
 

    71

INDEX 
 

Advertising Your Position..............................4, 49 
Address Updates.............................................36 
Affirmative Action Policy ...............................4 
Annual New Student Work-study Mailing ..5 
Appointment End Date (HRMS)...................3 
Audits and Student Appointments ...............10 
Begin and End dates for Academic Year......3 
Begin and End dates for Summer.................3 
Breaks..............................................................11 
Changing a Pay Rate......................................37 
Charges to Your FOPPS ................................7 
Concurrent Job Records .................................32 
Concurrent Work-study Appointments ........21 
Contact Information .......................................46 
Creating A New Position ...............................27 
CU Drug and Alcohol Policy ..........................11 
Definition of a UCB Student Employee........4 
Departmental Employment Applications ....5 
Determining Hours for Work-study .............22 
Direct Deposit Policy & Forms......................11 
Direct Deposit Exemption..............................11 
Documents Sent to the PBS...........................25, 40 
Earnings Types for Student Employees .......43 
Emergency Contact Worksheet.....................15 
Employee Class (HRMS)................................28 
Employer Listserv ..........................................1 
Employer Request for Work-study................52 
Employer Trainings........................................19 
Employment Monitoring Screen (331)..........23 
End of Year Payroll Expense Transfer Requests  
Involving Work-study.....................................2 
Equal Opportunity Policy ..............................4 
Error Messages for SIS, Screen 331 .............23 
Evaluations .....................................................12 
Evaluation Form.............................................56 
Fall Only Appointment .................................3 
Family Educational Rights and Privacy Act 
(FERPA)...........................................................4 
Figure Remaining Work-study Worksheet ..N/A 
Final Academic Year Bi-weekly Pay Period 2 
Final Summer Bi-Weekly Pay Period...........2 
Financial Aid Eligibility.................................7, 22 
Foreign Student Employees...........................1 
Full Year Appointment ..................................3 
Fund Begin Date for Closed Pay Periods .....26 
Guidelines for Supervisors.............................5 
Graduate Student Employees .......................1 
Graduating Students......................................2 
Helpful HRMS Reports ..................................45 
Hiring a Non-CU Student..............................9, 55 
Hiring a Student into a Position ...................26 
Hourly vs. Work-study Employment ............6 
HRMS Employment Set-Up Procedures ......25-40 
HRMS Work-Study Page ...............................24 
I-9 Employment Verification .........................10 
Important Dates to Remember......................64, 69 
Increase to Work-Study Awards ...................24 63, 
68 

Intended Enrollment Form ...........................54 
Interviewing....................................................5 
Job Announcements .......................................4 
Job Application ...............................................50 
Job Codes for Student Assistants .................9 
Jury Duty for UCB Student Employee.........13 
Late Pay...........................................................44 
Late Pay Transfer Request Form .................62, 67 
Listserv, Employer .........................................1 
Monitoring Work-study Earned/Remaining 22-23 
New Hire .........................................................28 
Non-Emergency ..............................................15 
On-the-Job Injuries ........................................15 
Over Payments ...............................................16 
Overtime..........................................................16 
Pay Rates.........................................................9, 37 
Pay Ranges for Student Assistants ..............9 
Payroll Calendar Academic Year..................64 
Payroll Calendar Summer.............................69 
Payroll Earnings Types..................................43 
Payroll Expense Transfer Request Form.....61, 66 
Payroll Register Report..................................45 
Personal Data Worksheet..............................25 
Personnel Roster Report ................................45 
Posting your position......................................4 
Reappointing an Employee............................31 
Records Retention...........................................16 
Rehiring an Employee....................................31 
Remove Job Posting .......................................5 
Reporting Time ...............................................41 
Request Form to Hire a Non-CU Student....55 
Requesting Student Work-study...................52 
Retirement Program Fact Sheet (PBS) ........53 
Retirement Program (TIAA-CREF)..............18-19 
Retirement, Enrollment Verification............17, 56 
Reuse Terminated Job Record.......................30 
Session field on SIS, Screen 331 ...................23 
Set-up Checklist..............................................48 
Sexual Harassment Policy.............................17 
Short Work Break...........................................39 
SIS Screen 331................................................23 
Social Security Cards .....................................16 
Spring Only Appointment ............................3 
Student Addresses on HRMS .......................36 
Student Employee of the Year Award..........17 
Student Employment FOPPS Charges ........7 
Student Job Descriptions (I-VI) ....................8-9 
HRMS set-up Paperwork...............................40 
Summer Appointments..................................3 
Summer Job Data on HRMS.........................34 
Suspense Transfers Requests........................44, 61, 66 
Taking Your Job Down ..................................5 
Term field on SIS, Screen 331.......................23 
Termination ....................................................38 
TIAA-Cref Student Retirement.....................17 
Time Entry Processing Procedures...............43 
Time Entry Archive Report ...........................45 
Time Entry Report .........................................45 



 

    72

Time Out Program..........................................2 
Time Sheets/Time Records ............................41 
Training Sessions for Supervisors ...............19 
Transfer/Rehire...............................................31 
Verifying a Work-study Award .....................23 
Updating an Address......................................36 
Updating an Existing Position ......................26 
Updating an Expired Job Record ..................30 
Volunteering....................................................19 
W-2 ...................................................................19 
W-4 ...................................................................20 
Web Links........................................................70 

Withdrawing and Student Employee Status  
..........................................................................2 
Work Schedules ..............................................20 
Work-study Award Balances.........................22 
Work-Study Award Limits ............................22 
Work-Study Eligibility ...................................21 
Work-Study Increases....................................24, 63, 68 
Work-Study Increase Request Form ............63, 68 
Work-Study Status.........................................23 
Work-study Student Mailing.........................5 
Work-study Appointments/Concurrent........32

 


