŀƛƴ ŦƻǊ ǘǊŀƴǎŀŎǝƻƴǎΦ ²ƘŜƴ ǎǘǳŘŜƴǘǎ ŀǊŜ 
ƘƛǊŜŘ ŦƻǊ ǘƘƛǎ ƧƻōΣ ǘƘƛǎ ƛǎ ǿƘŜǊŜ ǘƘŜ ƭƛǎǘ ƻŦ 
ŀǇǇǊƻǾŜǊǎ ŎƻƳŜǎ ŦǊƻƳΦ ¢ƘŜ ǎǳǇŜǊǾƛǎƻǊ ƛǎ ǎŜǘ 
ōŀǎŜŘ ƻƴ ǎŜŎǝƻƴ мΦ Lƴ ŀŘŘƛǝƻƴΣ ǘƘŜ ŜƳǇƭƻȅŜǊ 
Ƴǳǎǘ ƛƴǇǳǘ ŀƴ C!Φ bƻǘŜ ǘƘŀǘ ǳǎŜǊǎ ƛƴǇǳǧŜŘ 
ƘŜǊŜ ǘƘŀǘ Řƻ ƴƻǘ ƘŀǾŜ ǇƭŀŎŜƳŜƴǘ ŀŎŎŜǎǎ ǿƛƭƭ 
ōŜ ǳƴŀōƭŜ ǘƻ ŀǇǇǊƻǾŜ ǘǊŀƴǎŀŎǝƻƴǎΦ 

{ŜŎǝƻƴ о ŘŜǘŜǊƳƛƴŜǎ ǿƘƻ Ƙŀǎ ǝƳŜǎƘŜŜǘ ŀǇǇǊƻǾŀƭ 
ŦƻǊ ǎǘǳŘŜƴǘǎ ƘƛǊŜŘ ŦƻǊ ǘƘƛǎ ƧƻōΦ 9ƳǇƭƻȅŜǊǎ ǎƘƻǳƭŘ 
ŜƴǘŜǊ ŀǘ ƭŜŀǎǘ ƻƴŜ ǳǎŜǊƴŀƳŜ ŦƻǊ ǘƘŜ {ǳǇŜǊǾƛǎƻǊ 
[ŜǾŜƭ ŀƴŘ ƻƴŜ ŦƻǊ ǘƘŜ .ǳǎƛƴŜǎǎ hŶŎŜ ƭŜǾŜƭΦ ¢ƘŜ 
ǎǳǇŜǊǾƛǎƻǊ Ƴǳǎǘ ōŜ ƭƛǎǘŜŘ ŀǎ ŀ {ǳǇŜǊǾƛǎƻǊ ƭŜǾŜƭ 
ŀǇǇǊƻǾŜǊ ŀƴŘ ǘƘŜ C! ƛǎ ǳǎǳŀƭƭȅ ƭƛǎǘŜŘ ŀǎ ǘƘŜ .ǳǎƛƴŜǎǎ 
hŶŎŜ ƭŜǾŜƭ ŀǇǇǊƻǾŜǊΦ !ŘŘƛǝƻƴŀƭ ŀǇǇǊƻǾŜǊǎ Ŏŀƴ ōŜ 
ƭƛǎǘŜŘ ǿƛǘƘƛƴ ǘƘŜ ƭƛƳƛǘǎ ƻŦ ǘƘŜ ŬŜƭŘǎ ǇǊŜǎŜƴǘŜŘΦ 



Adding Users to Section 1, 2, and 
3 
¢ƻ ŀǎǎƛƎƴ ǳǎŜǊǎ ǘƻ ǊƻƭŜǎ ƛƴ ǎŜŎǝƻƴ мΣ нΣ ŀƴŘ о ȅƻǳ 
ǿƛƭƭ ƴŜŜŘ ǘƻ ƘŀǾŜ ǘƘŜƛǊ ¦I ǳǎŜǊƴŀƳŜǎΦ ¦I 
ǳǎŜǊƴŀƳŜǎ ŀǊŜ ǘƘŜ ǇŀǊǘ ƻŦ ǘƘŜƛǊ ŜƳŀƛƭ ǇǊƻŎŜŜŘƛƴƎ 
ǘƘŜ Ϫ ǎȅƳōƻƭ ƛƴ ǘƘŜƛǊ ŜƳŀƛƭ ŀŘŘǊŜǎǎΦ CƻǊ ŜȄŀƳǇƭŜΣ 
ƛŦ ǘƘŜƛǊ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƛǎ tarao@hawaii.eduΣ ǘƘŜƛǊ 
¦I ǳǎŜǊƴŀƳŜ ƛǎ taraoΦ 
 ¸ƻǳ Ƴŀȅ ƻƴƭȅ ŜƴǘŜǊ ǳǎŜǊƴŀƳŜǎ ƻŦ ƛƴŘƛǾƛŘπ
ǳŀƭǎ ǿƘƻ ƘŀǾŜ ōŜŜƴ ŀǎǎƛƎƴŜŘ ŀ ¦I ǳǎŜǊƴŀƳŜ ŀƴŘ 
ǿƘƻ ƘŀǾŜ ǘƘŜ ǇǊƻǇŜǊ ŀŶƭƛŀǝƻƴ όǎǘŀũ ƻǊ ŦŀŎǳƭǘȅύΦ 
Lƴ ŀŘŘƛǝƻƴΣ ǘƘŜ ǳǎŜǊ Ƴǳǎǘ ƘŀǾŜ ŎǊŜŀǘŜŘ ŀ ǇǊƻŬƭŜ 
ƻƴ ǎŜŎŜ ǘƻ ōŜ ŜƴǘŜǊŜŘ ƛƴǘƻ ǘƘŜǎŜ ǎŜŎǝƻƴǎΦ 
 

Section 1: Job/Referral Contact 
{ŜŎǝƻƴ м ƻŦ ǘƘŜ Ƨƻō ƛǎ ǿƘŜǊŜ ȅƻǳ Ŏŀƴ ǎŜǘ ƴƻǘ ƻƴƭȅ 
ǘƘŜ ŎƻƴǘŀŎǘǎ ŦƻǊ ǘƘŜ ƧƻōΣ ōǳǘ ŀƭǎƻ ǿƘƻ Ƙŀǎ ŀŎŎŜǎǎ 
ǘƻ ǘƘŜ ƧƻōΦ !ƴȅƻƴŜ ƭƛǎǘŜŘ ƛƴ ǎŜŎǝƻƴ м ǿƛƭƭ ōŜ ŀōƭŜ 
ǘƻ ŀŎŎŜǎǎ ŀƴŘ ƳŀƪŜ ŎƘŀƴƎŜǎ ǘƻ ǘƘŜ ƧƻōΦ Lǘ ƛǎ ƎŜƴπ
ŜǊŀƭƭȅ ƎƻƻŘ ǇǊŀŎǝŎŜ ǘƻ ƘŀǾŜ ŀǘ ƭŜŀǎǘ ǘǿƻ ǳǎŜǊǎ 
ƭƛǎǘŜŘ ƛƴ ǘƘƛǎ ǎŜŎǝƻƴ ǎƻ ǘƘŀǘ ƛŦ ǘƘŜ ǇǊƛƳŀǊȅ ŎƻƴǘŀŎǘ 
ƛǎ ǳƴŀǾŀƛƭŀōƭŜΣ ǎƻƳŜƻƴŜ ǎǝƭƭ Ƙŀǎ ŀŎŎŜǎǎ ǘƻ ǘƘŜ ƧƻōΦ 
 
¶ tǊƛƳŀǊȅ ϧ {ŜŎƻƴŘŀǊȅ WƻōκwŜŦŜǊǊŀƭ /ƻƴǘŀŎǘΥ 
¢ƘŜ ǳǎŜǊǎ ƭƛǎǘŜŘ ƛƴ ǘƘŜǎŜ ǊƻƭŜǎΣ ŀƴŘ ǘƘŜƛǊ Ŏƻƴπ
ǘŀŎǘ ƛƴŦƻǊƳŀǝƻƴΣ ǿƛƭƭ ōŜ ǇǊƛƴǘŜŘ ƻƴ ǘƘŜ how 
to apply ǇƻǇ-ǳǇΦ {ǘǳŘŜƴǘǎ ŀǇǇƭȅƛƴƎ ŦƻǊ ǘƘŜ 
Ǉƻǎƛǝƻƴ ǿƛƭƭ ŎƻƴǘŀŎǘ ǘƘŜǎŜ ƛƴŘƛǾƛŘǳŀƭǎΦ 

¶ !ŘŘƛǝƻƴŀƭ Wƻō /ƻƴǘŀŎǘΥ ¢ƘŜ ǳǎŜǊ ƭƛǎǘŜŘ ƘŜǊŜ 
Ŏŀƴ ŀŎŎŜǎǎ ǘƘŜ Ƨƻō όŜŘƛǘΣ ƻǇŜƴΣ ŀƴŘ ŎƭƻǎŜύΣ ōǳǘ 
ǿƛƭƭ ƴƻǘ ōŜ ǎƘƻǿƴ ƻƴ ǘƘŜ how to apply ǇƻǇ-ǳǇ 
ƻǊ ǎŜǊǾŜ ŀǎ ŀ Ƨƻō ŎƻƴǘŀŎǘΦ 

¶ !ŘƳƛƴ /ƻƴǘŀŎǘΥ ¢Ƙƛǎ ƭƛƴŜ ƛǎ ƴƻǘ ŀŎŎŜǎǎƛōƭŜ ōȅ 
ŜƳǇƭƻȅŜǊǎΦ ¦ǎŜǊǎ ǿƛǘƘ ŀŘƳƛƴƛǎǘǊŀǝǾŜ ŀŎŎŜǎǎ 
ƳŀȅΣ ŦƻǊ ǿƘŀǘŜǾŜǊ ǊŜŀǎƻƴΣ ōŜ ƭƛǎǘŜŘ ƘŜǊŜ ōȅ 
ǘƘŜ {9 ƻŶŎŜΦ 

 
hƴŜ ƻŦ ǘƘŜ ǳǎŜǊǎ ƭƛǎǘŜŘ ƛƴ ǎŜŎǝƻƴ ƻƴŜ Ƴǳǎǘ ōŜ 
ŘŜǎƛƎƴŀǘŜŘ ŀǎ ǘƘŜ ǎǳǇŜǊǾƛǎƻǊΦ /ƭƛŎƪ ǘƘŜ ǇƛǇ ƴŜȄǘ ǘƻ 
ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ǳǎŜǊƴŀƳŜ ǘƻ ŘŜǎƛƎƴŀǘŜ ǘƘŜ ǎǳǇŜǊπ
ǾƛǎƻǊΦ 
 

Section 2: 
Hire and Placement Approval 
¢Ƙƛǎ ǎŜŎǝƻƴ ƻŦ ǘƘŜ Ƨƻō ƛǎ ǿƘŜǊŜ ȅƻǳ Ŏŀƴ ǎŜǘ ǿƘƻ 
ǿƛƭƭ ōŜ ƛƴ ǘƘŜ ŀǇǇǊƻǾŀƭ ŎƘŀƛƴ ŦƻǊ ƘƛǊŜǎ ŀƴŘ ǘǊŀƴǎŀŎπ
ǝƻƴǎ ǊŜƭŀǘŜŘ ǘƻ ǘƘŜ ƧƻōΦ ²ƘŜƴ ŀ ƘƛǊŜ ƻǊ ǘǊŀƴǎŀŎπ
ǝƻƴ ƛǎ ŎǊŜŀǘŜŘΣ ŜŀŎƘ ǳǎŜǊ ƭƛǎǘŜŘ ǿƛƭƭ ōŜ ǇǊƻƳǇǘŜŘ 
ǘƻ ŀǇǇǊƻǾŜ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴΦ ! ǳǎŜǊ ǘƘŀǘ ƛǎ ƭƻǿŜǊ ƛƴ 
ǘƘŜ ŎƘŀƛƴ Ŏŀƴ ŀƭǿŀȅǎ ƻǇǘ ǘƻ ōȅǇŀǎǎ ǘƘŜ ŀǇǇǊƻǾŀƭ 
ƻŦ ǘƘƻǎŜ ŀōƻǾŜ ǘƘŜƳ ƛƴ ǘƘŜ ŎƘŀƛƴΦ ¸ƻǳ ŀǊŜ ƴƻǘ 
ǊŜǉǳƛǊŜŘ ǘƻ ƛƴǇǳǘ ŀ ǳǎŜǊ ƻƴ ŜǾŜǊȅ ƭƛƴŜΣ ōǳǘ ǘƘŜ 
ǎǳǇŜǊǾƛǎƻǊ ŦǊƻƳ ǎŜŎǝƻƴ м ǿƛƭƭ ōŜ ƭƛǎǘŜŘ ōȅ ŘŜŦŀǳƭǘ 
ƻƴ ǘƘŜ ǎǳǇŜǊǾƛǎƻǊ ƭƛƴŜ ŀƴŘ ȅƻǳ Ƴǳǎǘ ƘŀǾŜ ŀ CƛǎŎŀƭ 
!ǳǘƘƻǊƛǘȅΦ 
 
¶ tǊŜǇŀǊŜǊκwŜǾƛŜǿŜǊΥ tǊŜǇŀǊŜǊǎ ǳǎǳŀƭƭȅ ƘŀƴŘƭŜ 
ǘƘŜ ŘŜǘŀƛƭǎ ǊŜƭŀǘŜŘ ǘƻ ǘǊŀƴǎŀŎǝƻƴǎ ƻƴ ōŜƘŀƭŦ 
ƻŦ ǘƘŜ ǎǳǇŜǊǾƛǎƻǊΦ ¸ƻǳ ŀǊŜ ƴƻǘ ǊŜǉǳƛǊŜŘ ǘƻ 
ƘŀǾŜ ŀ ǇǊŜǇŀǊŜǊΦ 

¶ {ǳǇŜǊǾƛǎƻǊΥ ¢ƘŜ ǎǳǇŜǊǾƛǎƻǊ ƭƛƴŜ ǿƛƭƭ ōŜ ŀǳǘƻπ
ƳŀǝŎŀƭƭȅ ŬƭƭŜŘ ǿƛǘƘ ǘƘŜ ǎǳǇŜǊǾƛǎƻǊ ǎŜƭŜŎǘŜŘ ƛƴ 
ǎŜŎǝƻƴ мΦ 

¶ !ŘŘƛǝƻƴŀƭ !ǇǇǊƻǾŀƭΥ {ƻƳŜ ŘŜǇŀǊǘƳŜƴǘǎ Ƴŀȅ 
ǊŜǉǳƛǊŜ ŀŘŘƛǝƻƴŀƭ ŀǇǇǊƻǾŀƭǎΣ ƛƴ ǿƘƛŎƘ ŎŀǎŜ 
ǘƘŜ ǳǎŜǊǎ Ŏŀƴ ōŜ ƭƛǎǘŜŘ ƻƴ ǘƘŜǎŜ ƭƛƴŜǎΦ 

¶ CƛǎŎŀƭ !ǳǘƘƻǊƛǘȅΥ ! ǳǎŜǊ Ƴǳǎǘ ōŜ ŘŜǎƛƎƴŀǘŜŘ 
ŀǎ ǘƘŜ CƛǎŎŀƭ !ǳǘƘƻǊƛǘȅΦ !ƭƭ ǘǊŀƴǎŀŎǝƻƴǎ ǊŜπ
ǉǳƛǊŜ ǘƘŜ ŀǇǇǊƻǾŀƭ ƻŦ ŜƛǘƘŜǊ ǘƘŜ C! ƻǊ ōŀŎƪǳǇ 
C!Φ 

¶ .ŀŎƪǳǇ CƛǎŎŀƭ !ǳǘƘƻǊƛǘȅΥ ! ǳǎŜǊ Ƴŀȅ ōŜ ŘŜǎƛƎπ
ƴŀǘŜŘ ŀǎ ǘƘŜ ōŀŎƪǳǇ C! ǘƻ ŀǇǇǊƻǾŜ ǘǊŀƴǎŀŎπ

ǝƻƴǎ ǿƘŜƴ ǘƘŜ C! ƛǎ ǳƴŀǾŀƛƭŀōƭŜΦ 
bƻǘŜ ǘƘŀǘ ǳǎŜǊǎ ǿƘƻ Řƻ ƴƻǘ ƘŀǾŜ ǇƭŀŎŜƳŜƴǘ ŀŎπ
ŎŜǎǎ ǿƛƭƭ ōŜ ǳƴŀōƭŜ ǘƻ ŀǇǇǊƻǾŜ ǘǊŀƴǎŀŎǝƻƴǎΦ ¦ƴǝƭ 
ǘƘŜȅ ǊŜŎŜƛǾŜ ǘƘƛǎ ŀŎŎŜǎǎΣ ȅƻǳ Ƴŀȅ ǿŀƴǘ ǘƻ ƳŀƪŜ 
ŀǊǊŀƴƎŜƳŜƴǘǎ ǘƻ ƘŀǾŜ ƻǘƘŜǊ ǳǎŜǊǎ ōȅǇŀǎǎ ǘƘŜƛǊ 
ŀǇǇǊƻǾŀƭΦ tƭŜŀǎŜ ŎƻƴǘŀŎǘ ȅƻǳǊ ŘŜǇŀǊǘƳŜƴǘκ
ŎŀƳǇǳǎ ƭƛŀƛǎƻƴ ƛŦ ȅƻǳ ƴŜŜŘ ǇƭŀŎŜƳŜƴǘ ŀŎŎŜǎǎΦ 
 

Section 3: Timesheet Approvers 
Lƴ ǎŜŎǝƻƴ о ȅƻǳ ŘŜǎƛƎƴŀǘŜ ǘƘŜ ǝƳŜǎƘŜŜǘ ŀǇǇǊƻǾπ
ŜǊǎ ŦƻǊ ŀƴȅ ǎǘǳŘŜƴǘ ƘƛǊŜŘ ǳƴŘŜǊ ǘƘƛǎ ƧƻōΦ !ǇǇǊƻǾπ
ƛƴƎ ǝƳŜǎƘŜŜǘǎ Ŏŀƴ ōŜ ŘƻƴŜ ōȅ ǳǎŜǊǎ ǿƘƻ Řƻ ƴƻǘ 
ȅŜǘ ƘŀǾŜ ǇƭŀŎŜƳŜƴǘ ŀŎŎŜǎǎΦ 
 ¸ƻǳ Ƴŀȅ ŘŜǎƛƎƴŀǘŜ ŀǎ Ƴŀƴȅ ǳǎŜǊǎ ŦƻǊ 
ŜŀŎƘ ŀǇǇǊƻǾŀƭ ǊƻƭŜ ŀǎ ǘƘŜǊŜ ŀǊŜ ŜƳǇǘȅ ŬŜƭŘǎΣ ōǳǘ 
ȅƻǳ Ƴǳǎǘ ŘŜǎƛƎƴŀǘŜ ŀǘ ƭŜŀǎǘ ƻƴŜ {ǳǇŜǊǾƛǎƻǊ ƭŜǾŜƭ 
ŀǇǇǊƻǾŜǊ ŀƴŘ ƻƴŜ .ǳǎƛƴŜǎǎ hŶŎŜ ƭŜǾŜƭ ŀǇǇǊƻǾŜǊΦ 
¸ƻǳ Ƴŀȅ ŎƭƛŎƪ ǘƘŜ Copy ōǳǧƻƴ ǘƻ ŀǳǘƻ-Ŭƭƭ ǘƘŜ 
ǳǎŜǊƴŀƳŜǎ ŦǊƻƳ ŜŀǊƭƛŜǊ ǎŜŎǝƻƴǎ ƛƴǘƻ ǘƘƛǎ ǎŜŎǝƻƴΦ 
 
¶ {ǳǇŜǊǾƛǎƻǊ [ŜǾŜƭΥ {ǳǇŜǊǾƛǎƻǊ ƭŜǾŜƭ ŀǇǇǊƻǾŜǊǎ 
ƎŜƴŜǊŀƭƭȅ ǾŜǊƛŦȅ ǘƘŜ ƘƻǳǊǎ ǿƻǊƪŜŘ ōȅ ǘƘŜ ǎǘǳπ
ŘŜƴǘΦ 

¶ .ǳǎƛƴŜǎǎ [ŜǾŜƭΥ .ǳǎƛƴŜǎǎ hŶŎŜ ƭŜǾŜƭ ŀǇǇǊƻǾπ
ŜǊǎ ƎŜƴŜǊŀƭƭȅ ƳƻƴƛǘƻǊ ǘƘŜ ŦǳƴŘǎ ŀƴŘ ŎƻƳǇƭƛπ
ŀƴŎŜΦ 

Creating a New Job - 20 



tǊŜǎǎƛƴƎ ƻƴ ǘƘŜ Ƨƻō ǝǘƭŜ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǘƻ ǘƘŜ ŘŜπ
ǘŀƛƭŜŘ ǾƛŜǿΦ CǊƻƳ ǘƘŜǊŜ ȅƻǳ Ŏŀƴ ƳŀƪŜ ŀƴȅ ǳǇπ
ŘŀǘŜǎ ŀƴŘ ǘƘŜƴ ǇǊŜǎǎ ǘƘŜ Submit and Reopen Job 
ōǳǧƻƴ όƻǊ Submit and Close JobύΦ 
 

Editing Jobs 
tǊŜǎǎƛƴƎ ƻƴ ǘƘŜ Ƨƻō ǝǘƭŜ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǘƻ ǘƘŜ ŘŜπ
ǘŀƛƭŜŘ ǾƛŜǿ ƻŦ ǘƘŜ ƧƻōΦ CǊƻƳ ǘƘŜƛǊ ȅƻǳ Ŏŀƴ ƳŀƪŜ 
ŜŘƛǘǎ ŀƴŘ ǳǇŘŀǘŜǎΦ  
 

Reviewing Applicants 
¸ƻǳ Ŏŀƴ ǇǊŜǎǎ ƻƴ ǘƘŜ ōǳǧƻƴ ƛƴ ǘƘŜ ŀǇǇƭƛŎŀƴǘǎ Ŏƻƭπ
ǳƳƴ ǘƻ ǾƛŜǿ ŀƴȅ ŀǇǇƭƛŎŀǝƻƴǎ ǘƘŀǘ ƘŀǾŜ ōŜŜƴ ǊŜπ
ŎŜƛǾŜŘΦ CǊƻƳ ǘƘŀǘ ƛƴǘŜǊŦŀŎŜ ȅƻǳ Ŏŀƴ ǘƘŜƳ ǾƛŜǿ 
ŀƴȅ ƳŀǘŜǊƛŀƭǎ ǘƘŜȅ ǎǳōƳƛǧŜŘ ŀƴŘ ƛƴƛǝŀǘŜ ƘƛǊŜǎΦ 

Adding to a Series 

²ƘŜƴ ȅƻǳ ǿŀƴǘ ǘƻ ŀŘŘ ŀ Ƨƻō ǘƻ ŀ ǎŜǊƛŜǎ ȅƻǳ ǿƛƭƭ 
ǇǊŜǎǎ ǘƘŜ ōǳǧƻƴ Add to Series ƻƴ ǘƘŜ ǎŀƳŜ Ǌƻǿ ŀǎ 
ǘƘŜ ŬǊǎǘ Ƨƻō ƛƴ ǘƘŀǘ ǎŜǊƛŜǎΦ ¢Ƙƛǎ ǿƛƭƭ ƎŜƴŜǊŀǘŜ ŀ Řǳπ
ǇƭƛŎŀǘŜ ƻŦ ŀƴ ŜȄƛǎǝƴƎ Ƨƻō ƛƴ ǘƘŀǘ ǎŜǊƛŜǎ ǘƘŀǘ ȅƻǳ 
Ŏŀƴ ǘƘŜƴ ŜŘƛǘ ŀƴŘ ŎƘŀƴƎŜ ǘƻ ǘƘŜ ƴŜǿ Ǉŀȅ Ŏƭŀǎǎ 
ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ŀŘŘΦ Wƻōǎ ōŜƛƴƎ ŀŘŘŜŘ ǘƻ ŀ ǎŜπ
ǊƛŜǎ ǿƛƭƭ ǊŜǉǳƛǊŜ ǊŜǾƛŜǿ ŀƴŘ ŀǇǇǊƻǾŀƭ ōȅ ȅƻǳǊ {ǘǳπ
ŘŜƴǘ 9ƳǇƭƻȅƳŜƴǘ ƻŶŎŜΦ 
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Managing Jobs 
CƻǊ Ƨƻōǎ ǘƘŀǘ ƘŀǾŜ ŀƭǊŜŀŘȅ ōŜŜƴ ǊŜǾƛŜǿŜŘ ŀƴŘ 
ŀǇǇǊƻǾŜŘ ōȅ {ǘǳŘŜƴǘ 9ƳǇƭƻȅƳŜƴǘ ȅƻǳ ƘŀǾŜ ŀ Ǿŀπ
ǊƛŜǘȅ ƻŦ ƻǇǝƻƴǎ ǘƻ ƳŀƴŀƎŜ ǘƘƻǎŜ ƧƻōǎΦ ¢ƘŜ Ƴƻǎǘ 
ŎƻƳƳƻƴ ǘŀǎƪǎ ŀǊŜ ŘŜǘŀƛƭŜŘ ƛƴ ōǊƛŜŦ ōŜƭƻǿΦ ²ƘŜƴ 
ƳŀƪƛƴƎ ǳǇŘŀǘŜǎ ǘƻ ŀ ƧƻōΣ ƻǊ ŀŘŘƛƴƎ ǘƻ ŀ ǎŜǊƛŜǎΣ ǘƘŜ 
Ƨƻō ǘŜƳǇƭŀǘŜ ǿƛƭƭ ƭƻƻƪ Ƴƻǎǘƭȅ ƭƛƪŜ ŀ ƴŜǿƭȅ ŎǊŜŀǘŜŘ 
Ƨƻō ƭŀȅƻǳǘ ǿƛǘƘ ŀ ŦŜǿ ƴƻǘŀōƭŜ ŘƛũŜǊŜƴŎŜǎΦ 
 

Open/Close Jobs 
¸ƻǳ Ŏŀƴ ƻǇŜƴ ŀƴŘ ŎƭƻǎŜ Ƨƻōǎ ƛƴ ǘǿƻ ǿŀȅǎΦ CƛǊǎǘΣ 
ȅƻǳ Ŏŀƴ ǉǳƛŎƪƭȅ Řƻ ǎƻ ōȅ ǳǎƛƴƎ ǘƘŜ ŘǊƻǇ-Řƻǿƴ 
ƻǇǝƻƴ ǳƴŘŜǊ ǘƘŜ {ǘŀǘǳǎ ŎƻƭǳƳƴΦ LŦ ǘƘƛǎ ƻǇǝƻƴ 
ƎƛǾŜǎ ŀƴ ŜǊǊƻǊ ƛƴŘƛŎŀǝƴƎ ǘƘŜ Ƨƻō ǊŜǉǳƛǊŜǎ ǳǇŘŀǘŜǎΣ 
ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ƻǇŜƴκŎƭƻǎŜ ƛǘ ǘƘŜ ǎŜŎƻƴŘ ǿŀȅΦ 

hǇŜƴκ/ƭƻǎŜ Wƻōǎ ǳǎƛƴƎ ǘƘŜ {ǘŀǘǳǎ ŘǊƻǇ-
Řƻǿƴ ƳŜƴǳ ƻǊ ǇǊŜǎǎ ǘƘŜ Ƨƻō ǝǘƭŜΦ 

tǊŜǎǎ ƻƴ ǘƘŜ Ƨƻō ǝǘƭŜ ǘƻ 
ŜŘƛǘ ǘƘŜ ƧƻōΦ 

tǊŜǎǎ ǘƘŜ !ŘŘ ǘƻ {ŜǊƛŜǎ ōǳǧƻƴ ǘƻ ŀŘŘ ŀ 
ƴŜǿ Ƨƻō ǿƛǘƘ ǘƘŜ ǎŀƳŜ Ƨƻō ƴǳƳōŜǊΦ 

tǊŜǎǎ ƻƴ ǘƘŜ ōǳǧƻƴ ǳƴŘŜǊ ǘƘŜ !ǇǇƭƛŎŀƴǘǎ 
ŎƻƭǳƳƴ ǘƻ ǾƛŜǿ ŀǇǇƭƛŎŀǝƻƴǎΦ 

Job Access 
¸ƻǳ Ŏŀƴ ƻƴƭȅ ǾƛŜǿ ŀƴŘ ƳŀƴŀƎŜ Ƨƻōǎ ǘƻ ǿƘƛŎƘ ȅƻǳ 
ƘŀǾŜ ŀŎŎŜǎǎΦ ¢ƻ ƘŀǾŜ ŀŎŎŜǎǎΣ ȅƻǳ Ƴǳǎǘ ōŜ ƭƛǎǘŜŘ ƛƴ 
ǎŜŎǝƻƴ м ƻƴ ǘƘŜ Ƨƻō ŀǎ ŀ ŎƻƴǘŀŎǘ ǇŜǊǎƻƴΦ 



Open/Close/Edit Jobs 
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¢ƘŜ ŘŜǘŀƛƭŜŘ ǾƛŜǿ ƻŦ ǘƘŜ Ƨƻō ǿƛƭƭ ƭƻƻƪ ǾŜǊȅ ƳǳŎƘ 
ƭƛƪŜ ǿƘŀǘ ȅƻǳ ǿƻǳƭŘ ǎŜŜ ǿƘŜƴ ŎǊŜŀǝƴƎ ŀ ƴŜǿ 
ƧƻōΦ ¢ƘŜ Ƴƻǎǘ ǎƛƎƴƛŬŎŀƴǘ ŘƛũŜǊŜƴŎŜǎ ǿƛƭƭ ōŜ ƴƻǘπ
ŜŘ ōŜƭƻǿΦ 

¢ƘŜ {ǳōƳƛǘ ōǳǧƻƴ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǎŀǾŜ ŀƴȅ ŎƘŀƴƎπ
Ŝǎ ȅƻǳ ƘŀǾŜ ƳŀŘŜ ǿƛǘƘƻǳǘ ŎƘŀƴƎƛƴƎ ǘƘŜ hǇŜƴκ
/ƭƻǎŜŘ ǎǘŀǘǳǎ ƻŦ ǘƘŜ ƧƻōΦ ¢ƘŜ Submit and Reopen 
Job όŀƴŘ Submit and Close Jobύ ōǳǧƻƴ ǿƛƭƭ ŀƭƭƻǿ 
ȅƻǳ ǘƻ ǎŀǾŜ ǘƘŜ ŎƘŀƴƎŜǎ ŀƴŘ hǇŜƴ ƻǊ /ƭƻǎŜ ǘƘŜ 
Ƨƻō ǊŜǎǇŜŎǝǾŜƭȅΦ 

¢ƘŜ ǎǘŀǘǳǎ ƘƛƎƘƭƛƎƘǘŜŘ ƛƴ ƎǊŜŜƴ ŀƴŘ ŎƘŜŎƪŜŘ ƛǎ 
ǘƘŜ ŎǳǊǊŜƴǘ ǎǘŀǘǳǎ ƻŦ ǘƘŜ ƧƻōΦ hƴŎŜ ŀ Ƨƻō Ƙŀǎ ōŜŜƴ 
ŀǇǇǊƻǾŜŘ ƛǘ ǿƛƭƭ ōŜ ŜƛǘƘŜǊ ƛƴ ht9b ƻǊ /[h{95 ǎǘŀπ
ǘǳǎΦ ¢ƘŜ ƻǘƘŜǊ ǎǘŀǘǳǎŜǎ ƛƴŘƛŎŀǘŜ ǘƘŜ Ƨƻōǎ ǇƭŀŎŜ ƛƴ 
ǘƘŜ ŎǊŜŀǝƻƴ ŀƴŘ ŀǇǇǊƻǾŀƭ ǇǊƻŎŜǎǎΦ 

¢ƘŜ Request Update to Locked Data ƛǎ ǘƘŜ ōǳǧƻƴ 
ȅƻǳ ǿƻǳƭŘ ǳǎŜ ǘƻ ǊŜǉǳŜǎǘ ŎƘŀƴƎŜǎ ǘƻ ǘƘŜ vǳŀƭƛŬπ
Ŏŀǝƻƴǎ ƻǊ 5ǳǝŜǎ ƻŦ ŀ ƧƻōΦ .ŜŎŀǳǎŜ ǘƘŜǎŜ ŬŜƭŘǎ 
Ƴǳǎǘ ōŜ ŀǇǇǊƻǇǊƛŀǘŜ ǘƻ ǘƘŜ Ǉŀȅ ŎƭŀǎǎΣ ŎƘŀƴƎŜǎ 
Ƴǳǎǘ ōŜ ǊŜǾƛŜǿŜŘ ŀƴŘ ŀǇǇǊƻǾŜŘ ōȅ ȅƻǳǊ {ǘǳŘŜƴǘ 
9ƳǇƭƻȅƳŜƴǘ ƻŶŎŜΦ 

Editable Fields 
bƻǘŜ ǘƘŀǘ ƻƴƭȅ ǿƘƛǘŜ ŬŜƭŘǎ ǿƛƭƭ ōŜ ŜŘƛǘŀōƭŜ ƻƴ ŀƴ 
ŜȄƛǎǝƴƎ ƧƻōΦ [ƻŎƪŜŘ ŬŜƭŘǎ Ŏŀƴ ƻƴƭȅ ōŜ ƳƻŘƛŬŜŘ 
ōȅ ǘƘŜ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘ ƻŶŎŜΦ ¢ȅǇƛŎŀƭƭȅ ǇŀȅΣ 
ŘǳǝŜǎΣ ŀƴŘ ǉǳŀƭƛŬŎŀǝƻƴǎ ŀǊŜ ƭƻŎƪŜŘΦ 

Common Edits 
hƴŎŜ ŀ Ƨƻō ƛǎ ŀǇǇǊƻǾŜŘΣ ȅƻǳ ǿƛƭƭ Ƴƻǎǘ ŎƻƳƳƻƴƭȅ 
ōŜ ǳǇŘŀǝƴƎ ǘƘƛƴƎǎ ƭƛƪŜ ǘƘŜ ŎƭƻǎƛƴƎ ŘŀǘŜΣ ǎǘŀǊǝƴƎ 
ŘŀǘŜΣ ŀƴŘ ƴǳƳōŜǊ ƻŦ ƻǇŜƴƛƴƎǎΦ 
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Reviewing Applications 

Add to Series 

²ƘŜƴ ȅƻǳ ǇǊŜǎǎ ǘƘŜ Add to Series ōǳǧƻƴ ȅƻǳ ǿƛƭƭ 
ōŜ ǇǊƻƳǇǘŜŘ ǿƛǘƘ ǘƘƛǎ ǎŎǊŜŜƴΦ tǊŜǎǎ ǘƘŜ Continue 
ōǳǧƻƴ ǘƻ ǇǊƻŎŜŜŘΦ 

²ƘŜƴ ȅƻǳ ŀǊŜ ǳǇŘŀǝƴƎ ǘƘŜ Ƨƻō ǘƻ ǊŜƅŜŎǘ ǘƘŜ ƴŜǿ 
Ǉŀȅ Ŏƭŀǎǎ ƪŜŜǇ ƛƴ ƳƛƴŘ ƛŦ ȅƻǳ Ǉƭŀƴ ƻƴ ŀŘǾŜǊǝǎƛƴƎ 
ǘƘŜ Ƨƻō ƻǊ ǿƘŜǘƘŜǊ ƛǘ ƛǎ ƳŜŀƴǘ ŦƻǊ ǇǊƻƳƻǝƻƴǎ 
ƻƴƭȅΦ ¦ǎŜ ǘƘƛǎ ŘǊƻǇ-Řƻǿƴ ƳŜƴǳ ǘƻ ƭŜǘ {ǘǳŘŜƴǘ 
9ƳǇƭƻȅƳŜƴǘ ƪƴƻǿ ǿƘƛŎƘ ƻǇǝƻƴ ȅƻǳ ǿƛǎƘ ǘƻ ŘƻΦ 

Adding Jobs 
!ŘŘƛƴƎ ŀ Ƨƻō ǘƻ ŀ ǎŜǊƛŜǎ ƛǎ ƳǳŎƘ ƭƛƪŜ ŎǊŜŀǝƴƎ ŀ 
ƴŜǿ ƧƻōΣ ǎŀǾŜ ǘƘŀǘ ȅƻǳ ŀǊŜ ǿƻǊƪƛƴƎ ŦǊƻƳ ŀ ōŀǎŜ 
ǘŜƳǇƭŀǘŜ ǊŀǘƘŜǊ ǘƘŀƴ ŀ ōƭŀƴƪ ǎƭŀǘŜΦ wŜƳŜƳōŜǊ 
ǘƘŀǘ Ƨƻōǎ ƛƴ ǎŜǊƛŜǎ ǎƘŀǊŜ ŀ ƴǳƳōŜǊ ƻŦ ŦŜŀǘǳǊŜǎΦ 
¢ƘŜ ǊŜƳŀƛƴŘŜǊ ƻŦ ǘƘŜ Ƨƻō ƴƻǘ ǎƘƻǿƴ Ŏŀƴ ōŜ ŜŘƛǘπ
ŜŘ ƭƛƪŜ ƴƻǊƳŀƭΦ tƭŜŀǎŜ ƴƻǘŜ ǘƘŀǘ ŜŘƛǝƴƎ ǎŜŎǝƻƴ мΣ 
нΣ ƻǊ о ŀũŜŎǘǎ ŀƭƭ Ƨƻōǎ ƛƴ ǘƘŜ ǎŜǊƛŜǎ ŀƴŘ ǘƘŀǘ ŀ Ƨƻō 
ŀŘŘŜŘ ǘƻ ŀ ǎŜǊƛŜǎ Ƴǳǎǘ ōŜ ŀǇǇǊƻǾŜŘ ōȅ {9Φ 

²ƘŜƴ ȅƻǳ ǇǊŜǎǎ ǘƘŜ Applicants ōǳǧƻƴ ȅƻǳ ǿƛƭƭ 
ǎŜŜ ŀ ǎŎǊŜŜƴ ƭƛǎǝƴƎ ŀƭƭ ƻŦ ǘƘŜ ŀǇǇƭƛŎŀƴǘǎΦ 

LŦ ȅƻǳ ǿƛǎƘ ǘƻ ƘƛǊŜ ƻƴŜ ƻŦ ǘƘŜ ŀǇǇƭƛŎŀƴǘǎΣ ǇǊŜǎǎƛƴƎ 
ǘƘŜ Hire ōǳǧƻƴ ǿƛƭƭ ƛƴƛǝŀǘŜ ǘƘŜ IƛǊŜ ǘǊŀƴǎŀŎǝƻƴ 
ŦƻǊ ǘƘŀǘ ǎǘǳŘŜƴǘΦ CƻǊ ǳǎŜǊǎ ƻŦ ǘƘŜ ƻǊƛƎƛƴŀƭ ǎŜŎŜ 
ǎȅǎǘŜƳΣ ǊŜŦŜǊǊŀƭ ƴǳƳōŜǊǎ ŀǊŜ ƴƻ ƭƻƴƎŜǊ ǊŜǉǳƛǊŜŘ 
ǘƻ ƛƴƛǝŀǘŜ ƘƛǊŜǎΦ 

LŦ ȅƻǳ ǎŜǘ ȅƻǳǊ Ƨƻō ǘƻ ŀƭƭƻǿ ƻƴƭƛƴŜ ŀǇǇƭƛŎŀǝƻƴǎ 
ȅƻǳ ǿƛƭƭ ǎŜŜ ŀ ǘŜȄǘ ƭƛƴƪ ǘƘŀǘ ȅƻǳ Ŏŀƴ ǇǊŜǎǎ ǘƻ 
ŘƻǿƴƭƻŀŘ ǘƘŜƛǊ ǳǇƭƻŀŘŜŘ ŘƻŎǳƳŜƴǘǎΦ ¸ƻǳ Ŏŀƴ 
ŀƭǎƻ ŘƻǿƴƭƻŀŘ ŀƭƭ ŀǇǇƭƛŎŀƴǘǎ ŘƻŎǳƳŜƴǘǎ ŀǎ ŀ 
ōŀǘŎƘ ōȅ ǇǊŜǎǎƛƴƎ ǘƘŜ Download All ōǳǧƻƴΦ 



Hiring Students 
¢Ƙƛǎ ǎŜŎǝƻƴ ŘŜŀƭǎ ǿƛǘƘ ƘƛǊƛƴƎ ǎǘǳŘŜƴǘǎ ǳǎƛƴƎ ǘƘŜ 
ǎŜŎŜ ǎȅǎǘŜƳΦ ¢ƘŜ ōŀǎƛŎ ƘƛǊƛƴƎ ǇǊƻŎŜǎǎ ƛǎ ŀǎ ŦƻƭƭƻǿǎΥ 
 
мΦ hǇŜƴ ŀƴŘ ŀŘǾŜǊǝǎŜ ǘƘŜ ƧƻōΦ 
нΦ LƴǘŜǊŜǎǘŜŘ ŀƴŘ ŜƭƛƎƛōƭŜ ǎǘǳŘŜƴǘǎ ǿƛƭƭ ŀŘŘ 
ǘƘŜƳǎŜƭǾŜǎ ǘƻ ǘƘŜ ŀǇǇƭƛŎŀƴǘ ƭƛǎǘ ŀƴŘ ŎƻƴǘŀŎǘ 
ȅƻǳ ƛƴ ǘƘŜ ƳŀƴƴŜǊ ǎǇŜŎƛŬŜŘ ǘƻ ŀǇǇƭȅΦ ¢ƘŜ ǎȅǎπ
ǘŜƳ ŀƭǎƻ ƴƻǿ ŀƭƭƻǿǎ ƻƴƭƛƴŜ ŀǇǇƭƛŎŀǝƻƴǎΦ 

оΦ ¸ƻǳ ǊŜǾƛŜǿ ŀǇǇƭƛŎŀǝƻƴǎ ǎǳōƳƛǧŜŘ ŀƴŘ Ŏƻƴπ
ŘǳŎǘ ƛƴǘŜǊǾƛŜǿǎΦ CƻǊ ǳǎŜǊǎ ƻŦ ǘƘŜ ǇǊŜǾƛƻǳǎ ǾŜǊπ
ǎƛƻƴ ƻŦ ǘƘŜ ǎȅǎǘŜƳΣ ǊŜŦŜǊǊŀƭ ƴǳƳōŜǊǎ ŀǊŜ ƴƻ 
ƭƻƴƎŜǊ ǊŜǉǳƛǊŜŘΦ 

пΦ ¸ƻǳ ǎŜƭŜŎǘ ŀ ŎŀƴŘƛŘŀǘŜ ŀƴŘ ŎƻƳǇƭŜǘŜ ǘƘŜ ƴŜŎπ
ŜǎǎŀǊȅ ǇŀǇŜǊǿƻǊƪ ǿƛǘƘ ǘƘŜ ǎǘǳŘŜƴǘΦ ¢ƘŜ ǎǘǳπ
ŘŜƴǘ Ƴŀȅ ŀƭǎƻ ƴŜŜŘ ǘƻ ŎƻƳǇƭŜǘŜ ŀ ŦƻǊƳ L-ф ƻǊ 
ƻǘƘŜǊ ǇŀǇŜǊǿƻǊƪ ǿƛǘƘ ȅƻǳǊ ŎŀƳǇǳǎΩ ǎǘǳŘŜƴǘ 
ŜƳǇƭƻȅƳŜƴǘ ƻŶŎŜΦ 

рΦ ¸ƻǳ Ŏŀƴ ƛƴƛǝŀǘŜ ǘƘŜ ƘƛǊŜ ǘǊŀƴǎŀŎǝƻƴ ŀǎ ŘŜπ
ǘŀƛƭŜŘ ƻƴ ǘƘŜ ƴŜȄǘ ŦŜǿ ǇŀƎŜǎΦ 9ƴǘŜǊ ǘƘŜ ǊŜπ
ǉǳƛǊŜŘ ƛƴŦƻǊƳŀǝƻƴ ƻƴ ǘƘŜ IƛǊŜ ǘǊŀƴǎŀŎǝƻƴΦ 
bƻǘŜ ǘƘŀǘ ǎƻƳŜ ƛƴŦƻǊƳŀǝƻƴΣ ǎǳŎƘ ŀǎ ǘƘŜ ŀŎπ
Ŏƻǳƴǘ ŎƻŘŜΣ ƳƛƎƘǘ ƴŜŜŘ ǘƻ ōŜ ŜƴǘŜǊŜŘ ōȅ ȅƻǳǊ 
CƛǎŎŀƭ !ǳǘƘƻǊƛǘȅΦ 

сΦ !ǇǇǊƻǾŜ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴ ōȅ ŎƘŜŎƪƛƴƎ ȅƻǳǊ 
ŀǇǇǊƻǾŀƭ ōƻȄΦ ¢Ƙƛǎ ǿƛƭƭ ǊƻǳǘŜ ǘƘŜ ƘƛǊŜ ǘǊŀƴǎŀŎπ
ǝƻƴ ǘƻ ǘƘŜ ƴŜȄǘ ŀǇǇǊƻǾŜǊ ƛƴ ǘƘŜ ŎƘŀƛƴ ŀǎ ŘŜπ
ǘŜǊƳƛƴŜŘ ōȅ ǘƘŜ ŀǇǇǊƻǾŜǊ ƭƛǎǘ ƛƴ ǎŜŎǝƻƴ н ƻƴ 
ǘƘŜ ƧƻōΦ 

тΦ ²ƘŜƴ ǘƘŜ CƛǎŎŀƭ !ǳǘƘƻǊƛǘȅ ŀǇǇǊƻǾŜǎ ǘƘŜ ǘǊŀƴǎπ
ŀŎǝƻƴ ƛǘ ǿƛƭƭ ǊƻǳǘŜ ǘƻ ǘƘŜ ǊŜƭŜǾŀƴǘ ǎǘǳŘŜƴǘ 
ŜƳǇƭƻȅƳŜƴǘ ƻŶŎŜ ŦƻǊ Ŭƴŀƭ ŀǇǇǊƻǾŀƭΦ 

уΦ ²ƘŜƴ ǘƘŜ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘ ƻŶŎŜ ŀǇπ

ǇǊƻǾŜǎ ǘƘŜ ƘƛǊŜΣ ǘƘŜ ǎǳǇŜǊǾƛǎƻǊ ŀƴŘ ǎǘǳŘŜƴǘ 
ǿƛƭƭ ǊŜŎŜƛǾŜ ŀƴ ŜƳŀƛƭ ƴƻǝŦȅƛƴƎ ǘƘŜƳ ǘƘŀǘ ǘƘŜ 
ƘƛǊŜ Ƙŀǎ ōŜŜƴ ŀǇǇǊƻǾŜŘΦ ¢ƘŜ ǎǘǳŘŜƴǘ Ƴŀȅ 
ǎǘŀǊǘ ǿƻǊƪƛƴƎ ƻƴŎŜ ǘƘƛǎ ŜƳŀƛƭ ŀƴŘ ǘƘŜȅ ǎƘƻǳƭŘ 
ƴƻǘ ǎǘŀǊǘ ōŜŦƻǊŜ ǘƘŜƴΦ 

 

Things to Keep in Mind 
¢ƘŜ ŦƻƭƭƻǿƛƴƎ ŀǊŜ ǘƘƛƴƎǎ ȅƻǳ ǎƘƻǳƭŘ ƪŜŜǇ ƛƴ ƳƛƴŘ 
ōŜŦƻǊŜ ǘǊȅƛƴƎ ǘƻ ƘƛǊŜ ŀ ǎǘǳŘŜƴǘ ǳǎƛƴƎ ǎŜŎŜΦ 
 
¶ 5ƻ ƴƻǘ ƛƴǘŜǊǾƛŜǿ ŀ ǎǘǳŘŜƴǘ ǿƘƻ Ƙŀǎ ƴƻǘ ŀǇπ
ǇƭƛŜŘ ŦƻǊ ȅƻǳǊ ƧƻōΦ hƴƭȅ ǎǘǳŘŜƴǘǎ ǿƘƻ ŀǊŜ Ŝƭƛπ
ƎƛōƭŜ ŦƻǊ ȅƻǳǊ Ƨƻō Ŏŀƴ ŀŘŘ ǘƘŜƳǎŜƭǾŜǎ ǘƻ ȅƻǳǊ 
ŀǇǇƭƛŎŀƴǘ ƭƛǎǘΣ ǎƻ ƳŀƪƛƴƎ ǎǳǊŜ ǘƘŜȅ ŀǊŜ ƻƴ ǘƘŀǘ 
ƭƛǎǘ ǿƛƭƭ ǎŀǾŜ ȅƻǳ ǎƻƳŜ ǇƻǘŜƴǝŀƭ ƘŜŀŘŀŎƘŜǎ 
Řƻǿƴ ǘƘŜ ǊƻŀŘΦ bƻǘŜ ǘƘŀǘ ŀ ŎƘŀƴƎŜ ƛƴ ŀ ǎǘǳπ
ŘŜƴǘΩǎ ŜƴǊƻƭƭƳŜƴǘ ƻǊ ŀŎŀŘŜƳƛŎ ǎǘŀǘǳǎ Ŏŀƴ 
ŎƘŀƴƎŜ ǘƘŜƛǊ ǿƻǊƪ ŜƭƛƎƛōƛƭƛǘȅΦ 

¶ 5ƻ ƴƻǘ ŀŎŎŜǇǘ ŀƴ ŀǇǇƭƛŎŀǝƻƴ ƛƴ ǎƻƳŜƻƴŜ 
ŜƭǎŜΩǎ ƴŀƳŜΦ {ƻŜƳǝƳŜǎ ǎǘǳŘŜƴǘǎ ƎŜǘ ŎƻƴǘŀŎǘ 
ƛƴŦƻǊƳŀǝƻƴ ŦǊƻƳ ŦǊƛŜƴŘǎΦ LŦ ǘƘŜ ǎǘǳŘŜƴǘ ƛǎ ƴƻǘ 
ƻƴ ȅƻǳǊ ŀǇǇƭƛŎŀƴǘ ƭƛǎǘΣ ȅƻǳ ǿƛƭƭ ƴƻǘ ōŜ ŀōƭŜ ǘƻ 
ƛƴƛǝŀǘŜ ŀ ƘƛǊŜ ǘǊŀƴǎŀŎǝƻƴ ŦƻǊ ǘƘŜƳΦ 

¶ .Ŝ ŀǿŀǊŜ ǘƘŀǘ ŀŘŘƛǝƻƴŀƭ ŦƻǊƳǎ ŀǊŜ ǊŜǉǳƛǊŜŘΦ 
YŜŜǇ ƛƴ ƳƛƴŘ ǘƘŀǘ ǘƘŜ ǎǘǳŘŜƴǘ Ƴŀȅ ƘŀǾŜ ǘƻ 
ŎƻƳǇƭŜǘŜ ŀŘŘƛǝƻƴŀƭ ǇŀǇŜǊǿƻǊƪ ƴƻǘ ƻƴƭȅ ǿƛǘƘ 
ȅƻǳǊǎŜƭŦΣ ōǳǘ ǿƛǘƘ ǘƘŜ ǊŜƭŜǾŀƴǘ ǎǘǳŘŜƴǘ ŜƳπ
ǇƭƻȅƳŜƴǘ ƻŶŎŜ ŀǎ ǿŜƭƭΦ aƻǊŜ ŘŜǘŀƛƭǎ ƻƴ Ǉŀπ
ǇŜǊǿƻǊƪ ŀǊŜ ǇǊƻǾƛŘŜŘ ƭŀǘŜǊ ƛƴ ǘƘƛǎ ǎŜŎǝƻƴΦ 

 

Troubleshooting Tips 
LŦ ȅƻǳ ǎƘƻǳƭŘ ŜƴŎƻǳƴǘŜǊ ŀƴȅ ǇǊƻōƭŜƳǎ ǿƘŜƴ ƛƴƛǝπ
ŀǝƴƎ ǘƘŜ ƘƛǊŜ ǘǊŀƴǎŀŎǝƻƴΣ ƛǘ Ƴŀȅ ōŜ ƻƴŜ ƻŦ ǘƘŜ 

ŦƻƭƭƻǿƛƴƎ ŎƻƳƳƻƴ ƛǎǎǳŜǎΥ 
 
¶ .Ŝ ǎǳǊŜ ȅƻǳ ŀǊŜ ƭƛǎǘŜŘ ƛƴ ǎŜŎǝƻƴ н ƻƴ ǘƘŜ ƧƻōΦ 
hƴƭȅ ǳǎŜǊǎ ƭƛǎǘŜŘ ƛƴ ǎŜŎǝƻƴ н Ŏŀƴ ƛƴƛǝŀǘŜ ŀ 
ƘƛǊŜ ǘǊŀƴǎŀŎǝƻƴΦ 

¶ .Ŝ ǎǳǊŜ ǘƘŀǘ ǘƘŜ Ƨƻō Ƙŀǎ ōŜŜƴ ƻǇŜƴ ǘƘǊŜŜ 
Řŀȅǎ ƻǊ ǘƘŀǘ ŬǾŜ ǇŜƻǇƭŜ ƘŀǾŜ ŀŘŘŜŘ ǘƘŜ Ƨƻō 
ǘƻ ǘƘŜƛǊ ŎŀǊǘΦ 

 
LŦ ƴƻƴŜ ƻŦ ǘƘŜǎŜ ŀǇǇƭȅ ƻǊ ŎƻǊǊŜŎǘ ǘƘŜ ǎƛǘǳŀǝƻƴΣ 
ǇƭŜŀǎŜ ŦŜŜƭ ŦǊŜŜ ǘƻ ŎƻƴǘŀŎǘ ȅƻǳǊ ŎŀƳǇǳǎΩ ǎǘǳŘŜƴǘ 
ŜƳǇƭƻȅƳŜƴǘ ƻŶŎŜΦ 
 

Supplemental Forms 
¢ƘŜ ŦƻƭƭƻǿƛƴƎ ŀǊŜ ŘŜǎŎǊƛǇǝƻƴǎ ƻŦ ǘƘŜ ǎǳǇǇƭŜπ
ƳŜƴǘŀƭ ŦƻǊƳǎ ǘƘŜ ǎǘǳŘŜƴǘ Ƴŀȅ ƴŜŜŘ ǘƻ ŎƻƳǇƭŜǘŜ 
ƛƴ ƻǊŘŜǊ ǘƻ ŎƻƳǇƭŜǘŜ ǘƘŜƛǊ ƘƛǊŜΦ 
 
Federal I-9 Form 

¢Ƙƛǎ ƛǎ ŀ ŦŜŘŜǊŀƭ ŦƻǊƳ ǘƘŀǘ ŘŜǘŜǊƳƛƴŜǎ ŀƴ ŜƳǇƭƻȅπ
ŜŜΩǎ ŜƭƛƎƛōƛƭƛǘȅ ǘƻ ƭŜƎŀƭƭȅ ǿƻǊƪ ƛƴ ǘƘŜ ¦ƴƛǘŜŘ {ǘŀǘŜǎΦ 
!ƭƭ ŜƳǇƭƻȅŜŜǎ ǿƛǘƘƛƴ ǘƘŜ ¦Φ{Φ Ƴǳǎǘ ŎƻƳǇƭŜǘŜ ǘƘŜ 
ŦƻǊƳ ŀƴŘ ǎƘƻǿ ǘƘŜ ǇǊƻǇŜǊ ŘƻŎǳƳŜƴǘŀǝƻƴΦ hƴŎŜ 
ȅƻǳ ƘŀǾŜ ƳŀŘŜ ŀƴ ƻũŜǊ ƻŦ ŜƳǇƭƻȅƳŜƴǘ ǘƻ ŀ ǎǘǳπ
ŘŜƴǘΣ ŀƴŘ ƘŜκǎƘŜ Ƙŀǎ ŀŎŎŜǇǘŜŘ ǘƘŀǘ ƻũŜǊΣ ǘƘŜ ǎǘǳπ
ŘŜƴǘ ǎƘƻǳƭŘ ŎƻƳǇƭŜǘŜ ǘƘƛǎ ŦƻǊƳΦ .ȅ ƭŀǿΣ ǘƘŜ ŦƻǊƳ 
Ƴǳǎǘ ōŜ Ŧǳƭƭȅ ŜȄŜŎǳǘŜŘ ǿƛǘƘƛƴ ǘƘǊŜŜ Řŀȅǎ ƻŦ 
ǎǘŀǊǝƴƎ ǿƻǊƪΣ ǿƘƛŎƘ ƛǎ ƻƴŜ ǊŜŀǎƻƴ ǿƘȅ ǎǘǳŘŜƴǘǎ 
Ƴŀȅ ƴƻǘ ǎǘŀǊǘ ǳƴǝƭ ǘƘŜƛǊ ƘƛǊŜ ƛǎ ŀǇǇǊƻǾŜŘ ōȅ ǘƘŜ 
{ǘǳŘŜƴǘ 9ƳǇƭƻȅƳŜƴǘ ƻŶŎŜ ŀǘ ȅƻǳǊ ŎŀƳǇǳǎΦ 
 ¢ƘŜ ŦƻǊƳ ƛǎ ƴƻǿ ŜƭŜŎǘǊƻƴƛŎ ŀƴŘ Ŏŀƴ ōŜ 
ǎǘŀǊǘŜŘ ƻƴ ǘƘŜ ǎŜŎŜ ǎȅǎǘŜƳ ōȅ ǘƘŜ ǎǘǳŘŜƴǘΣ ǿƘƻ 
ǿƛƭƭ ŎƻƳǇƭŜǘŜ ǎŜŎǝƻƴ м ŀƴŘ ǘƘŜƴ ǎǳōƳƛǘ ƛǘΦ hƴŎŜ 

HIRE Transaction - 24 

Hiring a Student Employee 



ǘƘƛǎ ƛǎ ŘƻƴŜΣ ǘƘŜ ǎǘǳŘŜƴǘ ǎƘƻǳƭŘ ōǊƛƴƎ ǘƘŜ ǊŜǉǳƛǊŜŘ 
ŘƻŎǳƳŜƴǘǎ ǘƻ ǘƘŜ ǊŜƭŜǾŀƴǘ ŎŀƳǇǳǎΩ ǎǘǳŘŜƴǘ ŜƳπ
ǇƭƻȅƳŜƴǘ ƻŶŎŜ ǘƻ ŬƴƛǎƘ ǘƘŜ ŦƻǊƳΦ 9ƭŜŎǘǊƻƴƛŎ L-фǎ 
ŀǊŜ ƎƻƻŘ ŀǘ ŀƴȅ ŎŀƳǇǳǎ ƛƴ ǘƘŜ ¦I ǎȅǎǘŜƳ ǘƘŀǘ 
ǳǎŜǎ ǘƘŜ ŜƭŜŎǘǊƻƴƛŎ ŦƻǊƳΦ 
 
Federal Tax Withholding Form (W-4) 

¢Ƙƛǎ ŦƻǊƳ ƛǎ ǳǎŜŘ ǘƻ ŘŜǘŜǊƳƛƴŜ ǘƘŜ CŜŘŜǊŀƭ ƛƴπ
ŎƻƳŜ ǘŀȄ ǿƛǘƘƘƻƭŘƛƴƎǎ ŦƻǊ ǘƘŜ ŜƳǇƭƻȅŜŜΦ ¢ƘŜ 
ŎƻƳǇƭŜǘŜŘ ŦƻǊƳ ǎƘƻǳƭŘ ōŜ ǊŜǘŀƛƴŜŘ ǿƛǘƘƛƴ ȅƻǳǊ 
ŘŜǇŀǊǘƳŜƴǘΦ 
 
State Tax Withholding Form (HW-4) 

¢Ƙƛǎ ŦƻǊƳ ƛǎ ǳǎŜŘ ǘƻ ŘŜǘŜǊƳƛƴŜ ǘƘŜ {ǘŀǘŜ ƻŦ Iŀǿŀƛƛ 
ƛƴŎƻƳŜ ǘŀȄ ǿƛǘƘƘƻƭŘƛƴƎǎ ŦƻǊ ǘƘŜ ŜƳǇƭƻȅŜŜΦ ¢ƘŜ 
ŎƻƳǇƭŜǘŜŘ ŦƻǊƳ ǎƘƻǳƭŘ ōŜ ǊŜǘŀƛƴŜŘ ǿƛǘƘƛƴ ȅƻǳǊ 
ŘŜǇŀǊǘƳŜƴǘΦ 
 

Additional Forms 
{ƻƳŜ ƻǊ ŀƭƭ ƻŦ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ŦƻǊƳǎ Ƴŀȅ ōŜ ǊŜπ
ǉǳƛǊŜŘ ōŀǎŜŘ ƻƴ ŎƛǊŎǳƳǎǘŀƴŎŜǎ ŀƴŘ ȅƻǳǊ ŎŀƳǇǳǎΩ 
ǇƻƭƛŎƛŜǎΦ ¢ƘŜǎŜ ŦƻǊƳǎ ŀǊŜ ƴƻǘ ǇŀǊǘ ƻŦ ǘƘŜ ǎǘŀƴŘŀǊŘ 
ƘƛǊƛƴƎ ǇǊƻŎŜǎǎΣ ōǳǘ ǊŀǘƘŜǊ ǘƘŜȅ ŀŘŘǊŜǎǎ ǎǇŜŎƛŀƭ 
ŎŀǎŜǎ ƻǊ ŦƻǊƳǎΦ 
 
90-Day Extension 

²ƘŜƴ ŀ ǎǘǳŘŜƴǘ ŎƻƳǇƭŜǝƴƎ ŀ ŦƻǊƳ L-ф ǇǊŜǎŜƴǘǎ ŀ 
ǊŜŎŜƛǇǘ ŦƻǊ ŀ ǊŜǇƭŀŎŜƳŜƴǘ ŘƻŎǳƳŜƴǘΣ ǘƘŜȅ Ƴŀȅ ōŜ 
ǊŜǉǳƛǊŜŘ ǘƻ ŎƻƳǇƭŜǘŜ ŀ фл-Řŀȅ ŜȄǘŜƴǎƛƻƴ ƳŜƳƻΦ 
! ǎǘǳŘŜƴǘ ǇǊŜǎŜƴǝƴƎ ŀ ǊŜŎŜƛǇǘ ŦƻǊ ŀ ǊŜǇƭŀŎŜƳŜƴǘ 
ŘƻŎǳƳŜƴǘ Ƙŀǎ фл Řŀȅǎ ǘƻ ǊŜǘǳǊƴ ǿƛǘƘ ǘƘŜ ŀŎǘǳŀƭ 
ŘƻŎǳƳŜƴǘΦ ¢Ƙƛǎ ǇŀǊǝŎǳƭŀǊ ŦƻǊƳ ƛǎ ƻƴƭȅ ǊŜǉǳƛǊŜŘ ŀǘ 
¦I aņƴƻŀΦ 
 
D-60 Form (Direct Deposit) 

¢ƘŜ ŦƻǊƳ 5-сл ƛǎ ǳǎŜŘ ǘƻ ŜǎǘŀōƭƛǎƘ ŘƛǊŜŎǘ ŘŜǇƻǎƛǘ 

ŦƻǊ ŀƭƭ ǎǘŀũ ƳŜƳōŜǊǎ όǎǘǳŘŜƴǘ ƻǊ ƻǘƘŜǊǿƛǎŜύΦ ¢ƘŜ 
ŦƻǊƳ Ŏŀƴ ōŜ ŦƻǳƴŘ ƻƴ ǘƘŜ tŀȅǊƻƭƭ ǿŜōǎƛǘŜ ŀƴŘ ȅƻǳ 
Ŏŀƴ Ŏƻƴǎǳƭǘ ǿƛǘƘ ȅƻǳǊ ŘŜǇŀǊǘƳŜƴǘŀƭ tŜǊǎƻƴƴŜƭ 
ƻŶŎŜǊ ƻƴ ŎƻƳǇƭŜǝƴƎ ǘƘŜ ŦƻǊƳΦ ¢ƘŜ ŦƻǊƳ ǎƘƻǳƭŘ 
ōŜ ǎŜƴǘ ǘƻ ǘƘŜ tŀȅǊƻƭƭ ƻŶŎŜ ǿƘŜƴ ŎƻƳǇƭŜǘŜŘΣ ƴƻǘ 
ȅƻǳǊ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘ ƻŶŎŜΦ 
 
FICA Questionnaire 

¢ƘŜ CL/! vǳŜǎǝƻƴƴŀƛǊŜ ƛǎ ǳǎŜŘ ǘƻ ŘŜǘŜǊƳƛƴŜ 
ǿƘŜǘƘŜǊ ƻǊ ƴƻǘ ŀ ǎǘǳŘŜƴǘ ƛǎ Exempt ŦǊƻƳ CL/! 
ǘŀȄŜǎΦ ²ƘƛƭŜ ǘƘƛǎ ƛǎ ǇǊƛƳŀǊƛƭȅ ǳǎŜŘ ǘƻ ŘŜǘŜǊƳƛƴŜ 
ǘƘŜƛǊ ǎǘŀǘǳǎ ŦƻǊ ǘƘŜ ǎǳƳƳŜǊ ƳƻƴǘƘǎΣ ƛǘ Ŏŀƴ ŀƭǎƻ ōŜ 
ǳǎŜŘ ǘƻ ƳŀƪŜ ǘƘƛǎ ŘŜǘŜǊƳƛƴŀǝƻƴ ŦƻǊ ǘƘŜ ǊŜƎǳƭŀǊ 
ŀŎŀŘŜƳƛŎ ǘŜǊƳǎ ŀǎ ǿŜƭƭΦ ¢ȅǇƛŎŀƭƭȅ ƻƴƭȅ ¦ƴŎƭŀǎǎƛπ
ŬŜŘ ǎǘǳŘŜƴǘǎ ǿƛƭƭ ōŜ Not Exempt ŘǳǊƛƴƎ ǘƘŜ ǊŜƎǳπ
ƭŀǊ ŀŎŀŘŜƳƛŎ ǘŜǊƳǎ όCŀƭƭκ{ǇǊƛƴƎύΦ ¢ƘŜ ǉǳŜǎǝƻƴπ
ƴŀƛǊŜ ŘƻŜǎ ƴƻǘ ƴŜŜŘ ǘƻ ōŜ ǎŜƴǘ ǘƻ ǘƘŜ ǎǘǳŘŜƴǘ ŜƳπ
ǇƭƻȅƳŜƴǘ ƻŶŎŜΦ 
 
FWS Information & Policies 

{ǘǳŘŜƴǘǎ ǿƘƻ ƘŀǾŜ ŀ C²{ ŀǿŀǊŘ ǘƘŀǘ ǿƛƭƭ ōŜ ǳǎŜŘ 
ŀǘ ŀ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘ Ƨƻō Ƴŀȅ ōŜ ǊŜǉǳƛǊŜŘ ǘƻ 
ŎƻƳǇƭŜǘŜ ŀ ŦƻǊƳ ƛƴŘƛŎŀǝƴƎ ǘƘŜȅ ŀƴŘ ǘƘŜƛǊ ŜƳπ
ǇƭƻȅŜǊ ƘŀǾŜ ǊŜŀŘ ŀƴŘ ǿƛƭƭ ŎƻƳǇƭȅ ǿƛǘƘ ǘƘŜ ǊŜπ
ǉǳƛǊŜƳŜƴǘǎ ƻŦ ǘƘŜ C²{ ǇǊƻƎǊŀƳΦ ¢Ƙƛǎ ŦƻǊƳ ƛǎ ƻƴƭȅ 
ǊŜǉǳƛǊŜŘ ŀǘ ¦I aņƴƻŀ ŀƴŘ ǎƘƻǳƭŘ ōŜ ǎǳōƳƛǧŜŘ 
ǘƻ ǘƘŜ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘ ƻŶŎŜΦ 
 
General ConĜdentiality Notice (GCN) 

{ǘǳŘŜƴǘǎ ǿƘƻ ǿƛƭƭ ƘŀǾŜ ŀŎŎŜǎǎ ǘƻ ǎŜƴǎƛǝǾŜ ƻǊ ǇŜǊπ
ǎƻƴŀƭƭȅ ƛŘŜƴǝŬŀōƭŜ ƛƴŦƻǊƳŀǝƻƴ Ƴŀȅ ōŜ ǊŜǉǳƛǊŜŘ 
ǘƻ ŎƻƳǇƭŜǘŜ ǘƘŜ DŜƴŜǊŀƭ /ƻƴŬŘŜƴǝŀƭƛǘȅ bƻǝŎŜΦ 
¢ƘŜ ŦƻǊƳ Ŏŀƴ ōŜ ŘƻƴŜ ƛƴ ǇǊƛƴǘ ƻǊ ǘƘǊƻǳƎƘ ǘƘŜ 
!/9w ǎƛǘŜ όƘǧǇǎΥκκǿǿǿΦƘŀǿŀƛƛΦŜŘǳκƛǘǎκŀŎŜǊκύΦ 
tǊƛƴǘŜŘ ŦƻǊƳǎ ǎƘƻǳƭŘ ōŜ ǊŜǘŀƛƴŜŘ ǿƛǘƘƛƴ ȅƻǳǊ ŘŜπ
ǇŀǊǘƳŜƴǘ ŀƴŘ ƴƻǘ ǎŜƴǘ ǘƻ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘΦ 
Multi-Job Memo 

! ǎǘǳŘŜƴǘ ǿƻǊƪƛƴƎ ƳƻǊŜ ǘƘŀƴ ƻƴŜ ǎǘǳŘŜƴǘ ŜƳπ
ǇƭƻȅƳŜƴǘ Ƨƻō Ƴŀȅ ōŜ ǊŜǉǳƛǊŜŘ ǘƻ ŎƻƳǇƭŜǘŜ ŀ aǳƭπ
ǝ-Wƻō aŜƳƻ ƛŦ ǘƘŜ ŎŀƳǇǳǎ ǊŜǉǳƛǊŜǎ ƛǘΦ 9ŀŎƘ ǎǳπ
ǇŜǊǾƛǎƻǊ ŀŎƪƴƻǿƭŜŘƎŜǎ ǘƘŀǘ ǘƘŜ ǎǘǳŘŜƴǘ ǿƛƭƭ ƴƻǘ 
ŜȄŎŜŜŘ нл ƘƻǳǊǎ ǇŜǊ ǿŜŜƪ ōŜǘǿŜŜƴ ǘƘŜ ǘǿƻ Ƨƻōǎ 
ŘǳǊƛƴƎ ǘƘŜ ŀŎŀŘŜƳƛŎ ǇŜǊƛƻŘǎΦ ¢Ƙƛǎ ŦƻǊƳ ƛǎ ŎǳǊǊŜƴǘπ
ƭȅ ƻƴƭȅ ǊŜǉǳƛǊŜŘ ŀǘ ¦I aņƴƻŀΣ ǘƘƻǳƎƘ ǎǘǳŘŜƴǘǎ 
ōŜƛƴƎ ƘƛǊŜŘ ƛƴǘƻ ŀ aņƴƻŀ Ǉƻǎƛǝƻƴ Ƴŀȅ ōŜ ŀǎƪŜŘ 
ǘƻ ƘŀǾŜ ǘƘŜƛǊ ŜƳǇƭƻȅŜǊǎ ŀǘ ƻǘƘŜǊ ŎŀƳǇǳǎŜǎ ŎƻƳπ
ǇƭŜǘŜ ǘƘŜ ŦƻǊƳΦ 
 
PTS Enrollment Form 

{ǘǳŘŜƴǘ ŜƳǇƭƻȅŜŜǎ ǘƘŀǘ ŀǊŜ CL/! bƻǘ 9ȄŜƳǇǘ 
ŦǊƻƳ ŀǘ ŀƴȅ ǝƳŜ ǿƛƭƭ ƴŜŜŘ ǘƻ ŎƻƳǇƭŜǘŜ ǘƘŜ t¢{ 
9ƴǊƻƭƭƳŜƴǘ ŦƻǊƳΦ ¢ƘŜȅ ǿƛƭƭ ƻƴƭȅ ƴŜŜŘ ǘƻ Řƻ ǎƻ 
ƻƴŎŜ ǎƻ ƭƻƴƎ ŀǎ ǘƘŜǊŜ ƛǎ ƴƻ ǎƛƎƴƛŬŎŀƴǘ ōǊŜŀƪ ƛƴ 
ŜƳǇƭƻȅƳŜƴǘ όƻǾŜǊ ŀ ȅŜŀǊύΣ ŜǾŜƴ ƛŦ ǘƘŜ ǎǘǳŘŜƴǘ 
ǎǿƛǘŎƘŜǎ ōŜǘǿŜŜƴ 9ȄŜƳǇǘ ŀƴŘ bƻǘ 9ȄŜƳǇǘ ǎŜǾŜǊπ
ŀƭ ǝƳŜǎΦ ¢Ƙƛǎ ŦƻǊƳ ƛǎ ǊƻǳǘŜŘ ǘƘǊƻǳƎƘ ȅƻǳǊ ŘŜǇŀǊǘπ
ƳŜƴǘΩǎ ǇŜǊǎƻƴƴŜƭ ƻŶŎŜ ŀƴŘ ǎƘƻǳƭŘ ƴƻǘ ōŜ ǎŜƴǘ ǘƻ 
ǘƘŜ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘ ƻŶŎŜΦ 

HIRE Transaction - 25 



HIRE Transaction - 26 

{ǘŜǇ мΥ 
tǊŜǎǎ ƻƴ ǘƘŜ Applicants ōǳǧƻƴ ǘƻ ǎŜŜ ǘƘŜ ƭƛǎǘ ƻŦ 
ǎǘǳŘŜƴǘǎ ǘƘŀǘ ƘŀǾŜ ŀǇǇƭƛŜŘ ŦƻǊ ȅƻǳǊ ǇƻǎƛǝƻƴΦ 

Steps for Initiating a Hire 

{ǘŜǇ нΥ 
tǊŜǎǎ ƻƴ ǘƘŜ Hire ōǳǧƻƴ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘ ǘƻ ƛƴƛǝπ
ŀǘŜ ǘƘŜ ILw9 ǘǊŀƴǎŀŎǝƻƴΦ 

{ǘŜǇ оΥ 
LŦ ǘƘŜ ƘƛǊŜ ǿƻǳƭŘ Ŭƭƭ ǘƘŜ ƭŀǎǘ ƻǇŜƴƛƴƎ ŀǾŀƛƭŀōƭŜ 
ŦƻǊ ǘƘŜ ƧƻōΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ǘƘƛǎ ǇƻǇ-ǳǇΦ ¢Ƙƛǎ ŀƭƭƻǿǎ 
ȅƻǳ ǘƻ ŜƛǘƘŜǊ ŀŘŘ ŀŘŘƛǝƻƴŀƭ ƻǇŜƴƛƴƎǎ ǎƻ ŀǎ ǘƻ 
ƪŜŜǇ ǘƘŜ Ƨƻō ƻǇŜƴ ƻǊ ŎƭƻǎŜ ǘƘŜ Ƨƻō ƛŦ ƴƻ ŀŘŘƛπ
ǝƻƴŀƭ ƻǇŜƴƛƴƎǎ ŀǊŜ ŀǾŀƛƭŀōƭŜΦ !ŘŘ ǘƘŜ ƴǳƳōŜǊ 
ƻŦ ƻǇŜƴƛƴƎǎ ŀƴŘ ǇǊŜǎǎ Submit ƛŦ ȅƻǳ ƘŀǾŜ ŀŘŘƛπ
ǝƻƴŀƭ ƻǇŜƴƛƴƎǎΦ tǊŜǎǎ No Additional Openings 
ƛŦ ȅƻǳ ǿƛǎƘ ǘƻ ŎƭƻǎŜ ǘƘŜ ƧƻōΦ 
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LŦ ȅƻǳ ǎŜŜ ǘƘƛǎ ƳŜǎǎŀƎŜ ȅƻǳ Ƴŀȅ ǇǊƻŎŜŜŘ ǿƛǘƘ ǘƘŜ ƘƛǊŜ ŀǎ ƴƻǊƳŀƭΣ 
ōǳǘ ȅƻǳ ǎƘƻǳƭŘ ƘŀǾŜ ȅƻǳǊ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅŜŜ ŎƻƴǘŀŎǘ ǘƘŜ {9 ƻŶŎŜ 
ǘƻ ƎŜǘ ǘƘŜƛǊ {{b ƻƴ ŬƭŜΦ 

{ǘŜǇ пΥ 
Cƛƭƭ ƛƴ ǘƘŜ IƛǊŜ ǘǊŀƴǎŀŎǝƻƴ ŘŜǘŀƛƭǎ ŀƴŘ ŀǇǇǊƻǾŜ ƛǘΦ aƻǊŜ ŘŜǘŀƛƭǎ ƻƴ 
ǘƘŜ ŘƛũŜǊŜƴǘ ŀǎǇŜŎǘǎ ƻŦ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴ ŀǊŜ ƎƛǾŜƴ ōŜƭƻǿΦ 

¢ƘŜ ǎǘǳŘŜƴǘΩǎ ōƛƻƎǊŀǇƘƛŎŀƭ ƛƴŦƻǊƳŀǝƻƴ ǿƛƭƭ ōŜ ǇǳƭƭŜŘ ƛƴ ŀǳǘƻƳŀǝπ
ŎŀƭƭȅΦ ¸ƻǳ Ƴŀȅ ŎƘŀƴƎŜ ǘƘŜ ŀŘŘǊŜǎǎ ŀǘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜǉǳŜǎǘΣ ōǳǘ 
ǇƭŜŀǎŜ ƪŜŜǇ ƛƴ ƳƛƴŘ ǘƘŀǘ ǘƘŜ ŀŘŘǊŜǎǎ ǇǊƛƴǘŜŘ ƻƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ²н 
ǿƛƭƭ ōŜ ǿƘŀǘ ƛǎ ƭƛǎǘŜŘ ƘŜǊŜΦ 

{ŜƭŜŎǘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŎƛǝȊŜƴǎƘƛǇ ƛƴŦƻǊƳŀǝƻƴ ƘŜǊŜΦ LŦ ǘƘŜȅ ŀǊŜ ƴƻǘ ŀ 
ŎƛǝȊŜƴΣ ŀƭǎƻ ƛƴŎƭǳŘŜ ƛƴ ǘƘŜ ƴŜȄǘ ŬŜƭŘ ǘƘŜ /ƻǳƴǘǊȅΦ 

LŦ ȅƻǳǊ ŎŀƳǇǳǎ ǇŀǊǝŎƛǇŀǘŜǎ ƛƴ ǘƘŜ 9-±ŜǊƛŦȅ ǇǊƻƎǊŀƳΣ ȅƻǳǊ CƛǎŎŀƭ !ǳπ
ǘƘƻǊƛǘȅ ǿƛƭƭ ƴŜŜŘ ǘƻ ƛƴŘƛŎŀǘŜ ƘŜǊŜ ǿƘŜǘƘŜǊ ƻǊ ƴƻǘ ǘƘƛǎ ƘƛǊŜ ƛǎ ǎǳōƧŜŎǘ 
ǘƻ 9-±ŜǊƛŬŎŀǝƻƴΦ !ƭƭ ¦I aŀƴƻŀ ǎǘǳŘŜƴǘ ƘƛǊŜǎ ŀǊŜ 9-±ŜǊƛŬŜŘΣ ǎƻ ǘƘƛǎ 
ŬŜƭŘ ƛǎ ƭƻŎƪŜŘ ǘƻ YesΦ 

{ŜƭŜŎǘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƳŀǊƛǘŀƭ ǎǘŀǘǳǎΦ LƴǘŜǊƴŀǝƻƴŀƭ ǎǘǳŘŜƴǘǎ ŀǊŜ ǊŜπ
ǉǳƛǊŜŘ ǘƻ Ǉǳǘ {ƛƴƎƭŜ ƛƴ Ƴƻǎǘ ŎŀǎŜǎ όǎŜŜ Notice 1392, Supplement W-
4 form for Nonresident AliensύΦ 

{Ŝǘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǘŀȄ ŜȄŜƳǇǝƻƴǎ ŀǎ ŘŜǘŜǊƳƛƴŜŘ ōȅ ǘƘŜ ƛƴŦƻǊƳŀǝƻƴ 
ƻƴ ǘƘŜƛǊ ²-п ŀƴŘ I²-п ŦƻǊƳǎΦ bƻǘŜ ǘƘŀǘ ƛƴǘŜǊƴŀǝƻƴŀƭ ǎǘǳŘŜƴǘǎ ǿƛƭƭ 
ŘŜŦŀǳƭǘ ǘƻ лм CŜŘŜǊŀƭ ǘŀȄ ŜȄŜƳǇǝƻƴ ŀƴŘ ǘƘƛǎ Ŏŀƴƴƻǘ ōŜ ŎƘŀƴƎŜŘ 
ǳƴƭŜǎǎ ǘƘŜȅ Ŏƻǳƴǘ ŀǎ ŀ ǊŜǎƛŘŜƴǘ ŀƭƛŜƴ ŦƻǊ ǘŀȄ ǇǳǊǇƻǎŜǎ όǎŜŜ Notice 
1392, Supplemental W-4 form for Nonresident AliensύΦ ¸ƻǳ ǿƛƭƭ 
ƴŜŜŘ ǘƻ ŎƻƴǘŀŎǘ ȅƻǳǊ ŎŀƳǇǳǎ {9 ƻŶŎŜ ǘƻ ƳŀƪŜ ǘƘƛǎ ŎƘŀƴƎŜΦ LŦ ǘƘŜ 
ǎǘǳŘŜƴǘ ǿƛǎƘŜǎ ǘƻ ŎƭŀƛƳ ŀŘŘƛǝƻƴŀƭ ǿƛǘƘƘƻƭŘƛƴƎΣ ǘƘƛǎ Ŏŀƴ ōŜ ŘƻƴŜ ƛƴ 
Ϸр ƛƴŎǊŜƳŜƴǘǎ ŦƻǊ ŦŜŘŜǊŀƭ ŀƴŘ Ϸн ƛƴŎǊŜƳŜƴǘǎ ŦƻǊ ǎǘŀǘŜ ōȅ ǳǎƛƴƎ ŀ 
ƴŜƎŀǝǾŜ ǾŀƭǳŜΦ CƻǊ ŜȄŀƳǇƭŜΣ -лп ŦŜŘŜǊŀƭ ǿƻǳƭŘ ƳŜŀƴ Ϸнл ƻŦ ŀŘŘƛπ
ǝƻƴŀƭ ǿƛǘƘƘƻƭŘƛƴƎΦ 
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¦ǎŜ ǘƘƛǎ ŘǊƻǇ Řƻǿƴ ƳŜƴǳ ǘƻ ƛƴŘƛŎŀǘŜ ƛŦ ǘƘƛǎ ƛǎ ŀ ƴŜǿ ƘƛǊŜ ƻǊ ǊŜπ
ƘƛǊŜΦ LŦ ȅƻǳ ǎŜƭŜŎǘ ǊŜƘƛǊŜ ŀƴŘ ǿƛǎƘ ǘƻ ǎǘŀǊǘ ǘƘŜ ǎǘǳŘŜƴǘ ŀǘ ǘƘŜ Ǉŀȅ 
ǎǘŜǇ ǘƘŜȅ ƭŜƊ ŀǘΣ ǇƭŜŀǎŜ ƭŜŀǾŜ ŎƻƳƳŜƴǘǎ ǘƻ ȅƻǳǊ {9 ƻŶŎŜ ƛƴŘƛπ
ŎŀǝƴƎ ǘƘƛǎ ƛǎ ǘƘŜ ŎŀǎŜΦ  

¢ƘŜ CL/! /ƻŘŜ Ŏŀƴ ōŜ ŘŜǘŜǊƳƛƴŜŘ ōȅ ŎƻƳǇƭŜǝƴƎ ǘƘŜ CL/! ǉǳŜǎπ
ǝƻƴƴŀƛǊŜ ǿƛǘƘ ǘƘŜ ǎǘǳŘŜƴǘΦ LƴǘŜǊƴŀǝƻƴŀƭ ǎǘǳŘŜƴǘǎ ŀǊŜ ŜȄŜƳǇǘ 
ŦǊƻƳ CL/!Φ 

¢Ƙƛǎ ǎŜŎǝƻƴ ŘƛǎǇƭŀȅǎ ǘƘŜ Ƨƻō ƛƴŦƻǊƳŀǝƻƴ ŀǎ ƛǘ ŜȄƛǎǘŜŘ ŀǘ ǘƘŜ ǝƳŜ 
ǘƘŜ ƘƛǊŜ ǘǊŀƴǎŀŎǝƻƴ ǿŀǎ ƎŜƴŜǊŀǘŜŘΦ ¢Ƙƛǎ ƛǎ ŘƻƴŜ ǎƻ ǘƘŀǘ ŜǾŜƴ ƛŦ 
ǘƘŜ Ƨƻō ƛǎ ŎƘŀƴƎŜŘ ƭŀǘŜǊΣ ǘƘŜǊŜ ƛǎ ŀ ǊŜŎƻǊŘ ƻŦ ǘƘŜ ƻǊƛƎƛƴŀƭ ǘŜǊƳǎ ƻŦ 
ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŜƳǇƭƻȅƳŜƴǘΦ 5ǳǝŜǎ ŀƴŘ vǳŀƭƛŬŎŀǝƻƴǎ Ŏŀƴƴƻǘ ōŜ 
ŜŘƛǘŜŘ ŀǘ ǘƘƛǎ ǎǘŜǇΦ /ƘŜŎƪ ǘƻ ƳŀƪŜ ǎǳǊŜ ǘƘŜ ǎǘǳŘŜƴǘ ƛǎ ōŜƛƴƎ ƘƛǊŜŘ 
ŦƻǊ ǘƘŜ ŎƻǊǊŜŎǘ Ƨƻō ƴǳƳōŜǊ ŀƴŘ ŀǘ ǘƘŜ ŎƻǊǊŜŎǘ Ǉŀȅ ŎƭŀǎǎΦ 

LƴŘƛŎŀǘŜ ƘŜǊŜ ǘƘŜ ƭŜǾŜƭ ƻŦ ǎǳǇŜǊǾƛǎƛƻƴ ǘƘŜ ǎǘǳŘŜƴǘ ǿƛƭƭ ǊŜǉǳƛǊŜ ŀƴŘ 
ǿƘŜǘƘŜǊ ƻǊ ƴƻǘ ǘƘŜ ǎǘǳŘŜƴǘ ǿƛƭƭ ǎǳǇŜǊǾƛǎƻǊ ƻǘƘŜǊǎΦ 

Static Fields 
{ǘŀǝŎ ŬŜƭŘǎ ŀǊŜ ŬŜƭŘǎ ȅƻǳ Ŏŀƴƴƻǘ ǘȅǇŜ ƛƴǘƻ ƻǊ ŎƘŀƴƎŜΦ ²ƘŜƴ ŀ 
ŬŜƭŘ ƛǎ ǎǘŀǝŎΣ ŀƴŘ ǘƘŜ ƛƴŦƻǊƳŀǝƻƴ ƛǎ ƛƴŀŎŎǳǊŀǘŜΣ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ 
ŎƻƴǘŀŎǘ ȅƻǳǊ ŎŀƳǇǳǎΩ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘ ƻŶŎŜ ǘƻ ƘŀǾŜ ǘƘŜ 
ŎƘŀƴƎŜ ƳŀŘŜ ƻǊ ǊŜŎŜƛǾŜ ƛƴǎǘǊǳŎǝƻƴǎ ƻƴ Ƙƻǿ ǘƘŜ ŎƘŀƴƎŜ Ŏŀƴ ōŜ 
ƳŀŘŜΦ /ƘŀƴƎŜǎ ǘƻ 5ǳǝŜǎ ŀƴŘ vǳŀƭƛŬŎŀǝƻƴǎ Ŏŀƴ ōŜ ǊŜǉǳŜǎǘŜŘ 
ŦǊƻƳ ǘƘŜ Wƻō ǇŀƎŜ ǳǎƛƴƎ ǘƘŜ Request Update to Locked Data 
ōǳǧƻƴΦ 

¢ƘŜ tŀȅ /ƭŀǎǎ ŀƴŘ {ǘŜǇ ŀǊŜ ŬȄŜŘΦ !ƭƭ ƴŜǿ ƘƛǊŜǎ ǎǘŀǊǘ ŀǘ ǘƘŜ ŬǊǎǘ 
ǎǘŜǇ ǇŜǊ !ta !фΦуулΦ !ƴ ŜƳǇƭƻȅŜǊ Ƴŀȅ ǊŜǉǳŜǎǘ ǘƘŀǘ ŀ ǎǘǳŘŜƴǘ 
ōŜ ƘƛǊŜŘ ŀǘ ŀ ƘƛƎƘŜǊ ǎǘŜǇ ōŀǎŜŘ ƻƴ ǊŜƭŜǾŀƴǘ ŜȄǇŜǊƛŜƴŎŜ ƛƴ ǘƘŀǘ 
ǎǇŜŎƛŬŎ ƧƻōΣ ƭƛƪŜ ǿƘŜƴ ŀ ǎǘǳŘŜƴǘ ƛǎ ōŜƛƴƎ ǊŜƘƛǊŜŘ ŦƻǊ ǘƘŜ ǎŀƳŜ 
ǇƻǎƛǝƻƴΦ ¸ƻǳ ǎƘƻǳƭŘ ƭŜŀǾŜ ŎƻƳƳŜƴǘǎ ŦƻǊ {9 ǿƛǘƘ ŀ ƧǳǎǝŬŎŀǝƻƴ 
ǿƘŜƴ ȅƻǳ ǿƛǎƘ ǘƘŜ ǎǘǳŘŜƴǘ ǘƻ ǎǘŀǊǘ ŀǘ ŀ ƘƛƎƘŜǊ ǎǘŜǇΦ 



HIRE Transaction - 29 

{ŜƭŜŎǘ ǘƘŜ ŀǇǇƻƛƴǘƳŜƴǘ ǇŜǊƛƻŘ ŦƻǊ ǘƘŜ ǎǘǳŘŜƴǘΣ ƳŜŀƴƛƴƎ ǘƘŜ ǇŜǊƛπ
ƻŘ ƛƴ ǿƘƛŎƘ ȅƻǳ ŜȄǇŜŎǘ ǘƘŜ ǎǘǳŘŜƴǘ ǘƻ ōŜ ƛƴ ȅƻǳǊ ŜƳǇƭƻȅΦ bƻǘŜ 
ǘƘŀǘ ǘƘŜ ŀǇǇƻƛƴǘƳŜƴǘ ǇŜǊƛƻŘ Ŏŀƴƴƻǘ ŜȄŎŜŜŘ ƻƴŜ ȅŜŀǊ ƴƻǊ Ŏŀƴ ƛǘ 
ōŜƎƛƴ ǇǊƛƻǊ ǘƻ ǘƘŜ ŘŀǘŜ ƻŦ ǘƘŜ Ƨƻō ŀǇǇƭƛŎŀǝƻƴΦ CƻǊ ƳƻǊŜ ŘŜǘŀƛƭǎ ƻƴ 
ŀǇǇƻƛƴǘƳŜƴǘ ǇŜǊƛƻŘǎΣ ǎŜŜ ǘƘŜ APM A9.880Φ 

9ƴǘŜǊ ǘƘŜ tŀȅǊƻƭƭ LƴŦƻǊƳŀǝƻƴ ƘŜǊŜΦ 9ŀŎƘ ŀŎŎƻǳƴǘ ŎƻŘŜ ǘƘŀǘ ǿƛƭƭ 
ōŜ ǳǎŜŘ ǘƻ Ǉŀȅ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǿŀƎŜǎ ǎƘƻǳƭŘ ōŜ ŜƴǘŜǊŜŘ ƛƴ ǘƘƛǎ 
ǎŜŎǝƻƴΣ ōǳǘ ȅƻǳ Ƴǳǎǘ ŜƴǘŜǊ ŀǘ ƭŜŀǎǘ ƻƴŜ ŀŎŎƻǳƴǘ ŎƻŘŜΦ  
 
¶ tŀȅǊƻƭƭ bǳƳōŜǊΥ ¢ȅǇƛŎŀƭƭȅ F3 - RegularΣ ǳƴƭŜǎǎ ǘƘŜ ǎǘǳŘŜƴǘ 
Ƙŀǎ ŀ CŜŘŜǊŀƭ ²ƻǊƪ {ǘǳŘȅ όC²{ύ ŀǿŀǊŘΣ ƛƴ ǿƘƛŎƘ ŎŀǎŜ F1 - 
Federal Work Study Ƴŀȅ ōŜ ǎŜƭŜŎǘŜŘ ŦƻǊ ǘƘŜ ŀŎŎƻǳƴǘ ŦǊƻƳ 
ǿƘƛŎƘ ȅƻǳǊ ŎƻƴǘǊƛōǳǝƻƴ ǿƛƭƭ ŎƻƳŜΦ /ƻƴǎǳƭǘ ǿƛǘƘ ȅƻǳǊ 
ŎŀƳǇǳǎΩ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘ ƻŶŎŜ ŦƻǊ ŀŘŘƛǝƻƴŀƭ ƛƴŦƻǊπ
Ƴŀǝƻƴ ǊŜƭŀǘŜŘ ǘƻ C²{Φ 

¶ ²ŀǊǊŀƴǘ /ƻŘŜΥ ¢ƘŜ ǘƘǊŜŜ-ŘƛƎƛǘ ŎƻŘŜ ǘƘŀǘ ŘŜǘŜǊƳƛƴŜǎ ǘƻ 
ǿƘƛŎƘ ŘŜǇŀǊǘƳŜƴǘ ŎƘŜŎƪǎ ǿƛƭƭ ōŜ ǊƻǳǘŜŘΦ 

¶ /ŀƳǇǳǎΥ ¢ƘŜ ŎŀƳǇǳǎ ǘƘŀǘ ŎƻƴǘǊƻƭǎκŦǳƴŘǎ ǘƘƛǎ ŀŎŎƻǳƴǘΦ ¢ƘŜ 
ŦǳƴŘƛƴƎ ǎƻǳǊŎŜ ƻŦ ǘƘŜ Ƨƻō ŀƴŘ ǘƘŜ ŎŀƳǇǳǎ ŎƻŘŜ ǎƘƻǳƭŘ 
ǳǎǳŀƭƭȅ ƳŀǘŎƘΦ bƻǘŜ ǘƘŀǘ ǘƘŜ ǿƻǊƪ ƭƻŎŀǝƻƴ ŀƴŘ ŜǾŜƴ 
ǎǳǇŜǊǾƛǎƛƴƎ ǎǘŀũ Ƴŀȅ ōŜ ŦǊƻƳ ŀ ŘƛũŜǊŜƴǘ ŎŀƳǇǳǎ ǘƘŀƴ ǘƘŜ 
ŦǳƴŘƛƴƎ ǎƻǳǊŎŜκŎŀƳǇǳǎ ŎƻŘŜΣ ŀǎ ǎƻƳŜ Ǉƻǎƛǝƻƴǎ Ƴŀȅ ōŜ 
ŦǳƴŘŜŘ ŀƴŘ ƳŀƴŀƎŜŘ ŀǎ ŀ ŎƻƻǇŜǊŀǝǾŜ ŜũƻǊǘ ōŜǘǿŜŜƴ 
ŎŀƳǇǳǎŜǎΦ 

¶ !ŎŎƻǳƴǘ /ƻŘŜΥ ¢ƘŜ Ŧǳƭƭ ŦƻǳǊǘŜŜƴ-ŘƛƎƛǘ ŀŎŎƻǳƴǘ ŎƻŘŜ ƛǎ 
ŎƻƴŘŜƴǎŜŘ ƛƴǘƻ ŀ ǎŜǾŜƴ-ŘƛƎƛǘ ŎƻŘŜ ǳǎŜŘ ŦƻǊ ƎŜƴŜǊŀƭ ǇǳǊǇƻǎŜǎΤ 
ǘƘŜ ƭŀǎǘ ǎŜǾŜƴ ŘƛƎƛǘǎ ƻŦ ǘƘŜ Ŧǳƭƭ ŎƻŘŜ ƛƴ ǘƘƛǎ ŎŀǎŜΦ 9ƳǇƭƻȅŜǊ 
ŎƻƴǘǊƛōǳǝƻƴǎ ŀƴŘ ƻǾŜǊŜŀǊƴƛƴƎǎ ǿƛƭƭ ōŜ ŎƘŀǊƎŜŘ ǘƻ ǘƘƛǎ 
ŀŎŎƻǳƴǘ ƛƴ ǘƘŜ ŎŀǎŜ ƻŦ C²{ ǎǘǳŘŜƴǘǎ ǿƘŜƴ ƻƴ ǘƘŜ Cм ǇŀȅǊƻƭƭ 
ƴǳƳōŜǊΦ CƻǊ ǎǘǳŘŜƴǘǎ ƻƴ ǘƘŜ Cо ǇŀȅǊƻƭƭ ƴǳƳōŜǊΣ ŀƭƭ ŜŀǊƴƛƴƎǎ 
ŦƻǊ ƘƻǳǊǎ ŀƭƭƻŎŀǘŜŘ ǘƻ ǘƘƛǎ ŀŎŎƻǳƴǘ ǿƛƭƭ ōŜ ŎƘŀǊƎŜŘ ǘƻ ǘƘŜ 
ŀŎŎƻǳƴǘΦ 

¶ {ǳō-!ŎŎƻǳƴǘ /ƻŘŜΥ aƻǎǘ ŀŎŎƻǳƴǘǎ ǿƛƭƭ ƴƻǘ ǳǎŜ ŀ ǎǳō-ŀŎŎƻǳƴǘ 
ŎƻŘŜΣ ōǳǘ ǘƘƛǎ ƭƛƴŜ ƛǎ ǇǊƻǾƛŘŜŘ ǎƘƻǳƭŘ ǘƘŜǊŜ ōŜ ƻƴŜΦ 

LŦ ǘƘŜ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅŜŜ ǿƛƭƭ ōŜ ǇŀƛŘ ŦǊƻƳ ƳƻǊŜ ǘƘŀƴ ƻƴŜ ŀŎŎƻǳƴǘΣ ȅƻǳ Ƴŀȅ ǇǊŜǎǎ ǘƘƛǎ ǘƻ 
ŀŘŘ ŀƴ ŀŘŘƛǝƻƴŀƭ ŀŎŎƻǳƴǘΦ 



Hiring Process 
¢ƘŜ IƛǊŜ ǘǊŀƴǎŀŎǝƻƴ ǊŜŎŜƛǾŜǎ ŀ ƴǳƳōŜǊ ƻŦ ŀǇπ
ǇǊƻǾŀƭǎ ŀƭƻƴƎ ǘƘŜ ǿŀȅ ǘƻ ōŜƛƴƎ ǇǊƻŎŜǎǎŜŘ ƛƴǘƻ ǘƘŜ 
ǇŀȅǊƻƭƭ ǎȅǎǘŜƳΦ ¢ƘŜ ƅƻǿŎƘŀǊǘ ŀǘ ǘƘŜ ōƻǧƻƳ ƻŦ 
ǘƘŜ ǇŀƎŜ ǎǳƳƳŀǊƛȊŜǎ ǘƘŜ ǇǊƻŎŜǎǎ ŀ ƘƛǊŜ ǘǊŀƴǎŀŎπ
ǝƻƴ ƎƻŜǎ ǘƘǊƻǳƎƘΦ 
 

Create the Hire Transaction 
!ƴȅ ǳǎŜǊ ƭƛǎǘŜŘ ƛƴ ǎŜŎǝƻƴ н Ƴŀȅ ŎǊŜŀǘŜ ǘƘŜ ƘƛǊŜ 
ǘǊŀƴǎŀŎǝƻƴ ǳǎƛƴƎ ǘƘŜ Hire ōǳǧƻƴ ŀǎ ŘŜǎŎǊƛōŜŘ 
ŜŀǊƭƛŜǊΦ LŦ ǘƘŜ ŎǊŜŀǘƻǊ ŘƻŜǎ ƴƻǘ ŎƘŜŎƪ ǘƘŜƛǊ ŀǇǇǊƻǾπ
ŀƭ ōƻȄΣ ǘƘŜ ŬǊǎǘ ŀǇǇǊƻǾŜǊ ƛƴ ǘƘŜ ŎƘŀƛƴ ǿƛƭƭ ōŜ ƴƻǝπ
ŬŜŘ ǘƻ ŀǇǇǊƻǾŜ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴ ǿƘŜƴ ǘƘŜ ǘǊŀƴǎŀŎπ
ǝƻƴ ƛǎ ǎŀǾŜŘΦ LŦ ǘƘŜ ŎǊŜŀǘƻǊ ŘƻŜǎ ŀǇǇǊƻǾŜ ǘƘŜ 
ǘǊŀƴǎŀŎǝƻƴΣ ǘƘŜ ƴŜȄǘ ŀǇǇǊƻǾŜǊ ŀƊŜǊ ǘƘŜƳ ƛƴ ǘƘŜ 
ŎƘŀƛƴ ǿƛƭƭ ōŜ ƴƻǝŬŜŘ ƛƴǎǘŜŀŘΦ 

Departmental Approvals 
hƴŎŜ ŎǊŜŀǘŜŘΣ ǘƘŜ ƘƛǊŜ ǘǊŀƴǎŀŎǝƻƴ ǿƛƭƭ ƴŜŜŘ ǘƻ 
ǊƻǳǘŜ ǘƘǊƻǳƎƘ ǘƘŜ ŘŜǇŀǊǘƳŜƴǘ ǘƻ ǊŜŎŜƛǾŜ ŀƭƭ ŀŘŘƛπ
ǝƻƴŀƭ ŀǇǇǊƻǾŀƭǎΦ ¢ƘŜǎŜ ŀǇǇǊƻǾŀƭǎ ŀǊŜ ŘŜǘŜǊƳƛƴŜŘ 
ōȅ ǘƘŜ ǳǎŜǊƴŀƳŜǎ ƛƴǇǳǧŜŘ ƛƴǘƻ ǎŜŎǝƻƴ н ƻŦ ǘƘŜ 
ƧƻōΦ !ǎ ŜŀŎƘ ǳǎŜǊ ŀǇǇǊƻǾŜǎ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴΣ ǘƘŜ 
ƴŜȄǘ ŀǇǇǊƻǾŜǊ ƛƴ ǘƘŜ ŎƘŀƛƴ ǿƛƭƭ ǊŜŎŜƛǾŜ ŀƴ ŜƳŀƛƭ 
ƴƻǝŦȅƛƴƎ ǘƘŜƳ ǘƘŀǘ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴ ƛǎ ŀǿŀƛǝƴƎ 
ǘƘŜƛǊ ŀǇǇǊƻǾŀƭΦ 
 !ƴȅ ǳǎŜǊ ŦǳǊǘƘŜǊ Řƻǿƴ ƛƴ ǘƘŜ ŎƘŀƛƴ Ƴŀȅ 
ōȅǇŀǎǎ ǘƘŜ ŀǇǇǊƻǾŀƭ ƻŦ ǘƘƻǎŜ ǇǊŜŎŜŘƛƴƎ ǘƘŜƳ ƛƴ 
ǘƘŜ ŎƘŀƛƴΦ ¢Ƙƛǎ ƛǎ ǎƻƳŜǝƳŜǎ ƴŜŎŜǎǎŀǊȅ ǿƘŜƴ ŀƴ 
ŀǇǇǊƻǾŜǊ ƛǎ ǳƴŀǾŀƛƭŀōƭŜ ƻǊ ŘƻŜǎ ƴƻǘ ƘŀǾŜ ǇƭŀŎŜπ
ƳŜƴǘ ŀŎŎŜǎǎΦ hƴŎŜ ŀƴ ƛƴŘƛǾƛŘǳŀƭ Ƙŀǎ ŀǇǇǊƻǾŜŘ ǘƘŜ 
ǘǊŀƴǎŀŎǝƻƴ ǘƘŜȅ ǿƛƭƭ ōŜ ǳƴŀōƭŜ ǘƻ ƳŀƪŜ ŀƴȅ ŦǳǊπ
ǘƘŜǊ ŎƘŀƴƎŜǎΣ ǘƘƻǳƎƘ ǘƘƻǎŜ ǿƘƻ ƘŀǾŜ ȅŜǘ ǘƻ ŀǇπ
ǇǊƻǾŜ Ƴŀȅ ǎǝƭƭ ƳŀƪŜ ŎƘŀƴƎŜǎΦ 

Fiscal Authority Approval 
hƴŎŜ ŀƭƭ ƻŦ ǘƘŜ ƴƻǊƳŀƭ ŘŜǇŀǊǘƳŜƴǘŀƭ ŀǇǇǊƻǾŀƭǎ 
ƘŀǾŜ ōŜŜƴ ŘƻƴŜΣ ǘƘŜ CƛǎŎŀƭ !ǳǘƘƻǊƛǘȅ ǿƛƭƭ ƴŜŜŘ ǘƻ 
Řƻ ǘƘŜƛǊ ŀǇǇǊƻǾŀƭΦ LŦ ǘƘŜ CƛǎŎŀƭ !ǳǘƘƻǊƛǘȅ ƛǎ ǳƴŀπ
ǾŀƛƭŀōƭŜΣ ǘƘŜ ōŀŎƪǳǇ C! Ƴŀȅ ŀǇǇǊƻǾŜ ƛƴ ǘƘŜƛǊ 
ǎǘŜŀŘΦ .ŀŎƪǳǇ CƛǎŎŀƭ !ǳǘƘƻǊƛǘȅ ƛǎ ƴƻǘ ǊŜǉǳƛǊŜŘ ƴƻǊπ
Ƴŀƭƭȅ ŀƴŘ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴ ŘƻŜǎ ƴƻǘ ǊƻǳǘŜ ǘƻ ǘƘŜ 
ōŀŎƪǳǇ C! ǿƘŜƴ ǘƘŜ C! ŀǇǇǊƻǾŜǎ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴΦ 
 aŀƴȅ ƻŦ ǘƘŜ ŬŜƭŘǎ ƻƴ ǘƘŜ IƛǊŜ Ŏŀƴ ōŜ ƭŜƊ 
ōƭŀƴƪ ǳǇ ǳƴǝƭ ǘƘƛǎ ǇƻƛƴǘΣ ƛŦ ȅƻǳ ǎƻ ŘŜǎƛǊŜΣ ōǳǘ ŀƭƭ 
ǊŜǉǳƛǊŜŘ ŬŜƭŘǎ Ƴǳǎǘ ōŜ ŬƭƭŜŘ ōŜŦƻǊŜ ǘƘŜ CƛǎŎŀƭ 
!ǳǘƘƻǊƛǘȅ Ŏŀƴ ŀǇǇǊƻǾŜ ǘƘŜ ƘƛǊŜΦ ²ƘŜƴ ǘƘŜ C! 
ŘƻŜǎ ǘƘŜƛǊ ŀǇǇǊƻǾŀƭ ǘƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ǾŀƭƛŘŀǘŜ ǘƘŀǘ 
ŀƭƭ ǊŜǉǳƛǊŜŘ ŬŜƭŘǎ ŀǊŜ ŎƻƳǇƭŜǘŜŘ ŀƴŘ ǘƘŀǘ ǘƘŜ ŀŎπ
Ŏƻǳƴǘ ŎƻŘŜǎ ŀǊŜ ŀŎǝǾŜΦ {ƘƻǳƭŘ ǘƘŜǊŜ ōŜ ŀƴȅ ǇǊƻōπ
ƭŜƳǎΣ ǘƘŜ C! ǿƛƭƭ ǊŜŎŜƛǾŜ ǘƘŜ ŜǊǊƻǊ ƳŜǎǎŀƎŜ ƛƴ ǊŜŘΦ 
hƴŎŜ ǘƘŜ C! ƻǊ ōŀŎƪǳǇ C! Ƙŀǎ ŀǇǇǊƻǾŜŘ ǘƘŜ ǘǊŀƴǎπ

Hiring Process - 30 

¢Ƙƛǎ ǎŜŎǝƻƴ ƭƛǎǘǎ ǘƘŜ ŎƘŀƛƴ ƻŦ ŀǇǇǊƻǾŜǊǎ ŦƻǊ ǘƘŜ ǘǊŀƴǎŀŎπ
ǝƻƴΦ ¢ƻ ŀǇǇǊƻǾŜ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴΣ ŎƘŜŎƪ ǘƘŜ ōƻȄ ƴŜȄǘ ǘƻ 
ȅƻǳǊ ƴŀƳŜ ŀƴŘ Ƙƛǘ Save/SubmitΦ ¢ƻ ǎŀǾŜ ŎƘŀƴƎŜǎ ōǳǘ 
ƴƻǘ ŀǇǇǊƻǾŜΣ Ƙƛǘ Save/Submit ǿƛǘƘƻǳǘ ŎƘŜŎƪƛƴƎ ȅƻǳǊ 
ŀǇǇǊƻǾŀƭ ōƻȄΦ 

IƛǊŜ 
¢ǊŀƴǎŀŎǝƻƴ 
LƴƛǝŀǘŜŘ 

wƻǳǘŜǎ ŦƻǊ 
ŀǇǇǊƻǾŀƭ ǿƛǘƘƛƴ 
ǘƘŜ ŘŜǇŀǊǘƳŜƴǘ 

wƻǳǘŜǎ ǘƻ CƛǎŎŀƭ 
!ǳǘƘƻǊƛǘȅ ŦƻǊ 
ŀǇǇǊƻǾŀƭ  

wƻǳǘŜǎ ǘƻ ȅƻǳǊ {9 
ƻŶŎŜ ŦƻǊ Ŭƴŀƭ 
ŀǇǇǊƻǾŀƭ 

tǊƻŎŜǎǎŜŘ ƛƴ ǘƘŜ 
ǇŀȅǊƻƭƭ ǎȅǎǘŜƳ  



ŀŎǝƻƴΣ ƴƻ ŦǳǊǘƘŜǊ ŎƘŀƴƎŜǎ Ŏŀƴ ōŜ ƳŀŘŜ ǘƻ ǘƘŜ 
IƛǊŜ ǘǊŀƴǎŀŎǝƻƴΦ LŦ ŎƘŀƴƎŜǎ ǘƻ ǘƘŜ IƛǊŜ ǘǊŀƴǎŀŎπ
ǝƻƴ ƴŜŜŘ ǘƻ ōŜ ƳŀŘŜ ŀƊŜǊ ǘƘŜ C! ƻǊ ōŀŎƪǳǇ C! 
Ƙŀǎ ŘƻƴŜ ǘƘŜƛǊ ŀǇǇǊƻǾŀƭΣ ǇƭŜŀǎŜ ŎƻƴǘŀŎǘ ȅƻǳǊ ŎŀƳπ
ǇǳǎΩ {9 ƻŶŎŜ ǘƻ ǊŜǉǳŜǎǘ ǎŀƛŘ ŎƘŀƴƎŜǎΦ 
 

SE Approval 
¢ƘŜ IƛǊŜ ǘǊŀƴǎŀŎǝƻƴ ǿƛƭƭ ǘƘŜƴ ǊƻǳǘŜ ǘƻ ǘƘŜ ŀǇǇǊƻπ
ǇǊƛŀǘŜ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘ ƻŶŎŜ ŦƻǊ ǊŜǾƛŜǿ ŀƴŘ 
ŀǇǇǊƻǾŀƭ ōŀǎŜŘ ƻƴ ǘƘŜ ŦǳƴŘƛƴƎ ǎƻǳǊŎŜ ƻŦ ǘƘŜ ƧƻōΦ 
!ǇǇǊƻǾŀƭǎ ǘȅǇƛŎŀƭƭȅ ƻŎŎǳǊ ǿƛǘƘƛƴ ǘƘǊŜŜ ǘƻ ŬǾŜ ōǳǎƛπ
ƴŜǎǎ ŘŀȅǎΦ aƛǎǎƛƴƎ ǎǳǇǇƭŜƳŜƴǘŀƭ ŦƻǊƳǎ ƻǊ ŜǊǊƻǊǎ 
ƻƴ ǘƘŜ ƘƛǊŜ Ƴŀȅ ŎŀǳǎŜ ŘŜƭŀȅǎΦ 
 LŦ ǘƘŜǊŜ ƛǎ ŀ ǇǊƻōƭŜƳΣ ǘƘŜ ƘƛǊŜ ǘǊŀƴǎŀŎǝƻƴ 
ǿƛƭƭ ōŜ ǇƭŀŎŜŘ ƻƴ Ih[5 ōȅ ǘƘŜ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅπ
ƳŜƴǘ ƻŶŎŜ ŀƴŘ ȅƻǳ ǎƘƻǳƭŘ ōŜ ŎƻƴǘŀŎǘŜŘ ǎƘƻǊǘƭȅ 
ǿƛǘƘ ŀƴ ŜȄǇƭŀƴŀǝƻƴ ƻŦ ǘƘŜ ǎƛǘǳŀǝƻƴΦ LŦ ǘƘŜ ǘǊŀƴǎπ
ŀŎǝƻƴ ƛǎ ŀǇǇǊƻǾŜŘ ōȅ ǘƘŜ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘ 
ƻŶŎŜΣ ȅƻǳ ǎƘƻǳƭŘ ǊŜŎŜƛǾŜ ŀƴ ŜƳŀƛƭ ƛƴŘƛŎŀǝƴƎ ǘƘŜ 
ǘǊŀƴǎŀŎǝƻƴ Ƙŀǎ ōŜŜƴ ŀǇǇǊƻǾŜŘΦ {ǘǳŘŜƴǘǎ ŀǊŜ ŀƭπ
ƭƻǿŜŘ ǘƻ ǎǘŀǊǘ ǿƻǊƪƛƴƎ ƻƴŎŜ ǘƘƛǎ ŀǇǇǊƻǾŀƭ ŜƳŀƛƭ 
Ƙŀǎ ōŜŜƴ ǊŜŎŜƛǾŜŘΦ 
 

Changing Locked Fields on Hires 
/ŜǊǘŀƛƴ ŀǎǇŜŎǘǎ ƻŦ ŀ ƘƛǊŜ ǿƛƭƭ ōŜ ƭƻŎƪŜŘ ŀƴŘ Ŏŀƴƴƻǘ 
ōŜ ŜŘƛǘŜŘ ōȅ ȅƻǳ ŀǎ ǘƘŜ ŜƳǇƭƻȅŜǊ ƻƴ ǘƘŜ IƛǊŜ 
ǘǊŀƴǎŀŎǝƻƴΦ {ƻƳŜ ŀǎǇŜŎǘǎΣ ǎǳŎƘ ŀǎ ǘƘŜ Job Infor-
mation ŀƴŘ ǘƘŜ Approval Information ǎŜŎǝƻƴǎ 
Ƴŀȅ ƴƻǘ ōŜ ŎƘŀƴƎŜŘ ƻƴ ǘƘŜ ƘƛǊŜ ǘǊŀƴǎŀŎǝƻƴ ƻƴŎŜ 
ƛǘ Ƙŀǎ ōŜŜƴ ƎŜƴŜǊŀǘŜŘΦ Lƴ ǘƘŜǎŜ ŎŀǎŜǎΣ ǘƘŜ ƘƛǊŜ 
ǘǊŀƴǎŀŎǝƻƴ Ƴǳǎǘ ōŜ ŘŜƭŜǘŜŘ ŀƴŘ ǊŜŎǊŜŀǘŜŘ ƻƴŎŜ 
ǘƘŜ Wƻō ǊŜŎƻǊŘ ƛǎ ŎƻǊǊŜŎǘŜŘΦ 
 LŦ ȅƻǳ ƴŜŜŘ ǘƻ ƳŀƪŜ ŎƘŀƴƎŜǎ ǘƻ ŀƴȅ ƻŦ ǘƘŜ 
ǇŀǊǘǎ ƻŦ ǘƘŜ ƘƛǊŜ ǘǊŀƴǎŀŎǝƻƴ ƛƴŘƛŎŀǘŜŘ ōŜƭƻǿΣ Ŏƻƴπ
ǘŀŎǘ ȅƻǳǊ {9 ƻŶŎŜ ƻǊ ƭŜŀǾŜ ŎƻƳƳŜƴǘǎ ƻƴ ǘƘŜ ƘƛǊŜ 
ǘǊŀƴǎŀŎǝƻƴ ƳŀƪƛƴƎ ǘƘŜ ǊŜǉǳŜǎǘΦ  

Student®s Personal Information 

/ŜǊǘŀƛƴ ŀǎǇŜŎǘǎ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƛƴŦƻǊƳŀǝƻƴ Ŏŀƴπ
ƴƻǘ ōŜ ŎƘŀƴƎŜŘ ōȅ ȅƻǳ ŀǎ ǘƘŜ ŜƳǇƭƻȅŜǊΦ LŦ ȅƻǳ 
ƴƻǝŎŜ ǘƘŀǘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƴŀƳŜΣ ǎƻŎƛŀƭ ǎŜŎǳǊƛǘȅ 
ƴǳƳōŜǊΣ ŘŀǘŜ ƻŦ ōƛǊǘƘΣ ƻǊ ƎŜƴŘŜǊ ŀǊŜ ƛƴŀŎŎǳǊŀǘŜΣ 
Ŏƻƴǎǳƭǘ ȅƻǳǊ {9 ƻŶŎŜΦ 
 /ƻǊǊŜŎǝƻƴǎ ǘƻ ǘƘŜ {{b ƻǊ ƴŀƳŜ Ƴŀȅ ǊŜπ
ǉǳƛǊŜ ǘƘŜ ǎǳōƳƛǎǎƛƻƴ ƻŦ ŘƻŎǳƳŜƴǘŀǝƻƴ ǘƻ ¦I 
tŀȅǊƻƭƭΦ LŦ ǘƘŜ ŘŀǘŜ ƻŦ ōƛǊǘƘ ƻǊ ƎŜƴŘŜǊ ŀǊŜ ƛƴŀŎŎǳπ
ǊŀǘŜΣ ǘƘŜ {9 ƻŶŎŜ Ƴŀȅ ƴŜŜŘ ǘƻ ǿƻǊƪ ǿƛǘƘ ǘƘŜ L¢{ 
ǘŜŀƳ ǘƻ ƳŀƪŜ ǘƘŜ ŎƻǊǊŜŎǝƻƴΦ ¢ƘŜ ǎǘǳŘŜƴǘ Ƴŀȅ 
ŀƭǎƻ ǿŀƴǘ ǘƻ ŎƘŜŎƪ ǿƛǘƘ ǘƘŜ ǊŜŎƻǊŘǎ ƻŶŎŜ ƻŦ ǘƘŜƛǊ 
ƘƻƳŜ ŎŀƳǇǳǎ ǘƻ ŎƻǊǊŜŎǘ ǘƘŜ ƛƴŦƻǊƳŀǝƻƴ ƻƴ ǘƘŜƛǊ 
ǊŜƎǳƭŀǊ ǎǘǳŘŜƴǘ ǊŜŎƻǊŘΦ 
 
Starting at a Higher Step 

{ǘǳŘŜƴǘ ƘƛǊŜǎ ŀǊŜ ƴƻǊƳŀƭƭȅ ŀƭǿŀȅǎ ǎǘŀǊǘŜŘ ŀǘ ǘƘŜ 
ŬǊǎǘ ǎǘŜǇ ƻŦ ǘƘŜƛǊ Ǉŀȅ ŎƭŀǎǎΦ LŦ ȅƻǳ ŀǊŜ ǊŜƘƛǊƛƴƎ ŀ 
ǎǘǳŘŜƴǘΣ ƻǊ ǘƘŜ ǎǘǳŘŜƴǘ ǇƻǎǎŜǎǎŜǎ ǇǊƛƻǊ ŜȄǇŜǊƛπ
ŜƴŎŜ ǘƘŀǘ ȅƻǳ ŦŜŜƭ ƳŜǊƛǘǎ ŎƻƴǎƛŘŜǊŀǝƻƴΣ ȅƻǳ Ƴŀȅ 
ƳŀƪŜ ŀ ǊŜǉǳŜǎǘ ŦƻǊ ǘƘŜ ǎǘǳŘŜƴǘ ōŜ ǎǘŀǊǘŜŘ ŀǘ ŀ 
ƘƛƎƘŜǊ ǎǘŜǇΦ 
 aƻǎǘ ŎƻƳƳƻƴƭȅ ǘƘƛǎ ƳŜŀƴǎ ƘŀǾƛƴƎ ǘƘŜ 
ǎǘǳŘŜƴǘ ƘƛǊŜŘ ŀǘ ǘƘŜ ǎǘŜǇ ǘƘŜȅ ǿŜǊŜ ŀǘ ǿƘŜƴ ǘƘŜȅ 
ǿŜǊŜ ƭŀǎǘ ƛƴ ȅƻǳǊ ŜƳǇƭƻȅ ƛƴ ǘƘŜ ǎŀƳŜ ǇƻǎƛǝƻƴΦ 
¢Ƙƛǎ ǊŜǉǳŜǎǘ ƛǎ ǳǎǳŀƭƭȅ ƳŀŘŜ ōȅ ƭŜŀǾƛƴƎ ŎƻƳƳŜƴǘǎ 
ǘƻ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘ ƻƴ ǘƘŜ ƘƛǊŜ ǘǊŀƴǎŀŎǝƻƴΣ 
ǘƘƻǳƎƘ ƛƴŘƛǾƛŘǳŀƭ ŎŀƳǇǳǎŜǎ Ƴŀȅ ƘŀǾŜ ǘƘŜƛǊ ƻǿƴ 
ǇǊƻŎŜŘǳǊŜǎΦ 
 
Marital Status (International Students) 

LƴǘŜǊƴŀǝƻƴŀƭ ǎǘǳŘŜƴǘǎ ǿƘƻ ǉǳŀƭƛŦȅ ŀǎ ƴƻƴ-
ǊŜǎƛŘŜƴǘ ŀƭƛŜƴǎ Ƴǳǎǘ ƛƴŘƛŎŀǘŜ Single ƻƴ ǘƘŜ IƛǊŜ 
ǘǊŀƴǎŀŎǝƻƴ ŦƻǊ ǘŀȄ ǇǳǊǇƻǎŜǎΦ aƻǎǘ ƛƴǘŜǊƴŀǝƻƴŀƭ 
ǎǘǳŘŜƴǘǎ ǿƛƭƭ Ŧŀƭƭ ƛƴǘƻ ǘƘƛǎ ŎŀǘŜƎƻǊȅΦ 
 LŦ ǘƘŜ ǎǘǳŘŜƴǘ ǇŀǎǎŜǎ ǘƘŜ ǎǳōǎǘŀƴǝŀƭ ǇǊŜǎπ

ŜƴŎŜ ǘŜǎǘΣ ǘƘǳǎ ǉǳŀƭƛŦȅƛƴƎ ŀǎ ŀ ǊŜǎƛŘŜƴǘ ŀƭƛŜƴ ŦƻǊ 
ǘŀȄ ǇǳǊǇƻǎŜǎΣ ǘƘŜȅ Ŏŀƴ ǊŜǉǳŜǎǘ ǘƘŀǘ ǘƘŜ IƛǊŜ 
ǘǊŀƴǎŀŎǝƻƴ ǊŜƅŜŎǘ ǘƘŜƛǊ ŀŎŎǳǊŀǘŜ ƳŀǊƛǘŀƭ ǎǘŀǘǳǎΦ 
¢Ƙƛǎ ŎƘŀƴƎŜ Ƴǳǎǘ ōŜ ƳŀŘŜ ōȅ ȅƻǳǊ {9 ƻŶŎŜΦ {ŜŜ 
ǘƘŜ Lw{ ŘƻŎǳƳŜƴǘ ŎŀƭƭŜŘ Notice 1392 ŦƻǊ ŀŘŘƛǝƻƴπ
ŀƭ ƛƴŦƻǊƳŀǝƻƴΦ 
 
Tax Exemptions (International Students) 

LƴǘŜǊƴŀǝƻƴŀƭ ǎǘǳŘŜƴǘǎ ǿƘƻ ǉǳŀƭƛŦȅ ŀǎ ƴƻƴ-
ǊŜǎƛŘŜƴǘ ŀƭƛŜƴǎ ǎƘƻǳƭŘ ŎƭŀƛƳ ƻƴŜ ǿƛǘƘƘƻƭŘƛƴƎ ŀƭπ
ƭƻǿŀƴŎŜ ŦƻǊ CŜŘŜǊŀƭΦ aƻǎǘ ƛƴǘŜǊƴŀǝƻƴŀƭ ǎǘǳŘŜƴǘǎ 
ǿƛƭƭ Ŧŀƭƭ ƛƴǘƻ ǘƘƛǎ ŎŀǘŜƎƻǊȅΦ 
 LŦ ǘƘŜ ǎǘǳŘŜƴǘ ǇŀǎǎŜǎ ǘƘŜ ǎǳōǎǘŀƴǝŀƭ ǇǊŜǎπ
ŜƴŎŜ ǘŜǎǘΣ ǘƘǳǎ ǉǳŀƭƛŦȅƛƴƎ ŀǎ ŀ ǊŜǎƛŘŜƴǘ ŀƭƛŜƴ ŦƻǊ 
ǘŀȄ ǇǳǊǇƻǎŜǎΣ ǘƘŜȅ Ŏŀƴ ƻǇǘ ǘƻ ŎƭŀƛƳ ŀƴȅ ƴǳƳōŜǊ 
ƻŦ ǿƛǘƘƘƻƭŘƛƴƎ ŀƭƭƻǿŀƴŎŜǎΦ hǘƘŜǊ ƛƴǘŜǊƴŀǝƻƴŀƭ 
ǎǘǳŘŜƴǘǎ Ƴŀȅ ƻǇǘ ǘƻ ŎƭŀƛƳ ƳƻǊŜ ƻǊ ƭŜǎǎ ŜȄŜƳǇπ
ǝƻƴǎ ƛƴ ŎŜǊǘŀƛƴ ŎŀǎŜǎΣ ŘŜǇŜƴŘƛƴƎ ƻƴ ǘƘŜƛǊ ƴŀǝƻƴ 
ƻŦ ƻǊƛƎƛƴΣ ōǳǘ ǘƘƻǎŜ ŎŀǎŜǎ ŀǊŜ ǘƻƻ ǾŀǊƛŜŘ ǘƻ ōŜ ŀŘπ
ŘǊŜǎǎŜŘ ƘŜǊŜΦ 
 !ƴȅ ŎƘŀƴƎŜǎ ǘƻ ǘƘŜƛǊ ŦŜŘŜǊŀƭ ŜȄŜƳǇǝƻƴǎ 
Ƴǳǎǘ ōŜ ƳŀŘŜ ōȅ ȅƻǳǊ {9 ƻŶŎŜΦ {ŜŜ ǘƘŜ Lw{ ŘƻŎǳπ
ƳŜƴǘ ŎŀƭƭŜŘ Notice 1392 ŦƻǊ ŀŘŘƛǝƻƴŀƭ ƛƴŦƻǊπ
Ƴŀǝƻƴ ƻƴ ǘƘƛǎ ǘƻǇƛŎΦ 

Hiring Process - 31 



Section 3: Placements Tab 
View and Manage Student Employment Records 
Initiate, Approve, and Monitor Transactions 



Placements Tab - 33 

¢ǊŀƴǎŀŎǝƻƴǎ ǘƘŀǘ ŀǊŜ ŎǳǊǊŜƴǘƭȅ ŀǿŀƛǝƴƎ ȅƻǳǊ 
ŀǇǇǊƻǾŀƭ ǿƛƭƭ ōŜ ƭƛǎǘŜŘ ƘŜǊŜΦ ¸ƻǳ Ƴŀȅ ǇǊŜǎǎ ŀƴȅ 
ǿƘŜǊŜ ƻƴ ŀ Ǌƻǿ ǘƻ ōǊƛƴƎ ǳǇ ǘƘŜ ŘŜǘŀƛƭŜŘ ǾƛŜǿ 
ƻŦ ǘƘŀǘ ǘǊŀƴǎŀŎǝƻƴΦ 

¢ǊŀƴǎŀŎǝƻƴǎ ǘƘŀǘ ŀǊŜ ŎǳǊǊŜƴǘƭȅ ŀǿŀƛǝƴƎ ǘƘŜ 
ŀǇǇǊƻǾŀƭ ƻŦ ƻǘƘŜǊǎ ƛƴ ȅƻǳǊ ŘŜǇŀǊǘƳŜƴǘ ǿƛƭƭ ōŜ 
ƭƛǎǘŜŘ ƘŜǊŜΦ 

¢ǊŀƴǎŀŎǝƻƴǎ ǘƘŀǘ ƘŀǾŜ ǊŜŎŜƛǾŜŘ ŀƭƭ ŘŜǇŀǊǘπ
ƳŜƴǘŀƭ ŀǇǇǊƻǾŀƭǎ ŀƴŘ ŀǊŜ ŀǿŀƛǝƴƎ ŀǇǇǊƻǾŀƭ ƻŦ 
ǘƘŜ {ǘǳŘŜƴǘ 9ƳǇƭƻȅƳŜƴǘ ƻŶŎŜΦ 

¢Ƙƛǎ ƻǇǝƻƴ ǿƛƭƭ ǊŜƳŀƛƴ ƻƴƭȅ ŦƻǊ ŀ ǎƘƻǊǘ ǝƳŜ 
ŀƊŜǊ ǘƘŜ ǘǊŀƴǎƛǝƻƴ ǘƻ ǘƘŜ ƴŜǿ ǎȅǎǘŜƳΣ ŀƭƭƻǿƛƴƎ 
ȅƻǳ ǘƻ ǳǎŜ ƻƭŘ ǊŜŦŜǊǊŀƭ ƴǳƳōŜǊǎ ƛŦ ȅƻǳ ƘŀǾŜ 
ǘƘŜƳΦ hƴŎŜ ǘƘŀǘ ǇŜǊƛƻŘ Ƙŀǎ ǇŀǎǎŜŘΣ ǘƘƛǎ ǿƛƭƭ ōŜ 
ǊŜƳƻǾŜŘ ŀǎ ŀƴ ƻǇǝƻƴΦ 

¢Ƙƛǎ ǎŜŎǝƻƴ ƭŜǘǎ ȅƻǳ ǾƛŜǿ ŎǳǊǊŜƴǘ ŀƴŘ ŦƻǊƳŜǊ 
ǎǘǳŘŜƴǘ ŜƳǇƭƻȅŜŜǎΦ ¸ƻǳ Ŏŀƴ ǳǎŜ ǘƘŜ ŬƭǘŜǊ ƻǇπ
ǝƻƴǎ ŀōƻǾŜ ǘƻ ǎƻǊǘ ǘƘŜ ƭƛǎǘΦ tǊŜǎǎƛƴƎ ŀƴȅǿƘŜǊŜ 
ƻƴ ǘƘŜ Ǌƻǿ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǘƻ ǘƘŀǘ ǎǘǳŘŜƴǘ ŜƳπ
ǇƭƻȅŜŜΩǎ ǇƭŀŎŜƳŜƴǘ ǊŜŎƻǊŘΦ 

¢ƘŜ ǘǊŀƴǎŀŎǝƻƴ ǘȅǇŜ ǿƛƭƭ ōŜ ƭƛǎǘŜŘ ƘŜǊŜ ƛƴ ǎƘƻǊǘƘŀƴŘ ŦƻǊ ȅƻǳǊ ƛƴŦƻǊƳŀǝƻƴΦ 
 

¶ {¢5Υ ¢Ƙƛǎ ƛǎ ŀ Student Personal Information ŎƘŀƴƎŜ ǘǊŀƴǎŀŎǝƻƴΦ 

¶ CL/!Υ ¢Ƙƛǎ ƛǎ ŀ FICA ŎƻŘŜ ŎƘŀƴƎŜ ǘǊŀƴǎŀŎǝƻƴΦ 

¶ !t-t9wΥ ¢Ƙƛǎ ƛǎ ŀƴ Appointment Period ŎƘŀƴƎŜ ǘǊŀƴǎŀŎǝƻƴΦ 

¶ w/-{¢tΥ ¢Ƙƛǎ ƛǎ ŀ Step Increase within Same Class ǘǊŀƴǎŀŎǝƻƴΦ 

¶ w/-twaΥ ¢Ƙƛǎ ƛǎ ŀ Promotion to New Class (within same series) ǘǊŀƴǎŀŎǝƻƴΦ  

¶ w/-5DwΥ ¢Ƙƛǎ ƛǎ ŀ Downgrade to New Class (within same series) ǘǊŀƴǎŀŎǝƻƴΦ 

¶ C/-!55Υ ¢Ƙƛǎ ƛǎ ŀƴ Add New Account ǘǊŀƴǎŀŎǝƻƴΦ 

¶ C/-/κ¢Υ ¢Ƙƛǎ ƛǎ ŀ Change or Terminate Account Code ǘǊŀƴǎŀŎǝƻƴΦ 

¶ ILw9Υ ¢Ƙƛǎ ƛǎ ŀ Hire ǘǊŀƴǎŀŎǝƻƴΦ 

¸ƻǳ Ŏŀƴ ǎŜŜ ǿƘŜƴ ǘƘŜ 
ǘǊŀƴǎŀŎǝƻƴ ŜƴǘŜǊŜŘ ƛǘǎ 
ŎǳǊǊŜƴǘ ǎǘŀǘǳǎ ŀƴŘ ǿƘƻ 
ƛǘ ƛǎ ǿŀƛǝƴƎ ƻƴ ŦƻǊ ƛǘǎ 
ƴŜȄǘ ŀǇǇǊƻǾŀƭΦ 

The Placements 
Tab 
LŦ ȅƻǳ Řƻ ƴƻǘ ǎŜŜ ǘƘŜ tƭŀŎŜƳŜƴǘǎ ǘŀōΣ ȅƻǳ Řƻ 
ƴƻǘ ƘŀǾŜ tƭŀŎŜƳŜƴǘ !ŎŎŜǎǎΦ /ƻƴǘŀŎǘ ȅƻǳǊ 5Ŝπ
ǇŀǊǘƳŜƴǘ [ƛŀƛǎƻƴ ƻǊ /ŀƳǇǳǎ [ƛŀƛǎƻƴ ǘƻ ǊŜǉǳŜǎǘ 
ǘƘŜ ǘǊŀƛƴƛƴƎ ǘƻ ƎŜǘ ǘƘƛǎ ŀŎŎŜǎǎΦ LŦ ȅƻǳ Řƻ ƴƻǘ 



Viewing Employment Records - 34 

¦ƴŘŜǊ ǘƘŜ {ǘǳŘŜƴǘ 9ƳǇƭƻȅŜŜǎ ǎŜŎǝƻƴ ȅƻǳ ǿƛƭƭ 
ŬƴŘ ŀ ƭƛǎǘ ƻŦ ŎǳǊǊŜƴǘ ŀƴŘ ŦƻǊƳŜǊ ŜƳǇƭƻȅŜŜǎ 
ƘƛǊŜŘ ƛƴǘƻ Ƨƻōǎ ƻƴ ǿƘƛŎƘ ȅƻǳ ŀǊŜ ƭƛǎǘŜŘΦ /ƭƛŎƪ ƻƴ 
ǘƘŜ ƴŀƳŜ ƻŦ ŀƴȅ ƻŦ ǘƘŜǎŜ ŜƳǇƭƻȅŜŜǎ ǘƻ ǎŜŜ 
ǘƘŀǘ ƛƴŘƛǾƛŘǳŀƭǎ ŜƳǇƭƻȅƳŜƴǘ ǊŜŎƻǊŘΦ 

Viewing Employment Records 

¢ƘŜ ǎǘǳŘŜƴǘǎ ŜƳǇƭƻȅƳŜƴǘ ǊŜŎƻǊŘΣ ƪƴƻǿƴ ŀǎ ŀ 
tƭŀŎŜƳŜƴǘ wŜŎƻǊŘΣ ǿƛƭƭ ƭƻƻƪ ƭƛƪŜ ǘƘƛǎ ƻƴŜΦ ¢ƘŜ 
ōŀǎƛŎ ƛƴŦƻǊƳŀǝƻƴ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ƛƴ ǘƘƛǎ ǘƻǇ 
ǎŜŎǝƻƴΣ ƛƴŎƭǳŘƛƴƎ ǘƘƛƴƎǎ ƭƛƪŜ Ǉŀȅ ǊŀǘŜΣ ƘƛǊŜ 
ŘŀǘŜΣ Ǉƻǎƛǝƻƴ ǝǘƭŜΣ ŀƴŘ ǘƘŜƛǊ C²{ ŀǿŀǊŘΦ 

LŦ ǘƘŜ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅŜŜ Ƙŀǎ CŜŘŜǊŀƭ ²ƻǊƪ 
{ǘǳŘȅΣ ǘƘŜ ŀƳƻǳƴǘ ƻŦ ǘƘŜƛǊ ŀǿŀǊŘ ŦƻǊ ǘƘŜ ǎŜπ
ƳŜǎǘŜǊ ŀƴŘ ǘƘŜƛǊ ǊŜƳŀƛƴƛƴƎ ōŀƭŀƴŎŜ ǿƛƭƭ ōŜ Řƛǎπ
ǇƭŀȅŜŘ ƘŜǊŜΦ 

¦ǎŜ ǘƘƛǎ ŘǊƻǇ-Řƻǿƴ ƳŜƴǳ ǘƻ ǾƛŜǿ ǘǊŀƴǎŀŎǝƻƴǎ 
ǘƘŀǘ ŀǊŜ ƎƻƛƴƎ ǘƘǊƻǳƎƘ ǘƘŜ ŀǇǇǊƻǾŀƭ ǇǊƻŎŜǎǎ ƻǊ 
ǘƻ ŎǊŜŀǘŜ ŀ ƴŜǿ ǘǊŀƴǎŀŎǝƻƴΦ bƻǘŜ ǘƘŀǘ ȅƻǳ ǿƛƭƭ 
ƴƻǘ ōŜ ŀōƭŜ ǘƻ ŎǊŜŀǘŜ ŀ ƴŜǿ ǘǊŀƴǎŀŎǝƻƴ ƛŦ ǘƘŜǊŜ 
ƛǎ ƻƴŜ ŎǳǊǊŜƴǘƭȅ ǊƻǳǝƴƎ ŦƻǊ ŀǇǇǊƻǾŀƭǎΦ 

¦ǎŜ ǘƘƛǎ ŘǊƻǇ-Řƻǿƴ ƳŜƴǳ ǘƻ ǾƛŜǿ ŀƭƭ ƘƛǎǘƻǊƛŎŀƭ 
ǘǊŀƴǎŀŎǝƻƴǎ όǘǊŀƴǎŀŎǝƻƴǎ ǘƘŀǘ ƘŀǾŜ ōŜŜƴ ŀǇπ
ǇǊƻǾŜŘύΦ ¢Ƙƛǎ ǿƛƭƭ ŀƭǿŀȅǎ ǎǘŀǊǘ ǿƛǘƘ ǘƘŜ ƘƛǊŜ 
ǘǊŀƴǎŀŎǝƻƴΦ 



Transaction Types 
¢Ƙƛǎ ǎŜŎǝƻƴ ǇǊƻǾƛŘŜǎ ŀ ōǊƛŜŦ ŘŜǎŎǊƛǇǝƻƴ ƻŦ ŜŀŎƘ ƻŦ 
ǘƘŜ ŘƛũŜǊŜƴǘ ǘǊŀƴǎŀŎǝƻƴ ǘȅǇŜǎ ȅƻǳ Ƴŀȅ ŎǊŜŀǘŜ ŦƻǊ 
ŀ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅŜŜΦ hƴŎŜ ŎǊŜŀǘŜŘΣ ǘǊŀƴǎŀŎǝƻƴǎ 
ǿƛƭƭ ǊƻǳǘŜ ŦƻǊ ŘŜǇŀǊǘƳŜƴǘŀƭ ŀǇǇǊƻǾŀƭǎ Ƨǳǎǘ ŀǎ ŀ 
ƘƛǊŜ ǘǊŀƴǎŀŎǝƻƴ ǿƻǳƭŘΦ ¢ƘŜ Ŧǳƭƭ ŘŜǘŀƛƭǎ ƻƴ ŜŀŎƘ 
ǘǊŀƴǎŀŎǝƻƴ ǘȅǇŜ ŀǊŜ ǇǊŜǎŜƴǘŜŘ ŀƊŜǊ ǘƘƛǎ ōǊƛŜŦ 
ƛƴǘǊƻŘǳŎǝƻƴΦ  

 

Data Chg - Student Personal Info 
¢Ƙƛǎ ǘǊŀƴǎŀŎǝƻƴ ƛǎ ǳǎŜŘ ǘƻ ŎƘŀƴƎŜ ƻƴŜ ƻǊ ƳƻǊŜ 
ǇƛŜŎŜǎ ƻŦ ƛƴŦƻǊƳŀǝƻƴ ǊŜƭŀǘŜŘ ǘƻ ǘƘŜ ǎǘǳŘŜƴǘΦ ¢Ƙƛǎ 
ƛƴŎƭǳŘŜǎ ǘƘŜ ƻǇǝƻƴ ǘƻ ŎƘŀƴƎŜ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŀŘπ
ŘǊŜǎǎΣ ŎƛǝȊŜƴǎƘƛǇ ǎǘŀǘǳǎΣ ƳŀǊƛǘŀƭ ǎǘŀǘǳǎΣ ŀƴŘ ǘŀȄ 
ŜȄŜƳǇǝƻƴǎΦ hƴƭȅ ǘƘŜ ŬŜƭŘǎ ŎƘŀƴƎŜŘ ǳƴŘŜǊ ǘƘŜ 
To: ŎƻƭǳƳƴ ǿƛƭƭ ōŜ ǳǇŘŀǘŜŘ ŀƴŘ ŀƭƭ ŬŜƭŘǎ ƭŜƊ ōƭŀƴƪ 
ǿƛƭƭ ǊŜƳŀƛƴ ǘƘŜ ǎŀƳŜΦ 
 

Data Chg - FICA 
¢Ƙƛǎ ǘǊŀƴǎŀŎǝƻƴ ƛǎ ǳǎŜŘ ǘƻ ŎƘŀƴƎŜ ŀ ǎǘǳŘŜƴǘΩǎ ǊŜŎπ
ƻǊŘ ǎƻ ǘƘŀǘ ǘƘŜȅ ŀǊŜ ŜƛǘƘŜǊ ŜȄŜƳǇǘ ƻǊ ƴƻǘ ŜȄŜƳǇǘ 
ŦǊƻƳ CL/! ǘŀȄŜǎΦ tƭŜŀǎŜ ǎŜŜ ǘƘŜ Summer FICA Tax 
Information ŀƴŘ ǘƘŜ Student Assistant FICA Ques-
tionnaire ŦƻǊ ƳƻǊŜ ŘŜǘŀƛƭǎ ƻƴ CL/!Φ ¢ƘŜ ŘŜǘŀƛƭŜŘ 
ǎŜŎǝƻƴ ƻƴ ǘƘƛǎ ǘǊŀƴǎŀŎǝƻƴ ŀƭǎƻ Ƙŀǎ ƳƻǊŜ ŘŜǘŀƛƭǎΦ 
 

Data Chg - Appt Period 
¢Ƙƛǎ ǘǊŀƴǎŀŎǝƻƴ ƛǎ ǳǎŜŘ ǘƻ ŎƘŀƴƎŜ ƻǊ ǳǇŘŀǘŜ ǘƘŜ 
ǎǘǳŘŜƴǘΩǎ ŀǇǇƻƛƴǘƳŜƴǘ ǇŜǊƛƻŘΦ ²ƘŜƴŜǾŜǊ ǘƘŜ ǎǘǳπ
ŘŜƴǘΩǎ ŎǳǊǊŜƴǘ ŀǇǇƻƛƴǘƳŜƴǘ ǇŜǊƛƻŘ ŜƴŘǎΣ ȅƻǳ 
ǎƘƻǳƭŘ ǳǇŘŀǘŜ ǘƘŜƛǊ ŀǇǇƻƛƴǘƳŜƴǘ ǇŜǊƛƻŘ ǳǎƛƴƎ 
ǘƘƛǎ ǘǊŀƴǎŀŎǝƻƴΦ ¢ƘŜ ŀǇǇƻƛƴǘƳŜƴǘ ǇŜǊƛƻŘ ŘŜŬƴŜǎ 
ǘƘŜ ŎǳǊǊŜƴǘ ǇŜǊƛƻŘ ƛƴ ǿƘƛŎƘ ȅƻǳ ƛƴǘŜƴŘ ǘƻ ŜƳǇƭƻȅ 
ǘƘŜ ǎǘǳŘŜƴǘΣ ƴƻǘ ǘƻ ŜȄŎŜŜŘ ƻƴŜ ȅŜŀǊΦ 

Rate Chg - 

Step Increase within Same Class 
¢Ƙƛǎ ǘǊŀƴǎŀŎǝƻƴ ƛǎ ǳǎŜŘ ǘƻ ƎǊŀƴǘ ŀ ǎǘǳŘŜƴǘ ŀ ǎǘŜǇ 
ƛƴŎǊŜŀǎŜΦ ¢ƘŜ ǘǊŀƴǎŀŎǝƻƴ ƳƻǾŜǎ ŀ ǎǘǳŘŜƴǘ ǳǇ ƻƴŜ 
ǎǘŜǇ ƻƴ ǘƘŜ Ǉŀȅ ǎŎŀƭŜ ǿƛǘƘƛƴ ǘƘŜƛǊ ŎǳǊǊŜƴǘ ŎƭŀǎǎΦ 
{ǘŜǇ ƛƴŎǊŜŀǎŜǎ Ŏŀƴ ƻƴƭȅ ōŜ ƎǊŀƴǘŜŘ ƛŦ ǎƛȄ ƻǊ ƳƻǊŜ 
ƳƻƴǘƘǎ ƘŀǾŜ ǇŀǎǎŜŘ ǎƛƴŎŜ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƭŀǎǘ ǎǘŜǇ 
ƛƴŎǊŜŀǎŜΣ ǇǊƻƳƻǝƻƴΣ ƻǊ ƘƛǊŜ ŘŀǘŜΦ {ǘǳŘŜƴǘǎ ǘƘŀǘ 
ǿƻǊƪ ŦƻǊ ƻƴŜ ȅŜŀǊ ŦǊƻƳ ǘƘŜƛǊ ƭŀǎǘ ǎǘŜǇ ƛƴŎǊŜŀǎŜΣ 
ǇǊƻƳƻǝƻƴΣ ƻǊ ƘƛǊŜ ŘŀǘŜΣ ŀƴŘ ǿƘƻ ǿƻǊƪ плл ƻǊ 
ƳƻǊŜ ƘƻǳǊǎ ŘǳǊƛƴƎ ǘƘŀǘ ǇŜǊƛƻŘΣ ŀǊŜ ŜƴǝǘƭŜŘ ǘƻ ŀ 
ƳŀƴŘŀǘƻǊȅ ǎǘŜǇ ƛƴŎǊŜŀǎŜΦ 
 

Rate Chg - 
Promo to New Class 
¢Ƙƛǎ ǘǊŀƴǎŀŎǝƻƴ ƛǎ ǳǎŜŘ ǘƻ ƎǊŀƴǘ ŀ ǎǘǳŘŜƴǘ ŀ ǇǊƻπ
ƳƻǝƻƴΦ ¢ƘŜ ǘǊŀƴǎŀŎǝƻƴ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ƳƻǾŜ ŀ 
ǎǘǳŘŜƴǘ ǳǇ ǘƻ ŀƴȅ ƘƛƎƘŜǊ Ǉŀȅ Ŏƭŀǎǎ ǿƛǘƘƛƴ ǘƘŜ 
ǎŀƳŜ ǎŜǊƛŜǎ όǎŀƳŜ Ƨƻō ƴǳƳōŜǊύΦ ¸ƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ 
ŎǊŜŀǘŜ ǘƘŜ ƴŜǿ Ƨƻōǎ ƛƴ ǘƘŜ ǎŜǊƛŜǎ ōŜŦƻǊŜ ǇǊƻπ
ƳƻǝƴƎ ǎǘǳŘŜƴǘǎ ǘƻ ǘƘŜƳ ƛŦ ǘƘŜǎŜ Ƨƻōǎ Řƻ ƴƻǘ ŀƭπ
ǊŜŀŘȅ ŜȄƛǎǘΦ ¢ƘŜ ǎǘǳŘŜƴǘ ǎƘƻǳƭŘ ƳŜŜǘ ǘƘŜ ǉǳŀƭƛŬπ
Ŏŀǝƻƴǎ ŀƴŘ ōŜ ŀōƭŜ ǘƻ ǇŜǊŦƻǊƳ ǘƘŜ ŘǳǝŜǎ ƻŦ ǘƘŜ 
ƴŜǿ Ǉŀȅ ŎƭŀǎǎΦ 
 

Rate Chg - 
Downgrade to New Class 
¢Ƙƛǎ ǘǊŀƴǎŀŎǝƻƴ ƛǎ ǳǎŜŘ ǘƻ ŘƻǿƴƎǊŀŘŜ ŀ ǎǘǳŘŜƴǘ 
ǘƻ ŀ ƭƻǿŜǊ Ǉŀȅ Ŏƭŀǎǎ ǿƛǘƘƛƴ ǘƘŜ ǎŀƳŜ ǎŜǊƛŜǎΦ 
5ƻǿƴƎǊŀŘƛƴƎ ŀ ǎǘǳŘŜƴǘ ǊŜǉǳƛǊŜǎ ǘƘŜ ŀǇǇǊƻǾŀƭ ƻŦ 
ȅƻǳǊ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘ ƻŶŎŜ ŀƴŘ ǎƘƻǳƭŘ ōŜ 
ƧǳǎǝŬŜŘΦ ¢Ƙƛǎ ƛǎ ǘȅǇƛŎŀƭƭȅ ŀƭƭƻǿŜŘ ŀƊŜǊ ŀ ǎǘǳŘŜƴǘ 
ǿŀǎ ǘŜƳǇƻǊŀǊƛƭȅ ǇǊƻƳƻǘŜŘ ǘƻ ŀ ƘƛƎƘŜǊ Ǉŀȅ Ŏƭŀǎǎ 
ŦƻǊ ǇŜǊŦƻǊƳƛƴƎ ŀŘǾŀƴŎŜŘ ŘǳǝŜǎΣ ŀƴŘ ƛǎ ƴƻǿ ǊŜπ
ǎǳƳƛƴƎ ǘƘŜƛǊ ƴƻǊƳŀƭ ǘŀǎƪǎΦ /ƻƴǎƛŘŜǊŀǝƻƴǎ ŦƻǊ ŀ 
ǎǘŜǇ ƛƴŎǊŜŀǎŜ ŀǘ ǘƘŜ ƭƻǿŜǊ Ŏƭŀǎǎ Ƴŀȅ ōŜ ǊŜǉǳŜǎǘπ
ŜŘΣ ŜǎǇŜŎƛŀƭƭȅ ƛŦ ǘƘŜ ŜƳǇƭƻȅŜŜ ǿŀǎ ŀǘ ŀ ƘƛƎƘŜǊ ǎǘŜǇ 

ƛƴ ǘƘŀǘ ƭƻǿŜǊ Ǉŀȅ Ŏƭŀǎǎ ōŜŦƻǊŜ ǘƘŜ ǇǊƻƳƻǝƻƴΦ 
 

Fund Chg - Add New Account 
Code 
¢Ƙƛǎ ǘǊŀƴǎŀŎǝƻƴ ƛǎ ǳǎŜŘ ǘƻ ŀŘŘ ŀ ƴŜǿ ŀŎŎƻǳƴǘ 
ŎƻŘŜ ǘƻ ŀ ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘΦ !ŘŘƛƴƎ ŀƴ ŀŎŎƻǳƴǘ 
ŎƻŘŜ ŀƭƭƻǿǎ ȅƻǳ ǘƻ Ǉŀȅ ǘƘŜ ǎǘǳŘŜƴǘ ŦǊƻƳ ǘƘŜ ƴŜǿ 
ŀŎŎƻǳƴǘΦ ¢ƘŜǎŜ ǘǊŀƴǎŀŎǝƻƴǎ ǳǎǳŀƭƭȅ ƻƴƭȅ ǊŜǉǳƛǊŜ 
ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘ ŀǇǇǊƻǾŀƭ ǿƘŜƴ ǳǎƛƴƎ ǘƘŜ F1-
Federal Work Study ǇŀȅǊƻƭƭ ƴǳƳōŜǊΦ 
 

Fund Chg - 
Change or Terminate Account 
Code 
¢Ƙƛǎ ǘǊŀƴǎŀŎǝƻƴ ƛǎ ǳǎŜŘ ǘƻ ŜƛǘƘŜǊ ŎƘŀƴƎŜ ŀƴ ŜȄπ
ƛǎǝƴƎ ŀŎŎƻǳƴǘ ŎƻŘŜ ƻƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘ ƻǊ ǘƻ 
ǘŜǊƳƛƴŀǘŜ ŀƴ ŀŎŎƻǳƴǘ ŎƻŘŜ ƻƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜŎπ
ƻǊŘΦ bƻǘŜ ǘƘŀǘ ǘŜǊƳƛƴŀǝƴƎ ŀƭƭ ŀŎŎƻǳƴǘ ŎƻŘŜǎ ǿƛƭƭ 
ǊŜǎǳƭǘ ƛƴ ǘŜǊƳƛƴŀǝƴƎ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘ ƻƴ ǘƘŜ 
ǇŀȅǊƻƭƭ ǎȅǎǘŜƳΣ ŜƴŘƛƴƎ ǘƘŜƛǊ ŜƳǇƭƻȅƳŜƴǘΦ /ŜǊǘŀƛƴ 
ŎƘŀƴƎŜǎ ǿƛƭƭ ǊŜǉǳƛǊŜ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘ ŀǇǇǊƻǾπ
ŀƭΣ ǎǳŎƘ ŀǎ ŎƘŀƴƎƛƴƎ ǘƘŜ ǇŀȅǊƻƭƭ ƴǳƳōŜǊ ǘƻ F1-
Federal Work Study ƻǊ ŎƘŀƴƎƛƴƎ ǘƘŜ Warrant Dis-
tribution CodeΦ bƻǘŜ ǘƘŀǘ ǎǘǳŘŜƴǘǎ Ŏŀƴƴƻǘ ōŜ ǘŜǊπ
ƳƛƴŀǘŜŘ ǳƴǝƭ ǘǿƻ Ǉŀȅ ǇŜǊƛƻŘǎ ŀƊŜǊ ǘƘŜȅ ǊŜŎŜƛǾŜ 
ǘƘŜƛǊ ƭŀǎǘ Ǉŀȅ ŎƘŜŎƪΦ 

Transaction Types - 35 

Timing Transactions 
! ǘǊŀƴǎŀŎǝƻƴ ǿƛƭƭ ƎŜƴŜǊŀƭƭȅ ǘŀƪŜ ŜũŜŎǘ ƻƴ ǘƘŜ 
ŘŀǘŜ ƛǘ ƛǎ ǇǊƻŎŜǎǎŜŘ ƛƴ ǘƘŜ tŀȅǊƻƭƭ ǎȅǎǘŜƳΣ ǿƘƛŎƘ 
ƛǎ ǳǎǳŀƭƭȅΣ ōǳǘ ƴƻǘ ŀƭǿŀȅǎΣ ǘƘŜ ōǳǎƛƴŜǎǎ Řŀȅ ǘƘŀǘ ƛǘ 
ǊŜŎŜƛǾŜǎ ƛǘǎ Ŭƴŀƭ ŀǇǇǊƻǾŀƭΦ {ƻƳŜ ǘǊŀƴǎŀŎǝƻƴǎΣ 
ǎǳŎƘ ŀǎ CL/!Σ ƘŀǾŜ ƳƻǊŜ ǎǇŜŎƛŬŎ ǝƳƛƴƎ ƛǎǎǳŜǎΦ 



Transaction Approval Process 
9ǾŜǊȅ ǘǊŀƴǎŀŎǝƻƴ ǿƛƭƭ ǊƻǳǘŜ ǘƘǊƻǳƎƘ ǘƘŜ ŀǇǇǊƻǾŜǊ 
ƭƛǎǘ ŦƻǊ ŀǇǇǊƻǾŀƭǎΦ ²ƘŜƴ ŀ ǘǊŀƴǎŀŎǝƻƴ ƛǎ ŎǊŜŀǘŜŘΣ 
ǘƘŜ ǇŜǊǎƻƴ ŎǊŜŀǝƴƎ ƛǘ ǳǎǳŀƭƭȅ ŘƻŜǎ ǘƘŜ ŬǊǎǘ ŀǇπ
ǇǊƻǾŀƭΣ ǇǊƻƎǊŜǎǎƛƴƎ ǘƘǊƻǳƎƘ ǘƘŜ ŎƘŀƛƴ ƻŦ ŀǇǇǊƻǾπ
ŜǊǎΦ LŦ ǘƘŜ ŎǊŜŀǘƻǊ ƻŦ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴ ŘƻŜǎ ƴƻǘ ŀǇπ
ǇǊƻǾŜ ƛǘΣ ƛǘ ǿƛƭƭ ǊƻǳǘŜ ǘƻ ǘƘŜ ŬǊǎǘ ǇŜǊǎƻƴ ƛƴ ǘƘŜ ŀǇπ
ǇǊƻǾŀƭ ŎƘŀƛƴ ƛƴǎǘŜŀŘΦ 

List of Approvers 
¢ƘŜ ƭƛǎǘ ƻŦ ŀǇǇǊƻǾŜǊǎ ƛǎ ǎŜǘ ƛƴ ǎŜŎǝƻƴ н ƻƴ ǘƘŜ Wƻō 
ǿƘŜƴ ǘƘŜ Ƨƻō ƛǎ ŎǊŜŀǘŜŘΦ ¸ƻǳ Ƴǳǎǘ ƘŀǾŜ ŀ {ǳǇŜǊǾƛπ
ǎƻǊ ŀƴŘ ŀ CƛǎŎŀƭ !ǳǘƘƻǊƛǘȅ ƭƛǎǘŜŘΦ 
 

Changing Approvers 
LŦ ȅƻǳ ƴŜŜŘ ǘƻ ŎƘŀƴƎŜ ŀǇǇǊƻǾŜǊǎ ŦƻǊ ŀ WƻōΣ ƴŀǾƛπ
ƎŀǘŜ ƛƴǘƻ ǘƘŜ Ƨƻō ŀǎ ŘƛǎŎǳǎǎŜŘ ǇǊŜǾƛƻǳǎƭȅ ŀƴŘ 

ƳŀƪŜ ǘƘŜ ŎƘŀƴƎŜǎ ƛƴ ǎŜŎǝƻƴ н όSEWA and Place-
ment Approval Informationύ ƻƴ ǘƘŜ ƧƻōΦ tƭŜŀǎŜ 
ƴƻǘŜ ǘƘŀǘ ƻƴŎŜ ŀ ǘǊŀƴǎŀŎǝƻƴ Ƙŀǎ ōŜŜƴ ŎǊŜŀǘŜŘΣ 
ǘƘŜ ŀǇǇǊƻǾŀƭ ƭƛǎǘ ǿƛƭƭ ōŜ ŬȄŜŘ ƻƴ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴ 
ŀƴŘ Ŏŀƴƴƻǘ ōŜ ŎƘŀƴƎŜŘΦ /ƘŀƴƎƛƴƎ ǘƘŜ ŀǇǇǊƻǾŜǊǎ 
ƻƴ ǘƘŜ Ƨƻō ǿƛƭƭ ǇǊŜǾŜƴǘ ǘƘƻǎŜ ǊŜƳƻǾŜŘ ŦǊƻƳ ŀǇπ
ǇǊƻǾƛƴƎ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴΦ LŦ ȅƻǳ ǿƛǎƘ ǘƻ ŎƘŀƴƎŜ ǘƘŜ 
ŀǇǇǊƻǾŜǊǎ ŀǘ ǘƘƛǎ Ǉƻƛƴǘ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ŘŜƭŜǘŜ ǘƘŜ 
ǘǊŀƴǎŀŎǝƻƴ ŀƴŘ ǊŜŎǊŜŀǘŜ ƛǘΦ 
 

Routing for Approvals 
¢ƘŜ ǘǊŀƴǎŀŎǝƻƴ ǿƛƭƭ ǊƻǳǘŜ ǎǘŀǊǝƴƎ ǿƛǘƘ ǘƘŜ ŬǊǎǘ 
ǇŜǊǎƻƴ ƛƴ ǘƘŜ ŎƘŀƛƴ ƻǊ ǘƘŜ ƴŜȄǘ ǇŜǊǎƻƴ ƛƴ ǘƘŜ 
ŎƘŀƛƴ ŀƊŜǊ ǘƘŜ ŎǊŜŀǘƻǊΣ ŀǎǎǳƳƛƴƎ ǘƘŜ ŎǊŜŀǘƻǊ ŀǇπ
ǇǊƻǾŜǎ ƛǘΣ ƛŦ ǘƘŜ ŎǊŜŀǘƻǊ ƻŦ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴ ƛǎ ƴƻǘ 
ǘƘŜ ŬǊǎǘ ŀǇǇǊƻǾŜǊΦ !ǇǇǊƻǾŀƭǎ ǇǊƻŎŜŜŘ ŦǊƻƳ ǘƘŜ 
ǘƻǇ ŘƻǿƴΦ 9ŀŎƘ ǳǎŜǊ ǿƛƭƭ ǊŜŎŜƛǾŜ ŀƴ ŜƳŀƛƭ ǿƘŜƴ 
ǘƘŜ ǘǊŀƴǎŀŎǝƻƴ ƛǎ ŀǿŀƛǝƴƎ ǘƘŜƛǊ ŀǇǇǊƻǾŀƭΦ hƴŎŜ 
ǘƘŜ CƛǎŎŀƭ !ǳǘƘƻǊƛǘȅ ƻǊ ǘƘŜƛǊ ōŀŎƪǳǇ ŀǇǇǊƻǾŜǎ ǘƘŜ 
ǘǊŀƴǎŀŎǝƻƴΣ ƛǘ ǿƛƭƭ ƳƻǾŜ ƻƴ ǘƻ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅπ
ƳŜƴǘ ŦƻǊ Ŭƴŀƭ ŀǇǇǊƻǾŀƭ όƛŦ ƴŜŎŜǎǎŀǊȅύ ƻǊ ŬƴŀƭƛȊŜ 
ƻƴ ǘƘŜ ǎȅǎǘŜƳΦ 
 

Bypassing Approvals 
!ƴȅ ŀǇǇǊƻǾŜǊ Ŏŀƴ Ǝƻ ƛƴ ŀƴŘ ŀǇǇǊƻǾŜ ŀ ǘǊŀƴǎŀŎǝƻƴ 
ōŜŦƻǊŜ ƛǘ ƛǎ ǘƘŜƛǊ ǘǳǊƴΣ ōȅǇŀǎǎƛƴƎ ǘƘŜ ŀǇǇǊƻǾŀƭǎ ƻŦ 
ǘƘƻǎŜ ŀōƻǾŜ ǘƘŜƳΦ .ȅǇŀǎǎƛƴƎ ŀ {ǳǇŜǊǾƛǎƻǊ ƛǎ ƎŜƴπ
ŜǊŀƭƭȅ ŘƛǎŎƻǳǊŀƎŜŘΣ ōǳǘ ŎƛǊŎǳƳǎǘŀƴŎŜǎ Ƴŀȅ ǊŜπ
ǉǳƛǊŜ ƛǘ ŦǊƻƳ ǝƳŜ ǘƻ ǝƳŜΦ .ȅǇŀǎǎƛƴƎ ƛǎ Ƴƻǎǘ ŎƻƳπ
Ƴƻƴƭȅ ǳǎŜŘ ǿƘŜƴ ŀƴ ŀǇǇǊƻǾŜǊ ŘƻŜǎ ƴƻǘ ȅŜǘ ƘŀǾŜ 
ǇƭŀŎŜƳŜƴǘ ŀŎŎŜǎǎ ƻǊ ƛǎ ǳƴŀǾŀƛƭŀōƭŜΦ 

Transaction Approval Process - 36 

¢ƘŜ Ƨƻō ŘŜǘŜǊƳƛƴŜǎ ǘƘŜ ŀǇǇǊƻǾŀƭ ŎƘŀƛƴ ŦƻǊ ŀƭƭ ǘǊŀƴǎŀŎǝƻƴǎ όƛƴŎƭǳŘƛƴƎ 
ƘƛǊŜǎύΦ !ƭƭ ǘǊŀƴǎŀŎǝƻƴǎ ǿƛƭƭ ŘƛǎǇƭŀȅ ǘƘƛǎ ŎƘŀƛƴ ŀǘ ǘƘŜ ōƻǧƻƳ ŀƴŘ ǘƘƛǎ ƛǎ ŀƭǎƻ 
ǿƘŜǊŜ ȅƻǳ ǿƛƭƭ ŎƘŜŎƪ ǘƘŜ ōƻȄ ƴŜȄǘ ǘƻ ȅƻǳǊ ƴŀƳŜ ǘƻ Řƻ ȅƻǳǊ ŀǇǇǊƻǾŀƭΦ 



Data Chg - Student Personal Info - 37 

¢ƘŜ ǘǊŀƴǎŀŎǝƻƴ ǘƘŀǘ ƛǎ ōŜƛƴƎ ŎǊŜŀǘŜŘ ǿƛƭƭ ōŜ ƭƛǎǘŜŘ ŀǘ 
ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴΦ 

¸ƻǳ Ŏŀƴ ŎƘŀƴƎŜ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŀŘŘǊŜǎǎ ƻƴ ǘƘŜƛǊ ǇŀȅǊƻƭƭ 
ǊŜŎƻǊŘ ōȅ ƛƴǇǳǩƴƎ ǘƘŜ ƴŜǿ ŀŘŘǊŜǎǎ ƘŜǊŜΦ ¢Ƙƛǎ ŘŜǘŜǊπ
ƳƛƴŜǎ ǘƘŜ ŀŘŘǊŜǎǎ ǿƛƭƭ ōŜ ǇǊƛƴǘŜŘ ƻƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ²-нΦ 

¸ƻǳ Ŏŀƴ ŎƘŀƴƎŜ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŎƛǝȊŜƴǎƘƛǇ ǎǘŀǘǳǎ ƛƴ ǘƘƛǎ 
ǎŜŎǝƻƴΦ 

¸ƻǳ Ŏŀƴ ŎƘŀƴƎŜ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƳŀǊƛǘŀƭ ǎǘŀǘǳǎ ŀƴŘ ǘŀȄ 
ŜȄŜƳǇǝƻƴǎ ƛƴ ǘƘŜǎŜ ǎŜŎǝƻƴǎΦ .Ŝ ǎǳǊŜ ǘƻ ƘŀǾŜ ǘƘŜ ǎǘǳπ
ŘŜƴǘ ŎƻƳǇƭŜǘŜ ƴŜǿ ŦƻǊƳǎ ²-п ŀƴŘ I²-п ǿƘŜƴ ŎƘŀƴƎπ
ƛƴƎ ŜȄŜƳǇǝƻƴǎΦ 

¸ƻǳ Ŏŀƴ ƭŜŀǾŜ ŎƻƳƳŜƴǘǎ ǘƻ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘ ƛƴ 
ǘƘƛǎ ŬŜƭŘΦ 

¢ƘŜ ƴŜǿ ƛƴŦƻǊƳŀǝƻƴ ƛǎ ŜƴǘŜǊŜŘ ǳƴŘŜǊ ǘƘŜ Change To: 
ŎƻƭǳƳƴΦ ²ƘŜƴ ŀ ŬŜƭŘ ƛǎ ƭŜƊ ōƭŀƴƪΣ ǘƘŜ ƛƴŦƻǊƳŀǝƻƴ ŦƻǊ 
ǘƘŀǘ ǎŜŎǝƻƴ ǿƛƭƭ ƴƻǘ ōŜ ŎƘŀƴƎŜŘΦ 

Records & Name Changes 
/ƘŀƴƎƛƴƎ ƛƴŦƻǊƳŀǝƻƴ ǳǎƛƴƎ ǘƘƛǎ ǘǊŀƴǎŀŎǝƻƴ ƻƴƭȅ ŀũŜŎǘǎ ǘƘŜ tŀȅǊƻƭƭ ǊŜŎƻǊŘΦ LŦ ǘƘŜ ǎǘǳŘŜƴǘ ǿƛǎƘŜǎ ǘƻ ŎƘŀƴƎŜ ǘƘƛǎ ƛƴŦƻǊƳŀǝƻƴ ƻƴ ǘƘŜƛǊ ǎǘǳŘŜƴǘ ǊŜŎƻǊŘ ŀƴŘκƻǊ 
ǎŜŎŜΣ ǘƘŜȅ ǿƛƭƭ ƴŜŜŘ ǘƻ ƳŀƪŜ ǘƘŜ ŎƘŀƴƎŜ ǿƛǘƘ ǘƘŜ wŜŎƻǊŘǎ ƻŶŎŜΦ LŦ ǘƘŜ ǎǘǳŘŜƴǘ ŎƘŀƴƎŜǎ ǘƘŜƛǊ ƴŀƳŜΣ ȅƻǳ ǎƘƻǳƭŘ ŎƻƴǘŀŎǘ ȅƻǳǊ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘ ƻŶŎŜ ŦƻǊ 
ƛƴŦƻǊƳŀǝƻƴΦ ¢ȅǇƛŎŀƭƭȅ ǘƘƛǎ ƛƴǾƻƭǾŜǎ ŀ ƳŜƳƻ ǊŜǉǳŜǎǝƴƎ ŀ ƴŀƳŜ ŎƘŀƴƎŜ ŀƴŘ ŀ ǇƘƻǘƻŎƻǇȅ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ {ƻŎƛŀƭ {ŜŎǳǊƛǘȅ /ŀǊŘ ǎƘƻǿƛƴƎ ƘƛǎκƘŜǊ ƴŜǿ ƴŀƳŜ ōŜƛƴƎ 
ŦƻǊǿŀǊŘŜŘ ǘƻ tŀȅǊƻƭƭ ƻǊ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ƻŶŎŜΦ 



Data Chg - FICA - 38 

What is FICA 
CL/! ƛǎ ŜǎǎŜƴǝŀƭƭȅ ǇŀȅǊƻƭƭ ǘŀȄŜǎ ǘƘŀǘ ŀ ǎǘǳŘŜƴǘ ƛǎ ƴƻǊƳŀƭƭȅ ŜȄŜƳǇǘ ŦǊƻƳ ŘǳǊƛƴƎ ǘƘŜ ǊŜƎǳƭŀǊ ŀŎŀŘŜƳƛŎ ǇŜǊƛƻŘǎ όCŀƭƭκ{ǇǊƛƴƎύΦ ! ǎǘǳŘŜƴǘ ǘƘŀǘ ƛǎ ƴƻǘ ŜȄŜƳǇǘ ŦǊƻƳ 
CL/!Σ ŦƻǊ ǿƘŀǘŜǾŜǊ ǊŜŀǎƻƴΣ Ƙŀǎ ǘƘŜƛǊ ŜŀǊƴƛƴƎǎ ǎǳōƧŜŎǘ ǘƻ ŀƴ ŀǎǎŜǎǎƳŜƴǘ ŦƻǊ t¢{ 5ŜŦŜǊǊŜŘ /ƻƳǇŜƴǎŀǝƻƴ Ŝǉǳŀƭ ǘƻ тΦрл҈ ƻŦ ƎǊƻǎǎ ǿŀƎŜǎ ōŜŦƻǊŜ ǘŀȄŜǎ ŀƴŘ ŀ aŜŘƛπ
ŎŀǊŜ ǘŀȄ ƻŦ мΦпр҈ όŀƴŘ мΦпр҈ ŎƘŀǊƎŜŘ ǘƻ ǘƘŜ ŜƳǇƭƻȅŜǊύΦ {ƘƻǳƭŘ ȅƻǳ ƻǊ ǘƘŜ ǎǘǳŘŜƴǘ ǿŀƴǘ ƳƻǊŜ ŘŜǘŀƛƭǎΣ ŀ ōƻƻƪƭŜǘ ŜȄǇƭŀƛƴƛƴƎ t¢{ 5ŜŦŜǊǊŜŘ /ƻƳǇŜƴǎŀǝƻƴ Ŏŀƴ ōŜ 
ŦƻǳƴŘ ƻƴ ǘƘŜ Forms and Info ǘŀōΦ 
 ¢ƘŜ CL/! ǉǳŜǎǝƻƴƴŀƛǊŜ Ŏŀƴ ōŜ ǳǎŜŘ ǘƻ ŘŜǘŜǊƳƛƴŜ ǘƘŜ CL/! ǎǘŀǘǳǎ ƻŦ ŀ ǎǘǳŘŜƴǘ ŦƻǊ ŀƴȅ ƎƛǾŜƴ ŀŎŀŘŜƳƛŎ ǇŜǊƛƻŘΣ ǘƘƻǳƎƘ ŎƭŀǎǎƛŬŜŘ ǎǘǳŘŜƴǘǎ ŀǊŜ ǘȅǇƛŎŀƭƭȅ 
ƻƴƭȅ K0-Not exempt ŘǳǊƛƴƎ ǎǳƳƳŜǊ ǎŜǎǎƛƻƴǎΣ ǎƻ CL/! ƛǎ ǇǊƛƳŀǊƛƭȅ ŀ ŎƻƴŎŜǊƴ ŀǘ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ {ǇǊƛƴƎ ǎŜƳŜǎǘŜǊΦ tƭŜŀǎŜ Ŏƻƴǎǳƭǘ ǿƛǘƘ ȅƻǳǊ CƛǎŎŀƭ !ǳǘƘƻǊƛǘȅ ƻǊ ȅƻǳǊ 
ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘ ƻŶŎŜ ƛŦ ȅƻǳ ƘŀǾŜ ŀŘŘƛǝƻƴŀƭ ǉǳŜǎǝƻƴǎΦ 
 

Timing Transactions 
LŦ ŀ ǎǘǳŘŜƴǘ ƛǎ ŜȄŜƳǇǘ ŦǊƻƳ CL/! ǘŀȄŜǎ ŦƻǊ ŜǾŜƴ ƻƴŜ Řŀȅ ƛƴ ŀ Ǉŀȅ ǇŜǊƛƻŘΣ ǘƘŜȅ ŀǊŜ ŜȄŜƳǇǘ ŦƻǊ ǘƘŜ ŜƴǝǊŜ Ǉŀȅ ǇŜǊƛƻŘΦ LŦ ǘƘŜǊŜ ŀǊŜ ƭŜǎǎ ǘƘŀƴ ŬǾŜ ǿŜŜƪǎ ōŜǘǿŜŜƴ 
ǘƘŜ ŜƴŘ ƻŦ ǘƘŜƛǊ ŜȄŜƳǇǝƻƴ ŀƴŘ ǘƘŜ ǎǘŀǊǘ ƻŦ ǘƘŜ ƴŜȄǘ ǘŜǊƳ ƛƴ ǿƘƛŎƘ ǘƘŜȅ ŀǊŜ ŜȄŜƳǇǘΣ ǘƘŜȅ Ƴŀȅ ōŜ ƭŜƊ ŀǎ ŜȄŜƳǇǘ ŦƻǊ ǘƘŀǘ ƛƴǘŜǊǾŜƴƛƴƎ ǇŜǊƛƻŘ ŀǎ ǿŜƭƭΦ /ƻƴǎǳƭǘ ǘƘŜ 
CL/! ƳŜƳƻǊŀƴŘǳƳ ƛǎǎǳŜŘ ōȅ tŀȅǊƻƭƭ όForms and Info ǘŀōύ ŦƻǊ ǘƘŜ ŘŀǘŜǎ ƻƴ ǿƘƛŎƘ ǘƻ ƛƴǇǳǘ ŎƘŀƴƎŜǎΦ 

¸ƻǳ Ŏŀƴ ŎƘŀƴƎŜ ǘƘŜ ǎǘǳŘŜƴǘΩǎ CL/! ŎƻŘŜ ŦǊƻƳ bл 
όŜȄŜƳǇǘ ŦǊƻƳ CL/!ύ ǘƻ Yл όƴƻǘ ŜȄŜƳǇǘ ŦǊƻƳ CL/!ύ 
ǳǎƛƴƎ ǘƘŜ ŘǊƻǇ-Řƻǿƴ ƳŜƴǳ ǳƴŘŜǊ ǘƘŜ Change To: 
ŎƻƭǳƳƴΦ 

¢ƘŜ ǘǊŀƴǎŀŎǝƻƴ ǘƘŀǘ ƛǎ ōŜƛƴƎ ŎǊŜŀǘŜŘ ǿƛƭƭ ōŜ 
ƭƛǎǘŜŘ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴΦ 

¸ƻǳ Ŏŀƴ ƭŜŀǾŜ ŎƻƳƳŜƴǘǎ ǘƻ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘ 
ƛƴ ǘƘƛǎ ŬŜƭŘΦ 

¢ƘŜ ŀŎŎƻǳƴǘ ŎƻŘŜǎ ŀũŜŎǘŜŘ ōȅ ǘƘƛǎ ŎƘŀƴƎŜ ǿƛƭƭ ōŜ 
ƭƛǎǘŜŘ ƘŜǊŜ ŦƻǊ ƛƴŦƻǊƳŀǝƻƴŀƭ ǇǳǊǇƻǎŜǎΦ 

Transaction Approval Note 
¦ƴƭƛƪŜ Ƴƻǎǘ ǘǊŀƴǎŀŎǝƻƴǎΣ CL/! ǘǊŀƴǎŀŎǝƻƴǎ ƻƴƭȅ 
ǊŜǉǳƛǊŜ ƻƴŜ ŀǇǇǊƻǾŀƭΦ LŦ ŀƴȅƻƴŜ ƻƴ ǘƘŜ ŀǇǇǊƻǾŀƭ 
ƭƛǎǘ ŀǇǇǊƻǾŜǎΣ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴ ǿƛƭƭ ŬƴŀƭƛȊŜΦ 



FICA Determination Flowchart - 39 

Lǎ ǘƘŜ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅŜŜ ŀ 
ƴƻƴǊŜǎƛŘŜƴǘ ŀƭƛŜƴ ƻŦ C-мΣ W-мΣ 
a-мΣ ƻǊ v-м Ǿƛǎŀ ǇŜǊŦƻǊƳƛƴƎ 
ǎŜǊǾƛŎŜǎ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ 
ǘƘŜ ǇǊƛƳŀǊȅ ǇǳǊǇƻǎŜ ƻŦ ǘƘŜ 
ǾƛǎŀΩǎ ƛǎǎǳŀƴŎŜΚ 

Lǎ ǘƘŜ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅŜŜ ŀ ŎƭŀǎǎƛŬŜŘ 
ǎǘǳŘŜƴǘ ƛƴ ŀ ŘŜƎǊŜŜ ƻǊ ƻŶŎƛŀƭƭȅ 
ǊŜŎƻƎƴƛȊŜŘ ŎŜǊǝŬŎŀǘŜ ƎǊŀƴǝƴƎ 
ǇǊƻƎǊŀƳΚ  
Answering no means the student is 
Unclassified. 

Lǎ ǘƘŜ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅŜŜ 
ŜƴǊƻƭƭŜŘ ŀǘ ƭŜŀǎǘ ƘŀƭŦ-ǝƳŜ ƛƴ 
ǘƘŜ ŀŎŀŘŜƳƛŎ ǘŜǊƳΚ 

²ƛƭƭ ǘƘŜ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅŜŜ 
ōŜ ƎǊŀŘǳŀǝƴƎ ƛƴ ǘƘŜ ŀŎŀπ
ŘŜƳƛŎ ǘŜǊƳΚ 

LŦ ŎǳǊǊŜƴǘƭȅ ŜȄŜƳǇǘΣ ǿƛƭƭ ǘƘŜ 
ƴŜȄǘ ŀŎŀŘŜƳƛŎ ǘŜǊƳ ƛƴ ǿƘƛŎƘ 
ǘƘŜȅ ǿƛƭƭ ōŜ ŜȄŜƳǇǘ ŦǊƻƳ CLπ
/! ǎǘŀǊǘ ǿƛǘƘƛƴ ǘƘŜ ƴŜȄǘ ŬǾŜ 
ǿŜŜƪǎΚ 

¢ƘŜ ǎǘǳŘŜƴǘ ƛǎ K0-Not Exempt 
ŦǊƻƳ CL/! ǘŀȄŜǎΦ 

¢ƘŜ ǎǘǳŘŜƴǘ ƛǎ N0-
Exempt ŦǊƻƳ CL/! ǘŀȄŜǎΦ 

NO 
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Data Chg - Appt Period - 40 

What is an Appointment Period? 
²ƘŜƴ ŀ ǎǘǳŘŜƴǘ ƛǎ ƘƛǊŜŘΣ ȅƻǳ Ƴǳǎǘ ǎŜǘ ŀƴ ŀǇǇƻƛƴǘƳŜƴǘ ǇŜǊƛƻŘ ƴƻǘ ǘƻ ŜȄŎŜŜŘ ŀ ȅŜŀǊΣ ōǳǘ ǊŜƴŜǿŀōƭŜ ŀǎ ȅƻǳ ǎŜŜ ŬǘΦ !ǎ ŘŜŬƴŜŘ ōȅ ǘƘŜ !taΣ ǘƘŜ ŀǇǇƻƛƴǘƳŜƴǘ 
ǇŜǊƛƻŘ ǎŜǘǎ ǘƘŜ ǇŜǊƛƻŘ ƻŦ ǝƳŜ ǿƘƛŎƘ ȅƻǳ ŀƎǊŜŜ ǘƻ ŜƳǇƭƻȅ ǘƘŜ ǎǘǳŘŜƴǘΦ ²ƘŜƴ ǘƘŜ ŀǇǇƻƛƴǘƳŜƴǘ ǇŜǊƛƻŘ ŜƴŘǎΣ ȅƻǳ Ƴŀȅ ǘŜǊƳƛƴŀǘŜ ŀ ǎǘǳŘŜƴǘΩǎ ŜƳǇƭƻȅƳŜƴǘ 
ǿƛǘƘƻǳǘ ŎŀǳǎŜΤ ƘƻǿŜǾŜǊΣ ȅƻǳ Ƴŀȅ ŀƭǎƻ ǊŜƴŜǿ ǘƘŜƛǊ ŜƳǇƭƻȅƳŜƴǘ ōȅ ǎǳōƳƛǩƴƎ ŜƛǘƘŜǊ ǘƘƛǎ ǘǊŀƴǎŀŎǝƻƴ ƻǊ ƻƴŜ ƻŦ ǘƘŜ ƻǘƘŜǊǎ ǘƘŀǘ ƛƴŎƭǳŘŜǎ ǘƘŜ ŀōƛƭƛǘȅ ǘƻ ǳǇŘŀǘŜ 
ǘƘŜ ŀǇǇƻƛƴǘƳŜƴǘ ǇŜǊƛƻŘΦ LŦ ȅƻǳ ŀǊŜ ǘŜǊƳƛƴŀǝƴƎ ŀ ǎǘǳŘŜƴǘ ǇǊƛƻǊ ǘƻ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜƛǊ ŀǇǇƻƛƴǘƳŜƴǘ ǇŜǊƛƻŘ ȅƻǳ ǎƘƻǳƭŘ ƎƛǾŜ ǘǿƻ ǿŜŜƪǎ ƴƻǝŎŜ ǇŜǊ ǘƘŜ !ta ǳƴƭŜǎǎ 
ȅƻǳ ƘŀǾŜ ŎŀǳǎŜ ǘƻ ƴƻǘ Řƻ ǎƻΦ ²ƘƛƭŜ ǘƘŜ ŜȄǇƛǊŀǝƻƴ ƻŦ ǘƘŜ ŀǇǇƻƛƴǘƳŜƴǘ ǇŜǊƛƻŘ ŘƻŜǎ ƴƻǘ ƳŜŀƴ ǘƘŜ ǎǘǳŘŜƴǘ Ƴǳǎǘ ǎǘƻǇ ǿƻǊƪƛƴƎΣ ȅƻǳ ǎƘƻǳƭŘ ŜƴŘŜŀǾƻǊ ǘƻ ǳǇŘŀǘŜ 
ǘƘŜ ŀǇǇƻƛƴǘƳŜƴǘ ǇŜǊƛƻŘ ŀǎ ǎƻƻƴ ŀǎ ǇƻǎǎƛōƭŜ ǿƘŜƴ ƛǘ ŘƻŜǎ ŜȄǇƛǊŜΦ 

¢ƘŜ ŜƳǇƭƻȅŜǊ Ŏŀƴ ƭŜŀǾŜ ŎƻƳƳŜƴǘǎ ǘƻ ǎǘǳŘŜƴǘ 
ŜƳǇƭƻȅƳŜƴǘ ƛƴ ǘƘƛǎ ŬŜƭŘΦ 

¸ƻǳ ǳǇŘŀǘŜ ǘƘŜ ŀǇǇƻƛƴǘƳŜƴǘ ǇŜǊƛƻŘ ǳƴŘŜǊ ǘƘŜ 
Change To: ŎƻƭǳƳƴΦ !ǇǇƻƛƴǘƳŜƴǘ ǇŜǊƛƻŘǎ 
Ŏŀƴƴƻǘ ŜȄŎŜŜŘ ƻƴŜ ȅŜŀǊ ŀƴŘ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ 
ŀǇǇƻƛƴǘƳŜƴǘ ǇŜǊƛƻŘ Ƴǳǎǘ ōŜ ŀƊŜǊ ǘƘŜ ŎǳǊǊŜƴǘ 
ŘŀǘŜΦ 

¢ƘŜ ŀŎŎƻǳƴǘ ŎƻŘŜǎ ŀũŜŎǘŜŘ ōȅ ǘƘƛǎ ŎƘŀƴƎŜ ǿƛƭƭ 
ōŜ ƭƛǎǘŜŘ ƘŜǊŜ ŦƻǊ ƛƴŦƻǊƳŀǝƻƴŀƭ ǇǳǊǇƻǎŜǎΦ 

¢ƘŜ ǘǊŀƴǎŀŎǝƻƴ ǘƘŀǘ ƛǎ ōŜƛƴƎ ŎǊŜŀǘŜŘ ǿƛƭƭ ōŜ 
ƭƛǎǘŜŘ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴΦ 

¢ƘŜ From ŘŀǘŜ ƛǎ ǘƘŜ ǎǘŀǊǘ ŘŀǘŜ ŀƴŘ ǘƘŜ To 
ŘŀǘŜ ƛǎ ǘƘŜ ŜƴŘ ŘŀǘŜΦ 



Rate Chg - Step Increase within Same Class - 41 

Step Increase Rules 
bŜǿ ƘƛǊŜǎ ǎǘŀǊǘ ŀǘ ǘƘŜ ŬǊǎǘ ǎǘŜǇ ƛƴ ǘƘŜ Ǉŀȅ Ŏƭŀǎǎ ŀƴŘ ǘƘŜǊŜ ŀǊŜ ŀ ǘƻǘŀƭ ƻŦ ŦƻǳǊ ǎǘŜǇǎ ƛƴ ŜŀŎƘ Ǉŀȅ ŎƭŀǎǎΦ ¢Ƙƛǎ ƛǎ ƴƻǘŀǘŜŘ ŀǎ ǘƘŜ Ŭƴŀƭ ŘƛƎƛǘ ƛƴ ǘƘŜ ŎƭŀǎǎκǎǘŜǇ ŘŜǎƛƎƴŀπ
ǝƻƴΦ CƻǊ ŜȄŀƳǇƭŜΣ !нм ƛƴŘƛŎŀǘŜǎ ǘƘŜ !н Ǉŀȅ Ŏƭŀǎǎ ŀƴŘ ǘƘŜ ŬǊǎǘ ǎǘŜǇΣ ǿƘƛƭŜ !нн ƛƴŘƛŎŀǘŜǎ ǘƘŜ !н Ǉŀȅ Ŏƭŀǎǎ ŀƴŘ ǘƘŜ ǎŜŎƻƴŘ ǎǘŜǇΦ ¢ƘŜ ŦƻǳǊǘƘ ǎǘŜǇ ƛǎ ŀǎ ƘƛƎƘ ŀǎ ŀ 
ǎǘǳŘŜƴǘ Ŏŀƴ Ǝƻ ǿƛǘƘƻǳǘ ƳƻǾƛƴƎ ǳǇ ǘƻ ǘƘŜ ƴŜȄǘ Ǉŀȅ ŎƭŀǎǎΦ {ǘŜǇ ƛƴŎǊŜŀǎŜǎ Ŏŀƴ ƴƻǊƳŀƭƭȅ ƻƴƭȅ ōŜ ƎƛǾŜƴ ƛŦ ǎƛȄ ƳƻƴǘƘǎ ƘŀǾŜ ǇŀǎǎŜŘ ǎƛƴŎŜ ǘƘŜ ƭŀǎǘ Ǉŀȅ ƛƴŎǊŜŀǎŜ όǎǘŜǇκ
ǇǊƻƳƻǝƻƴύ ŀƴŘκƻǊ ǘƘŜ ƘƛǊŜ ŘŀǘŜΦ ! ƳŀƴŘŀǘƻǊȅ ǎǘŜǇ ƛƴŎǊŜŀǎŜ Ƴǳǎǘ ōŜ ƎƛǾŜƴ ŀƊŜǊ ǘƘŜ ǎǘǳŘŜƴǘ Ƙŀǎ ǿƻǊƪŜŘ ƻƴŜ ȅŜŀǊ ŦǊƻƳ ǘƘŜ ƭŀǎǘ ƛƴŎǊŜŀǎŜ ƻǊ ƘƛǊŜ ŘŀǘŜ ŀƴŘ ǘƘŜ 
ǎǘǳŘŜƴǘ Ƙŀǎ ǿƻǊƪŜŘ пллҌ ƘƻǳǊǎ ŘǳǊƛƴƎ ǘƘŀǘ ǇŜǊƛƻŘΦ 

¦ƴŘŜǊ ǘƘŜ Change To: ŎƻƭǳƳƴ ǘƘŜ ƴŜǿ ŎƭŀǎǎκǎǘŜǇ 
ŀƴŘ Ǉŀȅ ǊŀǘŜ ǿƛƭƭ ōŜ ƛƴŘƛŎŀǘŜŘΦ {ƛƴŎŜ ƻƴƭȅ ƻƴŜ 
ǎǘŜǇ Ŏŀƴ ōŜ ƎƛǾŜƴ ŀǘ ŀ ǝƳŜΣ ǘƘƛǎ ǿƛƭƭ ōŜ ŀ ƭƻŎƪŜŘ 
ŬŜƭŘΦ ¸ƻǳ Ƴǳǎǘ ŀƭǎƻ Ŭƭƭ-ƛƴ ǘƘŜ ŀǇǇƻƛƴǘƳŜƴǘ ǇŜǊƛπ
ƻŘΣ ǘƘƻǳƎƘ ȅƻǳ Ŏŀƴ ǳǎŜ ǘƘŜ ǎŀƳŜ ŘŀǘŜǎ ŀǎ ǘƘŜ 
ŎǳǊǊŜƴǘ ŀǇǇƻƛƴǘƳŜƴǘ ǇŜǊƛƻŘΦ 

¢ƘŜ ǘǊŀƴǎŀŎǝƻƴ ǘƘŀǘ ƛǎ ōŜƛƴƎ ŎǊŜŀǘŜŘ ǿƛƭƭ ōŜ 
ƭƛǎǘŜŘ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴΦ 

¢ƘŜ ŜƳǇƭƻȅŜǊ Ŏŀƴ ƭŜŀǾŜ ŎƻƳƳŜƴǘǎ ǘƻ ǎǘǳŘŜƴǘ 
ŜƳǇƭƻȅƳŜƴǘ ƛƴ ǘƘƛǎ ŬŜƭŘΦ 

¢ƘŜ ŀŎŎƻǳƴǘ ŎƻŘŜǎ ŀũŜŎǘŜŘ ōȅ ǘƘƛǎ ŎƘŀƴƎŜ ǿƛƭƭ ōŜ 
ƭƛǎǘŜŘ ƘŜǊŜ ŦƻǊ ƛƴŦƻǊƳŀǝƻƴŀƭ ǇǳǊǇƻǎŜǎΦ 

Student Employment Approval 
LŦ ȅƻǳ ǎǳōƳƛǘ ŀ ǎǘŜǇ ƛƴŎǊŜŀǎŜ ŦƻǊ ŀƴ ŜƳǇƭƻȅŜŜ 
ōŜŦƻǊŜ ǎƛȄ ƳƻƴǘƘǎ ƘŀǾŜ ǇŀǎǎŜŘ ǎƛƴŎŜ ǘƘŜƛǊ ƘƛǊŜ 
ŘŀǘŜ όƻǊ ƭŀǎǘ Ǉŀȅ ƛƴŎǊŜŀǎŜύΣ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴ ǿƛƭƭ Ǝƻ 
ǘƻ ȅƻǳǊ {ǘǳŘŜƴǘ 9ƳǇƭƻȅƳŜƴǘ ƻŶŎŜ ŦƻǊ ǊŜǾƛŜǿΦ LŦ 
ȅƻǳ ƪƴƻǿ ȅƻǳ ŀǊŜ ǎǳōƳƛǩƴƎ ƛǘ ŜŀǊƭȅΣ ǿŜ ǊŜŎƻƳπ
ƳŜƴŘ ƭŜŀǾƛƴƎ ƧǳǎǝŬŎŀǝƻƴ ƛƴ ǘƘŜ Comments to 
Student Employment ǎŜŎǝƻƴΦ 



Rate Chg - Promo to New Class (within same series) - 42 

Promotions 
¸ƻǳ Ƴŀȅ ǇǊƻƳƻǘŜ ŀ ǎǘǳŘŜƴǘ ǳǎƛƴƎ ǘƘƛǎ ǘǊŀƴǎŀŎǝƻƴ ǘƻ ŀƴȅ Ǉŀȅ Ŏƭŀǎǎ ƛƴ ǘƘŜ ǎŀƳŜ Ƨƻō ǎŜǊƛŜǎ όǎŀƳŜ Ƨƻō ƴǳƳōŜǊύΦ ¢ƘŜ ǎǘǳŘŜƴǘ Ƴǳǎǘ ƳŜŜǘ ǘƘŜ ǉǳŀƭƛŬŎŀǝƻƴǎ ƻŦ ǘƘŜ 
ƴŜǿ Ǉŀȅ Ŏƭŀǎǎ ŀƴŘ ōŜ ŀōƭŜ ǘƻ ǇŜǊŦƻǊƳ ǘƘŜ ŘǳǝŜǎ ƛƴŘƛŎŀǘŜŘΦ tǊƻƳƻǝƻƴǎ ŀǊŜ ŀƭǿŀȅǎ ǘƻ ǘƘŜ ŬǊǎǘ ǎǘŜǇΦ ¢ƘŜ Ƨƻō ƭƛǎǝƴƎ ŀǘ ǘƘŜ ƘƛƎƘŜǊ Ǉŀȅ Ŏƭŀǎǎ Ƴǳǎǘ ƘŀǾŜ ōŜŜƴ ŎǊŜŀǘπ
ŜŘ ŀƴŘ ŀǇǇǊƻǾŜŘ ōŜŦƻǊŜ ǘƘŜ ǎǘǳŘŜƴǘ Ŏŀƴ ōŜ ǇǊƻƳƻǘŜŘ ǘƻ ǘƘŀǘ ƭŜǾŜƭ 

¦ƴŘŜǊ ǘƘŜ Change To: ŎƻƭǳƳƴ ȅƻǳ ǎƘƻǳƭŘ Ŭƭƭ-ƛƴ ǘƘŜ ǊŜǉǳƛǊŜŘ ƛƴŦƻǊπ
ƳŀǝƻƴΣ ōǳǘ ƳƛƴƛƳŀƭƭȅ ȅƻǳ ƴŜŜŘ ǘƻ ǎŜƭŜŎǘ ŀ ƴŜǿ Ǉŀȅ ŎƭŀǎǎΦ ¸ƻǳ ǿƛƭƭ 
ƻƴƭȅ ōŜ ŀōƭŜ ǘƻ ǇǊƻƳƻǘŜ ŀƴ ŜƳǇƭƻȅŜŜ ǘƻ ŀ Ƨƻō ǘƘŀǘ ŀƭǊŜŀŘȅ ŜȄƛǎǘǎ ƛƴ 
ǘƘŜ ǎŜǊƛŜǎ όƘŀǎ ǘƘŜ ǎŀƳŜ Ƨƻō ƴǳƳōŜǊύΦ LŦ ǘƘŜ Ƨƻō ŘƻŜǎ ƴƻǘ ŜȄƛǎǘΣ ȅƻǳ 
ǿƛƭƭ ƴŜŜŘ ǘƻ ŀŘŘ ƛǘ ǘƻ ǘƘŜ ǎŜǊƛŜǎΦ 

¢ƘŜ ǘǊŀƴǎŀŎǝƻƴ ǘƘŀǘ ƛǎ ōŜƛƴƎ ŎǊŜŀǘŜŘ ǿƛƭƭ ōŜ ƭƛǎǘŜŘ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ 
ǘǊŀƴǎŀŎǝƻƴΦ 

¢ƘŜ ŜƳǇƭƻȅŜǊ Ŏŀƴ ƭŜŀǾŜ ŎƻƳƳŜƴǘǎ ǘƻ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘ ƛƴ ǘƘƛǎ 
ŬŜƭŘΦ 

¢ƘŜ ŀŎŎƻǳƴǘ ŎƻŘŜǎ ŀũŜŎǘŜŘ ōȅ ǘƘƛǎ ŎƘŀƴƎŜ ǿƛƭƭ ōŜ ƭƛǎǘŜŘ ƘŜǊŜ ŦƻǊ 
ƛƴŦƻǊƳŀǝƻƴŀƭ ǇǳǊǇƻǎŜǎΦ 

LƴŘƛŎŀǘŜ ƘŜǊŜ ǘƘŜ ƭŜǾŜƭ ƻŦ ǎǳǇŜǊǾƛǎƛƻƴ ǘƘŜ ŜƳǇƭƻȅŜŜ ǊŜǉǳƛǊŜǎ ŀƴŘ 
ǿƘŜǘƘŜǊ ƻǊ ƴƻǘ ǘƘŜȅ ǿƛƭƭ ǎǳǇŜǊǾƛǎŜ ƻǘƘŜǊ ŜƳǇƭƻȅŜŜǎΦ 

¸ƻǳ Ƴǳǎǘ Ŭƭƭ-ƛƴ ǘƘŜ ŀǇǇƻƛƴǘƳŜƴǘ ǇŜǊƛƻŘΣ ǘƘƻǳƎƘ ȅƻǳ Ŏŀƴ ǳǎŜ ǘƘŜ 
ǎŀƳŜ ŘŀǘŜǎ ŀǎ ǘƘŜ ŎǳǊǊŜƴǘ ŀǇǇƻƛƴǘƳŜƴǘ ǇŜǊƛƻŘΦ 



Rate Chg - Downgrade to New Class (within same series) - 43 

¦ƴŘŜǊ ǘƘŜ Change To: ŎƻƭǳƳƴ ȅƻǳ ǎŜƭŜŎǘ ǘƘŜ Ǉŀȅ Ŏƭŀǎǎ ǘƻ ǿƘƛŎƘ ǘƘŜ 
ŜƳǇƭƻȅŜŜ ƛǎ ōŜƛƴƎ ŘƻǿƴƎǊŀŘŜŘΦ ¢ƘŜ Ƨƻō ȅƻǳ ŀǊŜ ŘƻǿƴƎǊŀŘƛƴƎ ǘƘŜƳ 
ǘƻ Ƴǳǎǘ ōŜ ƛƴ ǘƘŜ ǎŀƳŜ ǎŜǊƛŜǎ όǎƘŀǊŜ ǘƘŜ ǎŀƳŜ Ƨƻō ƴǳƳōŜǊύΦ 

Student Employment Approval 
5ƻǿƴƎǊŀŘŜǎ ǊŜǉǳƛǊŜ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘ ŀǇǇǊƻǾŀƭΦ LŦ ȅƻǳ ŀǊŜ 
ŘƻǿƴƎǊŀŘƛƴƎ ŀ ǎǘǳŘŜƴǘ ǘƘŀǘ ǿŀǎ ŀǘ ŀ ƘƛƎƘŜǊ ǎǘŜǇ ƛƴ ǘƘŜ ƭƻǿŜǊ Ǉŀȅ 
ŎƭŀǎǎΣ ƛƴŘƛŎŀǘŜ ǘƘƛǎ ƛƴ ǘƘŜ ŎƻƳƳŜƴǘǎ ǘƻ ǊŜǎǘƻǊŜ ǘƘŜƳ ǘƻ ǘƘŀǘ ǎǘŜǇΦ 
[ŜŀǾƛƴƎ ŎƻƳƳŜƴǘǎ ƧǳǎǝŦȅƛƴƎ ǘƘŜ ŘƻǿƴƎǊŀŘŜΣ ƻǊ ƳŀƪƛƴƎ ǇǊƛƻǊ ŀǊπ
ǊŀƴƎŜƳŜƴǘǎ ǿƛǘƘ ȅƻǳǊ {9 ƻŶŎŜΣ ǿƛƭƭ ŀƭǎƻ ƛƴŎǊŜŀǎŜ ǘƘŜ ƭƛƪŜƭƛƘƻƻŘ 
ǘƘŀǘ ǘƘŜ ŘƻǿƴƎǊŀŘŜ ǿƛƭƭ ōŜ ŀǇǇǊƻǾŜŘΦ aƻǎǘ ŘƻǿƴƎǊŀŘŜǎ ŀǊŜ ǘƘŜ 
ǊŜǎǳƭǘ ƻŦ ŀƴ ŜƳǇƭƻȅŜŜ ǘŜƳǇƻǊŀǊƛƭȅ ŀǎǎǳƳƛƴƎ ƎǊŜŀǘŜǊ ŘǳǝŜǎΦ 

¢ƘŜ ŜƳǇƭƻȅŜǊ Ŏŀƴ ƭŜŀǾŜ ŎƻƳƳŜƴǘǎ ǘƻ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘ ƛƴ ǘƘƛǎ 
ŬŜƭŘΦ .ŜŎŀǳǎŜ ǘƘƛǎ ǘǊŀƴǎŀŎǝƻƴ ǊŜǉǳƛǊŜǎ {ǘǳŘŜƴǘ 9ƳǇƭƻȅƳŜƴǘ ŀǇπ
ǇǊƻǾŀƭΣ ƛǘ ƘŜƭǇǎ ǘƻ ƭŜŀǾŜ ƧǳǎǝŬŎŀǝƻƴ ŦƻǊ ǘƘŜ ŘƻǿƴƎǊŀŘŜ ƘŜǊŜΦ 

¢ƘŜ ŀŎŎƻǳƴǘ ŎƻŘŜǎ ŀũŜŎǘŜŘ ōȅ ǘƘƛǎ ŎƘŀƴƎŜ ǿƛƭƭ ōŜ ƭƛǎǘŜŘ ƘŜǊŜ ŦƻǊ 
ƛƴŦƻǊƳŀǝƻƴŀƭ ǇǳǊǇƻǎŜǎΦ 

LƴŘƛŎŀǘŜ ƘŜǊŜ ǘƘŜ ƭŜǾŜƭ ƻŦ ǎǳǇŜǊǾƛǎƛƻƴ ǘƘŜ ŜƳǇƭƻȅŜŜ ǊŜǉǳƛǊŜǎ ŀƴŘ 
ǿƘŜǘƘŜǊ ƻǊ ƴƻǘ ǘƘŜȅ ǿƛƭƭ ǎǳǇŜǊǾƛǎŜ ƻǘƘŜǊ ŜƳǇƭƻȅŜŜǎΦ 

¸ƻǳ Ƴǳǎǘ Ŭƭƭ-ƛƴ ǘƘŜ ŀǇǇƻƛƴǘƳŜƴǘ ǇŜǊƛƻŘΣ ǘƘƻǳƎƘ ȅƻǳ Ŏŀƴ ǳǎŜ ǘƘŜ 
ǎŀƳŜ ŘŀǘŜǎ ŀǎ ǘƘŜ ŎǳǊǊŜƴǘ ŀǇǇƻƛƴǘƳŜƴǘ ǇŜǊƛƻŘΦ 

¢ƘŜ ǘǊŀƴǎŀŎǝƻƴ ǘƘŀǘ ƛǎ ōŜƛƴƎ ŎǊŜŀǘŜŘ ǿƛƭƭ ōŜ ƭƛǎǘŜŘ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ 
ǘǊŀƴǎŀŎǝƻƴΦ 



Fund Chg - Add New Account Code - 44 

¢ƘŜ ŜƳǇƭƻȅŜǊ Ŏŀƴ ƭŜŀǾŜ ŎƻƳƳŜƴǘǎ ǘƻ ǎǘǳŘŜƴǘ ŜƳπ
ǇƭƻȅƳŜƴǘ ƛƴ ǘƘƛǎ ŬŜƭŘΦ 

¢ƘŜ ŀŎŎƻǳƴǘ ŎƻŘŜǎ ŀũŜŎǘŜŘ ōȅ ǘƘƛǎ ŎƘŀƴƎŜ ǿƛƭƭ ōŜ 
ƭƛǎǘŜŘ ƘŜǊŜ ŦƻǊ ƛƴŦƻǊƳŀǝƻƴŀƭ ǇǳǊǇƻǎŜǎΦ 

¢ƘŜ ǘǊŀƴǎŀŎǝƻƴ ǘƘŀǘ ƛǎ ōŜƛƴƎ ŎǊŜŀǘŜŘ ǿƛƭƭ ōŜ ƭƛǎǘŜŘ ŀǘ 
ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴΦ 

Account Codes 
¸ƻǳ ǎƘƻǳƭŘ Ŏƻƴǎǳƭǘ ȅƻǳǊ CƛǎŎŀƭ !ǳǘƘƻǊƛǘȅ ǿƘŜƴ 
ŀŘŘƛƴƎ ŀŎŎƻǳƴǘ ŎƻŘŜǎ ƛŦ ȅƻǳ ƘŀǾŜ ǉǳŜǎǝƻƴǎΦ 

{ŜƭŜŎǘ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ tŀȅǊƻƭƭ bǳƳōŜǊΦ CƻǊ Ƴƻǎǘ 
ŀŎŎƻǳƴǘǎ ȅƻǳ ǎƘƻǳƭŘ ǳǎŜ ǘƘŜ Cо tŀȅǊƻƭƭ bǳƳōŜǊ ŦƻǊ 
ǎǘǳŘŜƴǘ ŜƳǇƭƻȅŜŜǎΦ Cм ǎƘƻǳƭŘ ƻƴƭȅ ōŜ ǳǎŜŘ ŦƻǊ ŀŎπ
Ŏƻǳƴǘǎ ǘƻ ǿƘƛŎƘ CŜŘŜǊŀƭ ²ƻǊƪ {ǘǳŘȅ ƘƻǳǊǎ ǿƛƭƭ ōŜ 
ŎƘŀǊƎŜŘΦ !ŘŘƛƴƎ ŀƴ ŀŎŎƻǳƴǘ ŎƻŘŜ ǿƛǘƘ ŀƴ Cм tŀȅǊƻƭƭ 
bǳƳōŜǊ ǿƛƭƭ ƳŜŀƴ ȅƻǳǊ {ǘǳŘŜƴǘ 9ƳǇƭƻȅƳŜƴǘ ƻŶŎŜ 
ǿƛƭƭ ƴŜŜŘ ǘƻ ǊŜǾƛŜǿ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴΦ 

{ŜƭŜŎǘ ǘƘŜ ŎŀƳǇǳǎ ǘƘŀǘ ŎƻƴǘǊƻƭǎ ǘƘŜ ŀŎŎƻǳƴǘ ŎƻŘŜΦ 

LƴǇǳǘ ǘƘŜ ǎŜǾŜƴ-ŘƛƎƛǘ ŀŎŎƻǳƴǘ ŎƻŘŜ ȅƻǳ ǿƛǎƘ ǘƻ ŀŘŘΦ 

9ƴǘŜǊ ǘƘŜ ǎǳō-ŀŎŎƻǳƴǘ ŎƻŘŜ όƛŦ ƛǘ Ƙŀǎ ƻƴŜύΦ 

¸ƻǳ Ƴŀȅ ŀŘŘ ƳǳƭǝǇƭŜ ŀŎŎƻǳƴǘǎ ǿƛǘƘ ŀ ǎƛƴƎƭŜ ǘǊŀƴǎπ
ŀŎǝƻƴΦ tǊŜǎǎ ǘƘƛǎ ǘŜȄǘ ƭƛƴƪ ǘƻ ŀŘŘ ŀƴƻǘƘŜǊ ŀŎŎƻǳƴǘΦ 

LƴǇǳǘ ǘƘŜ ²ŀǊǊŀƴǘ /ƻŘŜ όƛƴŘƛŎŀǘŜǎ ǿƘŜǊŜ ŎƘŜŎƪǎ ŀǊŜ 
ǘƻ ōŜ ŘŜƭƛǾŜǊŜŘύΦ 



Fund Chg - Change or Terminate Account Code - 45 

Changing/Removing Accounts 
hƴŜ ƻŦ ǘƘŜ ǳǎŜǎ ŦƻǊ ǘƘƛǎ ǘǊŀƴǎŀŎǝƻƴ ƛǎ ǘƻ ŜƛǘƘŜǊ ǊŜƳƻǾŜ ƻǊ ŎƘŀƴƎŜ ŀŎŎƻǳƴǘǎ 
ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŜƳǇƭƻȅƳŜƴǘ ǊŜŎƻǊŘΦ LŦ ȅƻǳ ǿƛǎƘ ǘƻ ǊŜƳƻǾŜ 
ŀŎŎƻǳƴǘ ŎƻŘŜǎΣ ōǳǘ ƴƻǘ ǘŜǊƳƛƴŀǘŜ ǘƘŜ ǎǘǳŘŜƴǘΣ ŎƘŜŎƪ ǘƘŜ ǘŜǊƳƛƴŀǘŜ ōƻȄ ŦƻǊ 
ǘƘŜ ŀŎŎƻǳƴǘǎ ȅƻǳ ǿƛǎƘ ǘƻ ǊŜƳƻǾŜΣ ōǳǘ ȅƻǳ Ƴǳǎǘ ƭŜŀǾŜ ŀǘ ƭŜŀǎǘ ƻƴŜ ŀŎŎƻǳƴǘ 
ŀŎǝǾŜΦ LŦ ȅƻǳ ǿŀƴǘ ǘƻ ŎƘŀƴƎŜ ŀŎŎƻǳƴǘǎΣ ŜƴǘŜǊ ǘƘŜ ƴŜǿ ŀŎŎƻǳƴǘǎ ƛƴŦƻǊƳŀǝƻƴ 
ƻƴ ǘƘŜ Change To: ƭƛƴŜ ƴŜȄǘ ǘƻ ǘƘŜ ŀŎŎƻǳƴǘ ŎƻŘŜ ȅƻǳ ǿƛǎƘ ǘƻ ŎƘŀƴƎŜΦ 

Terminations 
hƴŜ ƻŦ ǘƘŜ ǇƻǎǎƛōƭŜ ǳǎŜǎ ƻŦ ǘƘƛǎ ǘǊŀƴǎŀŎǝƻƴ ƛǎ ǘƻ ǘŜǊƳƛƴŀǘŜ ŀ ǎǘǳŘŜƴǘΩǎ 
ŜƳǇƭƻȅƳŜƴǘΦ ¢ƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ǇǊŜǾŜƴǘ ȅƻǳ ŦǊƻƳ ƛƴƛǝŀǝƴƎ ŀ ǘŜǊƳƛƴŀǝƻƴ ǳƴǝƭ 
ǘǿƻ Ǉŀȅ ǇŜǊƛƻŘǎ ƘŀǾŜ ǇŀǎǎŜŘ ǎƛƴŎŜ ǘƘŜ ƭŀǎǘ Ǉŀȅ ŘŀǘŜΦ LŦ ȅƻǳ ŎƘŜŎƪ ǘƘŜ 
ǘŜǊƳƛƴŀǘŜ ōƻȄ ƛƴ ŀƭƭ ƻŦ ǘƘŜ ŀŎŎƻǳƴǘǎ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŜƳǇƭƻȅπ
ƳŜƴǘ ǊŜŎƻǊŘ ǘƘƛǎ ǘǊŀƴǎŀŎǝƻƴ ǿƛƭƭ ǘŜǊƳƛƴŀǘŜ ǘƘŜ ǎǘǳŘŜƴǘΦ 

¢ƘŜ ǘǊŀƴǎŀŎǝƻƴ ǘƘŀǘ ƛǎ ōŜƛƴƎ ŎǊŜŀǘŜŘ ǿƛƭƭ ōŜ 
ƭƛǎǘŜŘ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴΦ 

¢ƘŜ ŜƳǇƭƻȅŜǊ Ŏŀƴ ƭŜŀǾŜ ŎƻƳƳŜƴǘǎ ǘƻ ǎǘǳŘŜƴǘ 
ŜƳǇƭƻȅƳŜƴǘ ƛƴ ǘƘƛǎ ŬŜƭŘΦ 

¢ƘŜ Change To ŎƻƭǳƳƴ ƛǎ ǳǎŜŘ ƻƴƭȅ ǿƘŜƴ ȅƻǳ ŀǊŜ 
ŎƘŀƴƎƛƴƎ ŀƴ ŀŎŎƻǳƴǘ ŎƻŘŜΦ ¢ƘŜ ƻƭŘ ŀŎŎƻǳƴǘ ƛƴŦƻǊπ
Ƴŀǝƻƴ ǿƛƭƭ ōŜ ǊŜǇƭŀŎŜŘ ōȅ ǘƘŜ ŀŎŎƻǳƴǘ ƛƴŦƻǊπ
Ƴŀǝƻƴ ƭƛǎǘŜŘ ƛƴ ǘƘƛǎ ŎƻƭǳƳƴΦ 

/ƘŜŎƪƛƴƎ ǘƘŜ ¢ŜǊƳƛƴŀǘŜ ōƻȄ ǿƛƭƭ ǊŜƳƻǾŜ ǘƘŜ ŀŎπ
Ŏƻǳƴǘ ŦǊƻƳ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǇƻǎƛǝƻƴΦ ¢ŜǊƳƛƴŀǝƴƎ 
ŀƭƭ ŀŎŎƻǳƴǘǎ ǘŜǊƳƛƴŀǘŜǎ ǘƘŜƛǊ ŜƳǇƭƻȅƳŜƴǘΦ 5ƻ 
ƴƻǘ ŎƘŜŎƪ ǘƘƛǎ ōƻȄ ǿƘŜƴ ȅƻǳ ǿŀƴǘ ǘƻ ŎƘŀƴƎŜ ǘƘŜ 
ŀŎŎƻǳƴǘΣ ŜƛǘƘŜǊ ŎƘŜŎƪ ǘƘƛǎ ōƻȄ ƻǊ ŜƴǘŜǊ ƛƴŦƻǊπ
Ƴŀǝƻƴ ƛƴǘƻ ǘƘŜ Change To ŎƻƭǳƳƴΣ ƴƻǘ ōƻǘƘΦ 

²ƘŜƴ ŎƘŀƴƎƛƴƎ ŀƴ ŀŎŎƻǳƴǘΣ ŜƴǘŜǊ ǘƘŜ ƛƴŦƻǊπ
Ƴŀǝƻƴ ƘŜǊŜΦ {ŜŜ ǘƘŜ ǇǊŜǾƛƻǳǎ ǇŀƎŜ ŦƻǊ ƛƴŦƻǊπ
Ƴŀǝƻƴ ƻƴ ŜŀŎƘ ƻŦ ǘƘŜǎŜ ƭƛƴŜǎΦ 



Section 4: Forms and Info 
 



Forms and Info 
¢ƘŜ CƻǊƳǎ ŀƴŘ LƴŦƻ ¢ŀō ƛǎ ǿƘŜǊŜ ȅƻǳ ǿƛƭƭ ŬƴŘ 
ƭƛƴƪǎ ǘƻ ǊŜǎƻǳǊŎŜǎ ǊŜƭŜǾŀƴǘ ǘƻ ƘƛǊƛƴƎ ǎǘǳŘŜƴǘ ŜƳπ
ǇƭƻȅŜŜǎΦ 

 
General Forms Info 
¢ƘŜ General Forms/Info ǎŜŎǝƻƴ Ŏƻƴǘŀƛƴǎ ŀ ƴǳƳπ
ōŜǊ ƻŦ ƭƛƴƪǎ ǘƻ ǾŀǊƛƻǳǎ ƎŜƴŜǊŀƭ ŘƻŎǳƳŜƴǘǎ ǘƘŀǘ ŀǊŜ 
ǳǎŜŘ ŀǘ ŀƭƭ ŎŀƳǇǳǎŜǎΦ 9ŀŎƘ ƻŦ ǘƘŜ ŘƻŎǳƳŜƴǘǎ ŀǊŜ 

ōǊƛŜƅȅ ŘŜǎŎǊƛōŜŘ ōŜƭƻǿΥ 
 
¶ {ǘŀǘŜ ƻŦ Iŀǿŀƛƛ 9ƳǇƭƻȅŜŜ ²ƛǘƘƘƻƭŘƛƴƎ !ƭπ
ƭƻǿŀƴŎŜ ŀƴŘ {ǘŀǘǳǎ /ŜǊǝŬŎŀǘŜ όI²-пύΥ ¢Ƙƛǎ 
ƛǎ ŀ ƭƛƴƪ ǘƻ ǘƘŜ {ǘŀǘŜ ƻŦ Iŀǿŀƛƛ ƛƴŎƻƳŜ ǘŀȄ 
ŦƻǊƳ ǘƘŀǘ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅŜŜǎ ƴŜŜŘ ǘƻ ŎƻƳπ
ǇƭŜǘŜ ǘƻ ŘŜǘŜǊƳƛƴŜ ǘƘŜƛǊ {ǘŀǘŜ ǿƛǘƘƘƻƭŘƛƴƎ 
ŀƭƭƻǿŀƴŎŜǎΦ 

¶ 5ƛǊŜŎǘ 5ŜǇƻǎƛǘ CƻǊƳ ό5-слύΥ ¢Ƙƛǎ ƛǎ ŀ ƭƛƴƪ ǘƻ 
ǘƘŜ ŘƛǊŜŎǘ ŘŜǇƻǎƛǘ ŦƻǊƳ ό5-слύ ƻƴ ǘƘŜ tŀȅǊƻƭƭ 

ǿŜōǎƛǘŜΦ 9ƳǇƭƻȅŜŜǎ ǿƛǎƘƛƴƎ ǘƻ ŜǎǘŀōƭƛǎƘ Řƛπ
ǊŜŎǘ ŘŜǇƻǎƛǘ ǎƘƻǳƭŘ ŎƻƳǇƭŜǘŜ ǘƘƛǎ ŦƻǊƳ ŀƴŘ 
ǎǳōƳƛǘ ƛǘ ǘƻ ȅƻǳΦ ¸ƻǳǊ ŘŜǇŀǊǘƳŜƴǘ ǿƛƭƭ ǘƘŜƴ 
ǊƻǳǘŜ ǘƘŜ ŦƻǊƳ ǘƻ ǘƘŜ tŀȅǊƻƭƭ ƻŶŎŜΦ 

¶ DŜƴŜǊŀƭ /ƻƴŬŘŜƴǝŀƭƛǘȅ bƻǝŎŜ ŦƻǊƳΥ ²ƘŜƴ 
ǎǘǳŘŜƴǘ ŜƳǇƭƻȅŜŜǎ ǿƛƭƭ ƘŀǾŜ ŀŎŎŜǎǎ ǘƻ ǎŜƴǎƛπ
ǝǾŜ ƛƴŦƻǊƳŀǝƻƴΣ ȅƻǳ Ƴŀȅ ŀǎƪ ǘƘŜƳ ǘƻ ŎƻƳπ
ǇƭŜǘŜ ǘƘƛǎ ŦƻǊƳΦ ¢ƘŜ ŦƻǊƳ ǎƘƻǳƭŘ ōŜ ǊŜǘŀƛƴŜŘ 
ŀǎ ǇŀǊǘ ƻŦ ǘƘŜƛǊ ǇŜǊǎƻƴƴŜƭ ǊŜŎƻǊŘ ƛƴ ȅƻǳǊ 
ƻŶŎŜΦ ¸ƻǳ Ƴŀȅ ŀƭǎƻ ƘŀǾŜ ǘƘŜƳ ŎƻƳǇƭŜǘŜ ǘƘŜ 

Forms and Info Tab - 47 

DŜƴŜǊŀƭ CƻǊƳǎ ŀƴŘ LƴŦƻ ŀǊŜ ǊŜǎƻǳǊŎŜǎ ǘƘŀǘ ŀǊŜ 
ǊŜƭŜǾŀƴǘ ǘƻ ŀƭƭ ŎŀƳǇǳǎŜǎΦ ¢Ƙƛǎ ƛƴŎƭǳŘŜǎ ǘƘƛƴƎǎ ƭƛƪŜ 
ǘŀȄ ŦƻǊƳǎΣ CL/!Σ ǘƘŜ !taΣ ŀƴŘ ƻǘƘŜǊ ǎȅǎǘŜƳ-ǿƛŘŜ 
ǊŜǎƻǳǊŎŜǎΦ 

¦I CƻǊƳǎ ŀƴŘ LƴŦƻ ŀǊŜ ǊŜǎƻǳǊŎŜǎ ǘƘŀǘ ŀǊŜ ǊŜƭŜπ
Ǿŀƴǘ ƻƴƭȅ ǘƻ ǘƘƻǎŜ ƘƛǊƛƴƎ ǎǘǳŘŜƴǘǎ ŀǘ ¦I aŀƴƻŀΦ 



ŦƻǊƳ ƻƴ ǘƘŜ L¢{ !/9w ǿŜōǎƛǘŜ όhttps://
www.Ƙŀǿŀƛƛ.edu/its/ŀŎŜǊ/ ύΦ 

¶ CŜŘŜǊŀƭ LƴŎƻƳŜ ¢ŀȄ ²ƛǘƘƘƻƭŘƛƴƎ CƻǊƳ ό²-пύΥ 
¢Ƙƛǎ ƛǎ ŀ ƭƛƴƪ ǘƻ ǘƘŜ CŜŘŜǊŀƭ ƛƴŎƻƳŜ ǘŀȄ ŦƻǊƳ 
ǘƘŀǘ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅŜŜǎ ƴŜŜŘ ǘƻ ŎƻƳǇƭŜǘŜ ǘƻ 
ŘŜǘŜǊƳƛƴŜ ǘƘŜƛǊ CŜŘŜǊŀƭ ǿƛǘƘƘƻƭŘƛƴƎ ŀƭƭƻǿπ
ŀƴŎŜǎΦ 

¶ !ŘƳƛƴƛǎǘǊŀǝǾŜ tǊƻŎŜŘǳǊŜǎ aŀƴǳŀƭ !фΦуслΥ 
¢Ƙƛǎ ƛǎ ŀ ƭƛƴƪ ǘƻ ǘƘŜ !ta ƎƻǾŜǊƴƛƴƎ ƎǊƛŜǾŀƴŎŜ 
ǇǊƻŎŜŘǳǊŜǎΦ 

¶ !ŘƳƛƴƛǎǘǊŀǝǾŜ tǊƻŎŜŘǳǊŜǎ aŀƴǳŀƭ !фΦуулΥ 
¢Ƙƛǎ ƛǎ ŀ ƭƛƴƪ ǘƻ ǘƘŜ !ta ƎƻǾŜǊƴƛƴƎ ƎŜƴŜǊŀƭ 
ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘ ǇǊŀŎǝŎŜǎΣ ǇǊƻŎŜŘǳǊŜǎΣ 
ŀƴŘ ǇƻƭƛŎƛŜǎ ŦƻǊ ǘƘŜ ¦I ǎȅǎǘŜƳΦ 

¶ DŜƴŜǊŀƭ L-ф LƴŦƻǊƳŀǝƻƴΥ ¢Ƙƛǎ ƛǎ ŀ ƭƛƴƪ ǘƻ ǎƻƳŜ 
ƎŜƴŜǊŀƭ ƛƴŦƻǊƳŀǝƻƴ ƻƴ ǘƘŜ L-фΦ 

¶ CŜŘŜǊŀƭ L-ф CƻǊƳΥ ¢Ƙƛǎ ƛǎ ŀ ƭƛƴƪ ǘƻ ǘƘŜ ǇŘŦ ǾŜǊπ
ǎƛƻƴ ƻŦ ǘƘŜ ŦƻǊƳ L-фΦ tƭŜŀǎŜ ƴƻǘŜ ǘƘŀǘ ǎƻƳŜ 
ŎŀƳǇǳǎŜǎ ƴƻǿ ǳǎŜ ǘƘŜ ŜƭŜŎǘǊƻƴƛŎ L-ф ŦƻǊƳ 
ōǳƛƭǘ ƛƴǘƻ ǎŜŎŜΦ 

¶ IƛǊƛƴƎ tƻƭƛŎƛŜǎ ϧ tǊƻŎŜŘǳǊŜǎΥ ¢Ƙƛǎ ƛǎ ŀ ƭƛƴƪ ǘƻ 
ŀ ŘƻŎǳƳŜƴǘ ǘƘŀǘ ǿŀƭƪǎ ȅƻǳ ǘƘǊƻǳƎƘ ŀŘǾŜǊǝǎπ
ƛƴƎ Ƨƻōǎ ŀƴŘ ƘƛǊƛƴƎ ǎǘǳŘŜƴǘǎΦ 

¶ LƴǎǘǊΦ DǳƛŘŜōƻƻƪ ǘƻ ¦I 9ƳǇƭƻȅŜǊ CǳƴŎǝƻƴǎΥ 
¢Ƙƛǎ ƛǎ ŀ ƭƛƴƪ ǘƻ ǘƘƛǎ ƎǳƛŘŜΦ 

¶ t¢{ 5ŜŦŜǊǊŜŘ /ƻƳǇŜƴǎŀǝƻƴ .ƻƻƪƭŜǘΥ ¢Ƙƛǎ ƛǎ 

ŀ ƭƛƴƪ ǘƻ ǘƘŜ ōƻƻƪƭŜǘ ŘŜǘŀƛƭƛƴƎ ǘƘŜ t¢{ ŘŜπ
ŦŜǊǊŜŘ ŎƻƳǇŜƴǎŀǝƻƴ ǎȅǎǘŜƳ ǘƘŀǘ ǎǘǳŘŜƴǘ ŜƳπ
ǇƭƻȅŜŜǎ Ǉŀȅ ƛƴǘƻ ǿƘŜƴ ǎǳōƧŜŎǘ ǘƻ CL/! ǘŀȄŜǎΦ 

¶ t¢{ 9ƴǊƻƭƭƳŜƴǘ CƻǊƳΥ ¢Ƙƛǎ ƛǎ ŀ ƭƛƴƪ ǘƻ ǘƘŜ ǇŘŦ 
ŦƻǊƳ ǳǎŜŘ ǘƻ ŜƴǊƻƭƭ ŀ ǎǘǳŘŜƴǘ ƛƴ ǘƘŜ t¢{ ŘŜπ
ŦŜǊƳŜƴǘ ǇǊƻƎǊŀƳΦ {ǘǳŘŜƴǘǎ ǎǳōƧŜŎǘ ǘƻ CL/! 
ǘŀȄŜǎ ǎƘƻǳƭŘ ŎƻƳǇƭŜǘŜ ǘƘƛǎ ŦƻǊƳΦ 

¶ {ǘǳŘŜƴǘ !ǎǎƛǎǘŀƴǘ CL/! vǳŜǎǝƻƴƴŀƛǊŜΥ ¢Ƙƛǎ ƛǎ 
ŀ ƭƛƴƪ ǘƻ ǘƘŜ CL/! ǉǳŜǎǝƻƴƴŀƛǊŜ ǿƘƛŎƘ ȅƻǳ Ŏŀƴ 
ǳǎŜ ǘƻ ŘŜǘŜǊƳƛƴŜ ƛŦ ǘƘŜ ǎǘǳŘŜƴǘ ƛǎ ǎǳōƧŜŎǘ ǘƻ 
CL/! ǘŀȄŜǎΦ 

¶ CL/! ¢ŀȄ LƴŦƻǊƳŀǝƻƴΥ ¢Ƙƛǎ ƛǎ ƭƛƴƪ ǘƻ ǘƘŜ ƳŜƳπ
ƻǊŀƴŘǳƳ ŘŜǘŀƛƭƛƴƎ CL/! ǊǳƭŜǎ ŦƻǊ ǘƘŜ ǎǳƳƳŜǊΦ 

 

UH Manoa Forms/Info 
¢ƘŜ UH Manoa Forms/Info ǎŜŎǝƻƴ Ŏƻƴǘŀƛƴǎ ŀ 
ƴǳƳōŜǊ ƻŦ ƭƛƴƪǎ ǘƻ ǾŀǊƛƻǳǎ ŘƻŎǳƳŜƴǘǎ ǎǇŜŎƛŬŎ ǘƻ 
¦I aŀƴƻŀΦ 9ŀŎƘ ƻŦ ǘƘŜ ŘƻŎǳƳŜƴǘǎ ŀǊŜ ōǊƛŜƅȅ ŘŜπ
ǎŎǊƛōŜŘ ōŜƭƻǿΥ 
 

¶ w9!5 ¢IL{ CLw{¢Υ ¢Ƙƛǎ ƛǎ ŀ ƭƛƴƪ ǘƻ ŀ ƳŜƳπ
ƻǊŀƴŘǳƳ ǘƘŀǘ ŀƭƭ ¦I aŀƴƻŀ ŜƳǇƭƻȅŜǊǎ 
ǎƘƻǳƭŘ ǊŜŀŘ ŀƴŘ ōŜ ŦŀƳƛƭƛŀǊ ǿƛǘƘΦ 

¶ фл-5ŀȅ 9ȄǘŜƴǎƛƻƴΥ ¢Ƙƛǎ ƛǎ ŀ ƭƛƴƪ ǘƻ ŀ ǇŘŦ 
ŘŜǘŀƛƭƛƴƎ ǘƘŜ фл-Řŀȅ ŜȄǘŜƴǎƛƻƴ ǇǊƻŎŜǎǎ 
ŦƻǊ L-фǎ ŎƻƳǇƭŜǘŜŘ ǳǎƛƴƎ ǊŜŎŜƛǇǘǎΦ 

¶ LƴǎǘǊǳŎǝƻƴǎ ŦƻǊ IƛǊƛƴƎ Cм {ǘǳŘŜƴǘ ǿκƻ 
{{bΥ ¢Ƙƛǎ ƛǎ ŀ ƭƛƴƪ ǘƻ ŀ ǇŘŦ ŘŜǎŎǊƛōƛƴƎ ǘƘŜ 
ǇǊƻŎŜǎǎ ƻŦ ƘƛǊƛƴƎ Cм ǎǘǳŘŜƴǘǎ ŀƴŘ ƻōǘŀƛƴπ
ƛƴƎ {ƻŎƛŀƭ {ŜŎǳǊƛǘȅ bǳƳōŜǊǎΦ 

¶ aǳƭǝ-Wƻō aŜƳƻΥ ¢Ƙƛǎ ƛǎ ŀ ƭƛƴƪ ǘƻ ŀ ǇŘŦ ƻŦ 
ǘƘŜ Ƴǳƭǝ-Ƨƻō ƳŜƳƻΦ 

¶ C²{ LƴŦƻǊƳŀǝƻƴ ϧ tƻƭƛŎƛŜǎΥ ¢Ƙƛǎ ƛǎ ŀ ƭƛƴƪ 
ǘƻ ŀ ǇŘŦ ƻŦ ǘƘŜ C²{ LƴŦƻǊƳŀǝƻƴ ϧ tƻƭƛπ
ŎƛŜǎ ŘƻŎǳƳŜƴǘΦ 

¶ tŀȅǊƻƭƭ 5ŜŀŘƭƛƴŜǎΥ ¢Ƙƛǎ ƛǎ ŀ ƭƛƴƪ ǘƻ ŀ ǇŘŦ 
ƻŦ ǘƘŜ ǇŀȅǊƻƭƭ ŘŜŀŘƭƛƴŜǎΣ ƻǳǘƭƛƴƛƴƎ ǿƘŜƴ 
ǘǊŀƴǎŀŎǝƻƴǎ Ƴǳǎǘ ōŜ ǎǳōƳƛǧŜŘ ƻǊ ŀǇπ
ǇǊƻǾŜŘ ǘƻ ǘŀƪŜ ŜũŜŎǘ ŦƻǊ ŀ ƎƛǾŜƴ Ǉŀȅ ǇŜπ
ǊƛƻŘΦ 

Forms and Info - 48 



Section 5: Timesheets 
 



Main Menu 
LŦ ȅƻǳ ŀǊŜ ƭƛǎǘŜŘ ŀǎ ōƻǘƘ {ǳǇŜǊǾƛǎƻǊ ŀƴŘ .ǳǎƛƴŜǎǎ 
hŶŎŜ ƛƴ {ŜŎǝƻƴ о όǝƳŜǎƘŜŜǘ ŀǇǇǊƻǾŜǊǎύ ƻƴ ŀƴȅ 
ƧƻōǎΣ ȅƻǳ ǿƛƭƭ ƘŀǾŜ Supervisor / Business Office 
ƭƛǎǘŜŘ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ Ƴŀƛƴ ǇŀƎŜΦ ¢Ƙƛǎ ŀƭƭƻǿǎ ȅƻǳ 
ǘƻ ǎǿƛǘŎƘ ōŜǘǿŜŜƴ ǊƻƭŜǎ ǿƛǘƘ ǘƘŜ ōƻƭŘŜŘ ǊƻƭŜ ōŜπ
ƛƴƎ ȅƻǳǊ ŎǳǊǊŜƴǘ ǊƻƭŜΦ ¢ƻ ǎǿƛǘŎƘ ǊƻƭŜǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ 
ǊƻƭŜ ǘƘŀǘ ƛǎ ƛƴ ƭƛƴƪ ŦƻǊƳ ŀƴŘ ǘƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ǎǿŀǇ 
ǊƻƭŜǎΦ ¸ƻǳ ǿƛƭƭ ōŜ ŘŜŦŀǳƭǘŜŘ ǘƻ ǘƘŜ {ǳǇŜǊǾƛǎƻǊ ǊƻƭŜ 
ŜŀŎƘ ǝƳŜ ȅƻǳ ƭƻƎƛƴΦ 
 

Quick View - Timesheet Status 
¢ƛƳŜǎƘŜŜǘ ǎǘŀǘǳǎ ŘƛǎǇƭŀȅǎ ǘƘŜ ƴǳƳōŜǊ ƻŦ ǝƳŜπ
ǎƘŜŜǘǎ ǳƴŘŜǊ ŜŀŎƘ ƻŦ ǘƘŜ ŘƛũŜǊŜƴǘ ǎǘŀǘǳǎ ǘȅǇŜǎΦ 
/ƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ǎǘŀǘǳǎ ǘȅǇŜ ƻǊ ǘƘŜ ƴǳƳōŜǊ ƛƴ ǘƘŜ 
ǎŀƳŜ Ǌƻǿ ǿƛƭƭ ōǊƛƴƎ ǳǇ ŀ ƭƛǎǘ ƻŦ ǘƘŜ ǝƳŜǎƘŜŜǘǎ 

ŎǳǊǊŜƴǘƭȅ ƛƴ ǘƘŀǘ ǎǘŀǘǳǎΦ ¢ƘŜ ŘƛũŜǊŜƴǘ ǎǘŀǘǳǎ ǘȅǇŜǎ 
ŀƴŘ ǘƘŜƛǊ ƳŜŀƴƛƴƎǎ ŀǊŜ ŘŜǘŀƛƭŜŘ ōŜƭƻǿ όŦƻǊ ǎǳǇŜǊπ
ǾƛǎƻǊǎύΥ 
 
¶ bŜǿƭȅ /ǊŜŀǘŜŘΥ ¢ƘŜǎŜ ŀǊŜ ǝƳŜǎƘŜŜǘǎ ŎǊŜŀǘŜŘ 
ōȅ ǘƘŜ ǎǘǳŘŜƴǘΣ ōǳǘ ƴƻǘ ȅŜǘ ǎǳōƳƛǧŜŘ ǘƻ ǘƘŜ 
ǎǳǇŜǊǾƛǎƻǊΦ 

¶ !ǿŀƛǝƴƎ ¸ƻǳǊ !ǇǇǊƻǾŀƭΥ ¢ƘŜǎŜ ŀǊŜ ǝƳŜπ

Timesheet Tab - 50 

¢ƘŜ ōƻƭŘŜŘ-ōƭŀŎƪ ǘŜȄǘ ƛǎ ǘƘŜ ŎǳǊǊŜƴǘ ǊƻƭŜ ŀƴŘ ǘƘŜ ǘŜȄǘ 
ƭƛƴƪ ƛǎ ŎƭƛŎƪŀōƭŜ ǘƻ ǎǿƛǘŎƘ ǘƻ ǘƘŜ ƻǘƘŜǊ ǊƻƭŜΦ ¸ƻǳ ǿƛƭƭ ōŜ ƛƴ 
ǘƘŜ {ǳǇŜǊǾƛǎƻǊ ǊƻƭŜ ōȅ ŘŜŦŀǳƭǘ ƛŦ ȅƻǳ ǎŜǊǾŜ ōƻǘƘ ǊƻƭŜǎΦ LŦ 
ȅƻǳ ƘŀǾŜ ƻƴƭȅ ƻƴŜ ǊƻƭŜΣ ǘƘƛǎ ǿƛƭƭ ōŜ ōƭŀƴƪΦ 

tǊŜǎǎ ƻƴ ǘƘŜ ǘŜȄǘ ƭƛƴƪ ǘƻ ǾƛŜǿ ǘƘŜ ǝƳŜǎƘŜŜǘǎ ŎǳǊǊŜƴǘƭȅ ƛƴ 
ǘƘŜ ƴŀƳŜŘ ǎǘŀǘǳǎΦ 

¢ƘŜǎŜ ƭƛƴƪǎ ƎǊŀƴǘ ȅƻǳ ŀŎŎŜǎǎ ǘƻ ǾŀǊƛƻǳǎ ƻǇǝƻƴǎ ŦƻǊ ǘŀǎƪǎ 
ǊŜƭŀǘŜŘ ǘƻ ǝƳŜǎƘŜŜǘǎΦ 

¢ƘŜǎŜ ƭƛƴƪǎ ǘŀƪŜ ȅƻǳ ǘƻ ǎŎƘŜŘǳƭŜǎ ƻŦ ǾŀǊƛƻǳǎ ǎƻǊǘǎ ŀǎ ŘŜπ
ǘŀƛƭŜŘ ƻƴ ǘƘŜ ƴŜȄǘ ǇŀƎŜΦ 

Can®t See a Timesheet? 
hƊŜƴ ǝƳŜǎ ǿƘŜƴ ȅƻǳ Ŏŀƴƴƻǘ ŀǇǇǊƻǾŜ ŀ ǝƳŜπ
ǎƘŜŜǘ ƛǘ ƛǎ ōŜŎŀǳǎŜ ȅƻǳ ŀǊŜ ǳƴŘŜǊ ǘƘŜ ǿǊƻƴƎ ǊƻƭŜΦ 
LŦ ȅƻǳ Ŏŀƴ ƻƴƭȅ ǾƛŜǿ ǘƘŜ ǝƳŜǎƘŜŜǘ ŀƴŘ ƘŀǾŜ ƴƻ 
ŎƘŜŎƪōƻȄΣ ǘƘƛǎ ƳƛƎƘǘ ōŜ ȅƻǳǊ ƛǎǎǳŜΦ /ƘŜŎƪ ȅƻǳǊ 
ŎǳǊǊŜƴǘ ǊƻƭŜ ό{ǳǇŜǊǾƛǎƻǊ ƻǊ .ǳǎƛƴŜǎǎ hŶŎŜύ ŀƴŘ 
ǎǿƛǘŎƘ ǘƻ ǘƘŜ ŎƻǊǊŜŎǘ ǊƻƭŜ ƛŦ ƴŜŎŜǎǎŀǊȅΦ 

tǊŜǎǎƛƴƎ ƻƴ ǘƘŜ Timesheet ǘŀō ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǘƻ ŀ 
ƴŜǿ ǇŀƎŜ ŎƻƴǘŀƛƴƛƴƎ ǘƘŜ ǝƳŜǎƘŜŜǘ ŦǳƴŎǝƻƴǎΦ 



ǎƘŜŜǘǎ ǘƘŀǘ ǎǘǳŘŜƴǘǎ ƘŀǾŜ ǎǳōƳƛǧŜŘ ǘƻ ǘƘŜ 
ǎǳǇŜǊǾƛǎƻǊ ŦƻǊ ŀǇǇǊƻǾŀƭΦ 

¶ !ǿŀƛǝƴƎ ¸ƻǳǊ wŜǾƛǎƛƻƴΥ ¢ƘŜǎŜ ŀǊŜ ǝƳŜǎƘŜŜǘǎ 
ǊŜǘǳǊƴŜŘ ǘƻ ǘƘŜ ǎǳǇŜǊǾƛǎƻǊ ōȅ ǘƘŜ .ǳǎƛƴŜǎǎ 
hŶŎŜ ŀǇǇǊƻǾŜǊΣ ǳǎǳŀƭƭȅ ōŜŎŀǳǎŜ ŀƴ ŀŘƧǳǎǘπ
ƳŜƴǘ ƛǎ ǊŜǉǳƛǊŜŘΦ 

¶ wŜǘǳǊƴŜŘ ¢ƻ {ǘǳŘŜƴǘΥ ¢ƘŜǎŜ ŀǊŜ ǝƳŜǎƘŜŜǘǎ 
ǘƘŀǘ ǘƘŜ ǎǳǇŜǊǾƛǎƻǊ Ƙŀǎ ǊŜǘǳǊƴŜŘ ǘƻ ǘƘŜ ǎǘǳπ
ŘŜƴǘ ǎƻ ǘƘŀǘ ǘƘŜ ǎǘǳŘŜƴǘ Ŏŀƴ ƳŀƪŜ ŎƻǊǊŜŎπ
ǝƻƴǎΦ 

¶ tŜƴŘƛƴƎ Cƛƴŀƭ !ǇǇǊƻǾŀƭΥ ¢ƘŜǎŜ ŀǊŜ ǝƳŜǎƘŜŜǘǎ 
ŀǿŀƛǝƴƎ ǘƘŜ .ǳǎƛƴŜǎǎ hŶŎŜ ŀǇǇǊƻǾŀƭΦ 

¶ [ŀǘŜ !ǇǇǊƻǾŜŘΥ ¢ƘŜǎŜ ŀǊŜ ǝƳŜǎƘŜŜǘǎ ǘƘŀǘ 
ƘŀǾŜ ǊŜŎŜƛǾŜŘ ŀƭƭ ŀǇǇǊƻǾŀƭǎΣ ōǳǘ ǿŜǊŜ ǎǳōπ
ƳƛǧŜŘ ŀƊŜǊ ǘƘŜƛǊ ƴƻǊƳŀƭ ŘǳŜ ŘŀǘŜΦ ¢ƘŜǎŜ ǿƛƭƭ 
ōŜ ǇǊƻŎŜǎǎŜŘ ƴŜȄǘ Ǉŀȅ ǇŜǊƛƻŘΦ 

¶ tŜƴŘƛƴƎ tŀȅƳŜƴǘΥ ¢ƘŜǎŜ ŀǊŜ ǝƳŜǎƘŜŜǘǎ ǘƘŀǘ 
ƘŀǾŜ ǊŜŎŜƛǾŜŘ ŀƭƭ ŀǇǇǊƻǾŀƭǎ ƻƴ ǝƳŜΦ ¢ƘŜǎŜ 
ǿƛƭƭ ōŜ ǇǊƻŎŜǎǎŜŘ ǘƘŜ ƴŜȄǘ ǝƳŜ ǘƘŀǘ ǝƳŜπ
ǎƘŜŜǘǎ ŦŜŜŘ ƛƴǘƻ ǘƘŜ tŀȅǊƻƭƭ ǎȅǎǘŜƳΦ 

¶ IƛǎǘƻǊƛŎŀƭΥ ¢ƘŜǎŜ ŀǊŜ ǝƳŜǎƘŜŜǘǎ ǘƘŀǘ ƘŀǾŜ 
ōŜŜƴ ǇǊƻŎŜǎǎŜŘΦ ¢ƘŜǎŜ ŀǊŜ ŀǾŀƛƭŀōƭŜ ƘŜǊŜ ǎƻ 
ǘƘŀǘ ǘƘŜȅ Ƴŀȅ ōŜ ǾƛŜǿŜŘ ŀǎ ǇŀǊǘ ƻŦ ǘƘŜ ǎǘǳπ
ŘŜƴǘΩǎ ŜƳǇƭƻȅƳŜƴǘ ǊŜŎƻǊŘΦ 

²ƘŜƴ ŀƴ ŜƳǇƭƻȅŜǊ ƛǎ ƛƴ ǘƘŜ Business Office ǊƻƭŜΣ 

ǘƘŜ Ƴŀƛƴ ǘŀō ƭƻƻƪǎ ƛŘŜƴǝŎŀƭ ǎŀǾŜ ǘƘŀǘ ǘƘŜ ǝƳŜπ
ǎƘŜŜǘ ǎǘŀǘǳǎ ǎŜŎǝƻƴ ƛǎ ŀǎ ǎƘƻǿƴ ŀōƻǾŜΦ ¢ƘŜ ƭƛƴŜǎ 
ǘƘŀǘ ŀǊŜ ŘƛũŜǊŜƴǘ ŦǊƻƳ ǘƘŜ {ǳǇŜǊǾƛǎƻǊ ǊƻƭŜ ŀǊŜ 
ŘŜǘŀƛƭŜŘ ōŜƭƻǿΦ 

 
¶ wŜǘǳǊƴŜŘ ǘƻ {ǳǇŜǊǾƛǎƻǊΥ ¢ƘŜǎŜ ŀǊŜ ǝƳŜπ
ǎƘŜŜǘǎ ǘƘŀǘ ǘƘŜ .ǳǎƛƴŜǎǎ hŶŎŜ ŀǇǇǊƻǾŜǊ Ƙŀǎ 
ǊŜǘǳǊƴŜŘ ǘƻ ǘƘŜ ǎǳǇŜǊǾƛǎƻǊ ŦƻǊ ǊŜǾƛǎƛƻƴΦ 

¶ tŜƴŘƛƴƎ {ǳǇŜǊǾƛǎƻǊ !ǇǇǊƻǾŀƭΥ ¢ƘŜǎŜ ŀǊŜ 
ǝƳŜǎƘŜŜǘǎ ǎǳōƳƛǧŜŘ ōȅ ǘƘŜ ǎǘǳŘŜƴǘ ŀƴŘ 
ŀǿŀƛǝƴƎ ǘƘŜ ǎǳǇŜǊǾƛǎƻǊǎ ŀǇǇǊƻǾŀƭΦ 

 

Timesheets 
¢ƘŜ ǝƳŜǎƘŜŜǘǎ ǎŜŎǝƻƴ ƛƴŎƭǳŘŜǎ ŀ ƴǳƳōŜǊ ƻŦ ƭƛƴƪǎ 
ǘƻ ǾŀǊƛƻǳǎ ŦǳƴŎǝƻƴǎ ȅƻǳ ƳƛƎƘǘ ǿƛǎƘ ǘƻ ǳǎŜΦ aƻǎǘ 
ƻŦ ǘƘŜǎŜ ŦǳƴŎǝƻƴǎ ŀǊŜ ƴƻǘ ŘƛǊŜŎǘƭȅ ǊŜƭŀǘŜŘ ǘƻ ǘƘŜ 
ǇǊƻŎŜǎǎƛƴƎ ƻŦ ǝƳŜǎƘŜŜǘǎΣ ǊŀǘƘŜǊ ǘƘŜȅ ŀǊŜ ǘƻƻƭǎ ǘƻ 
ƘŜƭǇ ƳƻƴƛǘƻǊ ǝƳŜǎƘŜŜǘǎΣ ǇǊƻǾƛŘŜ ƛƴŦƻǊƳŀǝƻƴΣ 
ŀƴŘ ŎǳǎǘƻƳƛȊŜ ǘƘŜ ǎȅǎǘŜƳΦ 9ŀŎƘ ƻŦ ǘƘŜ ƭƛƴƪǎ ŀƴŘ 
ǘƘŜ ŀǎǎƻŎƛŀǘŜŘ ŦǳƴŎǝƻƴǎ ŀǊŜ ŘŜǘŀƛƭŜŘ ōŜƭƻǿΥ 
 
¶ /ǊŜŀǘŜ ŀ bŜǿκ[ŀǘŜ ¢ƛƳŜǎƘŜŜǘΥ ¢Ƙƛǎ ŦǳƴŎǝƻƴ 
ŀƭƭƻǿǎ ȅƻǳ ǘƻ ŎǊŜŀǘŜ ŀ ǝƳŜǎƘŜŜǘ ǿƘŜƴ ŀ ǎǘǳπ
ŘŜƴǘ ƛǎ ƻǘƘŜǊǿƛǎŜ ǳƴŀōƭŜ ƻǊ ǳƴǿƛƭƭƛƴƎ ǘƻ Řƻ 
ǎƻΦ Lǘ ƛǎ ŎƻƴǎƛŘŜǊŜŘ ōŜǎǘ ǇǊŀŎǝŎŜ ǘƻ ƴƻǘ ŎǊŜŀǘŜ 
ǝƳŜǎƘŜŜǘǎ ŦƻǊ ǎǘǳŘŜƴǘǎ ǳƴƭŜǎǎ ǘƘŜǊŜ ƛǎ ŀ ŎƻƳπ
ǇŜƭƭƛƴƎ ǊŜŀǎƻƴΦ 

¶ ¢ƛƳŜǎƘŜŜǘ {ŜŀǊŎƘΥ ¢Ƙƛǎ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǎŜŀǊŎƘ 
ŦƻǊ ǝƳŜǎƘŜŜǘǎ ǳǎƛƴƎ ǾŀǊƛƻǳǎ ŎǊƛǘŜǊƛŀΦ [ƛƪŜ ƻǘƘπ
ŜǊ ǎǳŎƘ ŦǳƴŎǝƻƴǎΣ ǘƘƛǎ ǿƛƭƭ ƻƴƭȅ ŀƭƭƻǿ ȅƻǳ ǘƻ 
ǾƛŜǿ ǝƳŜǎƘŜŜǘǎ ƻƴ ǿƘƛŎƘ ȅƻǳ ŀǊŜ ŀ ǝƳŜπ
ǎƘŜŜǘ ŀǇǇǊƻǾŜǊΦ 

¶ hǇǝƻƴǎ {ŜǘǳǇΥ ¢Ƙƛǎ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ŎǳǎǘƻƳƛȊŜ 
ǘƘŜ ŀǳǘƻƳŀǝŎ ŜƳŀƛƭǎ ƎŜƴŜǊŀǘŜŘ ōȅ ǘƘŜ ǎȅǎπ
ǘŜƳΦ ¸ƻǳ Ƴŀȅ ŜƛǘƘŜǊ ŘƛǎŀōƭŜ ǘƘŜǎŜ ŀǳǘƻƳŀǝŎ 
ŜƳŀƛƭǎ ƻǊ ǎŜǘ ǘƘŜƳ ǘƻ Ǝƻ ǘƻ ŀƴ ŜƳŀƛƭ ŀŘŘǊŜǎǎ 

ƻǘƘŜǊ ǘƘŀƴ ȅƻǳǊ ƘŀǿŀƛƛΦŜŘǳ ŀŎŎƻǳƴǘΦ 
¶ /ƻƴǘŀŎǘ LƴŦƻΥ ¢Ƙƛǎ ƭƛƴƪ ōǊƛƴƎǎ ǳǇ ŀ ǇƻǇǳǇ ǘƘŀǘ 
Ƙŀǎ ǘƘŜ ŜƳŀƛƭ ŀŘŘǊŜǎǎŜǎ ŦƻǊ ǝƳŜǎƘŜŜǘ-ƘŜƭǇ 
ŀƴŘ ǝƳŜǎƘŜŜǘ-ǘŜŎƘΦ Lǘ ŀƭǎƻ ƭƛǎǘǎ ǘƘŜ ǾŀǊƛƻǳǎ 
ǊŜǎƻǳǊŎŜǎ ŀǾŀƛƭŀōƭŜ ǘƻ ȅƻǳ ǘƻ ƘŜƭǇ ŀƴǎǿŜǊ 
ȅƻǳǊ ǉǳŜǎǝƻƴǎΦ 

¶ {ǳǇŜǊǾƛǎƻǊΩǎ ¦ǎŜǊ DǳƛŘŜΥ ¢Ƙƛǎ ƭƛƴƪ ǿƛƭƭ Řƻǿƴπ
ƭƻŀŘ ŀ ǇŘŦ ƻŦ ǘƘŜ {ǳǇŜǊǾƛǎƻǊǎ ¦ǎŜǊ DǳƛŘŜΣ 
ǿƘƛŎƘ ŎƻǾŜǊǎ Ƙƻǿ ǘƻ ŀǇǇǊƻǾŜ ǝƳŜǎƘŜŜǘǎ ŀƴŘ 
ǳǎŜ ǘƘŜ ǝƳŜǎƘŜŜǘ ǘŀō ŦǳƴŎǝƻƴǎΦ 

¶ ±ƛŜǿ wŜǇƻǊǘǎΥ ¢Ƙƛǎ ƭƛƴƪ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǘƻ ŀ ǇŀƎŜ 
ǘƘŀǘ Ŏƻƴǘŀƛƴǎ ŀ ƴǳƳōŜǊ ƻŦ ƭƛƴƪǎ ǘƻ ŀ ƴǳƳōŜǊ 
ƻŦ ǇǊŜǇŀǊŜŘ ǊŜǇƻǊǘǎ ŀƴŘ ŀƴ C!v ŘƻŎǳƳŜƴǘΦ 

 

Schedules 
¢ƘŜ ǎŎƘŜŘǳƭŜǎ ǎŜŎǝƻƴ Ŏƻƴǘŀƛƴǎ ƭƛƴƪǎ ǘƻ ǘƘǊŜŜ 
ǎŎƘŜŘǳƭŜǎ ǊŜƭŜǾŀƴǘ ǘƻ ǝƳŜǎƘŜŜǘǎ ŀƴŘ ǘƘŜ ǇŀȅǊƻƭƭ 
ŎȅŎƭŜΦ 9ŀŎƘ ƻŦ ǘƘŜǎŜ ƭƛƴƪǎ ŀǊŜ ōǊƛŜƅȅ ŘƛǎŎǳǎǎŜŘ ōŜπ
ƭƻǿΥ 
 
¶ ±ƛŜǿ {ǘǳŘŜƴǘ ²ƻǊƪ {ŎƘŜŘǳƭŜǎΥ ¢Ƙƛǎ ŀƭƭƻǿǎ 
ǘƘŜ ŜƳǇƭƻȅŜǊ ǘƻ ǾƛŜǿ ŀƴȅ ǎǘǳŘŜƴǘ ǿƻǊƪ 
ǎŎƘŜŘǳƭŜǎ ŎǊŜŀǘŜŘ ōȅ ŀƴȅ ǎǘǳŘŜƴǘ ŦƻǊ ǿƘƻƳ 
ƘŜκǎƘŜ ƛǎ ŀ ǝƳŜǎƘŜŜǘ ŀǇǇǊƻǾŜǊΦ ²ƻǊƪ ǎŎƘŜŘπ
ǳƭŜǎ ŀƭƭƻǿ ǎǘǳŘŜƴǘǎ ǘƻ ǇǊŜ-ǇƻǇǳƭŀǘŜ ǘƘŜƛǊ 
ǝƳŜǎƘŜŜǘǎ ǿƛǘƘ ƘƻǳǊǎ ǿƻǊƪŜŘ ǿƘŜƴ ǘƘŜ ǎǘǳπ
ŘŜƴǘ ǿƻǊƪǎ ŀ ŬȄŜŘ ǎŎƘŜŘǳƭŜ ǿŜŜƪ-ǘƻ-ǿŜŜƪΦ 

¶ ±ƛŜǿ tŀȅ tŜǊƛƻŘ {ŎƘŜŘǳƭŜǎΥ ¢Ƙƛǎ ŀƭƭƻǿǎ ǘƘŜ 
ŜƳǇƭƻȅŜǊ ǘƻ ǾƛŜǿ ǘƘŜ Ǉŀȅ ǇŜǊƛƻŘ ǎŎƘŜŘǳƭŜ ŀǎ 
ŀ ǘŀōƭŜΦ ¢Ƙƛǎ ƛƭƭǳǎǘǊŀǘŜǎ ǘƘŜ Ǉŀȅ ǇŜǊƛƻŘ ǊŀƴƎŜΣ 
Ǉŀȅ ŘŀǘŜΣ ŀƴŘ ŀǎǎƻŎƛŀǘŜŘ ŘǳŜ ŘŀǘŜǎ ŦƻǊ ǝƳŜπ
ǎƘŜŜǘ ǎǳōƳƛǎǎƛƻƴ ŀƴŘ ŀǇǇǊƻǾŀƭǎΦ 

¶ ±ƛŜǿ IƻƭƛŘŀȅ {ŎƘŜŘǳƭŜΥ ¢Ƙƛǎ ŀƭƭƻǿǎ ŀƴ ŜƳπ
ǇƭƻȅŜǊ ǘƻ ǾƛŜǿ ǘƘŜ ƻōǎŜǊǾŜŘ ƘƻƭƛŘŀȅǎ ǘƘŀǘ ǿƛƭƭ 
ƻŎŎǳǊ ǘƘǊƻǳƎƘƻǳǘ ǘƘŜ ǎŜƭŜŎǘŜŘ ȅŜŀǊΦ 
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A General Note on Search Screens 
¢ƘŜǊŜ ŀǊŜ ǘǿƻ ǿŀȅǎ ƛƴ ǿƘƛŎƘ ŀ ǎŜŀǊŎƘ ǎŎǊŜŜƴ Ƴŀȅ ōŜ ǊŜŀŎƘŜŘΦ CƛǊǎǘΣ ŎƭƛŎƪƛƴƎ 
ƻƴ ŀƴȅ ƭƛƴƪ ƛƴ ǘƘŜ Timesheet Status ōƻȄ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǘƻ ŀ ǎŜŀǊŎƘ ǎŎǊŜŜƴ ǇǊŜ-
ǎŜǘ ǘƻ ǎŜŀǊŎƘ ŦƻǊ ŀƭƭ ǝƳŜǎƘŜŜǘǎ ƻŦ ǘƘŜ ƳŀǘŎƘƛƴƎ ǎǘŀǘǳǎΦ CƻǊ ŜȄŀƳǇƭŜΣ ŎƭƛŎƪƛƴƎ 
ƻƴ ǘƘŜ Newly Created ƭƛƴƪ ǿƛƭƭ ōǊƛƴƎ ǳǇ ŀ ǎŜŀǊŎƘ ŀǳǘƻƳŀǝŎŀƭƭȅ ǎŜǘ ǘƻ Ǉǳƭƭ-ǳǇ 
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¢ƘŜ ǝƳŜǎƘŜŜǘ ǎŜŀǊŎƘ ǎŜŎǝƻƴ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ŎǳǎǘƻƳƛȊŜ 
ȅƻǳǊ ǎŜŀǊŎƘΦ ²ƘŜƴ ŀŎŎŜǎǎƛƴƎ ǘƘƛǎ ǎŎǊŜŜƴ ǘƘǊƻǳƎƘ ŀ 
Timesheet Status ƭƛƴƪΣ ǘƘŜ Status ŬŜƭŘ ǿƛƭƭ ōŜ ǇǊŜ-ŬƭƭŜŘ 
ǘƻ ƳŀǘŎƘ ǘƘŜ ǎǘŀǘǳǎ ǘƘŀǘ ǿŀǎ ǎŜƭŜŎǘŜŘΦ 9ŀŎƘ ƻŦ ǘƘŜ 
ŬŜƭŘǎ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǎŜƭŜŎǘ ŀ ǎǇŜŎƛŬŎ ǘȅǇŜ ƻŦ ŎǊƛǘŜǊƛŀ ǘƘŀǘ 
ǘƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ǳǎŜ ǘƻ ŬƭǘŜǊ ǘƘŜ ǎŜŀǊŎƘΦ 

¢Ƙƛǎ ǎŜŎǝƻƴ ŘƛǎǇƭŀȅǎ ǘƘŜ ǝƳŜǎƘŜŜǘǎ ǘƘŀǘ ƳŜŜǘ ǘƘŜ 
ǎŜŀǊŎƘ ŎǊƛǘŜǊƛŀ ȅƻǳ ǇǊƻǾƛŘŜŘΦ CƻǊ ŜŀŎƘ ǝƳŜǎƘŜŜǘ ŀ ōǊƛŜŦ 
ǎǳƳƳŀǊȅ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘΦ IƻǳǊǎ ŀǊŜ ŘƛǎǇƭŀȅŜŘ ŀǎ w9D 
όǊŜƎǳƭŀǊύΣ w9D h¢ όǊŜƎǳƭŀǊ ƻǾŜǊǝƳŜύΣ bLDI¢ όƴƛƎƘǘύΣ 
ŀƴŘ bLDI¢ h¢ όƴƛƎƘǘ ƻǾŜǊǝƳŜύΦ 

¢ƘŜ ŘŜǘŀƛƭǎ ŎƻƭǳƳƴ ǿƛƭƭ ŘƛǎǇƭŀȅ ŀ ƭƛƴƪ ǝǘƭŜŘ EditΣ ǿƘƛŎƘ 
ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǘƻ ǘƘŜ ŘŜǘŀƛƭŜŘ ǾƛŜǿ ƻŦ ǘƘŜ ǝƳŜǎƘŜŜǘ 
ǿƘŜƴ ŎƭƛŎƪŜŘΦ ¢ƘŜ Approve ŎƻƭǳƳƴ ǿƛƭƭ ŘƛǎǇƭŀȅ ŜƛǘƘŜǊ ŀ 
ŎƘŜŎƪōƻȄ ƻǊ ŀ ǿŀǊƴƛƴƎ ƛŎƻƴΦ LŦ ǘƘŜǊŜ ƛǎ ŀ ǿŀǊƴƛƴƎ ƛŎƻƴΣ 
ǘƘŜ ǝƳŜǎƘŜŜǘ Ŏŀƴƴƻǘ ōŜ Ƴŀǎǎ ŀǇǇǊƻǾŜŘΦ 

¸ƻǳ Ŏŀƴ ǳǎŜ ǘƘŜ ŜȄǇƻǊǘ ƻǇǝƻƴǎ ǘƻ ŜȄǇƻǊǘ ǘƘŜ ŎǳǊǊŜƴǘ 
ǝƳŜǎƘŜŜǘ ǎŜŀǊŎƘ ǊŜǎǳƭǘǎ ǘƻ ŜƛǘƘŜǊ ŀƴ 9ȄŎŜƭ ǎǇǊŜŀŘǎƘŜŜǘ 
ƻǊ ŀ t5C ŘƻŎǳƳŜƴǘΦ 

LŦ ȅƻǳ ŎƘŜŎƪŜŘ ōƻȄŜǎ ǳƴŘŜǊ ǘƘŜ Approve ŎƻƭǳƳƴΣ 
ŎƭƛŎƪƛƴƎ ǘƘŜ Approve all Checked ōǳǧƻƴ ǿƛƭƭ ŀǇǇǊƻǾŜ 
ǘƘŜ ŎƘŜŎƪŜŘ ǝƳŜǎƘŜŜǘǎΦ 

ŀƭƭ ǝƳŜǎƘŜŜǘǎ ǿƛǘƘ ǘƘŜ ƴŜǿƭȅ ŎǊŜŀǘŜŘ ǎǘŀǘǳǎΦ 
 ¢ƘŜ ǎŜŎƻƴŘ ǿŀȅ ǘƻ ǊŜŀŎƘ ǘƘƛǎ ǎŎǊŜŜƴ ƛǎ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ Timesheet 
Search ƭƛƴƪ ƛƴ ǘƘŜ Timesheets ǎŜŎǝƻƴ ƻŦ ǘƘŜ Main MenuΦ CƻǊ ǘƘƛǎ ǘȅǇŜ ƻŦ 
ǎŜŀǊŎƘ ȅƻǳ Ƴǳǎǘ ǎŜǘ ǘƘŜ ǇŀǊŀƳŜǘŜǊǎ ŦƻǊ ǘƘŜ ǎŜŀǊŎƘΦ 
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General Notes on Warning Icons 
!ǘ ǾŀǊƛƻǳǎ ǝƳŜǎ ŀƴŘ ƛƴ ǾŀǊƛƻǳǎ ǇƭŀŎŜǎ ȅƻǳ Ƴŀȅ ƴƻǝŎŜ ŀ ǿŀǊƴƛƴƎ ƛŎƻƴ ŦǊƻƳ ǘƘŜ ƭƛǎǘ ǎƘƻǿƴ ŀōƻǾŜΦ ²ƘŜƴ ȅƻǳ ǎŜŜ ƻƴŜ ƻŦ ǘƘŜǎŜ ƛŎƻƴǎ ƻƴ ǘƘŜ ǎŜŀǊŎƘ ǎŎǊŜŜƴΣ ȅƻǳ 
ǿƛƭƭ ōŜ ǳƴŀōƭŜ ǘƻ Ƴŀǎǎ ŀǇǇǊƻǾŜ ǘƘŜ ǝƳŜǎƘŜŜǘΦ LƴǎǘŜŀŘΣ ȅƻǳ Ƴǳǎǘ ǇǊŜǎǎ ƻƴ ǘƘŜ Edit ǘŜȄǘ ƭƛƴƪ ŀǘ ǘƘŜ ŜƴŘ ŀƴŘ ŀǇǇǊƻǾŜ ǘƘŜ ǝƳŜǎƘŜŜǘ ŦǊƻƳ ǘƘŜ ŘŜǘŀƛƭŜŘ ǾƛŜǿΦ ¢Ƙƛǎ 
ƛǎ ŘƻƴŜ ǘƻ ƳŀƪŜ ǎǳǊŜ ȅƻǳ ŀŎƪƴƻǿƭŜŘƎŜ ǘƘŜ ƛŎƻƴΦ ²ŀǊƴƛƴƎ ƛŎƻƴǎ ǘƘŀǘ ŀǇǇŜŀǊ ƻƴ ǘƘŜ ǝƳŜǎƘŜŜǘ ƛƴ ǘƘŜ 5ŀƛƭȅ ²ƻǊƪ IƻǳǊǎ ǎŜŎǝƻƴ ǳǎǳŀƭƭȅ ƛƴŘƛŎŀǘŜ ǘƘŀǘ ǘƘŜ ŜǾŜƴǘ 
ƛƴŘƛŎŀǘŜŘ ōȅ ǘƘŜ ƛŎƻƴ ǿŀǎ ŜũŜŎǝǾŜ ŀǎ ƻŦ ǘƘŀǘ ŘŀǘŜΦ 
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hƴ ǘƘŜ ƭŜƊ ƛǎ ƛƴŦƻǊƳŀǝƻƴ ŀōƻǳǘ ǘƘŜ ǎǘǳŘŜƴǘΣ ǘƘŜ ǝƳŜπ
ǎƘŜŜǘΣ ŀƴŘ ǘƘŜ ƧƻōΦ ¢ƘŜ ǝƳŜǎƘŜŜǘ ǎǳƳƳŀǊȅ ǎŜŎǝƻƴ ǿƛƭƭ 
ŘƛǎǇƭŀȅ ŀƴȅ ǿŀǊƴƛƴƎ ƛŎƻƴǎ ŀƴŘ ŀƴȅ ǝƳŜǎƘŜŜǘǎ ǘƘŀǘ 
ƘŀǾŜ ōŜŜƴ ŀǇǇŜƴŘŜŘ ǘƻ ǘƘƛǎ ǝƳŜǎƘŜŜǘΦ hƴ ǘƘŜ ǊƛƎƘǘ ƛǎ 
ǘƘŜ ŎǳǊǊŜƴǘ ǎǘŀǘǳǎ ƻŦ ǘƘŜ ǝƳŜǎƘŜŜǘ ŀƴŘ ǘƘŜ ǾŀǊƛƻǳǎ 
ŘŜŀŘƭƛƴŜǎ ŦƻǊ ǎǳōƳƛǎǎƛƻƴ ŀƴŘ ǘƘŜ ǎǳǇŜǊǾƛǎƻǊκōǳǎƛƴŜǎǎ 
ƻŶŎŜ ŀǇǇǊƻǾŀƭǎΦ 

Supervisor Notes ŀƴŘκƻǊ Business Office Notes ŀǊŜ ǳǎŜŘ 
ǘƻ ŎƻƳƳǳƴƛŎŀǘŜ ǿƛǘƘ ƻǘƘŜǊ ǳǎŜǊǎ ǿƘŜƴ ǝƳŜǎƘŜŜǘǎ ŀǊŜ 
ǊŜǘǳǊƴŜŘ ǘƻ ŀ ǇǊŜǾƛƻǳǎ ŀǇǇǊƻǾŜǊ ƻǊ ǘƻ ŘƻŎǳƳŜƴǘ ŀŘπ
ƧǳǎǘƳŜƴǘǎ ǘƻ ǘƘŜ ǝƳŜǎƘŜŜǘΦ bƻǘŜǎ ŀōƻǳǘ ŀŘƧǳǎǘƳŜƴǘǎ 
ƘŜƭǇ ǘƻ ǎŜǊǾŜ ŀǎ ŀƴ ŀǳŘƛǘ ǘǊŀƛƭΦ 

DǊŀȅŜŘ ƻǳǘ Řŀȅǎ Ŧŀƭƭ ƻǳǘǎƛŘŜ ǘƘŜ Ǉŀȅ ǇŜǊƛƻŘ ŀƴŘ ƘƻǳǊǎ 
ǿƻǊƪŜŘ ŘǳǊƛƴƎ ǘƘŜǎŜ Řŀȅǎ ǿƛƭƭ ƴƻǘ ōŜ ŀŘŘŜŘ ǘƻ ǘƘŜ ŎǳǊπ
ǊŜƴǘ ƘƻǳǊǎ ŦƻǊ ǘƘŜ ǝƳŜǎƘŜŜǘΦ IƻǿŜǾŜǊΣ ǘƘŜǎŜ ƘƻǳǊǎ 
ǿƛƭƭ ōŜ ŀŘŘŜŘ ǘƻ ǘƘŜ ǿŜŜƪƭȅ ǘƻǘŀƭǎ ǘƻ ǘǊŀŎƪ ǘƘŜ ƘƻǳǊǎ 
ǿƻǊƪŜŘ ǇŜǊ ǿŜŜƪΦ ¢Ƙƛǎ ƳŜŀƴǎ ǘƘŀǘ ǘƘŜ ǎǳƳ ƻŦ ǘƘŜ 
ǿŜŜƪƭȅ ƘƻǳǊǎ ǿƛƭƭ ǳǎǳŀƭƭȅ ƴƻǘ Ŝǉǳŀƭ ǘƘŜ ŎǳǊǊŜƴǘ ƘƻǳǊǎ 
ƭƛǎǘŜŘ ōŜƭƻǿΦ 

/ƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ŘŀǘŜ ǘŜȄǘ ƭƛƴƪ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ŜŘƛǘ ǘƘŜ 
ƘƻǳǊǎ ǿƻǊƪŜŘ ƛƴ ǘƘŜ ǎŀƳŜ ƳŀƴƴŜǊ ŀǎ ǎǘǳŘŜƴǘǎ 
ƛƴǇǳǩƴƎ ƘƻǳǊǎΦ LŦ ȅƻǳ ƳŀƪŜ ŀŘƧǳǎǘƳŜƴǘǎΣ ȅƻǳ ǎƘƻǳƭŘ 
ƴƻǘŜ ǘƘŜ ǊŜŀǎƻƴǎ ƛƴ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ Notes ǎŜŎǝƻƴΦ LŦ 
ǎƻƳŜƻƴŜ ƻǘƘŜǊ ǘƘŀƴ ǘƘŜ ǇŜǊǎƻƴ ǿƘƻ ŎǊŜŀǘŜŘ ǘƘŜ 
ǝƳŜǎƘŜŜǘ ƳŀƪŜǎ ŀŘƧǳǎǘƳŜƴǘǎΣ ǘƘŜ Řŀȅ ǿƛƭƭ ōŜ ƅŀƎƎŜŘ 
ǿƛǘƘ ŀ ǎǘŀǊ ǿŀǊƴƛƴƎ ƛŎƻƴΦ 
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¢ƘŜ Current Hours ŀǊŜ ǘƘŜ ǘƻǘŀƭǎ ƻŦ ŜŀŎƘ ƻŦ ǘƘŜ 
ŘƛũŜǊŜƴǘ ƘƻǳǊǎ ǘȅǇŜǎ ǿƻǊƪŜŘ ōȅ ǘƘŜ ǎǘǳŘŜƴǘ ƻƴ ǘƘƛǎ 
ǝƳŜǎƘŜŜǘΦ 

¢Ƙƛǎ ǎŜŎǝƻƴ Ŏŀƴ ōŜ ǳǎŜŘ ǘƻ ǊŜŎƻƴŎƛƭŜ ƘƻǳǊǎ ƻƴ ŀƴ ƻƭŘ 
ǝƳŜǎƘŜŜǘ ƻǊ ŀǇǇŜƴŘ ƭŀǘŜ ǝƳŜǎƘŜŜǘǎ ǘƻ ǘƘŜ ŎǳǊǊŜƴǘ 
ǝƳŜǎƘŜŜǘΦ ¢ƘŜ Grand Total ƛǎ ǘƘŜ ǎǳƳ ƻŦ ǘƘŜ ŎǳǊǊŜƴǘ 
ƘƻǳǊǎ ŀƴŘ ŀƭƭ ǊŜŎƻƴŎƛƭŜŘκŀǇǇŜƴŘŜŘ ƘƻǳǊǎΦ 

LŦ ŀ ǝƳŜǎƘŜŜǘ Ƙŀǎ ƻƴƭȅ ƻƴŜ ŀŎŎƻǳƴǘ ŎƻŘŜΣ ǘƘŜ ƘƻǳǊǎ 
ǿƛƭƭ ōŜ ŀǳǘƻƳŀǝŎŀƭƭȅ ŜƴǘŜǊŜŘΦ LŦ ǘƘŜǊŜ ƛǎ ƳƻǊŜ ǘƘŀƴ ƻƴŜ 
ŀŎŎƻǳƴǘ ŎƻŘŜΣ ǘƘŜ {ǳǇŜǊǾƛǎƻǊ ƻǊ .h Ƴǳǎǘ ŀƭƭƻŎŀǘŜ 
ƘƻǳǊǎ ǘƻ ǘƘŜ ŀŎŎƻǳƴǘǎ ǳǎƛƴƎ ǘƘŜ ŘǊƻǇ-Řƻǿƴ ŬŜƭŘǎΦ 

¸ƻǳ Ƴŀȅ ŀǇǇǊƻǾŜ ǘƘŜ ǝƳŜǎƘŜŜǘ ōȅ ŎƘŜŎƪƛƴƎ ȅƻǳǊ ōƻȄΣ 
ǿƘƛŎƘ ǿƛƭƭ ōŜ ƘƛƎƘƭƛƎƘǘŜŘ ƛƴ ȅŜƭƭƻǿΣ ŀƴŘ ƘƛǩƴƎ ǘƘŜ {ǳōπ
Ƴƛǘ ōǳǧƻƴ ōŜƭƻǿΦ ¢ƘŜ Save ōǳǧƻƴ ǿƛƭƭ ǎŀǾŜ ǘƘŜ ǝƳŜπ
ǎƘŜŜǘ ŀƴŘ ǘƘŜ Return ōǳǧƻƴ ǿƛƭƭ ǊŜǘǳǊƴ ǘƘŜ ǝƳŜǎƘŜŜǘ 
ǘƻ ǘƘŜ ƛƴŘƛŎŀǘŜŘ ǇŜǊǎƻƴ ŦƻǊ ǊŜǾƛŜǿΦ 

LƴǘŜǊƴŀƭ ƴƻǘŜǎ ŀǊŜ ƻƴƭȅ ǾƛǎƛōƭŜ ǘƻ ŜƳǇƭƻȅŜǊǎ ŀƴŘ ŀŘƳƛƴ 
ǳǎŜǊǎΤ ǎǘǳŘŜƴǘǎ Ŏŀƴƴƻǘ ǎŜŜ ǘƘŜǎŜ ƴƻǘŜǎΦ 

¢ƘŜ ǘǊŀƴǎŀŎǝƻƴ ƭƻƎ ǘǊŀŎƪǎ ŀŎǝƻƴǎ ǘŀƪŜƴ ōȅ ǾŀǊƛƻǳǎ ǇŀǊπ
ǝŜǎ ŀƴŘ ŘŀǘŜǎ ǎǘŀƳǇǎ ǘƘŀǘ ŀŎǝǾƛǘȅ ŦƻǊƳƛƴƎ ŀ ǊŜŎƻǊŘ 
ŀǾŀƛƭŀōƭŜ ŦƻǊ ǊŜǾƛŜǿΦ 



Adjusting Hours 
!ŘƧǳǎǝƴƎ ƘƻǳǊǎ ƛǎ ŘƻƴŜ ƛƴ ǘƘŜ ǎŀƳŜ ƳŀƴƴŜǊ ŀǎ ŀ 
ǎǘǳŘŜƴǘ ǿƻǳƭŘ ƛƴǇǳǘ ǘƘŜ ƘƻǳǊǎΦ Lƴ ŜŀŎƘ ŎƻƭǳƳƴ 
ƭƛǎǘ ǘƘŜ ǎǘŀǊǘ ǝƳŜ ƻƴ ǘƻǇ ŀƴŘ ǘƘŜ ǎǘƻǇ ǝƳŜ ƻƴ ǘƘŜ 
ōƻǧƻƳ ǳǎƛƴƎ ǘƘŜ ŘǊƻǇ-Řƻǿƴ ŬŜƭŘǎΦ LŦ ǘƘŜ ǎǘǳŘŜƴǘ 
ǿƻǊƪŜŘ ƳǳƭǝǇƭŜ ǎƘƛƊǎ ŘǳǊƛƴƎ ŀ ŘŀȅΣ ŎƻƳǇƭŜǘŜ ƻƴŜ 
ŎƻƭǳƳƴ ŦƻǊ ŜŀŎƘ ǎƘƛƊΦ 
 ¢ƘŜ ŎƘŜŎƪōƻȄŜǎ ǳƴŘŜǊ ǘƘŜ Waive ŎƻƭǳƳƴ 
ŀƭƭƻǿ ȅƻǳ ǘƻ ǿŀƛǾŜ ǇǊŜƳƛǳƳ Ǉŀȅ ŦƻǊ ǘƘƛǎ Řŀȅ ό8+ 
ƛǎ ƻǾŜǊǝƳŜ ŀƴŘ Night ƛǎ ƴƛƎƘǘ ƘƻǳǊǎύΦ /ƘŜŎƪƛƴƎ 
ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ōƻȄ ƳŜŀƴǎ ǘƘŀǘ ƘƻǳǊǎ ƻŦ ǘƘŀǘ 
ǘȅǇŜ ǿƻǊƪŜŘ ŘǳǊƛƴƎ ǘƘƛǎ Řŀȅ ǿƛƭƭ ōŜ ǇŀƛŘ ŀǘ ǘƘŜ 
ōŀǎŜ ǊŀǘŜ ǊŀǘƘŜǊ ǘƘŀƴ ǘƘŜ ǇǊŜƳƛǳƳ ǊŀǘŜΦ ¢Ƙƛǎ 
ǎƘƻǳƭŘ ƻƴƭȅ ōŜ ŘƻƴŜ ǿƘŜƴ ȅƻǳ ƘŀǾŜ ŀƴ ŜȄǇƭƛŎƛǘ 
ǳƴŘŜǊǎǘŀƴŘƛƴƎ ǿƛǘƘ ǘƘŜ ǎǘǳŘŜƴǘ ǘƘŀǘ ǇǊŜƳƛǳƳ 
Ǉŀȅ ǿƛƭƭ ƴƻǘ ōŜ ǇŀƛŘΦ ¢ȅǇƛŎŀƭƭȅ ǘƘƛǎ ƻŎŎǳǊǎ ǿƘŜƴ 
ǘƘŜ ǎǘǳŘŜƴǘ ǿƻǊƪǎ ǘƘŜǎŜ ƘƻǳǊǎ ŦƻǊ ǘƘŜƛǊ ƻǿƴ Ŏƻƴπ
ǾŜƴƛŜƴŎŜ ǊŀǘƘŜǊ ǘƘŀƴ ŀǘ ȅƻǳǊ ǊŜǉǳŜǎǘΦ 
 

Reconciled Hours 
²ƘŜƴ ŀ ǎǘǳŘŜƴǘ ǿŀǎ ǇŀƛŘ ŦƻǊ ǘƻƻ Ƴŀƴȅ ƻǊ ǘƻƻ ŦŜǿ 
ƘƻǳǊǎ ƻƴ ŀ ǇǊŜǾƛƻǳǎ ǝƳŜǎƘŜŜǘΣ ȅƻǳ Ƴŀȅ ǳǎŜ ǘƘŜ 

ǊŜŎƻƴŎƛƭŜ ŦŜŀǘǳǊŜ ǘƻ ƳŀƪŜ ǘƘŜ ŎƻǊǊŜŎǝƻƴΦ ¢ƻ Řƻ 
ǘƘƛǎΣ ȅƻǳ ǳǎŜ ǘƘŜ ŘǊƻǇ Řƻǿƴ ŬŜƭŘ ǘƘŀǘ ǊŜŀŘǎ Select 
a Period to [add/subtract] hoursΦ ¢ƘŜ ŜƳǇƭƻȅŜǊ 
ǎƘƻǳƭŘ ǎŜƭŜŎǘ ǘƘŜ Ǉŀȅ ǇŜǊƛƻŘ ƛƴ ǿƘƛŎƘ ǘƘŜȅ ǿƛǎƘ ǘƻ 
ƳŀƪŜ ǘƘŜ ŀŘƧǳǎǘƳŜƴǘǎΣ ǘƘŜƴ ǳǎŜ ǘƘŜ ŘǊƻǇ Řƻǿƴ 
ƳŜƴǳǎ ǘƻ ŀŘŘ ƻǊ ǎǳōǘǊŀŎǘ ƘƻǳǊǎ ƻŦ ǘƘŜ ŀǇǇǊƻǇǊƛπ
ŀǘŜ ǘȅǇŜΦ ¢ƘŜ Ҍ ƻǊ - ŘǊƻǇ Řƻǿƴ ŬŜƭŘ ƛǎ ǳǎŜŘ ǘƻ ŘŜπ
ǘŜǊƳƛƴŜ ǿƘŜǘƘŜǊ ƘƻǳǊǎ ŀǊŜ ŀŘŘŜŘ ƻǊ ǎǳōǘǊŀŎǘŜŘΦ 
/ƭƛŎƪƛƴƎ Approve ǿƛƭƭ ǎŀǾŜ ǘƘŜ ŎƘŀƴƎŜǎ ŀƴŘ Cancel 
ǿƛƭƭ ŎŀƴŎŜƭ ŀŘƧǳǎǘƳŜƴǘǎΦ 
 bƻǘŜ ǘƘŀǘ ƘƻǳǊǎ ŀŘŘŜŘ ƻǊ ǎǳōǘǊŀŎǘŜŘ ǿƛƭƭ 
ŀŎǘǳŀƭƭȅ ōŜ ǇŀƛŘ ƻƴ ǘƘŜ ŎǳǊǊŜƴǘ ǝƳŜǎƘŜŜǘΣ ǘƘǳǎ 
ȅƻǳ Ŏŀƴƴƻǘ ǎǳōǘǊŀŎǘ ƳƻǊŜ ƘƻǳǊǎ ǘƘŀƴ ǿƛƭƭ ōŜ ǇŀƛŘ 
ƻƴ ǘƘŜ ŎǳǊǊŜƴǘ ǝƳŜǎƘŜŜǘΦ CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ мл 
ƘƻǳǊǎ ǿŜǊŜ ǿƻǊƪŜŘ ƻƴ ǘƘŜ ŎǳǊǊŜƴǘ ǝƳŜǎƘŜŜǘΣ ŀƴŘ 
ȅƻǳ ƴŜŜŘ ǘƻ ǎǳōǘǊŀŎǘ ƘƻǳǊǎ ŦǊƻƳ ŀ ǇǊŜǾƛƻǳǎ ǝƳŜπ
ǎƘŜŜǘΣ ȅƻǳ ŎƻǳƭŘ ƴƻǘ ǎǳōǘǊŀŎǘ ƳƻǊŜ ǘƘŀƴ мл ƻƴ 
ǘƘŜ ŎǳǊǊŜƴǘ ǝƳŜǎƘŜŜǘ ǘƘǊƻǳƎƘ ŀ ǊŜŎƻƴŎƛƭŜΦ 
 

Late Timesheets & Appending 
[ŀǘŜ ǝƳŜǎƘŜŜǘǎ Ŏŀƴ ōŜ ŀǇǇŜƴŘŜŘ ǘƻ ǘƘŜ ŎǳǊǊŜƴǘ 
ǝƳŜǎƘŜŜǘΣ ŀƭƭƻǿƛƴƎ ȅƻǳ ǘƻ ŀǇǇǊƻǾŜ ŀƭƭ ǝƳŜǎƘŜŜǘǎ 

ŀǘ ƻƴŎŜΦ LŦ ǘƘŜǊŜ ŀǊŜ ǳƴŀǇǇǊƻǾŜŘ ƭŀǘŜ ǝƳŜǎƘŜŜǘǎΣ 
ǘƘŜȅ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ǳƴŘŜǊ IƛǎǘƻǊƛŎŀƭ ¢ƛƳŜǎƘŜŜǘǎ 
ŀǎ ǎƘƻǿƴ ŀōƻǾŜΦ ¢ƘŜǎŜ ǿƛƭƭ ōŜ ƛŘŜƴǝŬŜŘ ŀǎ ƭŀǘŜ 
ǝƳŜǎƘŜŜǘǎ ŀƴŘ ǿƛƭƭ ōŜ ƭƛǎǘŜŘ ōȅ Ǉŀȅ ǇŜǊƛƻŘΦ /ƭƛŎƪπ
ƛƴƎ ƻƴ ǘƘŜ Approve ƭƛƴƪ ǿƛƭƭ ŀǇǇŜƴŘ ǘƘŀǘ ǝƳŜπ
ǎƘŜŜǘ ǘƻ ǘƘŜ ŎǳǊǊŜƴǘ ǝƳŜǎƘŜŜǘΣ ǘƻǘŀƭƛƴƎ ŀƭƭ ƘƻǳǊǎ 
ƻƴ ōƻǘƘ ǝƳŜǎƘŜŜǘǎΦ aǳƭǝǇƭŜ ƭŀǘŜ ǝƳŜǎƘŜŜǘǎ Ƴŀȅ 
ōŜ ŀǇǇŜƴŘŜŘ ǘƻ ǘƘŜ ŎǳǊǊŜƴǘ ǝƳŜǎƘŜŜǘ ƛƴ ǘƘƛǎ ǿŀȅΦ 
¢ƘŜ Edit ƭƛƴƪ ŀƭƭƻǿǎ ǘƘŜ ŜƳǇƭƻȅŜǊ ǘƻ ǎŜŜ ǘƘŜ ŘŜπ
ǘŀƛƭŜŘ ǾƛŜǿ ƻŦ ǘƘŜ ǝƳŜǎƘŜŜǘ ǎƻ ǘƘŜȅ Ŏŀƴ ǊŜǾƛŜǿ 
ǘƘŜ ƘƻǳǊǎ ǿƻǊƪŜŘ ōŜŦƻǊŜ ŀǇǇŜƴŘƛƴƎ ƛǘ ǘƻ ǘƘŜ ŎǳǊπ
ǊŜƴǘ ǝƳŜǎƘŜŜǘΦ 
 

Deleting Timesheets 
hƴƭȅ ǘƘŜ ǇŜǊǎƻƴ ǘƘŀǘ ŎǊŜŀǘŜŘ ŀ ǝƳŜǎƘŜŜǘ Ŏŀƴ ŘŜπ
ƭŜǘŜ ǘƘŀǘ ǝƳŜǎƘŜŜǘΦ LŦ ǘƘŜ ŜƳǇƭƻȅŜǊ ŎǊŜŀǘŜŘ ǘƘŜ 
ǝƳŜǎƘŜŜǘΣ ǘƘŜȅ Ŏŀƴ ŘŜƭŜǘŜ ƛǘΦ IƛǎǘƻǊƛŎŀƭ ǝƳŜπ
ǎƘŜŜǘǎ Ŏŀƴ ƴŜǾŜǊ ōŜ ŘŜƭŜǘŜŘΦ 
 LŦ ŀƴ ŜƳǇƭƻȅŜǊ ǿƛǎƘŜǎ ǘƻ ŘŜƭŜǘŜ ŀ ǝƳŜπ
ǎƘŜŜǘ ŎǊŜŀǘŜŘ ōȅ ŀ ǎǘǳŘŜƴǘΣ ǘƘŜȅ Ƴǳǎǘ ŎƻƴǘŀŎǘ L¢{ 
ǳǎƛƴƎ ǘƘŜ ƘŜƭǇ ŜƳŀƛƭ ŀŘŘǊŜǎǎ όǝƳŜǎƘŜŜǘ-
ƘŜƭǇϪƭƛǎǘǎΦƘŀǿŀƛƛΦŜŘǳύΦ ¢ƘŜ ǝƳŜǎƘŜŜǘ ƛƴ ǉǳŜǎǝƻƴ 
ǿƛƭƭ ƴƻǘ ōŜ ŘŜƭŜǘŜŘ ƛŦ ǘƘŜǊŜ ŀǊŜ ǿƻǊƪŜŘ ƘƻǳǊǎ ƻƴ ƛǘ 
ǘƘŀǘ ŀǊŜ ǎǝƭƭ ƻǿŜŘ ǘƻ ǘƘŜ ǎǘǳŘŜƴǘΦ ¢ƘŜ ŜƳǇƭƻȅŜǊ 
ǿƛƭƭ ŀƭǎƻ ƴŜŜŘ ǘƻ ŘŜǘŀƛƭ ǘƘŀǘ ǘƘŜȅ ŀǧŜƳǇǘŜŘ ǘƻ 
ŎƻƴǘŀŎǘ ǘƘŜ ǎǘǳŘŜƴǘ ǘƻ ƘŀǾŜ ǘƘŜƳ ŘŜƭŜǘŜ ǘƘŜ 
ǝƳŜǎƘŜŜǘΣ ōǳǘ ǊŜŎŜƛǾŜŘ ƴƻ ǊŜǎǇƻƴǎŜΦ 

Timesheet Adjustments - 56 

Adjusting Hours Reconciling Hours 

Appending Timesheets 



Creating New/Late Timesheets 
¸ƻǳ Ŏŀƴ ǳǎŜ ǘƘŜ Create New/Late Timesheet ƭƛƴƪ 
ǘƻ ŎǊŜŀǘŜ ŀ ǝƳŜǎƘŜŜǘ ŦƻǊ ƻƴŜ ƻŦ ȅƻǳǊ ǎǘǳŘŜƴǘ ŜƳπ
ǇƭƻȅŜŜǎΦ ¢ƘŜ ǎŀƳŜ ǊǳƭŜǎ ŀǇǇƭȅ ǘƻ ȅƻǳ ŦƻǊ ŎǊŜŀǝƴƎ 
ǝƳŜǎƘŜŜǘǎ ŀǎ ŦƻǊ ǎǘǳŘŜƴǘǎΣ ƳŜŀƴƛƴƎ ǝƳŜǎƘŜŜǘǎ 
Ŏŀƴ ƻƴƭȅ ōŜ ŎǊŜŀǘŜŘ ŦǊƻƳ ǘƘŜ ŘŀǘŜ ƻŦ ƘƛǊŜ ƻƴǿŀǊŘ 
ŀƴŘ ƻƴƭȅ ƻƴŜ ǝƳŜǎƘŜŜǘ Ŏŀƴ ŜȄƛǎǘ ǇŜǊ Ƨƻō ŦƻǊ ŜŀŎƘ 
Ǉŀȅ ǇŜǊƛƻŘΦ 
 ¸ƻǳ ŬǊǎǘ ǎŜƭŜŎǘ ŀ ǎǘǳŘŜƴǘ ŦƻǊ ǿƘƻƳ ȅƻǳ 
ǿƛǎƘ ǘƻ ŎǊŜŀǘŜ ŀ ǝƳŜǎƘŜŜǘ ŦǊƻƳ ǘƘŜ ŘǊƻǇ Řƻǿƴ 
ƳŜƴǳΦ ¢Ƙƛǎ ǿƛƭƭ ƻǇŜƴ ǳǇ ŘǊƻǇ Řƻǿƴ ƳŜƴǳǎ ŦƻǊ ǘƘŜ 
Job Title/Pay ŀƴŘ Pay Period ƭƛƴŜǎΦ ¢ƘŜ ŜƳǇƭƻȅŜǊ 

ǘƘŜƴ ǳǎŜǎ ǘƘŜǎŜ ǘǿƻ ƴŜǿ ŘǊƻǇ Řƻǿƴ ƳŜƴǳǎ ǘƻ 
ǎŜƭŜŎǘ ǘƘŜ Ƨƻō ŀƴŘ ǘƘŜ Ǉŀȅ ǇŜǊƛƻŘΣ ǘƘƻǳƎƘ ǘƘŜǎŜ 
ŬŜƭŘǎ Ƴŀȅ ƴƻǘ ōŜ ǎŜƭŜŎǘŀōƭŜ ƛŦ ǘƘŜ ǎǘǳŘŜƴǘ Ƙŀǎ 
ƻƴƭȅ ƻƴŜ Ƨƻō ǳƴŘŜǊ ǘƘŀǘ ŜƳǇƭƻȅŜǊ ƻǊ ƛŦ ǘƘŜǊŜ ƛǎ 
ƻƴƭȅ ƻƴŜ ǾƛŀōƭŜ Ǉŀȅ ǇŜǊƛƻŘ ŦƻǊ ǿƘƛŎƘ ŀ ǝƳŜǎƘŜŜǘ 
Ŏŀƴ ōŜ ŎǊŜŀǘŜŘΦ 
 ¢ƘŜ ǝƳŜǎƘŜŜǘ ǘŜƳǇƭŀǘŜ ƭƛƴŜ Ŏƻƴǘŀƛƴǎ ŀ 
ŘǊƻǇ Řƻǿƴ ƳŜƴǳ ǘƘŀǘ ǇǊƻǾƛŘŜǎ ǘƘŜ ŜƳǇƭƻȅŜǊ ǘƘŜ 
ƻǇǝƻƴ ǘƻ ŎǊŜŀǘŜ ǳǎŜ ŀ Regular ƻǊ Total Hour ǘŜƳπ
ǇƭŀǘŜΦ wŜƎǳƭŀǊ ǘŜƳǇƭŀǘŜǎ ƭƻƻƪ ŜȄŀŎǘƭȅ ƭƛƪŜ ǘƘŜ ƴƻǊπ
Ƴŀƭ ǝƳŜǎƘŜŜǘ ŀ ǎǘǳŘŜƴǘ ǎǳōƳƛǘǎΦ ¢ƻǘŀƭ IƻǳǊ ǘŜƳπ
ǇƭŀǘŜǎ ƭƻƻƪ ƭƛƪŜ ŀ ƴƻǊƳŀƭ ǝƳŜǎƘŜŜǘΣ ǎŀǾŜ ǘƘŀǘ ǘƘŜ 
ǎŜŎǝƻƴ ǘƘŀǘ ƴƻǊƳŀƭƭȅ Ŏƻƴǘŀƛƴǎ ǘƘŜ ǿŜŜƪκŘŀȅ ƭƛƴŜǎ 

ƛǎ ǊŜǇƭŀŎŜŘ ōȅ ŀ ǎŜǊƛŜǎ ƻŦ ŘǊƻǇ Řƻǿƴ ƳŜƴǳǎ ǘƘŀǘ 
ŀƭƭƻǿ ǘƘŜ ŜƳǇƭƻȅŜǊ ǘƻ ǎƛƳǇƭȅ ŜƴǘŜǊ ǘƘŜ ǘƻǘŀƭ 
ƘƻǳǊǎ ƻŦ ŜŀŎƘ ǘȅǇŜ ǿƻǊƪŜŘ ǊŀǘƘŜǊ ǘƘŀƴ Ƴŀƴǳŀƭƭȅ 
ƛƴǇǳǩƴƎ ƘƻǳǊǎ ŦƻǊ ŜŀŎƘ ŘŀȅΦ !ƴ ŜȄŀƳǇƭŜ ƻŦ ǘƘŜ 
¢ƻǘŀƭ IƻǳǊ ƛƴǇǳǩƴƎ ƳŜǘƘƻŘ ƛǎ ǎƘƻǿƴ ŀōƻǾŜΦ Lǘ ƛǎ 
ŎƻƴǎƛŘŜǊŜŘ ōŜǎǘ ǇǊŀŎǝŎŜ ǘƻ ƴƻǘ ǳǎŜ ǘƻǘŀƭ ƘƻǳǊ 
ǝƳŜǎƘŜŜǘǎ ǳƴƭŜǎǎ ŎƛǊŎǳƳǎǘŀƴŎŜǎ ǿŀǊǊŀƴǘ ƛǘΦ 
 /ƭƛŎƪƛƴƎ ƻƴ ǘƘŜ bŜȄǘ ōǳǧƻƴ ŀǘ ǘƘŜ ōƻǧƻƳ 
ƻŦ ǘƘŜ ǎŎǊŜŜƴ ǿƛƭƭ ŎǊŜŀǘŜ ǘƘŜ ǝƳŜǎƘŜŜǘ ōŀǎŜŘ ƻƴ 
ǘƘŜ ǾŀǊƛƻǳǎ ŎƘƻƛŎŜǎ ƳŀŘŜΦ 

Creating Timesheets - 57 

Total Hour Example 

¸ƻǳ ǎŜƭŜŎǘ ǘƘŜ ǎǘǳŘŜƴǘ ŦƻǊ ǿƘƻƳ ȅƻǳ ǿƛǎƘ ǘƻ ŎǊŜŀǘŜ ǘƘŜ 
ǝƳŜǎƘŜŜǘΦ 

¸ƻǳ ǎŜƭŜŎǘ ǘƘŜ ǘȅǇŜ ƻŦ ǝƳŜǎƘŜŜǘ ȅƻǳ ǿŀƴǘ ǘƻ ŎǊŜŀǘŜ 
όRegular ƻǊ Total HourύΦ 

¸ƻǳ ǎŜƭŜŎǘ ǘƘŜ ƴǳƳōŜǊ ƻŦ ƘƻǳǊǎ ƻŦ ŜŀŎƘ ǘȅǇŜ ǘƘŜ ǎǘǳπ
ŘŜƴǘ ǿƻǊƪŜŘ ǘƘƛǎ Ǉŀȅ ǇŜǊƛƻŘΦ ¢ƻǘŀƭ ƘƻǳǊ ǝƳŜǎƘŜŜǘǎ Řƻ 
ƴƻǘ ǊŜŎƻǊŘ ǘƘŜ Řŀȅǎ ŀƴŘ ǝƳŜǎ ǘƘŜ ǎǘǳŘŜƴǘ ǿƻǊƪŜŘ ŀƴŘ 
ǎƘƻǳƭŘ ƻƴƭȅ ōŜ ǳǎŜŘ ǎǇŀǊƛƴƎƭȅ ŀǎ ǘƘŜȅ Řƻ ƴƻǘ Ŏƻƴǘŀƛƴ ŀ 
ǇǊƻǇŜǊ ŀǳŘƛǝƴƎ ǘǊŀƛƭ ǳƴƭŜǎǎ ȅƻǳ ƛƴŎƭǳŘŜ ŎƻǇƛƻǳǎ ƴƻǘŜǎ 
ŘƻŎǳƳŜƴǝƴƎ ŘŀǘŜǎ ŀƴŘ ǝƳŜǎ ǿƻǊƪŜŘΦ 



Timesheet Options & Contact Info - 58 

/ƘŜŎƪƛƴƎ ǘƘƛǎ ōƻȄ ǇǊŜǾŜƴǘǎ ŀǳǘƻƳŀǝŎ ŜƳŀƛƭǎ ŦǊƻƳ ōŜƛƴƎ 
ǎŜƴǘ ǘƻ ȅƻǳǊ ƘŀǿŀƛƛΦŜŘǳ ŜƳŀƛƭΦ 

LƴǇǳǩƴƎ ŀƴ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƘŜǊŜ ǿƛƭƭ ǎŜƴŘ ŀǳǘƻƳŀǘŜŘ 
ƳŜǎǎŀƎŜǎ ǘƻ ǘƘƛǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎΦ LŦ ǘƘŜ ¦I ŜƳŀƛƭ ōƻȄ ƛǎ 
ǳƴŎƘŜŎƪŜŘΣ ŜƳŀƛƭǎ ǿƛƭƭ ōŜ ǎŜƴǘ ǘƻ ōƻǘƘ ŀŎŎƻǳƴǘǎΦ 

/ƭƛŎƪƛƴƎ ǘƘƛǎ ƭƛƴƪ ǿƛƭƭ ǎŜƴŘ ŀ ǘŜǎǘ ŜƳŀƛƭ ǘƻ ǘƘŜ ŜƳŀƛƭ ŀŎπ
Ŏƻǳƴǘ ƭƛǎǘŜŘ ƻƴ ǘƘŜ ǎŀƳŜ ƭƛƴŜΦ ¢Ƙƛǎ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǘŜǎǘ 
ǿƘŜǘƘŜǊ ȅƻǳǊ ǇǊŜŦŜǊŜƴŎŜǎ ŀǊŜ ŦǳƴŎǝƻƴƛƴƎ ǘƘŜ ǿŀȅ ȅƻǳ 
ŜȄǇŜŎǘΦ 

/ƭƛŎƪƛƴƎ ƻƴ ǘƘŜ Contact Info ƭƛƴƪ ǿƛƭƭ ƻǇŜƴ ŀ ǇƻǇ-ǳǇ 
ǎŎǊŜŜƴ ǘƘŀǘ ƭƻƻƪǎ ƭƛƪŜ ǘƘƛǎΦ ¢Ƙƛǎ Ŏƻƴǘŀƛƴǎ ŘƛǊŜŎǝƻƴǎ ǘƻ 
ōŀǎƛŎ ǊŜǎƻǳǊŎŜǎ ǎǳŎƘ ŀǎ ƘŜƭǇ ǇƻǇ-ǳǇǎ ŀƴŘ ǘƘŜ ǝƳŜǎƘŜŜǘ 
ǳǎŜǊ ƎǳƛŘŜǎΦ 

¢ƘŜǎŜ ŜƳŀƛƭ ŀŘŘǊŜǎǎŜǎ ŀƭƭƻǿ ǘƘŜ ŜƳǇƭƻȅŜǊ ǘƻ ŎƻƴǘŀŎǘ 
aL{ ǿƛǘƘ ǘƘŜƛǊ ǎǇŜŎƛŬŎ ƛǎǎǳŜǎΦ ¢ŜŎƘƴƛŎŀƭ ƛǎǎǳŜǎ ǎƘƻǳƭŘ ōŜ 
ŘƛǊŜŎǘŜŘ ǘƻ timesheet-tech ŀƴŘ ƎŜƴŜǊŀƭ ǉǳŜǎǝƻƴǎ ƻǊ 
ǊŜǉǳŜǎǘǎ ǎƘƻǳƭŘ ōŜ ŘƛǊŜŎǘŜŘ ǘƻ timesheet-helpΦ 

Email NotiĜcations 
LŦ ƴƻǝŬŎŀǝƻƴǎ ŀǊŜ ƴƻǘ ǘǳǊƴŜŘ ƻũΣ ȅƻǳ ǿƛƭƭ ǊŜŎŜƛǾŜ ŀƴ 
ŜƳŀƛƭ ǿƘŜƴŜǾŜǊ ŀ ǝƳŜǎƘŜŜǘ ƛǎ ǎǳōƳƛǧŜŘ ŦƻǊ ȅƻǳǊ 
ŀǇǇǊƻǾŀƭΦ ¢ǳǊƴƛƴƎ ƻũ ǘƘƛǎ ƴƻǝŬŎŀǝƻƴ ƛǎ ƎŜƴŜǊŀƭƭȅ ƴƻǘ 
ǊŜŎƻƳƳŜƴŘŜŘΣ ƛŦ ȅƻǳ ŀǊŜ ǘƘŜ ǇǊƛƳŀǊȅ ŀǇǇǊƻǾŜǊΦ 



Timesheet Approver List 
¢Ƙƛǎ ǊŜǇƻǊǘ ǿƛƭƭ ŀƭƭƻǿ ȅƻǳ ǘƻ ǾƛŜǿ ŀ ƭƛǎǘ ƻŦ Ƨƻō 
ƴǳƳōŜǊǎ ƻƴ ǿƘƛŎƘ ȅƻǳ ŀǊŜ ŀƴ ŀǇǇǊƻǾŜǊ ŀƴŘ ǘƘŜ 
ƻǘƘŜǊ ŀǇǇǊƻǾŜǊǎ ƻƴ ǘƘŀǘ ƧƻōΦ 
 

Student Job List 
¢Ƙƛǎ ǊŜǇƻǊǘ ǿƛƭƭ ŀƭƭƻǿ ǘƘŜ ŜƳǇƭƻȅŜǊ ǘƻ ǾƛŜǿ ŀ ƭƛǎǘ 
ƻŦ ǎǘǳŘŜƴǘǎ ǿƘƻƳ ƘŜκǎƘŜ ƛǎ ŀƴ ŀǇǇǊƻǾŜǊ ŦƻǊ ŀƴŘ 
ǘƘŜ ƻǘƘŜǊ ŀǇǇǊƻǾŜǊǎ όƛƴŎƭǳŘƛƴƎ ǘƘŜ ǊƻƭŜ ǘƘŜ ŀǇπ
ǇǊƻǾŜ ŀǎύΦ  

Help/FAQs 
¢Ƙƛǎ ƛǎ ƴƻǘ ŀ ǊŜǇƻǊǘΣ ōǳǘ ǊŀǘƘŜǊ ƛǘ ƛǎ ŀ ǇƻǇ-ǳǇ ǘƘŀǘ 
Ŏƻƴǘŀƛƴǎ ŀ ƭƛǎǘ ƻŦ ŎƻƳƳƻƴ ǉǳŜǎǝƻƴǎ ŀƴŘ ŀƴǎǿŜǊǎΦ 

Timesheet Reports - 59 

/ƭƛŎƪƛƴƎ ǘƘŜǎŜ ǘŜȄǘ ƭƛƴƪǎ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǘƻ ǘƘŜ 
ǾŀǊƛƻǳǎ ǊŜǇƻǊǘǎ ŀǾŀƛƭŀōƭŜΦ ¢ƘŜ ǇŀȅƳŜƴǘ ǊŜǇƻǊǘ 
ǎŎǊŜŜƴǎ ŀǊŜ ǎƘƻǿƴ ōŜƭƻǿ ŀƴŘ ǘƘŜ ƻǘƘŜǊ ǘƘǊŜŜ 
ƻǇǝƻƴǎ ŀǊŜ ŘŜǎŎǊƛōŜŘ ŀǘ ǘƘŜ ōƻǧƻƳ ƻŦ ǘƘŜ ǇŀƎŜΦ 

¢ƛƳŜǎƘŜŜǘ ǇŀȅƳŜƴǘ ǊŜǇƻǊǘǎ ŀǊŜ ōŜǎǘ ǳǎŜŘ ǿƘŜƴ 
ȅƻǳ ŀǊŜ ǇǊƛƳŀǊƛƭȅ ƛƴǘŜǊŜǎǘŜŘ ƛƴ ŎƘŜŎƪƛƴƎ ǇŀȅƳŜƴǘǎ 
ƻǾŜǊ ŀ ŎŀƭŜƴŘŀǊ ƻǊ ŬǎŎŀƭ ȅŜŀǊΦ IƻǳǊǎ ǿƻǊƪŜŘ ŀƴŘ 
ŀƳƻǳƴǘǎ ǇŀƛŘ ǿƛƭƭ ōŜ ǎƘƻǿƴ ŦƻǊ ŜŀŎƘ Ǉŀȅ ǇŜǊƛƻŘ 
ŀƴŘ ǘƻǘŀƭŜŘ ŦƻǊ ǘƘŜ ȅŜŀǊΦ 

{ŜŀǊŎƘ ōȅ ŎŀƭŜƴŘŀǊ ƻǊ ŬǎŎŀƭ ȅŜŀǊΣ ƛƴŘƛǾƛŘǳŀƭ 
ǎǘǳŘŜƴǘǎ ƻǊ ŀƭƭ ǎǘǳŘŜƴǘǎΣ ǎǇŜŎƛŬŎ ƧƻōǎΣ ƻǊ ǎǇŜŎƛŬŎ 
ŀŎŎƻǳƴǘǎΦ 

{ŜŀǊŎƘ ōȅ ƛƴŘƛǾƛŘǳŀƭ ǎǘǳŘŜƴǘǎ ŀƴŘκƻǊ ǎǇŜŎƛŬŎ Ƨƻōǎ 
ŦƻǊ ǘƘŜ ǎŜƭŜŎǘŜŘ Ǉŀȅ ǇŜǊƛƻŘΦ 

¢ƛƳŜǎƘŜŜǘ ǇŀȅƳŜƴǘ ǊŜǇƻǊǘǎ ŀǊŜ ōŜǎǘ ǳǎŜŘ ǿƘŜƴ 
ȅƻǳ ŀǊŜ ŀǧŜƳǇǝƴƎ ǘƻ ǘǊŀŎƪ ǇŀȅƳŜƴǘǎ ŦƻǊ ŀ ƎƛǾŜƴ 
Ǉŀȅ ǇŜǊƛƻŘ ƻǊ ŘŜǘŜǊƳƛƴŜ Ƙƻǿ ŦǳƴŘǎ ǿŜǊŜ 
ŀƭƭƻŎŀǘŜŘ ǘƻ ǾŀǊƛƻǳǎ ŀŎŎƻǳƴǘǎΦ 

¢Ƙƛǎ ǊŜǇƻǊǘ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǘǊŀŎƪ C²{ ŜŀǊƴƛƴƎǎ ŦƻǊ 
ŀƭƭ ƻǊ ƛƴŘƛǾƛŘǳŀƭ ǎǘǳŘŜƴǘǎ ōȅ ǎŜƭŜŎǝƴƎ ǘƘŜ Cм 
ǇŀȅǊƻƭƭІ ŦǊƻƳ ǘƘŜ ŘǊƻǇ Řƻǿƴ ƳŜƴǳΦ  



Timesheet Schedules - 60 

¢ƘŜ Pay Period Schedule ƭƛƴƪ ǿƛƭƭ ŘƛǎǇƭŀȅ ǘƘŜ Ǉŀȅ 
ǇŜǊƛƻŘǎ ŦƻǊ ǘƘŜ ǎŜƭŜŎǘŜŘ ŎŀƭŜƴŘŀǊ ȅŜŀǊΦ ¢Ƙƛǎ ƭƛǎǘǎ ǘƘŜ 
ŘǳŜ ŘŀǘŜǎ ŦƻǊ ǘƘŜ ǎǘǳŘŜƴǘ ǘƻ ǎǳōƳƛǘ ǘƘŜ ǝƳŜǎƘŜŜǘ 
ŀƴŘ ŜŀŎƘ ƻŦ ǘƘŜ ŀǇǇǊƻǾŀƭ ŘŀǘŜǎ ŦƻǊ ǘƘŜ {ǳǇŜǊǾƛǎƻǊ 
ŀƴŘ .ǳǎƛƴŜǎǎ hŶŎŜΦ Lǘ ŀƭǎƻ ƭƛǎǘǎ ǘƘŜ ŀǎǎƻŎƛŀǘŜŘ Ǉŀȅ 
Řŀȅ ŦƻǊ ǘƘŀǘ Ǉŀȅ ǇŜǊƛƻŘ ŀƴŘ ǘƘŜ ǝƳŜ ǿƘŜƴ ǘƘŜ 
ǝƳŜǎƘŜŜǘ ǿƛƭƭ ōŜκǿŀǎ ǇǊƻŎŜǎǎŜŘΦ 

¢ƘŜ Work Schedule ƭƛƴƪ ǿƛƭƭ ŘƛǎǇƭŀȅ ŀ ƭƛǎǘ ƻŦ ǘƘŜ ǎǘǳπ
ŘŜƴǘǎ ǿƘƻ ŀǊŜ ŎǳǊǊŜƴǘƭȅ ŜƳǇƭƻȅŜŘ ōȅ ȅƻǳΦ LŦ ŀƴȅ 
ƘƻǳǊǎ ŀǊŜ ƭƛǎǘŜŘ ǳƴŘŜǊ ǘƘŜ Time Details ǎŜŎǝƻƴΣ ǘƘŀǘ 
ǎǘǳŘŜƴǘ Ƙŀǎ ŎǊŜŀǘŜŘ ŀ ǿƻǊƪ ǎŎƘŜŘǳƭŜΦ ²ƻǊƪ ǎŎƘŜŘπ
ǳƭŜǎ ǇǊŜ-ǇƻǇǳƭŀǘŜ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǝƳŜǎƘŜŜǘ ǿƛǘƘ 
ƘƻǳǊǎ ǎŜǘ ōȅ ǘƘŜ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅŜŜΦ ¢ƘŜǎŜ ƘƻǳǊǎ Ŏŀƴ 
ǎǝƭƭ ōŜ ŜŘƛǘŜŘ ƭŀǘŜǊ ōȅ ǘƘŜ ǎǘǳŘŜƴǘΦ 

¸ƻǳ Ƴŀȅ ŎƭƛŎƪ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ View ǘŜȄǘ ƭƛƴƪ ƛƴ ƻǊŘŜǊ 
ǘƻ ǾƛŜǿ ǘƘŜ ǎŎƘŜŘǳƭŜ ǘƘŜ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅŜŜ Ƙŀǎ 
ŎǊŜŀǘŜŘΦ 

¢ƘŜ Holiday Schedule ƭƛƴƪ ǿƛƭƭ ŘƛǎǇƭŀȅ ǘƘŜ ƻōǎŜǊǾŜŘ 
ƘƻƭƛŘŀȅǎ ŦƻǊ ǘƘŜ ŎǳǊǊŜƴǘ ŎŀƭŜƴŘŀǊ ȅŜŀǊ ǎŜƭŜŎǘŜŘΦ 



The Timesheet Approval Process 
¢ƛƳŜǎƘŜŜǘ ŀǇǇǊƻǾŀƭǎ ǳǎǳŀƭƭȅ Ŧƻƭƭƻǿ ŀ ōŀǎƛŎ ǇǊƻπ
ŎŜǎǎ ǿƘŜƴ ƴƻ ǎǇŜŎƛŀƭ ŎƻƴǎƛŘŜǊŀǝƻƴǎ ƻǊ ŎƛǊŎǳƳπ
ǎǘŀƴŎŜǎ ŀǇǇƭȅΦ .Ŝƭƻǿ ƛǎ ŀ ǿŀƭƪǘƘǊƻǳƎƘ ƻŦ ŀ ǘȅǇƛŎŀƭ 
ǝƳŜǎƘŜŜǘ ŀǇǇǊƻǾŀƭ ǇǊƻŎŜǎǎΦ 
 

{ǘŜǇ мΥ !ǿŀƛǝƴƎ ¸ƻǳǊ !ǇǇǊƻǾŀƭ 
/ƭƛŎƪ ƻƴ ǘƘŜ ǘŜȄǘ ƭƛƴƪ ƛƴ ǘƘŜ Timesheet Status ōƻȄ 

ǘƘŀǘ ǊŜŀŘǎ Awaiting Your ApprovalΦ ¢Ƙƛǎ ǎƘƻǳƭŘ 
ǘŀƪŜ ȅƻǳ ǘƻ ǘƘŜ ǎŎǊŜŜƴ ǎƘƻǿƴ ŀōƻǾŜΦ 
 

{ǘŜǇ нΥ aŀǎǎ !ǇǇǊƻǾŀƭǎ 
!ǘ ȅƻǳǊ ŘƛǎŎǊŜǝƻƴΣ ȅƻǳ Ƴŀȅ Ƴŀǎǎ ŀǇǇǊƻǾŜ ŀƴȅ 
ǝƳŜǎƘŜŜǘ ǘƘŀǘ ŘƻŜǎ ƴƻǘ ƘŀǾŜ ŀ ǿŀǊƴƛƴƎ ƛŎƻƴ ƛƴ 
ǇƭŀŎŜ ƻŦ ǘƘŜ ŎƘŜŎƪōƻȄ ƻƴ ǘƘŜ ǎŎǊŜŜƴ ǎƘƻǿƴΦ ¢ƻ 
Ƴŀǎǎ ŀǇǇǊƻǾŜΣ Řƻ ǘƘŜ ŦƻƭƭƻǿƛƴƎΥ 

мΦ ±ŜǊƛŦȅ ǘƘŜ ƘƻǳǊǎ ƛƴŘƛŎŀǘŜŘ ŀƴŘ ǘƘŜƴ ŎƘŜŎƪ ǘƘŜ 
ōƻȄ ƛƴ ǘƘŜ Approve ŎƻƭǳƳƴ ŦƻǊ ŜŀŎƘ ǝƳŜπ
ǎƘŜŜǘ ȅƻǳ ǿƛǎƘ ǘƻ ŀǇǇǊƻǾŜΦ 

нΦ hƴŎŜ ȅƻǳ ƘŀǾŜ ŎƘŜŎƪŜŘ ŀƭƭ ƻŦ ǘƘŜ ōƻȄŜǎ ŦƻǊ 
ǝƳŜǎƘŜŜǘǎ ȅƻǳ ǿƛǎƘ ǘƻ ŀǇǇǊƻǾŜΣ ŎƭƛŎƪ ǘƘŜ Ap-
prove all checked ōǳǧƻƴ ŀǘ ǘƘŜ ōƻǧƻƳ ƻŦ ǘƘŜ 
ǎŎǊŜŜƴΦ 

оΦ ! ŎƻƴŬǊƳŀǝƻƴ ōƻȄ ǿƛƭƭ ǇƻǇ-ǳǇΣ ŎƭƛŎƪ ȅŜǎ ǘƻ 
ŎƻƴŬǊƳ ȅƻǳǊ ŀǇǇǊƻǾŀƭǎΦ 

 

{ǘŜǇ оΥ LƴŘƛǾƛŘǳŀƭ !ǇǇǊƻǾŀƭǎ 
CƻǊ ǝƳŜǎƘŜŜǘǎ ǘƘŀǘ ƘŀǾŜ ǿŀǊƴƛƴƎ ƛŎƻƴǎΣ ȅƻǳ ǿƛƭƭ 
ƴŜŜŘ ǘƻ ƛƴŘƛǾƛŘǳŀƭƭȅ ŀǇǇǊƻǾŜ ǘƘŜƳΦ ¢Ƙƛǎ Ŏŀƴ ōŜ 
ŀŎŎƻƳǇƭƛǎƘŜŘ ōȅ ŘƻƛƴƎ ǘƘŜ ŦƻƭƭƻǿƛƴƎΥ 
 
мΦ /ƭƛŎƪ ƻƴ ǘƘŜ Edit ǘŜȄǘ ƭƛƴƪ ƛƴ ǘƘŜ Details Ŏƻƭπ
ǳƳƴ ŦƻǊ ǘƘŜ ǝƳŜǎƘŜŜǘ ȅƻǳ ǿƛǎƘ ǘƻ ŀǇǇǊƻǾŜΦ 
¢Ƙƛǎ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǘƻ ǘƘŜ ŘŜǘŀƛƭŜŘ ǾƛŜǿ ƻŦ ǘƘŜ 
ǝƳŜǎƘŜŜǘΦ 

нΦ ±ŜǊƛŦȅ ǘƘŜ ƘƻǳǊǎ ǿƻǊƪŜŘΣ ǘƘŜƴ ǎŎǊƻƭƭ Řƻǿƴ 
ŀƴŘ ŀƭƭƻŎŀǘŜ ǘƘŜ ƘƻǳǊǎ ǘƻ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ŀŎπ
ŎƻǳƴǘǎΦ bƻǘŜ ǘƘŀǘ ƛŦ ƻƴƭȅ ŀ ǎƛƴƎƭŜ ŀŎŎƻǳƴǘ ƛǎ 
ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ǘƘƛǎ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅŜŜΣ ƘƻǳǊǎ 
ǿƛƭƭ ōŜ ŀƭƭƻŎŀǘŜŘ ŀǳǘƻƳŀǝŎŀƭƭȅΦ Lƴ Ƴŀƴȅ ŎŀǎŜǎ 
ǘƘŜ .ǳǎƛƴŜǎǎ hŶŎŜ ŀǇǇǊƻǾŜǊ ŀƭƭƻŎŀǘŜǎ ƘƻǳǊǎ 
ǘƻ ŀŎŎƻǳƴǘǎΣ ǎƻ ǎǳǇŜǊǾƛǎƻǊǎ Ƴŀȅ ƭŜŀǾŜ ǘƘƛǎ 
ŀƭƻƴŜ ŦƻǊ ƴƻǿΦ 

оΦ {ŎǊƻƭƭ ǘƻ ǘƘŜ ōƻǧƻƳ ƻŦ ǘƘŜ ǝƳŜǎƘŜŜǘΦ ¸ƻǳǊ 
ƴŀƳŜ ǳƴŘŜǊ ǘƘŜ ŀǇǇǊƻǾŜǊ ƭƛǎǘ ǎƘƻǳƭŘ ōŜ ƘƛƎƘπ
ƭƛƎƘǘŜŘ ƛƴ ȅŜƭƭƻǿ ŀǎ ǿƛƭƭ ȅƻǳǊ ŀǇǇǊƻǾŀƭ ŎƘŜŎƪ 
ōƻȄΦ /ƘŜŎƪ ǘƘŜ ōƻȄ ǘƻ ŀǇǇǊƻǾŜ ǘƘŜ ǝƳŜǎƘŜŜǘ 
ŀƴŘ ŎƭƛŎƪ ǘƘŜ Submit to Business Office ōǳǧƻƴ 
ŀǘ ǘƘŜ ōƻǧƻƳ ƻŦ ǘƘŜ ǇŀƎŜ ƻǊ ǘƘŜ Submit for 
Payment ōǳǧƻƴ ŦƻǊ .h ŀǇǇǊƻǾŜǊǎΦ 
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Section 6: Records Mainte-
nance 

 



Records Maintenance Process 
¢Ƙƛǎ ǊŜŦŜǊǎ ǘƻ ŀ ŦŜŀǘǳǊŜ ƛƴ ǎŜŎŜ ǘƘŀǘ ŀǳǘƻƳŀǝŎŀƭƭȅ 
ǇŜǊŦƻǊƳǎ ŀ ƴǳƳōŜǊ ƻŦ ǘŀǎƪǎ ǊŜƭŀǘŜŘ ǘƻ ǊŜŎƻǊŘǎ 
ƳŀƛƴǘŜƴŀƴŎŜ ƻƴ ǘƘŜ ǎȅǎǘŜƳΦ  ¢ƘŜǎŜ ǘŀǎƪǎ ƛƴŎƭǳŘŜ 
ǘǊŀŎƪƛƴƎ ŜƭƛƎƛōƛƭƛǘȅΣ ƳŀƴŘŀǘƻǊȅ ǎǘŜǇ ƛƴŎǊŜŀǎŜǎΣ ŀƴŘ 
ŜƭŜŎǘǊƻƴƛŎ L-ф ŜȄǇƛǊŀǝƻƴΦ  LŦ ƻƴŜ ƻŦ ȅƻǳǊ ǎǘǳŘŜƴǘ 
ŜƳǇƭƻȅŜŜǎ ǊŜŎŜƛǾŜǎ ŀ ŎƻƳƳǳƴƛŎŀǝƻƴ ŦǊƻƳ ǘƘŜ 
ǎȅǎǘŜƳ ǊŜƎŀǊŘƛƴƎ ƻƴŜ ƻŦ ǘƘŜǎŜΣ ŀƴŘ ȅƻǳ ƘŀǾŜ 
ǉǳŜǎǝƻƴǎΣ ǇƭŜŀǎŜ ŎƻƴǘŀŎǘ ȅƻǳǊ ŎŀƳǇǳǎ {9 ƻŶŎŜΦ 
 

Electronic I-9 Expiration 
²ƘŜƴ ŀ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅŜŜΩǎ ŜƭŜŎǘǊƻƴƛŎ L-ф ƛǎ ƴŜŀǊ 
ŜȄǇƛǊŀǝƻƴΣ ǘƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ƎŜƴŜǊŀǘŜ ŀ ǎŜǊƛŜǎ ƻŦ 
ƳŜƳƻǎ ƴƻǝŦȅƛƴƎ ǘƘŜ ǎǳǇŜǊǾƛǎƻǊ ŀƴŘ ǘƘŜ ǎǘǳŘŜƴǘ 
ƻŦ ǘƘŜ ǎƛǘǳŀǝƻƴΦ  ¢ȅǇƛŎŀƭƭȅΣ ƻƴƭȅ ǘƘŜ ŜƭŜŎǘǊƻƴƛŎ L-фǎ 
ƻŦ ŎŜǊǘŀƛƴ ƛƴǘŜǊƴŀǝƻƴŀƭ ǎǘǳŘŜƴǘǎ ǿƛƭƭ ƘŀǾŜ ŜȄǇƛǊŀπ
ǝƻƴ ŘŀǘŜǎΣ ǘƘƻǳƎƘ ŎƛǝȊŜƴǎ ƛƴ ŎŜǊǘŀƛƴ ǊŀǊŜ ŎŀǎŜǎ 
ƳƛƎƘǘ ƘŀǾŜ ŀƴ ŜȄǇƛǊŀǝƻƴ ŘŀǘŜΦ 
 ²ƘŜƴ ȅƻǳ ǊŜŎŜƛǾŜ ǎǳŎƘ ŀ ƳŜƳƻΣ ǘƘŜ ǎǘǳπ
ŘŜƴǘ ǿƛƭƭ ǘȅǇƛŎŀƭƭȅ ƘŀǾŜ ƻƴŜ ƳƻƴǘƘ ǳƴǝƭ ǘƘŜƛǊ ŜȄπ
ǇƛǊŀǝƻƴ ŘŀǘŜΣ ǿƘƛŎƘ ǎƘƻǳƭŘ ƎƛǾŜ ǘƘŜƳ ǝƳŜ ǘƻ ƎŜǘ 
ǘƘŜƛǊ ŘƻŎǳƳŜƴǘǎ ƛƴ ƻǊŘŜǊΦ  LŦ ǘƘŜ ǎǘǳŘŜƴǘ ŘƻŜǎ ƴƻǘ 

ǳǇŘŀǘŜ ǘƘŜƛǊ ŦƻǊƳ L-ф ƛƴ ŀ ǝƳŜƭȅ ƳŀƴƴŜǊΣ ǘƘŜ ǎȅǎπ
ǘŜƳ ǿƛƭƭ ōŜƎƛƴ ŀ ǎŜǊƛŜǎ ƻŦ ƴƻǝŬŎŀǝƻƴǎ ǘƘŀǘ ǿƛƭƭ 
ǳƭǝƳŀǘŜƭȅ ŜƴŘ ƛƴ ǘŜǊƳƛƴŀǝƻƴΦ 
 ¢ƘŜ L-ф ŜȄǇƛǊŀǝƻƴ ŦǳƴŎǝƻƴ Ǌǳƴǎ ŀǘ ǘƘŜ 
ǎǘŀǊǘ ƻŦ ŜŀŎƘ ƳƻƴǘƘΦ 
 

Eligibility 
²ƘŜƴ ŀ ǎǘǳŘŜƴǘ ƛǎ ƴƻ ƭƻƴƎŜǊ ŜƭƛƎƛōƭŜ ŦƻǊ ǎǘǳŘŜƴǘ 
ŜƳǇƭƻȅƳŜƴǘΣ ǘƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ƎŜƴŜǊŀǘŜ ŀ ǎŜǊƛŜǎ ƻŦ 
ǘǿƻ ƳŜƳƻǎ ǘƻ ǘƘŜ ǎǘǳŘŜƴǘ ŀƴŘ ǎǳǇŜǊǾƛǎƻǊ ƴƻǝŦȅπ
ƛƴƎ ǘƘŜƳ ƻŦ ǘƘŜ ǎƛǘǳŀǝƻƴΦ  LŦ ǘƘŜ ǎƛǘǳŀǝƻƴ ƛǎ ƴƻǘ 
ǊŜǎƻƭǾŜŘΣ ǘƘŜ ǎǘǳŘŜƴǘ ǿƛƭƭ ōŜ ǘŜǊƳƛƴŀǘŜŘ ōȅ ǘƘŜ 
ǎȅǎǘŜƳ ŀǎ ŘŜǎŎǊƛōŜŘ ƛƴ ǘƘŜ ƳŜƳƻΦ  ¢ƘŜ ǎǘǳŘŜƴǘ 
ǎƘƻǳƭŘ ƎŜǘ ƛƴ ǘƻǳŎƘ ǿƛǘƘ ǘƘŜ {9 ƻŶŎŜ ƻŦ ǘƘŜ ŎŀƳπ
Ǉǳǎ ǿƛǘƘ ǿƘƛŎƘ ǘƘŜƛǊ Ƨƻō ƛǎ ŀŶƭƛŀǘŜŘ ǘƻ ŬƴŘ ƻǳǘ 
ǿƘȅ ǘƘŜȅ ŀǊŜ ƛƴŜƭƛƎƛōƭŜΦ  DŜƴŜǊŀƭƭȅ ǎǇŜŀƪƛƴƎΣ ƛǘ ƛǎ 
ōŜǧŜǊ ŦƻǊ ǘƘŜ ǎǘǳŘŜƴǘ ǘƻ ŎƻƴǘŀŎǘ ǘƘŜ {9 ƻŶŎŜ 
ǿƘŜƴ ǘǊȅƛƴƎ ǘƻ ǊŜǎƻƭǾŜ ǘƘŜǎŜ ǎƛǘǳŀǝƻƴǎ ŘǳŜ ǘƻ 
C9wt! ŎƻƴǎƛŘŜǊŀǝƻƴǎΦ 
 wŜŀǎƻƴǎ ŦƻǊ ƛƴŜƭƛƎƛōƛƭƛǘȅ ǿƛƭƭ ǾŀǊȅ ƎǊŜŀǘƭȅΣ 
ōǳǘ ǘȅǇƛŎŀƭƭȅ ŀǊŜ ǘƘŜ ǊŜǎǳƭǘ ƻŦ ǳƴǎŀǝǎŦŀŎǘƻǊȅ ŀŎŀπ
ŘŜƳƛŎ ǇǊƻƎǊŜǎǎ ƻǊ ƛƴǎǳŶŎƛŜƴǘ ŜƴǊƻƭƭƳŜƴǘΦ  9ȄŎŜǇπ

ǝƻƴǎ ƻǊ ǎǇŜŎƛŀƭ ŎƻƴǎƛŘŜǊŀǝƻƴǎ ŀǊŜ ƎƛǾŜƴ ŀǘ ǘƘŜ 
ŘƛǎŎǊŜǝƻƴ ƻŦ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ {9 ƻŶŎŜΦ  CƻǊ ǎǘǳπ
ŘŜƴǘǎ ǿƻǊƪƛƴƎ ŀǘ ŀ ŎŀƳǇǳǎ ƻǘƘŜǊ ǘƘŀƴ ǘƘŜƛǊ ǇǊƛπ
ƳŀǊȅ ƛƴǎǝǘǳǝƻƴΣ ǘƘŜȅ Ƴŀȅ ƴŜŜŘ ǘƻ ǿƻǊƪ ǿƛǘƘ 
ōƻǘƘ ŎŀƳǇǳǎŜǎ {9 ƻŶŎŜǎ ǘƻ ǊŜǎƻƭǾŜ ǘƘŜ ǎƛǘǳŀǝƻƴΦ 
 ¢ƘŜ ŜƭƛƎƛōƛƭƛǘȅ ŦǳƴŎǝƻƴ Ǌǳƴǎ ŀǘ ǘƘŜ ǎǘŀǊǘ ƻŦ 
ŜŀŎƘ ŀŎŀŘŜƳƛŎ ǘŜǊƳΦ 
 

Mandatory Step Increases 
²ƘŜƴ ŀ ǎǘǳŘŜƴǘ Ƙŀǎ ǿƻǊƪŜŘ ƻƴŜ ȅŜŀǊΣ ŀƴŘ ŀǘ ƭŜŀǎǘ 
плл ƘƻǳǊǎΣ ǎƛƴŎŜ ǘƘŜƛǊ ƭŀǎǘ Ǉŀȅ ƛƴŎǊŜŀǎŜ όǎǘŜǇ ƛƴπ
ŎǊŜŀǎŜ ƻǊ ǇǊƻƳƻǝƻƴύ ŀƴŘκƻǊ ƘƛǊŜ ŘŀǘŜΣ ǘƘŜȅ ŀǊŜ 
ŜƴǝǘƭŜŘ ǘƻ ŀ ƳŀƴŘŀǘƻǊȅ ǎǘŜǇ ƛƴŎǊŜŀǎŜΦ  ¢ƘŜ ǎȅǎπ
ǘŜƳ ǿƛƭƭ ŀǳǘƻƳŀǝŎŀƭƭȅ ƎǊŀƴǘ ǘƘŜ ǎǘŜǇ ƛƴŎǊŜŀǎŜ ƛƴ 
ǘƘŜǎŜ ŎŀǎŜǎΦ  bƻ ŀŎǝƻƴ ƴŜŜŘǎ ǘƻ ōŜ ǘŀƪŜƴ ƻƴ ǘƘŜ 
ǇŀǊǘ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜǊΦ  ¢Ƙƛǎ ƛƴŎǊŜŀǎŜ Ŏŀƴƴƻǘ ōŜ 
ǎǘƻǇǇŜŘ ƻǊ ǇǊŜǾŜƴǘŜŘΣ ŜǾŜƴ ƛƴ ŎŀǎŜǎ ǿƘŜǊŜ ǘƘŜ 
ǎǘǳŘŜƴǘ ƛǎ ƴƻ ƭƻƴƎŜǊ ǿƻǊƪƛƴƎ ŦƻǊ ȅƻǳΦ 
 ¢ƘŜ ƳŀƴŘŀǘƻǊȅ ǎǘŜǇ ƛƴŎǊŜŀǎŜ ŦǳƴŎǝƻƴ 
Ǌǳƴǎ ŀǘ ǘƘŜ ǎǘŀǊǘ ƻŦ ŜŀŎƘ ǿŜŜƪΦ 
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tŜǊŦƻǊƳ ǘƘƛǎ ǘŀǎƪ ǿƘŜƴ ȅƻǳ ǿƛǎƘ ǘƻ ǊŜ-ƻǇŜƴ ŀ 
Ƨƻō ǿƘƛŎƘ Ƙŀǎ ŀƭǊŜŀŘȅ ōŜŜƴ ŀǇǇǊƻǾŜŘΦ   
 
мΦ [ƻƎƛƴ ǘƻ ǎŜŎŜΦ 
нΦ Dƻ ǘƻ ǘƘŜ Jobs ǘŀōΦ 
оΦ [ƻŎŀǘŜ ǘƘŜ Ƨƻō ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ǊŜ-ƻǇŜƴ 
ŀƴŘ Ǝƻ ǘƻ ǘƘŜ Status ŎƻƭǳƳƴΦ ¦ǎƛƴƎ ǘƘŜ ŘǊƻǇ
-Řƻǿƴ ƳŜƴǳΣ ŎƘŀƴƎŜ ǘƘŜ ǎǘŀǘǳǎ ǘƻ OPENΦ 

пΦ ¢ƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ŀǎƪ ƛŦ ȅƻǳ ŀǊŜ ǎǳǊŜ ȅƻǳ ǿƛǎƘ 
ǘƻ ǊŜ-ƻǇŜƴ ǘƘŜ ƧƻōΦ tǊŜǎǎ ƻƴ ǘƘŜ OK ōǳǧƻƴΦ 

рΦ LŦ ǘƘŜǊŜ ŀǊŜ ƴƻ ƛǎǎǳŜǎΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ŀ ƳŜǎπ
ǎŀƎŜ ŀǘ ǘƘŜ ǘƻǇ ƛƴŘƛŎŀǝƴƎ ǘƘŀǘ ǘƘŜ Ƨƻō Ƙŀǎ 
ōŜŜƴ ǎǳŎŎŜǎǎŦǳƭƭȅ ōŜŜƴ ǊŜƻǇŜƴŜŘΦ 

сΦ LŦ ȅƻǳ ǎŜŜ ŀƴ ŜǊǊƻǊ ƳŜǎǎŀƎŜ ŀǘ ǘƘŜ ǘƻǇ ƻŦ 
ǘƘŜ ǇŀƎŜΣ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ Ǝƻ ƛƴǘƻ ǘƘŜ Ƨƻō ǘƻ 
ƳŀƪŜ ǳǇŘŀǘŜǎΦ tǊŜǎǎ ƻƴ ǘƘŜ Ǉƻǎƛǝƻƴ ǝǘƭŜ ƻŦ 
ǘƘŜ Ƨƻō ȅƻǳ ǿƛǎƘ ǘƻ ǊŜƻǇŜƴΦ 

тΦ aŀƪŜ ŀƴȅ ƴŜŎŜǎǎŀǊȅ ǳǇŘŀǘŜǎΦ ¦ǎǳŀƭƭȅ ƛŦ ȅƻǳ 
ŀǊŜ ǎŜŜƛƴƎ ŀƴ ŜǊǊƻǊ ƛǘ ƛǎ ōŜŎŀǳǎŜ ǘƘŜ Closing 
Date Ƙŀǎ ǇŀǎǎŜŘΦ 

уΦ hƴŎŜ ȅƻǳ ƘŀǾŜ ƳŀŘŜ ǘƘŜ ǳǇŘŀǘŜŘΣ ǇǊŜǎǎ 
ǘƘŜ Submit and Reopen ōǳǧƻƴΦ 

tŜǊŦƻǊƳ ǘƘƛǎ ǘŀǎƪ ǿƘŜƴ ŎǊŜŀǝƴƎ ŀ ƴŜǿ Ƨƻō 
ǿƘƛŎƘ ƛǎ ŘƛǊŜŎǘƭȅ ǊŜƭŀǘŜŘ ǘƻ ŀƴ ŜȄƛǎǝƴƎ ƧƻōΦ  !ŘŘπ
ƛƴƎ ŀ Ƨƻō ǘƻ ŀ ǎŜǊƛŜǎ ŎǊŜŀǘŜǎ ŀ Ƨƻō ǿƘƛŎƘ Ŏŀƴ ŀƭǎƻ 
ōŜ ǳǎŜŘ ŦƻǊ ǇǊƻƳƻǝƻƴ ŀƴŘ ŘŜƳƻǝƻƴΦ  Wƻōǎ ŎǊŜπ
ŀǘŜŘ ƛƴ ǘƘƛǎ ǿŀȅ ƘŀǾŜ ǘƘŜ ǎŀƳŜ Ƨƻō ƴǳƳōŜǊ ŀǎ 
ǘƘŜ ƻǊƛƎƛƴŀƭ ƧƻōΣ ōǳǘ ǘƘŜȅ ǿƛƭƭ ƘŀǾŜ ŀ ŘƛũŜǊŜƴǘ 
Ǉŀȅ ŎƭŀǎǎΦ 
 
мΦ [ƻƎƛƴ ǘƻ ǎŜŎŜΦ 
нΦ Dƻ ǘƻ ǘƘŜ Jobs ǘŀōΦ 
оΦ [ƻŎŀǘŜ ǘƘŜ Ƨƻō ƴǳƳōŜǊ ƻŦ ǘƘŜ ǎŜǊƛŜǎ ǘƻ 
ǿƘƛŎƘ ȅƻǳ ǿƛǎƘ ǘƻ ŀŘŘ ǘƘŜ ƴŜǿ ƧƻōΦ  tǊŜǎǎ 
ǘƘŜ Add to Series ōǳǧƻƴ ƭƻŎŀǘŜŘ ƻƴ ǘƘŜ 
ǎŀƳŜ Ǌƻǿ ŀǎ ǘƘŜ Ƨƻō ƴǳƳōŜǊΦ 

пΦ ¢ƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ŀǎƪ ƛŦ ȅƻǳ ŀǊŜ ǎǳǊŜ ȅƻǳǊ ƛƴπ
ǘŜƴǘ ƛǎ ǘƻ ŀŘŘ ŀ Ƨƻō ǘƻ ǘƘŜ ǎŜǊƛŜǎΦ tǊŜǎǎ ǘƘŜ 
Continue ōǳǧƻƴΦ 

рΦ ¢Ƙƛǎ ǿƛƭƭ ŎǊŜŀǘŜ ŀ ŘǳǇƭƛŎŀǘŜ ƻŦ ǘƘŜ ŜȄƛǎǝƴƎ 
Ƨƻō ŦƻǊ ȅƻǳ ǘƻ ǿƻǊƪ ŦǊƻƳΦ  /ƘŀƴƎŜ ǘƘŜ Ǉŀȅ 
ŎƭŀǎǎΣ ǳǇŘŀǘŜ ǘƘŜ ŘǳǝŜǎ ŀƴŘ ǉǳŀƭƛŬŎŀǝƻƴǎ 
ŀƴŘ ƳŀƪŜ ŀƴȅ ƻǘƘŜǊ ŎƘŀƴƎŜǎΦ 

сΦ hƴ ǘƘŜ ƭƛƴŜ ǘƘŀǘ ǎŀȅǎ Open Job after Student 
Employment ApprovalΣ ōŜ ǎǳǊŜ ǘƻ ǎŜǘ ƛǘ ǘƻ 
No, for Promotions only ƛŦ ȅƻǳ ƛƴǘŜƴŘ ǘƻ ǳǎŜ 
ǘƘŜ Ƨƻō ǘƻ ǇǊƻƳƻǘŜ ŀ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅŜŜΦ 

тΦ LŦ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ǎŀǾŜ ǘƘŜ ŘǊŀƊ ŀƴŘ ŬƴƛǎƘ 
ƭŀǘŜǊΣ ŎƭƛŎƪ ǘƘŜ Save Only ōǳǧƻƴΦ 

уΦ LŦ ȅƻǳ ŀǊŜ ǊŜŀŘȅ ǘƻ ǎǳōƳƛǘ ƛǘ ŦƻǊ ǊŜǾƛŜǿ ōȅ 
ȅƻǳǊ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘ ƻŶŎŜΣ ŎƭƛŎƪ ƻƴ 
ǘƘŜ Submit ōǳǧƻƴΦ 

tŜǊŦƻǊƳ ǘƘƛǎ ǘŀǎƪ ǿƘŜƴ ȅƻǳ ǿƛǎƘ ǘƻ ŎǊŜŀǘŜ ŀ 
ƴŜǿ Ƨƻō ǘƘŀǘ ƛǎ ǳƴǊŜƭŀǘŜŘ ǘƻ ǇǊŜǾƛƻǳǎ Ƨƻōǎ ȅƻǳ 
Ƴŀȅ ƘŀǾŜ ŎǊŜŀǘŜŘΦ 
 
мΦ [ƻƎƛƴ ǘƻ ǎŜŎŜΦ 
нΦ Dƻ ǘƻ ǘƘŜ Jobs ǘŀōΦ 
оΦ tǊŜǎǎ ƻƴ ǘƘŜ ōǳǧƻƴ ŎŀƭƭŜŘ Create a New 
JobΦ 

пΦ {ŜƭŜŎǘ ǘƘŜ Ƨƻō ŦǳƴŘƛƴƎ ǎƻǳǊŎŜ ƻǊ ŎŀƳǇǳǎ 
ŀŶƭƛŀǝƻƴ ŦǊƻƳ ǘƘŜ ŘǊƻǇ-Řƻǿƴ ŬŜƭŘΦ 

рΦ Cƛƭƭ ƛƴ ǘƘŜ Ƨƻō ƛƴŦƻǊƳŀǝƻƴ ŀƴŘ ŘŜǘŀƛƭǎΦ  bƻǘŜ 
ǘƘŀǘ ŀƭƭ ŬŜƭŘǎ ƳŀǊƪŜŘ ōȅ ŀ ǊŜŘ ŀǎǘŜǊƛǎƪ ŀǊŜ 
ǊŜǉǳƛǊŜŘΦ 

сΦ LŦ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ǎŀǾŜ ǘƘŜ ŘǊŀƊ ŀƴŘ ŬƴƛǎƘ 
ƭŀǘŜǊΣ ǇǊŜǎǎ ǘƘŜ Save Only ōǳǧƻƴ ŀǘ ǘƘŜ 
ōƻǧƻƳ ƻŦ ǘƘŜ ǇŀƎŜΦ Lǘ ƛǎ ǊŜŎƻƳƳŜƴŘŜŘ ǘƘŀǘ 
ȅƻǳ ǎŀǾŜ ǇŜǊƛƻŘƛŎŀƭƭȅ ŀǎ ǘƘŜ ǎȅǎǘŜƳ Ƴŀȅ 
ǝƳŜ ȅƻǳ ƻǳǘΦ 

тΦ LŦ ȅƻǳ ŀǊŜ ǊŜŀŘȅ ǘƻ ǎǳōƳƛǘ ƛǘ ŦƻǊ ǊŜǾƛŜǿ ōȅ 
ȅƻǳǊ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅƳŜƴǘ ƻŶŎŜΣ ǇǊŜǎǎ ƻƴ 
ǘƘŜ Submit ōǳǧƻƴΦ 

Creating A New Job Adding Jobs to a Series Re-Opening a Job 
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tŜǊŦƻǊƳ ǘƘƛǎ ǘŀǎƪ ǿƘŜƴ ȅƻǳ ǿƛǎƘ ǘƻ ŎƘŀƴƎŜ ǘƘŜ 
Ƨƻō ǇǊƻƎǊŀƳ ŎƭŀǎǎƛŬŎŀǝƻƴ ƻŦ ǘƘŜ ƧƻōΦ   
 
мΦ [ƻƎƛƴ ǘƻ ǎŜŎŜΦ 
нΦ Dƻ ǘƻ ǘƘŜ Jobs ǘŀōΦ 
оΦ [ƻŎŀǘŜ ǘƘŜ Ƨƻō ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ǳǇŘŀǘŜ ŀƴŘ 
ǇǊŜǎǎ ƻƴ ǘƘŜ Ǉƻǎƛǝƻƴ ǝǘƭŜ ƻŦ ǘƘŀǘ ƧƻōΦ 

пΦ Lƴ ǘƘŜ Job Classification / Duties ǎŜŎǝƻƴΣ ǳǎŜ 
ǘƘŜ ŘǊƻǇ-Řƻǿƴ ŬŜƭŘ ƻƴ ǘƘŜ Classify Job As 
ƭƛƴŜ ǘƻ ǎŜǘ ǘƘŜ ƴŜǿ ŎƭŀǎǎƛŬŎŀǝƻƴ ŦƻǊ ǘƘŜ ƧƻōΦ 

рΦ /ƭƛŎƪ ƻƴ ǘƘŜ Submit ōǳǧƻƴΦ 

tŜǊŦƻǊƳ ǘƘƛǎ ǘŀǎƪ ǿƘŜƴ ȅƻǳ ǿƛǎƘ ǘƻ ƳŀƪŜ 
ŎƘŀƴƎŜǎ ǘƻ ǘƘŜ ŘǳǝŜǎ ŀƴŘκƻǊ ǉǳŀƭƛŬŎŀǝƻƴǎ ƻŦ 
ŀƴ ŜȄƛǎǝƴƎ ƧƻōΦ 
 
мΦ [ƻƎƛƴ ǘƻ ǎŜŎŜΦ 
нΦ Dƻ ǘƻ ǘƘŜ Jobs ǘŀōΦ 
оΦ [ƻŎŀǘŜ ǘƘŜ Ƨƻō ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ǳǇŘŀǘŜ ŀƴŘ 
ǇǊŜǎǎ ƻƴ ǘƘŜ Ǉƻǎƛǝƻƴ ǝǘƭŜ ƻŦ ǘƘŀǘ ƧƻōΦ 

пΦ tǊŜǎǎ ƻƴ ǘƘŜ Request Update to Locked Da-
ta ōǳǧƻƴΦ 

рΦ aŀƪŜ ȅƻǳǊ ǊŜǾƛǎƛƻƴǎ ǘƻ ǘƘŜ vǳŀƭƛŬŎŀǝƻƴǎ 
ŀƴŘ 5ǳǝŜǎ ƛƴ ǘƘŜ ŜŘƛǘŀōƭŜ ŬŜƭŘǎΦ ¢ƘŜ ŎǳǊπ
ǊŜƴǘ 5ǳǝŜǎ ŀƴŘ vǳŀƭƛŬŎŀǝƻƴǎ ǿƛƭƭ ōŜ ƭƛǎǘŜŘ 
ŀǎ ǿŜƭƭΦ 

сΦ [ŜŀǾŜ ŀƴȅ ŎƻƳƳŜƴǘǎ ŦƻǊ ǘƘŜ {ǘǳŘŜƴǘ 9Ƴπ
ǇƭƻȅƳŜƴǘ ƻŶŎŜ ƛƴ ǘƘŜ Employer Comments 
ŬŜƭŘΦ 

тΦ tǊŜǎǎ ǘƘŜ {ǳōƳƛǘ ōǳǧƻƴ ǿƘŜƴ ȅƻǳ ŀǊŜ 
ŘƻƴŜΦ ¸ƻǳǊ {9 ƻŶŎŜ ǿƛƭƭ ǊŜǾƛŜǿ ǘƘŜ ǊŜπ
ǉǳŜǎǘŜŘ ŎƘŀƴƎŜǎ ŀƴŘ ŬƴŀƭƛȊŜ ǘƘŜƳ ƛŦ ǘƘŜȅ 
ŀǊŜ ŀǇǇǊƻǾŜŘΦ 

tŜǊŦƻǊƳ ǘƘƛǎ ǘŀǎƪ ǿƘŜƴ ȅƻǳ ǿƛǎƘ ǘƻ ƳŀƪŜ 
ŎƘŀƴƎŜǎ ǘƻ ŀƴ ŜȄƛǎǝƴƎ Ƨƻō ƻǘƘŜǊ ǘƘŀƴ ǘƘŜ ŘǳǝŜǎ 
ƻǊ ǉǳŀƭƛŬŎŀǝƻƴǎΦ 
 
мΦ [ƻƎƛƴ ǘƻ ǎŜŎŜΦ 
нΦ Dƻ ǘƻ ǘƘŜ Jobs ǘŀōΦ 
оΦ [ƻŎŀǘŜ ǘƘŜ Ƨƻō ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ǳǇŘŀǘŜ ŀƴŘ 
ǇǊŜǎǎ ƻƴ ǘƘŜ Ǉƻǎƛǝƻƴ ǝǘƭŜ ƻŦ ǘƘŀǘ ƧƻōΦ 

пΦ aŀƪŜ ŀƴȅ ŜŘƛǘǎ ǘƻ ǘƘŜ Ƨƻō ǘƘŀǘ ȅƻǳ ǿƛǎƘΦ  
bƻǘŜ ǘƘŀǘ ƛŦ ȅƻǳ ŀǊŜ ŜŘƛǝƴƎ ŀƴ ƻǇŜƴ ƧƻōΣ 
ƳŀƪƛƴƎ ŎƘŀƴƎŜǎ ǿƛƭƭ ǊŜǎŜǘ ǘƘŜ ǘƘǊŜŜ Řŀȅ ƻǊ 
ŬǾŜ ŀǇǇƭƛŎŀƴǘǎ ŎƻǳƴǘŜǊ ŦƻǊ ǿƘŜƴ ǘƘŜ Ƨƻō Ŏŀƴ 
ōŜ ŎƭƻǎŜŘΦ 

рΦ /ƭƛŎƪ ƻƴ ǘƘŜ Submit ōǳǧƻƴ ǘƻ ǎŀǾŜ ǘƘŜ 
ŎƘŀƴƎŜǎΦ 

Updating a Job Changing a Job Changing Job Programs 
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tŜǊŦƻǊƳ ǘƘƛǎ ǘŀǎƪ ǿƘŜƴ ȅƻǳ ǿƛǎƘ ǘƻ ƳŀƪŜ 
ŎƘŀƴƎŜǎ ǘƻ Section 3:  Timesheet ApproversΦ  
¢Ƙƛǎ ŎƻƴǘǊƻƭǎ ǿƘƻ Ŏŀƴ ŀǇǇǊƻǾŜ ǝƳŜǎƘŜŜǘǎ ŦƻǊ 
ǎǘǳŘŜƴǘǎ ƘƛǊŜŘ ŦƻǊ ǘƘƛǎ ƧƻōΦ 
 
мΦ [ƻƎƛƴ ǘƻ ǎŜŎŜΦ 
нΦ Dƻ ǘƻ ǘƘŜ Jobs/Other ǘŀōΦ 
оΦ [ƻŎŀǘŜ ǘƘŜ Ƨƻō ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ǳǇŘŀǘŜ ŀƴŘ 
ǇǊŜǎǎ ƻƴ ǘƘŜ Ǉƻǎƛǝƻƴ ǝǘƭŜ ƻŦ ǘƘŀǘ ƧƻōΦ 

пΦ {ŎǊƻƭƭ Řƻǿƴ ǘƻ ǘƘŜ Job Contact, Placement 
and Timesheet Approval Information ǎŜŎπ
ǝƻƴΦ  /ƘŀƴƎŜΣ ǎǳōǘǊŀŎǘ ƻǊ ŀŘŘ ǳǎŜǊƴŀƳŜǎ ŀǎ 
ƴŜŜŘŜŘ ǘƻ ǎŜŎǝƻƴ оΦ  ¸ƻǳ Ƴǳǎǘ ƘŀǾŜ ŀǘ ƭŜŀǎǘ 
ƻƴŜ ǎǳǇŜǊǾƛǎƻǊ ƭŜǾŜƭ ŀƴŘ ƻƴŜ ōǳǎƛƴŜǎǎ ƻŶŎŜ 
ƭŜǾŜƭ ŀǇǇǊƻǾŜǊΦ 

рΦ /ƭƛŎƪ ƻƴ ǘƘŜ Submit ōǳǧƻƴ ǘƻ ǎŀǾŜ ǘƘŜ 
ŎƘŀƴƎŜǎΦ 

tŜǊŦƻǊƳ ǘƘƛǎ ǘŀǎƪ ǿƘŜƴ ȅƻǳ ǿƛǎƘ ǘƻ ƳŀƪŜ 
ŎƘŀƴƎŜǎ ǘƻ Section 2:  SEWA and Placement Ap-
provalΦ  ¢Ƙƛǎ ŎƻƴǘǊƻƭǎ ǿƘƻ ǿƛƭƭ ōŜ ƛƴ ǘƘŜ ŀǇǇǊƻǾπ
ŀƭ ŎƘŀƛƴ ŦƻǊ ƘƛǊŜǎ ŀƴŘ ǘǊŀƴǎŀŎǝƻƴǎΦ 
 
мΦ [ƻƎƛƴ ǘƻ ǎŜŎŜΦ 
нΦ Dƻ ǘƻ ǘƘŜ Jobs ǘŀōΦ 
оΦ [ƻŎŀǘŜ ǘƘŜ Ƨƻō ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ǳǇŘŀǘŜ ŀƴŘ 
ǇǊŜǎǎ ƻƴ ǘƘŜ Ǉƻǎƛǝƻƴ ǝǘƭŜ ƻŦ ǘƘŀǘ ƧƻōΦ 

пΦ {ŎǊƻƭƭ Řƻǿƴ ǘƻ ǘƘŜ Job Contact, Placement 
and Timesheet Approval Information ǎŜŎπ
ǝƻƴΦ  /ƘŀƴƎŜΣ ǎǳōǘǊŀŎǘ ƻǊ ŀŘŘ ǳǎŜǊƴŀƳŜǎ ǘƻ 
ǘƘŜ ǾŀǊƛƻǳǎ ǊƻƭŜǎ ŀǎ ƴŜŜŘŜŘ ƛƴ ǎŜŎǝƻƴ нΦ  
bƻǘŜ ǘƘŀǘ ǘƘŜ ǎǳǇŜǊǾƛǎƻǊ ǊƻƭŜ ƛǎ ŀƭǿŀȅǎ ǘƘŜ 
ǎǳǇŜǊǾƛǎƻǊ ǎŜƭŜŎǘŜŘ ƛƴ ǎŜŎǝƻƴ м ŀƴŘ ȅƻǳ 
Ƴǳǎǘ ƛƴŎƭǳŘŜ ŀ CƛǎŎŀƭ !ǳǘƘƻǊƛǘȅΦ 

рΦ /ƭƛŎƪ ƻƴ ǘƘŜ Submit ōǳǧƻƴ ǘƻ ǎŀǾŜ ǘƘŜ 
ŎƘŀƴƎŜǎΦ 

tŜǊŦƻǊƳ ǘƘƛǎ ǘŀǎƪ ǿƘŜƴ ȅƻǳ ǿƛǎƘ ǘƻ ƳŀƪŜ 
ŎƘŀƴƎŜǎ ǘƻ Section 1:  Job/Referral Contact In-
formationΦ  ¢Ƙƛǎ ŎƻƴǘǊƻƭǎ ǿƘƻ ǿƛƭƭ ōŜ ǇǊƛƴǘŜŘ ƻƴ 
ǘƘŜ how to apply ǇƻǇ-ǳǇ ŀǎ ŀ ŎƻƴǘŀŎǘ ŀƴŘ ǿƘƻ 
Ŏŀƴ ƳŀƪŜ ŎƘŀƴƎŜǎ ǘƻ ǘƘŜ ƧƻōΦ 
 
мΦ [ƻƎƛƴ ǘƻ ǎŜŎŜΦ 
нΦ Dƻ ǘƻ ǘƘŜ Jobs ǘŀōΦ 
оΦ [ƻŎŀǘŜ ǘƘŜ Ƨƻō ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ǳǇŘŀǘŜ ŀƴŘ 
ǇǊŜǎǎ ƻƴ ǘƘŜ Ǉƻǎƛǝƻƴ ǝǘƭŜ ƻŦ ǘƘŀǘ ƧƻōΦ 

пΦ {ŎǊƻƭƭ Řƻǿƴ ǘƻ ǘƘŜ Job Contact, Placement 
and Timesheet Approval Information ǎŜŎπ
ǝƻƴΦ  /ƘŀƴƎŜΣ ǎǳōǘǊŀŎǘ ƻǊ ŀŘŘ ǳǎŜǊƴŀƳŜǎ ǘƻ 
ǘƘŜ ǾŀǊƛƻǳǎ ǊƻƭŜǎ ƛƴ ǎŜŎǝƻƴ м ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ 
ǊŀŘƛƻ ōǳǧƻƴ ƴŜȄǘ ǘƻ ǘƘŜ ǳǎŜǊƴŀƳŜ ƻŦ ǘƘŜ 
ǎǳǇŜǊǾƛǎƻǊΦ 

рΦ /ƭƛŎƪ ƻƴ ǘƘŜ Submit ōǳǧƻƴ ŀǘ ǘƘŜ ōƻǧƻƳ ƻŦ 
ǘƘŜ ǇŀƎŜ ǘƻ ǎŀǾŜ ǘƘŜ ŎƘŀƴƎŜǎΦ 

 

Changing Job Contacts 
Changing Transaction 

Approvers 
Changing Timesheet 

Approvers 
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tŜǊŦƻǊƳ ǘƘƛǎ ǘŀǎƪ ǿƘŜƴ ȅƻǳ ǿƛǎƘ ǘƻ ǳǇŘŀǘŜ ǘƘŜ 
ŀǇǇƻƛƴǘƳŜƴǘ ǇŜǊƛƻŘΦ 
 
мΦ [ƻƎƛƴ ǘƻ ǎŜŎŜΦ 
нΦ Dƻ ǘƻ ǘƘŜ Placements ǘŀōΦ 
оΦ tǊŜǎǎ ƻƴ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘ ŦƻǊ ǿƘƻƳ 
ȅƻǳ ǿƛǎƘ ǘƻ ŎǊŜŀǘŜ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴΦ 

пΦ ¦ǎƛƴƎ ǘƘŜ Create New Transaction ŘǊƻǇ-
Řƻǿƴ ƳŜƴǳΣ ǎŜƭŜŎǘ ǘƘŜ Data Chg - Appt Pe-
riod ǘǊŀƴǎŀŎǝƻƴΦ 

рΦ ¦ƴŘŜǊ ǘƘŜ Change To: ŎƻƭǳƳƴΣ ŜƴǘŜǊ ǘƘŜ 
ƴŜǿ ŀǇǇƻƛƴǘƳŜƴǘ ǇŜǊƛƻŘ ǎǘŀǊǘ ŀƴŘ ŜƴŘ 
ŘŀǘŜǎΦ 

сΦ /ƘŜŎƪ ǘƘŜ ŀǇǇǊƻǾŀƭ ōƻȄ ƴŜȄǘ ǘƻ ȅƻǳǊ ƴŀƳŜ 
ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ Submit ōǳǧƻƴΦ  ¢ƘŜ ǘǊŀƴǎπ
ŀŎǝƻƴ ǿƛƭƭ ǘƘŜƴ ǊƻǳǘŜ ǘƘǊƻǳƎƘ ȅƻǳǊ ŘŜǇŀǊǘπ
ƳŜƴǘ ŦƻǊ ǘƘŜ ƻǘƘŜǊ ŀǇǇǊƻǾŀƭǎΦ 

tŜǊŦƻǊƳ ǘƘƛǎ ǘŀǎƪ ǿƘŜƴ ȅƻǳ ǿƛǎƘ ǘƻ ŎƘŀƴƎŜ ǘƘŜ 
CL/! ǎǘŀǘǳǎ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘΦ 
 
мΦ [ƻƎƛƴ ǘƻ ǎŜŎŜΦ 
нΦ Dƻ ǘƻ ǘƘŜ Placements ǘŀōΦ 
оΦ tǊŜǎǎ ƻƴ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘ ŦƻǊ ǿƘƻƳ 
ȅƻǳ ǿƛǎƘ ǘƻ ŎǊŜŀǘŜ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴΦ 

пΦ ¦ǎƛƴƎ ǘƘŜ Create New Transaction ŘǊƻǇ-
Řƻǿƴ ƳŜƴǳΣ ǎŜƭŜŎǘ ǘƘŜ Data Chg - FICA 
ǘǊŀƴǎŀŎǝƻƴΦ 

рΦ ¦ƴŘŜǊ ǘƘŜ Change To: ŎƻƭǳƳƴΣ ǎŜƭŜŎǘ ǘƘŜ 
ƴŜǿ CL/! ŎƻŘŜΦ 

сΦ /ƘŜŎƪ ǘƘŜ ŀǇǇǊƻǾŀƭ ōƻȄ ƴŜȄǘ ǘƻ ȅƻǳǊ ƴŀƳŜ 
ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ Submit ōǳǧƻƴΦ  ¢ƘŜ ǘǊŀƴǎπ
ŀŎǝƻƴ ǿƛƭƭ ǘƘŜƴ ōŜ ǊŜŀŘȅ ŦƻǊ ǇǊƻŎŜǎǎƛƴƎ ƛƴ 
ǇŀȅǊƻƭƭ ŀǎ ǘƘƛǎ ǘǊŀƴǎŀŎǝƻƴ ƻƴƭȅ ǊŜǉǳƛǊŜǎ ƻƴŜ 
ŀǇǇǊƻǾŀƭΦ 

tŜǊŦƻǊƳ ǘƘƛǎ ǘŀǎƪ ǿƘŜƴ ȅƻǳ ǿƛǎƘ ǘƻ ƳŀƪŜ 
ŎƘŀƴƎŜǎ ǘƻ ŀ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅŜŜΩǎ ŀŘŘǊŜǎǎΣ Ŏƛǝπ
ȊŜƴǎƘƛǇ ǎǘŀǘǳǎΣ ƳŀǊƛǘŀƭ ǎǘŀǘǳǎΣ ƻǊ ǘŀȄ ŜȄŜƳǇπ
ǝƻƴǎΦ 
 
мΦ [ƻƎƛƴ ǘƻ ǎŜŎŜΦ 
нΦ Dƻ ǘƻ ǘƘŜ Placements ǘŀōΦ 
оΦ tǊŜǎǎ ƻƴ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘ ŦƻǊ ǿƘƻƳ 
ȅƻǳ ǿƛǎƘ ǘƻ ŎǊŜŀǘŜ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴΦ 

пΦ ¦ǎƛƴƎ ǘƘŜ Create New Transaction ŘǊƻǇ-
Řƻǿƴ ƳŜƴǳΣ ǎŜƭŜŎǘ ǘƘŜ Data Chg - Student 
Personal Info ǘǊŀƴǎŀŎǝƻƴΦ 

рΦ aŀƪŜ ǘƘŜ ŎƘŀƴƎŜǎ ǘƻ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƛƴŦƻǊπ
Ƴŀǝƻƴ ŀƴŘ ƭŜŀǾŜ ǘƘŜ ŬŜƭŘǎ ōƭŀƴƪ ŦƻǊ ŀƴȅ 
ƛƴŦƻǊƳŀǝƻƴ ǘƘŀǘ ǿƛƭƭ ƴƻǘ ōŜ ŎƘŀƴƎƛƴƎΦ 

сΦ /ƘŜŎƪ ǘƘŜ ŀǇǇǊƻǾŀƭ ōƻȄ ƴŜȄǘ ǘƻ ȅƻǳǊ ƴŀƳŜ 
ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ Submit ōǳǧƻƴΦ  ¢ƘŜ ǘǊŀƴǎπ
ŀŎǝƻƴ ǿƛƭƭ ǘƘŜƴ ǊƻǳǘŜ ǘƘǊƻǳƎƘ ȅƻǳǊ ŘŜǇŀǊǘπ
ƳŜƴǘ ŦƻǊ ǘƘŜ ƻǘƘŜǊ ŀǇǇǊƻǾŀƭǎΦ 

Changing Student 
Information 

 

Changing FICA Status 
Changing Appointment 

Period 
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tŜǊŦƻǊƳ ǘƘƛǎ ǘŀǎƪ ǿƘŜƴ ȅƻǳ ǿƛǎƘ ǘƻ ŘƻǿƴƎǊŀŘŜ 
ŀ ǎǘǳŘŜƴǘ ǘƻ ŀ ƭƻǿŜǊ Ǉŀȅ ŎƭŀǎǎΦ 
 
мΦ [ƻƎƛƴ ǘƻ ǎŜŎŜΦ 
нΦ Dƻ ǘƻ ǘƘŜ Placements ǘŀōΦ 
оΦ tǊŜǎǎ ƻƴ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘ ŦƻǊ ǿƘƻƳ 
ȅƻǳ ǿƛǎƘ ǘƻ ŎǊŜŀǘŜ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴΦ 

пΦ ¦ǎƛƴƎ ǘƘŜ Create New Transaction ŘǊƻǇ-
Řƻǿƴ ƳŜƴǳΣ ǎŜƭŜŎǘ ǘƘŜ Rate Chg - Down-
grade to New Class (within same series) 
ǘǊŀƴǎŀŎǝƻƴΦ 

рΦ {ŜƭŜŎǘ ǘƘŜ ƴŜǿ Ǉŀȅ Ŏƭŀǎǎ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ 
ŘƻǿƴƎǊŀŘŜ ǘƘŜ ǎǘǳŘŜƴǘ ǘƻ ǳƴŘŜǊ ǘƘŜ 
Change To: ŎƻƭǳƳƴΦ 

сΦ ¦ǇŘŀǘŜ ǘƘŜ ŀǇǇƻƛƴǘƳŜƴǘ ǇŜǊƛƻŘ ŀƴŘ ŀƴȅ 
ƻǘƘŜǊ ŬŜƭŘǎ ȅƻǳ ǿƛǎƘ ǳƴŘŜǊ ǘƘŜ Change To: 
ŎƻƭǳƳƴΦ 

тΦ /ƘŜŎƪ ǘƘŜ ŀǇǇǊƻǾŀƭ ōƻȄ ƴŜȄǘ ǘƻ ȅƻǳǊ ƴŀƳŜ 
ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ Submit ōǳǧƻƴΦ  ¢ƘŜ ǘǊŀƴǎπ
ŀŎǝƻƴ ǿƛƭƭ ǘƘŜƴ ǊƻǳǘŜ ǘƘǊƻǳƎƘ ȅƻǳǊ ŘŜǇŀǊǘπ
ƳŜƴǘ ŦƻǊ ǘƘŜ ƻǘƘŜǊ ŀǇǇǊƻǾŀƭǎΦ 

уΦ 5ŜƳƻǝƻƴ ǘǊŀƴǎŀŎǝƻƴǎ ǿƛƭƭ Ǝƻ ǘƻ ȅƻǳǊ ŎŀƳπ
Ǉǳǎ {ǘǳŘŜƴǘ 9ƳǇƭƻȅƳŜƴǘ ƻŶŎŜ ŦƻǊ Ŭƴŀƭ 
ŀǇǇǊƻǾŀƭΦ 

tŜǊŦƻǊƳ ǘƘƛǎ ǘŀǎƪ ǿƘŜƴ ȅƻǳ ǿƛǎƘ ǘƻ ǇǊƻƳƻǘŜ ŀ 
ǎǘǳŘŜƴǘ ǘƻ ŀ ƴŜǿ Ǉŀȅ ŎƭŀǎǎΦ 
 
мΦ [ƻƎƛƴ ǘƻ ǎŜŎŜΦ 
нΦ Dƻ ǘƻ ǘƘŜ Placements ǘŀōΦ 
оΦ tǊŜǎǎ ƻƴ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘ ŦƻǊ ǿƘƻƳ 
ȅƻǳ ǿƛǎƘ ǘƻ ŎǊŜŀǘŜ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴΦ 

пΦ ¦ǎƛƴƎ ǘƘŜ Create New Transaction ŘǊƻǇ-
Řƻǿƴ ƳŜƴǳΣ ǎŜƭŜŎǘ ǘƘŜ Rate Chg - Promo to 
New Class (within same series) ǘǊŀƴǎŀŎǝƻƴΦ 

рΦ {ŜƭŜŎǘ ǘƘŜ ƴŜǿ Ǉŀȅ Ŏƭŀǎǎ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ 
ǇǊƻƳƻǘŜ ǘƘŜ ǎǘǳŘŜƴǘ ǘƻ ǳƴŘŜǊ ǘƘŜ Change 
To: ŎƻƭǳƳƴΦ 

сΦ ¦ǇŘŀǘŜ ǘƘŜ ŀǇǇƻƛƴǘƳŜƴǘ ǇŜǊƛƻŘ ŀƴŘ ŀƴȅ 
ƻǘƘŜǊ ŬŜƭŘǎ ȅƻǳ ǿƛǎƘ ǳƴŘŜǊ ǘƘŜ Change To: 
ŎƻƭǳƳƴΦ 

тΦ /ƘŜŎƪ ǘƘŜ ŀǇǇǊƻǾŀƭ ōƻȄ ƴŜȄǘ ǘƻ ȅƻǳǊ ƴŀƳŜ 
ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ Submit ōǳǧƻƴΦ  ¢ƘŜ ǘǊŀƴǎπ
ŀŎǝƻƴ ǿƛƭƭ ǘƘŜƴ ǊƻǳǘŜ ǘƘǊƻǳƎƘ ȅƻǳǊ ŘŜǇŀǊǘπ
ƳŜƴǘ ŦƻǊ ǘƘŜ ƻǘƘŜǊ ŀǇǇǊƻǾŀƭǎΦ 

tŜǊŦƻǊƳ ǘƘƛǎ ǘŀǎƪ ǿƘŜƴ ȅƻǳ ǿƛǎƘ ǘƻ ƎƛǾŜ ŀ ǎǘǳπ
ŘŜƴǘ ŀ ǎǘŜǇ ƛƴŎǊŜŀǎŜΦ 
 
мΦ [ƻƎƛƴ ǘƻ ǎŜŎŜΦ 
нΦ Dƻ ǘƻ ǘƘŜ Placements ǘŀōΦ 
оΦ tǊŜǎǎ ƻƴ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘ ŦƻǊ ǿƘƻƳ 
ȅƻǳ ǿƛǎƘ ǘƻ ŎǊŜŀǘŜ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴΦ 

пΦ ¦ǎƛƴƎ ǘƘŜ Create New Transaction ŘǊƻǇ-
Řƻǿƴ ƳŜƴǳΣ ǎŜƭŜŎǘ ǘƘŜ Rate Chg - Step In-
crease within Same Class ǘǊŀƴǎŀŎǝƻƴΦ 

рΦ ¦ǇŘŀǘŜ ǘƘŜ ŀǇǇƻƛƴǘƳŜƴǘ ǇŜǊƛƻŘ ƻŦ ǘƘŜ ǎǘǳπ
ŘŜƴǘ ƛŦ ȅƻǳ ǎƻ ŘŜǎƛǊŜΦ 

сΦ /ƘŜŎƪ ǘƘŜ ŀǇǇǊƻǾŀƭ ōƻȄ ƴŜȄǘ ǘƻ ȅƻǳǊ ƴŀƳŜ 
ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ Submit ōǳǧƻƴΦ  ¢ƘŜ ǘǊŀƴǎπ
ŀŎǝƻƴ ǿƛƭƭ ǘƘŜƴ ǊƻǳǘŜ ǘƘǊƻǳƎƘ ȅƻǳǊ ŘŜǇŀǊǘπ
ƳŜƴǘ ŦƻǊ ǘƘŜ ƻǘƘŜǊ ŀǇǇǊƻǾŀƭǎΦ 

тΦ LŦ ǘƘŜ ǎǘŜǇ ƛƴŎǊŜŀǎŜ ƛǎ ǎǳōƳƛǧŜŘ ōŜŦƻǊŜ ǎƛȄ 
ƳƻƴǘƘǎ Ƙŀǎ ǇŀǎǎŜŘ ŦǊƻƳ ǘƘŜ ƘƛǊŜ ŘŀǘŜ ƻǊ 
ƭŀǎǘ ŎƘŀƴƎŜ ƛƴ Ǉŀȅ ǊŀǘŜ ƛǘ ǿƛƭƭ Ǝƻ ǘƻ ȅƻǳǊ 
ŎŀƳǇǳǎ {ǘǳŘŜƴǘ 9ƳǇƭƻȅƳŜƴǘ ƻŶŎŜ ŦƻǊ Ŭƴŀƭ 
ŀǇǇǊƻǾŀƭΦ 

Giving a Step Increase Promoting a Student Downgrading a Student 
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tŜǊŦƻǊƳ ǘƘƛǎ ǘŀǎƪ ǿƘŜƴ ȅƻǳ ǿƛǎƘ ǘƻ ǊŜƳƻǾŜ ŀƴ 
ŜȄƛǎǝƴƎ ŀŎŎƻǳƴǘ ŎƻŘŜ ŦǊƻƳ ŀ ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘΦ 
 
мΦ [ƻƎƛƴ ǘƻ ǎŜŎŜΦ 
нΦ Dƻ ǘƻ ǘƘŜ Placements ǘŀōΦ 
оΦ tǊŜǎǎ ƻƴ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘ ŦƻǊ ǿƘƻƳ 
ȅƻǳ ǿƛǎƘ ǘƻ ŎǊŜŀǘŜ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴΦ 

пΦ ¦ǎƛƴƎ ǘƘŜ Create New Transaction ŘǊƻǇ-
Řƻǿƴ ƳŜƴǳΣ ǎŜƭŜŎǘ ǘƘŜ Fund Chg - Change 
or Terminate Account Code ǘǊŀƴǎŀŎǝƻƴΦ 

рΦ /ƘŜŎƪ ǘƘŜ Terminate ōƻȄ ǳƴŘŜǊ ǘƘŜ ŀŎŎƻǳƴǘ 
ŎƻŘŜǎ ȅƻǳ ǿƛǎƘ ǘƻ ǊŜƳƻǾŜΦ  tƭŜŀǎŜ ƴƻǘŜ ǘƘŀǘ 
ŎƘŜŎƪƛƴƎ ŀƭƭ ōƻȄŜǎ ǿƛƭƭ ǘŜǊƳƛƴŀǘŜ ǘƘŜ ǎǘǳπ
ŘŜƴǘΩǎ ŜƳǇƭƻȅƳŜƴǘΦ 

сΦ /ƘŜŎƪ ǘƘŜ ŀǇǇǊƻǾŀƭ ōƻȄ ƴŜȄǘ ǘƻ ȅƻǳǊ ƴŀƳŜ 
ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ Submit ōǳǧƻƴ Φ  ¢ƘŜ ǘǊŀƴǎπ
ŀŎǝƻƴ ǿƛƭƭ ǘƘŜƴ ǊƻǳǘŜ ǘƘǊƻǳƎƘ ȅƻǳǊ ŘŜǇŀǊǘπ
ƳŜƴǘ ŦƻǊ ǘƘŜ ƻǘƘŜǊ ŀǇǇǊƻǾŀƭǎΦ 

tŜǊŦƻǊƳ ǘƘƛǎ ǘŀǎƪ ǿƘŜƴ ȅƻǳ ǿƛǎƘ ǘƻ ŎƘŀƴƎŜ ŀƴ 
ŜȄƛǎǝƴƎ ŀŎŎƻǳƴǘ ŎƻŘŜ ƻƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘΦ 
 
мΦ [ƻƎƛƴ ǘƻ ǎŜŎŜΦ 
нΦ Dƻ ǘƻ ǘƘŜ Placements ǘŀōΦ 
оΦ tǊŜǎǎ ƻƴ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘ ŦƻǊ ǿƘƻƳ 
ȅƻǳ ǿƛǎƘ ǘƻ ŎǊŜŀǘŜ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴΦ 

пΦ ¦ǎƛƴƎ ǘƘŜ Create New Transaction ŘǊƻǇ-
Řƻǿƴ ƳŜƴǳΣ ǎŜƭŜŎǘ ǘƘŜ Fund Chg - Change 
or Terminate Account Code ǘǊŀƴǎŀŎǝƻƴΦ 

рΦ 9ƴǘŜǊ ǘƘŜ ƴŜǿ ŀŎŎƻǳƴǘ ƛƴŦƻǊƳŀǝƻƴ ƻƴ ǘƘŜ 
ŀǇǇǊƻǇǊƛŀǘŜ ƭƛƴŜ ōŜƴŜŀǘƘ ǘƘŜ ŀŎŎƻǳƴǘ ŎƻŘŜ 
ȅƻǳ ǿƛǎƘ ǘƻ ŎƘŀƴƎŜΦ 

сΦ /ƘŜŎƪ ǘƘŜ ŀǇǇǊƻǾŀƭ ōƻȄ ƴŜȄǘ ǘƻ ȅƻǳǊ ƴŀƳŜ 
ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ Submit ōǳǧƻƴΦ  ¢ƘŜ ǘǊŀƴǎπ
ŀŎǝƻƴ ǿƛƭƭ ǘƘŜƴ ǊƻǳǘŜ ǘƘǊƻǳƎƘ ȅƻǳǊ ŘŜǇŀǊǘπ
ƳŜƴǘ ŦƻǊ ǘƘŜ ƻǘƘŜǊ ŀǇǇǊƻǾŀƭǎΦ 

тΦ ²ƘŜƴ ŎƘŀƴƎƛƴƎ ŀŎŎƻǳƴǘǎ ǘƻ ǘƘŜ Cм tŀȅǊƻƭƭ 
bǳƳōŜǊΣ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴ ǿƛƭƭ ōŜ ǊƻǳǘŜŘ ǘƻ 
ȅƻǳǊ ŎŀƳǇǳǎ {ǘǳŘŜƴǘ 9ƳǇƭƻȅƳŜƴǘ ƻŶŎŜ ŦƻǊ 
ǊŜǾƛŜǿ ŀƴŘ ŀǇǇǊƻǾŀƭΦ 

tŜǊŦƻǊƳ ǘƘƛǎ ǘŀǎƪ ǿƘŜƴ ȅƻǳ ǿƛǎƘ ǘƻ ŀŘŘ ŀ ƴŜǿ 
ŀŎŎƻǳƴǘ ŎƻŘŜ ǘƻ ŀ ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘΦ 
 
мΦ [ƻƎƛƴ ǘƻ ǎŜŎŜΦ 
нΦ Dƻ ǘƻ ǘƘŜ Placements ǘŀōΦ 
оΦ tǊŜǎǎ ƻƴ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘ ŦƻǊ ǿƘƻƳ 
ȅƻǳ ǿƛǎƘ ǘƻ ŎǊŜŀǘŜ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴΦ 

пΦ ¦ǎƛƴƎ ǘƘŜ Create New Transaction ŘǊƻǇ-
Řƻǿƴ ƳŜƴǳΣ ǎŜƭŜŎǘ ǘƘŜ Fund Chg - Add New 
Account Code ǘǊŀƴǎŀŎǝƻƴΦ 

рΦ 9ƴǘŜǊ ǘƘŜ ƴŜǿ ŀŎŎƻǳƴǘ ƛƴŦƻǊƳŀǝƻƴΦ  ¸ƻǳ 
Ƴŀȅ ŀŘŘ ŀŘŘƛǝƻƴŀƭ ŀŎŎƻǳƴǘ ŎƻŘŜǎ ǿƛǘƘ ŀ 
ǎƛƴƎƭŜ ǘǊŀƴǎŀŎǝƻƴ ōȅ ǇǊŜǎǎƛƴƎ ƻƴ ǘƘŜ +Add 
nother Account ǘŜȄǘ ƭƛƴƪΦ 

сΦ /ƘŜŎƪ ǘƘŜ ŀǇǇǊƻǾŀƭ ōƻȄ ƴŜȄǘ ǘƻ ȅƻǳǊ ƴŀƳŜ 
ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ Submit ōǳǧƻƴΦ  ¢ƘŜ ǘǊŀƴǎπ
ŀŎǝƻƴ ǿƛƭƭ ǘƘŜƴ ǊƻǳǘŜ ǘƘǊƻǳƎƘ ȅƻǳǊ ŘŜǇŀǊǘπ
ƳŜƴǘ ŦƻǊ ǘƘŜ ƻǘƘŜǊ ŀǇǇǊƻǾŀƭǎΦ 

тΦ !ŎŎƻǳƴǘǎ ǿƛǘƘ ǘƘŜ Cм tŀȅǊƻƭƭ bǳƳōŜǊ ǿƛƭƭ 
ōŜ ǊƻǳǘŜŘ ǘƻ ȅƻǳǊ ŎŀƳǇǳǎ {ǘǳŘŜƴǘ 9ƳǇƭƻȅπ
ƳŜƴǘ ƻŶŎŜ ŦƻǊ ǊŜǾƛŜǿ ŀƴŘ ŀǇǇǊƻǾŀƭΦ 

Adding Account Codes Changing Account Codes Removing Account Codes 



Quick Guides - 71 

tŜǊŦƻǊƳ ǘƘƛǎ ǘŀǎƪ ǿƘŜƴ ȅƻǳ ŀǇǇǊƻǾŜ ǝƳŜǎƘŜŜǘǎ 
ŀǎ ōƻǘƘ ŀ {ǳǇŜǊǾƛǎƻǊ ŀƴŘ ŀ .ǳǎƛƴŜǎǎ hŶŎŜ ƭŜǾŜƭ 
ŀǇǇǊƻǾŜǊ ŀƴŘ ƴŜŜŘ ǘƻ ǎǿƛǘŎƘ ǊƻƭŜǎΦ 
 
мΦ [ƻƎƛƴ ǘƻ ǎŜŎŜΦ 
нΦ Dƻ ǘƻ ǘƘŜ Timesheet ǘŀōΦ 
оΦ [ƻŎŀǘŜŘ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǇŀƎŜΣ ŀōƻǾŜ ǘƘŜ 
Online Timesheets - Main Menu ƘŜŀŘƛƴƎΣ 
ǿƛƭƭ ōŜ ǘƘŜ ǿƻǊŘǎ Supervisor ŀƴŘ Business 
OfficeΦ 

пΦ ¢ƘŜ ōƻƭŘŜŘ ǿƻǊŘ ƛǎ ǘƘŜ ŎǳǊǊŜƴǘ ǊƻƭŜ ȅƻǳ ŀǊŜ 
ƛƴ ŀƴŘ ǘƘŜ ǘŜȄǘ ƭƛƴƪ Ŏŀƴ ōŜ ŎƭƛŎƪŜŘ ǘƻ ǎǿƛǘŎƘ 
ǘƻ ǘƘŀǘ ǊƻƭŜ ƛƴŘƛŎŀǘŜŘΦ 

tŜǊŦƻǊƳ ǘƘƛǎ ǘŀǎƪ ǿƘŜƴ ȅƻǳ ǿƛǎƘ ǘƻ ŀǇǇǊƻǾŜ ŀ 
ǝƳŜǎƘŜŜǘΦ 
 
мΦ [ƻƎƛƴ ǘƻ ǎŜŎŜΦ 
нΦ Dƻ ǘƻ ǘƘŜ Timesheet ǘŀōΦ 
оΦ /ƭƛŎƪ ƻƴ ǘƘŜ ǘŜȄǘ ƭƛƴƪ ŎŀƭƭŜŘ Awaiting Your 
ApprovalΦ 

пΦ ¸ƻǳ Ƴŀȅ ƴƻǿ ŜƛǘƘŜǊ Ƴŀǎǎ ŀǇǇǊƻǾŜ ǝƳŜπ
ǎƘŜŜǘǎ ƻǊ ǊŜǾƛŜǿ ǘƘŜ ǝƳŜǎƘŜŜǘǎ ƛƴ ŘŜǘŀƛƭ 
ŀƴŘ ŀǇǇǊƻǾŜ ǘƘŜƳΦ 

рΦ CƻǊ Ƴŀǎǎ ŀǇǇǊƻǾŀƭǎΣ ŎƘŜŎƪ ǘƘŜ ōƻȄ ƛƴ ǘƘŜ 
Approve ŎƻƭǳƳƴ ŦƻǊ ŜŀŎƘ ǝƳŜǎƘŜŜǘ ȅƻǳ 
ǿƛǎƘ ǘƻ ŀǇǇǊƻǾŜΣ ǘƘŜƴ Ƙƛǘ ǘƘŜ Approve All 
Checked ōǳǧƻƴΦ 

сΦ CƻǊ ŘŜǘŀƛƭŜŘ ŀǇǇǊƻǾŀƭǎΣ ŎƭƛŎƪ ǘƘŜ ǘŜȄǘ ƭƛƴƪ 
ǘƘŀǘ ǎŀȅǎ Edit ǳƴŘŜǊ ǘƘŜ Details ŎƻƭǳƳƴΦ  
¢Ƙƛǎ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǘƻ ǘƘŜ ŘŜǘŀƛƭŜŘ ǾƛŜǿ ƻŦ ǘƘŜ 
ǝƳŜǎƘŜŜǘΦ 

тΦ wŜǾƛŜǿ ǘƘŜ ǝƳŜǎƘŜŜǘΣ ŎƘŜŎƪ ǘƘŜ ōƻȄ ƴŜȄǘ 
ǘƻ ȅƻǳǊ ƴŀƳŜ ƴŜŀǊ ǘƘŜ ōƻǧƻƳ ƻŦ ǘƘŜ ǇŀƎŜΣ 
ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ǘƘŜ Submit ōǳǧƻƴΦ 

tŜǊŦƻǊƳ ǘƘƛǎ ǘŀǎƪ ǿƘŜƴ ȅƻǳ ǿƛǎƘ ǘƻ ǘŜǊƳƛƴŀǘŜ ŀ 
ǎǘǳŘŜƴǘΩǎ ŜƳǇƭƻȅƳŜƴǘ ǊŜŎƻǊŘΦ  tƭŜŀǎŜ ƴƻǘŜ ǘƘŀǘ 
ȅƻǳ ǿƛƭƭ ƴƻǘ ōŜ ŀōƭŜ ǘƻ ǘŜǊƳƛƴŀǘŜ ŀ ǎǘǳŘŜƴǘ ǳƴǝƭ 
ǘǿƻ Ǉŀȅ ǇŜǊƛƻŘǎ ŀƊŜǊ ǘƘŜƛǊ ƭŀǎǘ ŎƘŜŎƪ ƛǎ ǊŜπ
ŎŜƛǾŜŘΦ 
 
мΦ [ƻƎƛƴ ǘƻ ǎŜŎŜΦ 
нΦ Dƻ ǘƻ ǘƘŜ Placements ǘŀōΦ 
оΦ tǊŜǎǎ ƻƴ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘ ŦƻǊ ǿƘƻƳ 
ȅƻǳ ǿƛǎƘ ǘƻ ŎǊŜŀǘŜ ǘƘŜ ǘǊŀƴǎŀŎǝƻƴΦ 

пΦ ¦ǎƛƴƎ ǘƘŜ Create New Transaction ŘǊƻǇ-
Řƻǿƴ ƳŜƴǳΣ ǎŜƭŜŎǘ ǘƘŜ Fund Chg - Change 
or Terminate Account Code ǘǊŀƴǎŀŎǝƻƴΦ 

рΦ /ƘŜŎƪ ǘƘŜ Terminate ōƻȄ ǳƴŘŜǊ ŜŀŎƘ ŀŎπ
Ŏƻǳƴǘ ŎƻŘŜΦ  !ƭƭ ōƻȄŜǎ Ƴǳǎǘ ōŜ ŎƘŜŎƪŜŘ ƛƴ 
ƻǊŘŜǊ ǘƻ ǘŜǊƳƛƴŀǘŜ ǘƘŜ ǎǘǳŘŜƴǘΦ 

сΦ /ƘŜŎƪ ǘƘŜ ŀǇǇǊƻǾŀƭ ōƻȄ ƴŜȄǘ ǘƻ ȅƻǳǊ ƴŀƳŜ 
ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ Submit ōǳǧƻƴΦ  ¢ƘŜ ǘǊŀƴǎπ
ŀŎǝƻƴ ǿƛƭƭ ǘƘŜƴ ǊƻǳǘŜ ǘƘǊƻǳƎƘ ȅƻǳǊ ŘŜǇŀǊǘπ
ƳŜƴǘ ŦƻǊ ǘƘŜ ƻǘƘŜǊ ŀǇǇǊƻǾŀƭǎΦ 

Terminating a Student Timesheet Approvals Switching Approver Roles 



A 
ŀŘŘƛƴƎ ŀ Ƨƻō ǘƻ ŀ ǎŜǊƛŜǎ ................. нм-ннΣ ср 
ŀŘŘƛƴƎ ŀ ƴŜǿ ŀŎŎƻǳƴǘ ......................... ппΣ тл 
ŀŘŘǊŜǎǎ ŎƘŀƴƎŜǎ ........................................ от 
ŀŘƳƛƴƛǎǘǊŀǝǾŜ ǇǊƻŎŜŘǳǊŜǎ Ƴŀƴǳŀƭ ............. р 
ŀǇǇƻƛƴǘƳŜƴǘ ǇŜǊƛƻŘ .................................. нф 
ŎƘŀƴƎƛƴƎκǳǇŘŀǝƴƎ ....................... плΣ рф 

ŀǇǇǊƻǾƛƴƎ ǝƳŜǎƘŜŜǘǎ ......................... ррΣ су 
 

B 
ōȅǇŀǎǎƛƴƎ ŀǇǇǊƻǾŀƭǎ ...................... нлΣ олΣ ос 
 

C 
ŎŀƳǇǳǎ ƭƛŀƛǎƻƴ ............................................. п 
ŎƘŀƴƎƛƴƎ ŀ Ƨƻō ŎƭŀǎǎƛŬŎŀǝƻƴ ............... мрΣ сс 
ŎƘŀƴƎƛƴƎ ŀƴ ŀŎŎƻǳƴǘ ŎƻŘŜ .................. прΣ тл 
ŎƛǝȊŜƴǎƘƛǇ ŎƘŀƴƎŜǎ ................................... от 
ŎƭƻǎƛƴƎ ŀ Ƨƻō .............................................. нм 
ŎǊŜŀǘŜ ŀ ƴŜǿ Ƨƻō ................................. мпΣ ср 
ŦǳƴŘƛƴƎ ǎƻǳǊŎŜκŀŶƭƛŀǝƻƴ .................. мп 
Ƨƻō ŎƭŀǎǎƛŬŎŀǝƻƴ ................................. мс 
Ƨƻō ǊŜŦŜǊǊŀƭκŎƻƴǘŀŎǘ ƛƴŦƻǊƳŀǝƻƴ ....... мф 
Ƨƻō ǎǘŀǘǳǎ ..................................... мпΣ мс 
Ǉŀȅ Ŏƭŀǎǎ ............................................. мс 
{9²! ϧ ǇƭŀŎŜƳŜƴǘ ŀǇǇǊƻǾŜǊǎ ..... мф-нл 
ǝƳŜǎƘŜŜǘ ŀǇǇǊƻǾŜǊǎ .......................... мф 

ŎǊŜŀǘŜ ŀ ǇǊƻŬƭŜ ............................................ ф 
ŎǊŜŀǘŜ ŀ ǝƳŜǎƘŜŜǘ .................................... рт 
ŎǊŜŀǘŜ ŀ ǘǊŀƴǎŀŎǝƻƴ .................................. оп 
ŀŘŘ ŀŎŎƻǳƴǘ ŎƻŘŜǎ ....................... ппΣ тл 
ŀǇǇƻƛƴǘƳŜƴǘ ǇŜǊƛƻŘ ŎƘŀƴƎŜ ........ плΣ су 
ŎƘŀƴƎŜκǘŜǊƳƛƴŀǘŜ ŀŎŎƻǳƴǘ .......... прΣ тл 
CL/! ŎƻŘŜ ŎƘŀƴƎŜǎ ....................... оуΣ су 

ŘƻǿƴƎǊŀŘŜ ǘƻ ƴŜǿ Ŏƭŀǎǎ .............. поΣ сф 
ǇǊƻƳƻǝƻƴ ǘƻ ƴŜǿ Ŏƭŀǎǎ ............... пнΣ сф 
ǎǘŜǇ ƛƴŎǊŜŀǎŜ ............................... пмΣ сф 
ǎǘǳŘŜƴǘ ƛƴŦƻǊƳŀǝƻƴ ŎƘŀƴƎŜ ........ отΣ су 
ǘŜǊƳƛƴŀǝƻƴ .................................. прΣ тм 
ǝƳƛƴƎ ................................................. ор 
ǘǊŀƴǎŀŎǝƻƴ ǘȅǇŜǎ ............................... ор 

 

D 
ŘŜƭŜǘŜ ŀ ǝƳŜǎƘŜŜǘ .................................... рс 
ŘŜǇŀǊǘƳŜƴǘ ƭƛŀƛǎƻƴ ..................................... п 
ŘƻǿƴƎǊŀŘƛƴƎ ŀ ǎǘǳŘŜƴǘ ŜƳǇƭƻȅŜŜ ..... поΣ сф 
 

E 
ŜŘƛǝƴƎ ŀ ƧƻōκƧƻō ǎŜǊƛŜǎ ....................... нмΣ сс 
ŜŘƛǝƴƎ ŀ ǝƳŜǎƘŜŜǘ ................................... рс 
ŜŘƛǝƴƎ ȅƻǳǊ ǇǊƻŬƭŜ ................................... мл 
ŜȄŜƳǇǝƻƴǎ ............................................... нт 
 

F 
ŦŜŘŜǊŀƭ ǿƻǊƪ ǎǘǳŘȅ .............................. мсΣ нр 
C9wt! .......................................................... р 
CL/! ŎƻŘŜǎ ................................................ ну 
ŎƘŀƴƎƛƴƎ ...................................... оуΣ су 

ƅƻǿŎƘŀǊǘ 
CL/! .................................................... оф 
ƘƛǊŜ ǘǊŀƴǎŀŎǝƻƴ ŀǇǇǊƻǾŀƭǎ ................ ол 
ǎŜŎŜ ŦǳƴŎǝƻƴǎ ...................................... т 

 

G 
ƎƭƻǎǎŀǊȅ ƻŦ ǘŜǊƳǎ ........................................ р 

H 

ƘƛǊŜ ǘǊŀƴǎŀŎǝƻƴ ό{9²!ύ ............................ нс 
ŀǇǇƻƛƴǘƳŜƴǘ ǇŜǊƛƻŘ .......................... нф 
ŀǇǇǊƻǾŀƭ ƛƴŦƻǊƳŀǝƻƴ ......................... ол 
ŎƘŀƴƎƛƴƎ ƭƻŎƪŜŘ ŬŜƭŘǎ ....................... ом 
CL/! ŎƻŘŜǎ ......................................... ну 
ǇŀȅǊƻƭƭ ƛƴŦƻǊƳŀǝƻƴ ............................ нф 
ǘŀȄ ŜȄŜƳǇǝƻƴǎ .................................. нт 

ƘƛǊƛƴƎ ǎǘǳŘŜƴǘǎ ...................................... рΣ нп 
ōŀǎƛŎ ǇǊƻŎŜǎǎ ...................................... нс 
ŦƻǊƳǎ ............................................. нп-нр 
ƘƛǊŜ ǘǊŀƴǎŀŎǝƻƴ ό{9²!ύ .................... нт 
ǝǇǎ ..................................................... ом 
ǘǊƻǳōƭŜǎƘƻƻǝƴƎ ................................. ом 

ƘƛǎǘƻǊƛŎŀƭ ŜƳǇƭƻȅƳŜƴǘ ǊŜŎƻǊŘǎ ................. оп 
 

I 
 

J 
Ƨƻō ŀŎŎŜǎǎ .................................................. мф 
Ƨƻōǎ 
ŀŘŘ ŀ Ƨƻō ǘƻ ǘƘŜ ǎŜǊƛŜǎ ................. нмΣ ср 
ŎƘŀƴƎŜ ŎƭŀǎǎƛŬŎŀǝƻƴ .................... мсΣ сс 
ŎƭƻǎŜ ................................................... нм 
ŎǊŜŀǝƴƎ ........................................ мпΣ ср 
ŜŘƛǘ ............................................... нмΣ сс 
ǊŜ-ƻǇŜƴ ........................................ ннΣ ср 
ǎŜǩƴƎ ŎƻƴǘŀŎǘǎ ϧ ŀǇǇǊƻǾŜǊǎ ....... мфΣ ст 
ǾƛŜǿ .................................................... мн 

Ƨƻōǎ ǘŀō ..................................................... мм 
ŀŘŘ ŀ Ƨƻō ǘƻ ŀ ǎŜǊƛŜǎ ..................... нмΣ ср 
ŎǊŜŀǝƴƎ ŀ ƴŜǿ Ƨƻō ....................... мпΣ ср 
ŜŘƛǝƴƎ ŜȄƛǎǝƴƎ Ƨƻōǎ ..................... нмΣ сс 
ŜŘƛǝƴƎ ȅƻǳǊ ǇǊƻŬƭŜ ............................ мл 
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ƛƴǘǊƻŘǳŎǝƻƴ ǘƻ Ƨƻōǎ ........................... мо 
Ƴŀƛƴ ƳŜƴǳ ..................................... ф-мл 
ƳŀƴŀƎƛƴƎ ƧƻōǎκƧƻō ǎŜǊƛŜǎ ................... нм 

ƧƻōκǊŜŦŜǊǊŀƭ ŎƻƴǘŀŎǘǎ ........................... мф-нл 
ǎŜǩƴƎ .......................................... мфΣ ст 

Ƨƻō ǎŜǊƛŜǎ ................................................... мо 
ŀŘŘƛƴƎ ŀ Ƨƻō ǘƻ ǘƘŜ ǎŜǊƛŜǎ ............ нмΣ ср 

 

K 
 

L 
ƭŀǘŜ ǝƳŜǎƘŜŜǘǎ.................................... рс-рт 
ƭƻƎƎƛƴƎ ƛƴ ǘƻ ǎŜŎŜ......................................... у 
 

M 
ƳŀǊƛǘŀƭ ǎǘŀǘǳǎ ŎƘŀƴƎŜǎ .............................. от 
aǳƭǝ-Ƨƻō ƳŜƳƻ .................................... сΣ нр 
 

N 
ƴŀƳŜ ŎƘŀƴƎŜǎ ........................................... от 
 

O 
 

P 
Ǉŀȅ ŎƭŀǎǎŜǎ ................................................. мс 
ǇƭŀŎŜƳŜƴǘ ŀŎŎŜǎǎ .................................... пΣ с 
ǇƭŀŎŜƳŜƴǘǎ ǘŀō ......................................... он 
ŎǊŜŀǝƴƎ ǘǊŀƴǎŀŎǝƻƴǎ ......................... оп 
ŦƻǊƳǎ .................................................. нп 
ƎŜƴŜǊŀƭ ƛƴŦƻǊƳŀǝƻƴ ........................... оо 
ƘƛǊƛƴƎ ŀ ǎǘǳŘŜƴǘ όƻƭŘ ƳŜǘƘƻŘύ ............ оо 
ƘƛǎǘƻǊƛŎŀƭ ŜƳǇƭƻȅƳŜƴǘ ǊŜŎƻǊŘǎ .......... оп 

Ƴŀƛƴ ƳŜƴǳ ........................................ оо 
ǇŜƴŘƛƴƎ ǘǊŀƴǎŀŎǝƻƴǎ ......................... оо 

ǇǊƻŬƭŜ 
ŎǊŜŀǝƴƎ ................................................ ф 
ŜŘƛǝƴƎ ................................................ мл 

ǇǊƻƳƻǝƻƴǎ ......................................... пнΣ сф 
 

Q 
 

R 
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