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Hiring a Student Employee

1 Navigate to Student Employment Job Board

2 Log into JobX

https://bu.studentemployment.ngwebsolutions.com/cmx_content.aspx?cpid=7
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3 From the Job Control Panel screen located the job you will be hiring into.

4 Student Employment's new job board offers two opportunities to hire student
employees.

Each job listing can accept online applications from interested students. Utilizing
this feature will allows supervisors the opportunity to easily track submissions,
communicate with applicants and speed up hiring process by avoiding manual
data entry.

Supervisors who elect not to use the application feature will need to manually
enter student information to initiate the hire process.
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5 From the Control Panel search for the job you are hiring into and click "Actions""
then click "Hire Applicant"

Reviewing job applications before hiring

6 You may view applicant submissions in the header of the job card, by clicking on
the link to the right of the Job title.

Applications are tracked over time. Supervisors can see the total number of
applications received and any new submissions since they were last checked.
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7 Application Review Page

Supervisors may review each submission in detail by selecting the link Assigned to
the student name or get a quick glance by clicking on the 'magnifying glass' icon
within each row.

8 Once a selection is made open the 'Actions' drop-down menu and click 'Hire
Applicant'

Student Selection
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9 'Hire Student' selection page.

10 Students who apply online will display in a list on the left side of the hire screen.
Click on the check box adjust to the student name the click "Go to Step 2" to start
the hiring process. You may select more than one student before proceeding.
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11 Applicants selected outside of the JobX online application program, can be
manually entered using the fields on the right side of the screen. You may enter
data across all field but only the last name and BUID are required.
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12 Once students have been selected click "Go to step 2" to proceed.

13 The next page will display the full list of students selected. Click 'Check Employee
ID to begin the job validation process.
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14 Each student will be evaluated by the system to ensure all employment
requirements are met before proceeding.
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Note!

A student may fail a validation(s) and pass the initial hire stage.

Failed validations with 'Warning' text are considered soft stops. Soft stops are
typically actions a student must take before they can be processed for final
approval by a payroll coordinator.

Failed validations without 'Warning' text are hard stops. Hard stops are issued
when a student does not meet eligibility of employment at Boston University as a
student employee.

Completing the Hire form
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15 Once the hire validation requirements are met, supervisors will complete the hire
request form.

The first half of this form will establish employment information like wage,
method of payment, hours of work expected per week, etc. for the student
selected.

Alert!

Please be concise if the information provide. If the job listing shows an estimated
of 5 to 10 hours per week, and you've establish the student may only work 7
hours, please enter the relevant to the student. In this case 7 hours per week.

University policy states students can work up to 20 hours per week during
academic periods.

Inputting more precise information will keep employment records accurate and
allow other supervisors on campus interested in hiring students the ability to see
the number of hours a student may have remaining out of the 20 hour allotment.
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16 The second half of this form will establish the Cost Distribution. Supervisors may
enter up to three Cost Objects and the percent allocation for each.

Supervisors can enter either Cost Center or Internal Order numbers.
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Alert!

Supervisors can hire students awarded Federal Work-Study and assign the
Work-Study Cost Object.

The Federal Work-Study Fund number will be provided each year and listed at the
header of this segment.

Supervisors electing to hire a Work-Study eligible student will enter the provided
fund number and allocate 70% if the students wages to that fund.

Sample entry show below:
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Tip!

The bottom of the hire form page supplies a large amount of information about
the student, including:

Jobs the student is hired into already

Pending hires for the student

Work Study Award information

Current Class Schedule

This information is also available to supervisor through the job application
feature.
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17 When all the necessary hire information is captured, click 'Submit Request'
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Alert!

If the student is must complete employment forms before the hire can be
approved. A new page will appear which will initiate an email communication to
the student alerting the to complete certain action prior to the hire completion.
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18 Payroll Coordinators will review and approve hire request as they are submitted.

Check the status of Hire request

19 From the Job Control Panel page, select the 'JobX' dropdown menu, then click
"Hire Requests"
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20 This page will display all current requests pending approval.

Request which require additional action steps from the student will display at the
top of the page.

Student actions will include the completion of employment forms like teh Form
I-9, Confidentiality form, FERPA form. etc,
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21 Supervisors may use 'Action' Drop-down during the pending hire stage to:

Preview the details of the submission.

Cancel the hire request.

Email the student keep them informed or remind the student to complete
required actions which will allow to the hire to move forward.

Notifications
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22 Supervisors will receive automated email notifications confirming the student hire
is complete from Student Employment/Payroll.

Alert!

Notifications will NOT be released for student hired into "One-Time" jobs from
Student Employment/Payroll, but the user may opt to send a notification from the
JobX Student Employment platform.


