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1. Home Page

studentemployment.umich.edu

The Student Employment Office website serves as a convenient way for students to find employment opportunities, while helping
University and non-University employers find qualified student employees.

There are three sections to the website:

U-M Students: Search through job postings, view pay dates, find other employment resources.

University and Work-Study Employers: Post jobs, manage jobs, view applicants (login required).

Non-University Employers: Post positions on the site (no login necessary).

STUDENT EMP

UNIVERSITY OF MICHIGAN

" Students (Employers & Administrators

U-M Students

Search and apply for Federal Work-Study
positions and regular (non-Work-Study)
part-time jobs.

GET STARTED

Announcements

10/22/2020

Per the Stay In Place message from the President on 10/20:
“Undergraduates with campus jobs will still be able to go to work with
the consent of their supervisors - under public health protocols.”

7/28/2020

Students are permitted to work remotely. Employers now have the
option to advertise their Work-Study or Non-Work-Study positions as
"Remote," and students can seek remote positions with the student
"Find a Joh" search function.
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University and Off-Campus
Employers

Manage your Work-Study job postings and
find University employment resources.

GET STARTED

To get to the University and Work-Study Employers page,
click on one of these links

OFFICE

Non-University Employers

Are you a Michigan based business? Send us
your part-time job advertisements.

GET STARTED

Contact Us

University of Michigan

Student Employment Office
2500 Student Activities Building
515 E. Jefferson Street

Ann Arbor, MI 481038-1316

student.employment@umich.edu
P: 734-763-4128
F: 734-615-2641

2 University and Work-Study Employers


http://studentemployment.umich.edu

2. University and Work-Study Employers Page

studentemployment.umich.edu/Cmx_Content.aspx?cpld=34

Bookmark this page for easy future reference!

e Post a Job @ Set Up an Account Website User Guide

Log in to submit and manage your job To post jobs as a University employer or as Meed help navigating our website?

postings and to view potential job an approved non-University Work-Study Download our User Guide (PDF).

applicants. agency, you must be a registered user.

DOWNLOAD USER GUIDE
EMPLOYER LOGIN REQUEST PERMISSION

Useful tool for
Work-Study
employers

Important Information Forms and Resources

* 2020-2021 Payroll Dates * Employer FAQs

Work Study Calculator

e Student Employment Newsletters

Do not use commas.

Enter W-5 Award Amount:

Enter Rate of Pay:

* Tip Sheet for Hiring and Paying

Students
* How to create a Personnel Action
Request (PAR)

Resources and
* |mportant Enrollment Notice

InfOI’mGt'IOI’I Students must be enrolled at least half-
updated time to be eligible for Work-Study
regularly funds. Employers should verify that

their Work-5tudy employees are
enrolled at least half-time.

Log In: If you already know what your password is, go here to post and manage jobs and view applicants.

Reminder of Assigned Password: An email reminder will be sent to employers who have an assigned password and have
forgotten it. Be sure to change this system-assigned password to one of your own choosing.

Request Permission to Be an Approved Work-Study Employer: This guide contains information for NON-UNIVERSITY agencies
about how to become an approved Work-Study employer. There are requirements and the Student Employment Office must
evaluate your written request.

Request Password (If none assigned): If you do not have a password assigned from the Student Employment Office system,

request permission here to use the site. The Student Employment Office will review your request and send you an email with
its decision. Note: Only permanent employees (not temporary or student employees) will be granted login permission.
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3. Your Control Panel

You can always use the JobX menu Your name here shows you
to navigate to your control panel are logged in properly
\
Welcome, Stanley Staff | Logout
#  Students @ Reporting = Access & Audit = Site Setup = Content = Help

a Add a new job for |Financial Aid, Office of Search
Your Selections: Reset Job Actions:
Job Filters Applied:
Employer: Financial Aid, Office =2 . @
of V 3’; \» Email @ -- Select Action Below - ¥ || Apply Action
Job Status: Show All Delete  Export  Print Supervisors

Job Filters

Employer Type: =
-- Show all Employer Types - ¥
My Jobs: =
¢ Show My Jobs Only
Employer Name: = Mouse over icons

Financial Aid. Officg o? v to provide detailed
AU’ = definitions and
Listed Jobs (0)( | important notes

Pending Approval (D) € fOI’ each jOb status
Review Mode (0) (]

Storage Mede (0) e

Approve External lobs

Job Type: +

You may not see all of these options, depending on what stages (“modes”) your jobs are in on the site:

ad ' Add a New Job for [Your Department/Office/Agency]: See the next section (Add a New Job) for information on how to request
to post a new job on the site. If the job is already in Listed, Pending Approval, Review, or in Storage mode, do NOT complete
this form; this is only to post a new job on the site.

b Listed Jobs: These are approved jobs that are posted. Students may search for these jobs and apply for them online 24 hours
a day.

C  Jobs Pending Approval: If you submitted a job posting request and it is not yet approved by the Student Employment Office, it
will be listed here. Once approved, it will be moved to “Listed Jobs” (if you requested that the job be listed immediately). You
will receive an email message informing you whether or not the job has been approved.

d Jobs in Review Mode: You may put a job in Review Mode if you no longer want it posted, but you still want to view applicants.
Also, you may choose to keep a job in Review Mode if you post it frequently and want to retain applicant information. Some

jobs that are pending approval may also be placed in Review Mode.

€ Jobsin Storage Mode: These jobs are closed and not listed on the site. There is no applicant information associated with these
jobs. These jobs are not deleted and can be reposted at a later date.
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4. Steps to Adding a New Job

ﬁ From your control panel, select Add a new job for...

Welcome, Stanley Staff | Logout
# | Students = JobX = Reporting Access & Audit SgéSetup Content Help
| Add a new job for | Financial Aid, Office of | Search |
Your Selections: Reset Job Actions:
Job Filters Applied:
Employer: Financial Aid, Office = ¢ a @
of V }} & Email @ - Select Action Below -- ¥ || Apply Action |
Job Status: Show All Delete  Export  Print Supervisors
Job Filters
Employer Type: =

-- Show all Employer Types - ¥
My Jobs: =
¥/ Show My Jobs Only
Employer Name: =

Financial Aid, Office of v

Job Status: =

L4 Listed Jobs (0)

H Pending Approval (0)
& [ Review Mode (0)

| Storage Mode (0)
Approve External jobs

Job Type: +

Step 1: SUPPLY JOB PROFILE (screen shot on next page)

For Select a Category and Select a Job Title, you are prompted to select from pre-set lists of U-M Human Resources titles.
H Type of Job: You must choose at least one option, and may choose all three - Work-Study, Non-Work-Study, and/or Remote
El Describe the Job: This is the specific description that students will see on the web posting.

Bl Educational Value of the Position: This must be completed for Work-Study jobs; for non-Work-Study jobs, you are still encouraged
to complete this field if there are some educational benefits to the job. Students will see this information in the posting.

H Requirements for the Job (Qualifications): Let students know exactly what skills are necessary for the job. For example, if you
need a student who can type 60 wpm, include that information here.

Number of Available Openings: Type in how many students you want to hire.

Hours per Week: If you need 5 to 10 hours of student assistance a week, write “5” in the low end and “10” in the high end.

Start Date/End Date/When Job is Available (Time Frame): Use these fields to let students know when you need help. The field
“When Job is Available” allows you to indicate specific academic periods and is a mandatory field.

Bl Pay Range: Select the lowest and highest wage rates to be paid for this job. If a range does not apply, the same dollar amount can
appear in each section.

OTHER INFORMATION REQUESTED ON JOB PROFILE:

(continued on next page)
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Add a New Job (continued)

# | Students JobX | Reporting | Access & Audit | Site Setup | Content = Help

™
You are adding a brand new job to the web site. W

= Step 12 Supply Job Profile == Step Z: Review Job Application == Step 3: Go Live

Zalect & Cabegony

Choose one. v

Ealecta Job TiRe:
Crocse one_ ¥

Troe ot s B MamERREy cezmemaie

Decoribe the Job H

| Sourca B I U = = iE || "B

Educational Value of ihs Pocliion n

> Sourcs B I U = i= iF || "8

Requiremanic dor the Job B

Humiber of Avallabis Opaningc E
Lo

“snned anler N ash

Hm.l'l-pl-r\l\lﬂl. R ICIE S
art e

e sl wir o sooec chades i Ume T ey vy o o bl choecrpion (s, “ASAI

End Date

s iy wer i sooect chala I L Fonmm ey o o brel desecrpton (La, “AL complaten of prose )

'When Job Ic Avallable (Time Frames) ChOOs S one. v

ﬂ Fay Rarge: From [FEE0Tew v |T[EE0now v
i mene IS R0 SexIDIty In e wage for TS [OD, SImpy put e same value In e TFom” and "R DOTes
Compensation Description, if applicable.
Examplas:
Depand=nn Fenpriens="

Primary Contact Person: Select yourself as the primary contact person unless you are posting the job for someone else.

Secondary Contacts: These people will receive all correspondence about the job and will also be able to edit and manage the job.
However, their names do not appear in the job posting that students see. Select the people you want and then select the “Add>>>"
button.

Job Supervisor: Provide the name of the individual who will be the student’s supervisor, if it is different from the contact person.

Phone, Fax, Email Address, and Work Location: List these only if you want them to appear in the job posting. Otherwise students
will contact you by applying for the job online (see Step 2, next page).

Step 3: GO LIVE

(continued on next page)
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Add a New Job (continued)

Step 2: REVIEW JOB APPLICATION

Online Student Data Application: The next panel shows an example of the online Student Data Application that student applicants
will complete and submit to you. Once you have submitted your job posting request once you have submitted your job posting. DO
NOT edit anything on this page or fill in fields; this is for information only to show what students will be submitting.

# | Students | JobX @ Reporting = Access & Audit | Site Setup | Conmtent = Help

Below is an example of the online Student Data Application that students interested in this job will complete and submit to you. Do NOT complete or edit
anything on this page; we just show this form here so that you will know what information students will be submitting to you.

Pending Job Application - Finandal Ald, Office of - Assistant In Besearch

Timer &
01:59:31
Geaneral
First name | | ‘
Middle name | |
Last name | | ‘
E-mail Address :
Please use your institutional email address, * (re-enter to confirm)

UMID | |’

Eriefly desaribe your skills and work experience pertaining to this job.

Resume
Ifyou wouid fike to send a cover letter or refarences with your resume, Choose File | Mo file chosen
piease ensure ail pages are uploaded together a5 one document.

Save Application

x Save application when finished to proceed to Step 3 of the form

(continued on next page)
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Add a New Job (continued)

When you reach the final page of the form, complete the questions about when you want your job posted and for how long. The
default posting length for each position will be 60 days, at which point it will be automatically removed. You may remove the posting
sooner by managing the status in your dashboard, or you may request that it remain posted longer as an exception.

#W | Students | JobX Reporting = Access B Audit = Site Set up Content | Help

™y
You are adding a brand new job to the web site. I:'L

»=5tep 1: Supply job Profile == Step 2: Review |ob Application »» Step 3: Go Live

Student Life - Assistant In Research

Your job will have to be approved before it can be posted. Please choose an option.

1. When do you want the job to be reviewed for approval? |As soon as possible v

2. Dz you want the job listed immediately after it is approved? | Yes, immediately N 2 |

3. For how many days do you want the job to be listed on the site? | Until | close the job =

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

(If you choose any options other than having the job approved “as soon as possible” H or “listed immediately” B, your job will be
put into storage for you to post on the web at a later date.)

(continued on next page)
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Add a New Job (continued)

Step 4: JOB POSTING APPROVAL

Once you have submitted your posting, it must be reviewed by the Student Employment Office. Bl If you chose to have your job
approved and posted on the site immediately, it will appear under Job Status: Pending Approval on your control panel. B Once
approved and posted on the website, you will receive an email message.

# | Students | JobX = Reporting | Access & Audit | SiteSetup | Content | Help

Student Life =

Your Selections: Reset b Actions:
ok Filters Applied:
Employer: Student Life

2 . ‘e g
Job Status: Show All r 'g \y Emsil @ | - Selact Action Below — v | Apiply Action
L]

Expart  Prim Suprrdanes

Job Filters Select/Deselect Al Show |25 v |results per page I:l-.m ofl = < = as
2l PEMDING APPROVAL - Jobs Currently Pending Administrator Approval [* - Application updated)

Contact Job Type App @ Listed Actions
Test Tester Al Jobs L s

Assistant In Research

Job Type: +

On your control panel, your job moves This is where your job is until it is approved

to the Listed stage once it is appoved

Employers receive this message after submitting a job posting.

# | Students JobX @ Reporting = Access & Audit | SiteSetup | Content | Help

Financial &id, Office of - Assistant In Ressarch
Thank you for submitting your job posting request. Your job is currently pending approval

Crnce your job is reviewed and approved, it will be placed on ocur web site. We will send you an e-mail once the posting is approved.

Dwring peak periods, please allow up to two weeks fior your posting to appear on the web.

Cwur office reserves the right to edit all job posting submissions.

Submitting this request will onky create a job posting and advertise it on the Student Employment web site to potential employees; there is no guarantee your job will be filled.
If this is & Work-Study position, your job reference number will not be avalid Job Posting Mumber (to hire students) until this job is approved.

What would you like to do now?
& \iew the job details (for printing, etc.]

% Return toyour control panel.
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5. Managing Job Postings (Manage Job Page)

When you are at your control panel page, you can manage jobs and student data applications, control how many jobs can be
presented on a page, and handle fast-forward, reverse, and page-specific options. Also from the control panel, you can manage
multiple jobs at one time:

Select job(s) you want to manage

B Select Job Actions:
¢ Delete multiple jobs (we prefer that employers not use this function)
e Export multiple job details
e Print multiple job details

e Change multiple job statuses

Email multiple job supervisors

# | Students JobX | Reporting = Access & Audit | Site Setup | Content Help
| Add a new job for | Financial Aid, Office of [ search |
Your Selections: Resat Job Actians:

Job Filters Applied:

Employer: Financial Aid, Office of - o ) 7]
Job Status: Listed w % } Emeil ()| -- Select Action Below - v || Apply Action |
Dakita Expart  Prind Superdancs -
Jeb Filers SelecTTIesates * | results per page |8 aig <= < = ==
Employer Type: =
— Show all Employer Types - » =* LISTED - Jobs Currendy Listed with Applicant Data (if applicable)
My Jobs: + Financial Aid, Office of
Ref & Title Contact Job Type App # Listed Actions
Employer Name: = o _ o o .
33795 Assistant In Resaarch Test Comtactd All jobs 0 [0 Niew) 1219116 L |
Financial Aid, Office of v
33797 Assistant In\gesearch Test Contactd Al jobs O [0 Meww) 12/20M6 70
Job Status: -
33786 Coder Test Contactd All Jobs 0 [0 Niew) -,
& o Listed Jobs (5) } ! V2
Pending Approval (1) 33784 EngriElec Tech | Test Contactd All jobs 2 (2 Mew] w70
4 wienw Mode (5]
- f!e, = Moce (51 33787 Student Services Alsistant || Test Comtactd All jobs 0 (0 Nieww) w2 4

L Srorage Mode (4]
Approwve Exten

Job Type: +

Supervisor Access: {0

Application Search

\— Select individual job to access Manage Job page

MANAGE JOB PAGE (screen shot on next page):

a Update Status: Change whether a job is listed on the web, in Review Mode, or in Storage (closed). Note: If your job is in
Storage, you will also have the option to delete the job from the Student Employment Office database. We discourage this,
unless you are sure you will never hire a student for that job again.

b View Applicants: View information for online students. (See page 16 for more information.)

c Manage Application: View a blank Student Data Application for your job here (to see what information students will submit
when they apply for your job online).

0 HIRE STUDENT: This step is not functional. You cannot complete hiring through this system. See our Hiring and Paying
Students guide for hiring instructions.

(continued on next page)
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Managing Job Postings (continued)

# | Students | JobX | Reporting = Access & Audit = Site Setup | Content | Help
Manage Job
Job Title Employer Status Job Type
Assistant In Research Student Life Listad All jobs
Additional details about this job's status:
= This job is currently listed on the site.
= It will not de-list until it is manwally taken down.
C Bwnpio (iarags Appsaton, C
Ligted + Current 3iviue — Click to wpdade remalning days lisbed on siie - - £ codln Hor
Lt s ot st T |
b mm] m@
wm-s.rmvrs.m | |—u=dm-‘_xs.D._co..-s_ﬂ.b..._: |
Edit this job] | @
Eelow is a view of approximately how this job appears to applicants:
ﬂuatmt In Reeaarch \
Job D 337S8
Funding Jource Wviork -2 budy
Employer 2bdert LU=
Empioyer Trpe Alll Emmpioers
Cafegory Prodessional Adminisratiyve
Job Type Al Jobs
Job Decoripton Test
Educational valus of thic job. st
«Job Fequiremsnic Bt f
oo et Gpmnae et e € Edit this Job (Update Job Profile): Edit any
Compencaton 5000w part of the job posting (number of available
Thme Frame Fallfinber . . . .
m— e openings, contact person, jOb descrlptlon,
Email Addrec shamagessnenghoemall com etc.). See Notes on Editing Jobs below for more
‘Work Losation . .
Fnons Numbsr information.
Fax Numbsr
CT"!",.'!“'_’..":_’_T.‘.'?.’ P E f Job Details: View the details of your posting.
ST Mo /

NOTES ON EDITING JOBS: (8

If you edit a currently listed job, your job must be reviewed and approved again by the Student Employment Office before the
edits are reflected in the job posting. You have the choice of having the posting remain on the web with the pre-edited information
until it is approved, or you may have the posting removed from the web until the edits are approved.

Plaasa comipleta the reamaining questions on thies form to indicsts how students should contact you {or the contact pereon) regarding thie job. For phons, fax, e-mall addraes or work location, leave the fleld
biank If you do not wish that information to be avallable to studants.

Phang Humbsr

Tt e I A s Lt Bk i O oo ol ish st o s U nfomsn

Fax Mumber

ks s oo, Lasrves bk o v oo ol wish sludnts Lo sss s nfonmsden

Emall Addrece

Lomrves bisarie o e o . e sluanis Lo e s frmalien,

'Whork Lozsation

Lisrvea b iy e s ey sl uiaria Lo ssa L inforrrsadion. A

You dio mok Rave pemmission bo epdabs [ob dats dinscily. You may sebemik B changes you wish bo ke, wisichi will Sen walk for speecval by an adminisimbor. Flease choose an ooflon

/"Keep this job listed on the site so students can still search for it. apply for it. and so on. It will be listed the way it was previously until the changes you just made are approved. When
the changes you just made are approved, they will then be reflected in the listing.

Remowe this job from the web site so students may net search for it, until the changes you just made are approved. When the changes you just made are approved, the jobwill be
\ﬁej again on the web site.
Faommik g

(continued on next page)
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Managing Job Postings (continued)

If you choose to have the posting remain on the web, an Update Shadow of the edited posting will be created. This is a “shadow” of
the other job that must be approved while the pre-edited version of the job remains on the site.

Manage Job
Job Title Ernployer Etatus Job Type
Student Senvices Assistant |l Financial Aid, Office of Listed [with an Update Shadow) All jobs

Additional details about this job's status:

= This job is currently listed on the site.

= It will not de-list until it is manually taken down.

= It also has an Update Shadow associsted with it. Changes that have been made to the job will not be reflected wntil the Update Shadow is approved.

m Thatuc
- Marage Appeaiior
$ﬂ':‘“' Lode :?uér:g:?lu-.l;;_; ICE: I it e U ays [lsteg on sl This |ob Is configured to collect online applicalions. |
Swmge = CIICK BO CRange to Iweeo e e
[Wiew Applicanic | [Fire 3tugent |

Mo appllcations Rave Deen swbmithed for s |ob. |

Wl old Appllcations | S ol Type s motoontigoned g |

—

Click here to cancel the Update Shadow for this job

This job cannot be edited because it has an Update Shadow associated with it.
NClick hers to go te the Update Shadow for this job.

The Update Shadow will move the job to the Pending Approval stage of the site (a new job reference number is temporarily
assigned to the Update Shadow, as well).

Once the Update Shadow is approved, it replaces the posting on the web. The Update Shadow reference number goes away and
the original job reference number remains.

# | Students | JobX @ Reporting = Access & Audit | Site Setup | Content = Help

Add a new job for | Student Life ——

Your Selections: Resst | |gh Actions:
Job Filters Applisd:

Emiployer: Student Life 5 r 2 i
Show All v " & Emil E -- Salect Acticn Below — v || Apply Action

Job Status:
Dalebe  Expart  Print Suprrdancs

oh Filzers Salect/Deselect All Show |25 v |results per page |2 0f2 <= < = =s
Job Status: -

@ @ Listed jobs (1) «* LISTED - Jobs Currentdy Listed with Applicant Data (if applicable)

@ & Pending Approval (1) Student Life
<3 & Review Mode (0] Ref & Title Contact Job Type App # Listed Actions
& # Storage Mode (0) 33738 Assistant In Research Test Tester All jobs 0 (D Mew) 1220M16 L7 s
Job Type: +
&l PENDING APPROVAL - Jobs Currently Pending Administrator Approval [* - Application updated)
Student Life
Ref & Title Contact Job Type App & Listed Actions
33800 Assistant In Research Test Taster All Jobs «7 0
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6. Additional navigation instructions for Control Panel page

#W | Students JobX @ Reporting = Access & Audit = Site Setup | Content Help
Add a new job for | Student Life Cearth
Your Selections: Reset | gh Actions:
Jokb Filters Appliad: b C
Employer: Student Life - i :
Job Status: Show A V .Jf"’ ﬁ' B ()| - Select Action Below — 0@~ | | Apply Action

Dalsta Expart  Prmt Superdane

Joh Filers t Al Show|25 v |results per page 1|ent aft 2o ¢ 2 o
Job Status: =

Ll PENDING AFPROVAL - Jobs Currently Pending Administrator Approval [* - Application updated)

Student Life

Ref & Title Contact Job Type App & Listed Artions

< ¥ Listed Jobs (D)
# Pending Approval (1)

33798 Assistant In Research Test Taster All jobs L7 d
Job Type: +

The Select Action bar helps to keep keystrokes to a minimum, allowing you to:
4 Change selected jobs to Review
4 Change selected jobs to Listed

4 Move selected jobs to Storage

eleting a Job: You have the option here to delete the job from the Student Employment database. We urge you not to do this,

B Deleting a Job: You have the option here to delete the job from the Student Empl database. Wi do thi
unless you are sure you will never hire a student for this job again. If this is a Work-Study job and you attempt to hire a student
through the Student Temporary Process/Student Processing page, you will receive the following message: “The SEO Job ID is
invalid.”

C' The Export button allows employers to select individual or multiple jobs and build an Excel spreadsheet. All job information will
be displayed at a glance, and may be used to manage your data, as desired.

d

Manage Application: View a blank Student Data Application for your job here (to see what information students will submit
when they apply for your job online).
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7. How Students Apply for Jobs

Once your approved job has been posted to the website, students may search for it online (studentemployment.umich.edu > U-M
Students to get to the student section of the site). Students can search and apply for job postings 24 hours a day .

STUDENT EMPLOYMENT OFFICE

UNIVERSITY OF MICHIGAN

# | Students = Employers & Administrators

U-M Students

There are two types of jobs listed on this site: Federal Work-5tudy and non-Work-Study.

Federal Work-Study jobs are only available to U-M undergraduate and graduate students who have applied for financial aid and been awarded Federal
Work-Study funding.

All non-Work-Study jobs are available to all U-M students.

~

Find a Job BE A FORCE OF M

POSITIVE SOCIAL

CHANGE "o Remme.
Conduct a search of available jobs, then > DEVELOP - Msat Naw Frisnds
apply online or contact employers for B - Gain Professional Experience
interviews. Also, check out a listing of all jobs - .ﬂ*nn. ‘
in the |ob Planner. wankstuox K&r

insberg umich.ech Americo Reads AHE&%?‘ \ APP')" Now
Note: Applying for jobs online does NOT T
guarantee you will be granted an interview
or be hired.

N /

Steps to be Hired

Before starting your job search, go to the Wolverine Access = Student Business page and complete the U-M Student Temporary Employment

When students conduct a search and find your job, they can click on Job Details to reveal your posting and apply online.

(continued on next page)
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How Students Apply for Jobs (continued)

SAMPLE JOB DESCRIPTION

# | Students  JobX | Reporting = Access & Audit | Site Set up
Job Details
Aggigtant In Repsarch
Click hers to appdy Tor this job
Jiib 1D 337
Job Funding Jource Sivork-2hudy
Employsr Btadent Lite
Caisgory Frodass|omal Adminisiadve
Joib Dappription Tt
Edusational Valus Test
Joib Faquirsmentt Tt
Hourly Rate O e
Houre 100 Foars. pomr s
Time Frams Fallshirnsr
Sart Dale ATAF
End Date =D
Primary Comtast st Tashar
Primary Conaets Emall A
Jupervlcor NA
Work Location BA
Phans: BA
Fax A

Conmtent | Help

SAMPLE: SUBMITTING A STUDENT DATA APPLICATION

Apply To Job

l!.j Help

b | EngriElec Tech | - Financial Aid, Office OF
5 Medical Assistant - Anesthes iology, Department OF
5 student Caller - Michigan Telefund

By submitting the application below, you will be apphing for the following jobs:

Please complete the application below:, then dick the "Submit” button to apply for this job. A red asterisk will appear next to fields that are required but have not been entered.

Review this application carefully bafore you submit it. You will not have an cpportunity to revise your answers once thay are submitted.

Briefly describe your skills and work experience pertaining to this job.

Resume
If you wouid ke to send a cover letter or references with your resumes,
please ensure ail pages are uploaded together 35 one docwment.

General
First name |R'35-' | *
Middlz name |a |
Last name |P\':'§\?75' | :
E-mail Address royrogers | @ngwebsolutions.com *
Please use your institutional emal address. * [re-enter to comfirm)
UMID [r1r11111 |*

Choose File | Mo file chosan
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8. Viewing Applicants

You will receive an email message notifying you when a student has submitted a Student Data Application to apply for your job
(see previous page). To view these Student Data Applications, select View Applicants from either your control panel [l or the
Manage Jobs H page.

# | Students JobX | Reporting @ Access & Audit | SiteSetup | Content = Help

Add a new job for | Financial Aid, Office of B
Your Selections: Beset | job Actions:
lob Filters Applied:
wer: Financial Aid, Office of (@

WA » "'b >-»-,.$J S () [ Sedect Action Below - || Apply Action
Celeta

Supor Prirt S

Job Filters Select/Deselect 4l Show|25 v | results per page 9 ci1e | = = 2
Employer Type: -
-- Show all Employer Types — v «* LISTED - jobs Currently Listed with Applicant Data (if applicable)
M}'JDbs: + Finamcial Ald, Office of
Ref# Tite Contact |ob Type App # Listad Actions
Employer Name: = ~ _ _ _ . . }
33785 Coder est Contactd All Jobs 00 New) 0942216 L e
Financial Aid, Office of A 1
33784 EnarfElec Tech | Test Contactd Al Jobs 0%221e P 5
Job Status: -
. - 33787  Student Services Assistant Il Test Contactd All Jobs 000 Mew) 041216 L e
= & Listed Jobs (3] =
d ¥ Pending Approval (1)
3 # Review Mode (11
4 @ Storage Mode (4) & PENDING APPROVAL - Jobs Currently Pending Administrator Approval (* - Application updated)
Aporove External lobs Finamcial Ald, Office of
Jab Type: + Ref# Title Contact Job Type App # Listed Actions
33785 Library Assistant A Taige Ann Test Employer All Jobs o7 0

Supervisor A

Application Sear

" Students | JobX Reporting = Access & Audit | Site Set up Content | Help

Manage Job
Job Title Employer Status Job Typs
Engr/Elec Tech | Financial Aid, Office of Listed All jobs

Additional details about this job's status:
= This job is currently listed on the site.
= It will not de-list until it is manually taken down.

Edit this lob

(continued on next page)
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Viewing Applicants (continued)

View Job Applications - Financial Aid, Office of - Engr/Elec Tech |

The list balow contains all applications that hawe been received for this job. You may view an application by clicking either Applicant Mame or Preview the application by clicking the
magnifying glass icon (). Previewing allows you to view the application without affecting the "Mew!” status. Clicking the Applicant name remowves the "Mew!” status and displays the
application details.

Filter by Narme:

¥'ou may limit the results by searching by First / Last name below.
Click the Apply Filter(s) button to filter the results. Click the Clear Filter(s) button to return all records.

First Mame:
Last Mama:

Oty showr New?

Apply Filter{s) | | Clear Filters)

l Print Print Flnject Emal
v Dotals  Surmary Detals  Greeling  Appicanls  Applcanis

>SS $ 2> 8 & e

Select/Desslect All Showi |25 = |results per page to20f2 << < =

(o]

Marne Email Address App Date Flag \ Emailad? Resume Delats Hire
Row Rogersl royrogers 1 @ngwebsolutions.cam W26 Fr Resuma ,i': "_ﬁ Delsete MiA
Row Rogers] royrogers | @ngwebsolutions.com w2226 .":r d Resume ,{ "_H Delete NiA

VIEW VS. PREVIEW

d' 0On the View Job Applications page, you will see a list of applicants. Click on either Resume or Preview to see the Student

Data Application information for a particular applicant.

If you click on Resume, the New! indicator on the far left will disappear after you review the student’s information. This can
help you track which applicants you have reviewed.

If you would rather keep the New! indicator, click on Preview (you might do this if you are simply conducting an initial review
of applicants).
YELLOW FLAGS (d

To “flag” students of particular interest to you, click on the yellow flag for those students. The flags will turn yellow to indicate your
preference for those applicants.

(continued on next page)
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Viewing Applicants (continued)

SENDING EMAILS TO APPLICANTS

GREETING

After reviewing applicant information, you may want to send an email to applicants to schedule an interview. To do this, click on
Greeting.

On the Email Applicants — Greeting page, be sure the students you want to send the email to are checked. You may also add email
addresses for students who have contacted you by phone, walk-in, etc. and did not apply online. You can add to the preset text in
the body of the email or type in your own message altogether.

Job Application - Financial Aid, Office of - EngriElec Tech |

Click here to returm to reviewing applications.

Suggested use: To sat up interview schedules.

Do MOT use for informing applicants when the job has been filled. For that purpose, first fill the job, then you will be automatically prompted ta inform the other applicants. Please note that
you can add to and edit the message.

Emall Applicants - Gresting

Appilcanis seleched N\pot gresbedinterdevwed or nejecied

ew!f-':' + Rogers1, Roy Noyrogers1@ngwebsolutions.com]
F:l < Rogers1, Roy [foyrogers1@ngwebsolutions.com]

L G, e recipients ' emall agdresses e walk In candidates) 1f any
Example’ hllary Eivobmall com
A4
From pevemlmic oy
Bubjest [Btadient Employment Job: EngrEles BCh
am Inberestad In mseting Wt you to diScuss your Inbenest In the EngrEles
(Techi | job opening In my depamment
Flease contact me At your sadlest conveniencs 30 Al we may S22 up 8 ime .
s e Note: Students receive
P individual copies of email
_send | Cancsl messages, so they do not see
who else receives the email.
Job Application - Financial Ald, Office of - EngriElec Tech | You will receive an email copy
REJECTION of the message and to whom it
Click here to raturn to reviewing applications. was sent.

If there are online applicants you know
are not a good fit, select Rejection to
send them an email message letting them
know they did not get the job.

Suggasted use: To inform students that they did not get this job.
Dvo MOT use for informing applicants that the job has been filled. For that purpose, first fill the job, then you will be automatical

you £an add to and edit the message.

Emall Applicants - Rajection

Dadault Mo appilcants sedecherd Yoo msst select eciplents

'-lew!f'-:] < Rogers1, Roy [royrogers1@newebsolutions.com]
F‘] # Rogers1, Roy [royrogers1@ngwebsolutions.com]

= Comma-separated st of other reciplents” emall addresses 0.e, walk In candidases), 1 any
Exarmple: Joafyy anoo com. Mary @notmall com
4
From pausmmich adu
Aubjecd {2 tudent Employment Jooo EngriSlac Tech | - Mok Avallable
Yiou recendly suibmited an onllne Boadent Dats Appiicafion to apply for e
ErgrElec Tech | |ob cpering
Bod, regret o Imdomn yow Bhak we willl 2 Riring amoffeer appilcank for this posiBon
Thamk you wery mach for your Inbemest
o4
Sand | Cancal
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9. Closing a Job

@' SENDING EMAIL MESSAGES TO STUDENTS YOU ARE NOT HIRING

If you decide to close a job and move it to Storage (whether all positions have been filled or not), you will be prompted to send
email messages to the students who were not hired. Remember, you may have already notified a student that they did not get
the job by sending them a Rejection email message (see page 18), so you probably do not want to send them another email. You
may prefer to use this feature for those applicants who interviewed for the job, but were not hired.

Update Job Status

[Femurn 1o Manaae |lob Pags]

Jehb Title Ermployer Current Status
EngriElec Tech | Financial Aid, Office of Listed

[Click here to choose a different status)

Put this job In Storags

‘Warming: The stadent applicadons for Bis [oD will e deleled when the |ob |5 pat In 2tomage.
Fecommendead Acticns:
We recommend you email the applicants who hawve not been hired o let them know the job is filled.

Cilick Bere by amall fhe apiicanss (oU will be returned to this page after sending an a-mail}

If wou would like to see a printable list of the applicants, click here

Wiolld ke 0o Chose TR |0 mow anyway. CICK e "Close J ol

| Close Job |

HE Ssample text is provided in the email, but you can always add or substitute the text with your own message.

Job Application - Financial Aid, Office of - Engr/Elec Tech |

This job is not dosed yet. If vou decide NOT to send any emails now. dick bere to continue cosing the job. Otherwise, follow the instructions belaw.

Suggested use: To inform students that they did not get this job

Emall Appdicants - Job Flllad
Dedault Applicants seleched I not nolifled, hired or rejeched

Comma-soparared Bsr of ather roc) % didates)
Example: Josghyahoo.co aryghioimall.com
T
g
From
Jubjeot
to apoly forthe
& wery
Eody
el
Zand | Cancal

(continued on next page)
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Closing a Job (continued)

El You will receive an email showing which students you emailed and what the email message said.

Manage Job
Job Title Ermployer Status Job Type
EngriElec Tech | Financial Aid, Office of Storage All jobs

Additional details about this job's status:

= Thiz job is currently in Storage.

= T—
1 tanage Applh
_:‘:‘_*:‘_l‘_ e “E"cc‘ x’é-_‘::_:ex g8 2ras B emenings This o Is condguned to collact onilne appiications
Tioragt + Curnent Htatuc ¢ EGIE. viaw of remore e onlline 3poilcado
Wiew Appicants | [Fiire ¥ioesr]
Mo appilcations Rave baan submited tor fris |ob - T — —
Wiew old Appilcafions | | 5 Jo2 Tyme 1= neteontgueg s |

Click hers to [Delata] this job

Edit this job

Note: You can always put a Listed or Review Mode job in Storage by selecting Storage in the Update Status box of the Manage Job
page.

B PUTTING A JOB IN STORAGE

Once you have sent email messages to students you did not hire, you will be prompted to close the job and send it to Storage. Only
do this if you will not be hiring more students for the job in the near future (all applicant information will be lost). Otherwise, you
can do nothing, which keeps the job in Review Mode and applicant information is retained.

€ DELETINGAJOB

You have the option to delete the job from the Student Employment database. We discourage this, unless you are sure you will
never hire another student for this job. If this is a Work-Study job and you attempt to hire a student through the Student Temporary
Process/Student Processing page, you will receive the following message: “The SEO Job ID is invalid”.
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10. Reposting a Job

2 vou may repost a job at anytime from the Manage Job page. Click on Listed in the Update Status box to move the job from
Review Mode or Storage to be listed on the website.

Manage Job
Johb Title Employer Status Job Typs
Engr/Elec Tech | Financial Aid, Office of Listed All Jobs

Additional details about this job's status:

Thizs job is currently listed on the site.
It wyill not de-list until it is manwally taken down.

L—1
I~

Edit this job
Eelow is a view of approximataly how this job appears to applicants:

EngriElec Tech |
o I

Funding lource
Empiloyper
Empioyer Trpe
Category Technica
Job Typs All Jobs

b If there have been any changes to the job (including a change to the number of openings), the job must be reviewed and
approved by the Student Employment Office before being posted to the site again.

Update Job Status

[Feturn to Manase |ob Page]

Job Title Employer  Current Status
Assistant In Ressarch Student Life Review Made

[Click here to choose a different status]

b List thie job: on the site
marges mave 22 |2zt aporoved. it willl be firct need 1o be reviewsd and approved by an adminicirator again bedore i lc Neied on the cHe.

cagldl i IS0 Iemeidlanedy DR SREnTial OF Ofi & S dabs: I e fotune, BSSUMIng Tl dans falls aher e |0l RS D aponie

| Save Changes |

(continued on next page)

SEO ¢ Website User’s Guide 21 University and Work-Study Employers



Reposting a Job (continued)

€' If the number of openings for the job is zero, you will not be able to select Listed (to list the job on the site) until you change

the number to one or more openings.

d

To do this, go to Edit this Job from the Manage Job page or Edit Job from control panel. Once you have changed the number of
openings, you will be able to select Listed to place the job on the site.

Manage Job
Job Title Ermployer Status Job Type
EngriElec Tech | Financial Aid, Office of Storage All jobs

Additional details about this job's status:

= This job is currently in Storage.

[Podsd Wanage Aopl
< ;ﬁk T :‘E ':0‘-' _;c_i;_;c_;-se thas @ ope w This |ob Is condigumed to collact onlime appllcations
e N o Current 3atuc » EdIE. view or remowe B online sppilcation
Hire 3tudem
Mo applicafions have been submitted for Bhis [ob e - - - P,
Wl ol Aooilcations | | = Job Type Is mot condiguned o g |

Click here to [Delete] this job

L
Edit this job| d
v

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

EngriElec Tech |

Juoib I 33TE4

Funding 1ourse ok -2tudy

Employer Francial Ad. OMce of
Employsr Trpe All Ernployers
Category TRchnical

«Jioib Type Al Jobs.

Once your job is approved, you will receive an email telling you when it has been listed on the site.
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