LOG ONTO WORKFORCE (WF)
1. Open Internet Explorer.  Go to: http://www.ohio.edu
2. Click the Faculty/Staff link.
3. Click the WorkForce Time Entry link.

4. Enter your OAK ID and password.

5. Click the Login button.
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1. Click  LOGOUT in upper, right-hand side of screen to close WF.

2. Click on the       in the upper, right-hand corner of screen to close browser. 

STUDENT HIRING - WORKFORCE
1. Mouse over the Employee menu, and click the “New Hire” option.

2. Click on the Assignment Group into which the student is being hired.

3. Enter the student’s social security number, include the dashes.

4. Click the Next button, and then Click the Next button again.
5. If hiring OU student, verify student’s information is correct.  If hiring Non-OU student, “Employee not found in the system” message appears. Note: The system attempts to connect to the Student Information System to verify the student exists. If so, the student’s name, SSN, login ID and email are displayed.
6. Click the Proceed button.
7. Click the Next button.

8. If hiring OU student, Assignment Window is displayed, go to step #9, 
If hiring a Non-OU student, Student Employee Window is displayed, enter student First and Last Name.

9. Enter a unique assignment name for the student using the templates below. A student cannot have two assignments with the same name. Enter one of the examples for Student Hourly, Federal Work Study (FWS), or PACE. Note: Assignment Name is limited to 16 characters.
· HRLY-YYZXXXXXXXX
     Dining Halls may use:

     YYZXXXXXXXXXXXXX 
· FWS-YYZXXXXXXXXX  
· PACE-YYZXXXXXXXX
(an ex. of hiring a student hourly in FY09, Fall Qtr; HRLY-091PAYROLL)



10. Enter the costing information including appropriate natural account.

· OU Student Hourly (152000), Non-OU Student Hourly (152100)
· Work Study/ PACE account numbers should be obtained from the Office of Financial Aid @ 593-4147.
· If you have a Project and Task Number enter; i.e. GM0011802.02 
11. If hiring Non-OU student, enter the OAK login ID and OAK email address.  
If hiring OU Student, go to step #12.
12. Click the Next button.

13.  Enter the job name and rate of pay. The Job name is limited to 16 characters. (Don’t use $ sign, enter: XX.XX)

14. Click the Next button. (Review and Confirm window is displayed)
15. Review the new hire Student Employee Information.

16. If…The data is correct…Click the Confirm button, then the Proceed button.
If…The data is incorrect…Click the Previous button to move to the screen containing the incorrect information and enter the correct data. 
· Click the Next button to return to the Review and Confirm screen. 

· Click the Confirm button, then the Proceed button to save the new hire.

If…The information is incorrect and you wish to cancel the transaction…Click the Cancel button and then click the OK button.

EDIT EXISTING ASSIGNMENT FOR AN EMPLOYEE
Note: Use this process for permanent rate, and/or costing changes.
1. Mouse over the Employee menu, and click the “Assignments” option. 

2. Enter employee information in the search window and Click Search button.

3. Click on the appropriate student employee assignment to be edited.

4. Verify student displayed. Click the Proceed button.
5. Call P/R if you must change the assignment or job name. There is a definite timing issue with either of these changes . 

6. Edit costing information, if necessary. Refer to step #10 under Student Hiring   section. Click the Next button to proceed.

7. Edit pay rate info, if necessary, and Click the Next button. 

8. Review the Edit Assignment Information.

9. If correct, click Confirm then Proceed; otherwise, see #16 in Student Hiring.
CREATE NEW ASSIGNMENT FOR EXISTING EMPLOYEE IN YOUR GROUP

· Follow steps #1-16 under Student Hiring section.
ADD A NEW JOB TO AN EXISTING ASSIGNMENT (both jobs must be charged to the same account number)
1. Mouse over the Employee menu, and click on “Assignments” option. 

2. Enter employee information in the search window and Click Search button

3. Click on the appropriate student employee assignment to be edited.

4. Verify student displayed. Click the Proceed button.

5. Review assignment information. Costing & assignment name remain same.

6. Click the Next button. 

7. Click the Insert button under the Action column. A second row appears.

8. Enter job name (limited to 16 characters) and rate on the second row.  An error will result if you try to enter the new job name and rate on the first row. 
9. Click Next button. Review the new job and rate information.
10. If correct, click Confirm then Proceed, otherwise see #16 in Student Hiring.


TERMINATE A STUDENT ASSIGNMENT-You MUST terminate students when they are no longer working for you. Students, not terminated, will continue to have access and will be able to log hours charged to your department.  If a classified employee needs to be terminated, contact payroll.

1. Mouse over the Employee menu, and click the “Assignments” option.
2. Enter employee information in the search window and Click Search button.
3. Click on the appropriate student employee assignment to be terminated. Never terminate an assignment group labeled, “Auto-XXXXXXXXXX”.
4. Verify student displayed. Click the Proceed button.
5. Click in the Assignment Status field and enter a capital “T” (* must be capital).
*(It will not process if you use a small ‘t”)
6. Click the Next button.                           
7. Click the Next button at the Assignment job and rate window.
8. Review the assignment being terminated.
9. If correct, click Confirm then Proceed, otherwise see step #16 in Student Hiring
ENTER STUDENT MEAL TO BE DEDUCTED FROM STUDENT PAYCHECK

1. Click on Edit Employee Time link, then click on appropriate group.

2. Click the student employee’s name to open his/her timesheet.

3. Click in the EE Credit Card Tips field, scroll down and click on Student Meals.
4. Click in the Job Field and choose a Job.

5. Enter dollar amount of meal (entered as 4.54, maximum allowable is $20/day).
6. Click on Save icon, (It will only save if gross pay is more than meal deduction)
7. Verify correct dollar amt. of student meal deduction is displayed with no errors.
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Student Hiring 
Quick Reference Guide 

STUDENT HIRING – PRE-REQUISITES  


1. Paper documents must be completed prior to or on the hiring date and forwarded to the Payroll office immediately. The documents are available on the web at:  http://www.ohio.edu/finance/payroll/student.cfm
2. If you are hiring an OU Student proceed to Student Hiring section (next page).
3. If you are hiring a Non-OU student (high school or Hocking College); 


a) The 1st pay period must be processed on a paper time sheet and submitted on a summary sheet. Contact Payroll with questions @ 593-1859. 
b) P/R must hire the student into Oracle so an OAK ID will be produced. You must have the OAK id in order to hire the student into WF and for the student to obtain an ID card in order to swipe a time clock, if applicable.  
Note: Depending on Campus mail and processing time, you may have to wait 48-72 hours once you mail the hiring documents before you can obtain the OAK ID. You may keep checking for the OAK ID following the next step.  
c) Obtain the new OAK ID. Non-OU students receive a faculty/staff ID.
· Go to Ohio University homepage

· Click in the “Name Directory” option in the upper right-hand corner.

· Enter the Non-OU Student’s last name in the white text box.

· Click on the Find button.

· Obtain the appropriate student’s OAK ID.  Their OAK ID will consist of their last name and possibly part of their first name.
· ‘Faculty and Staff’ should be listed under category for that student.
     
d) As soon as you get OAK ID, if student will be swiping a time clock, send student to obtain ID card from the Tech Depot, Baker Ctr, room 112, (7-3376).
e) Once you approve the 1st payroll for the non-OU student, hire the student into WF (see Student Hiring section).  If student will be swiping a time clock, s/he may not be able to swipe until the day after they are hired into WF. The manager may have to input the time in/out manually until they can swipe. 
Revised February 18, 2009
For Further Instruction go to: 


On-Line Training


� HYPERLINK "http://www.ohio.edu/finance/payroll/workforceonline.cfm" ��http://www.ohio.edu/finance/payroll/workforceonline.cfm�





Manager Time Sheet Approval Manual:


� HYPERLINK "http://www.ohio.edu/finance/payroll/workforceqrg2.cfm" ��http://www.ohio.edu/finance/payroll/workforceqrg2.cfm�





For Questions, Call the Service Desk @ 593-1222





Warning: You must be able to access / receive your Oak email.  


All WorkForce processes are based on your OAK ID.  Pop-up Blockers must be turned off to access some WF windows.  Call Service Desk for help @ 593-1222.








Note:  For each account number to be charged for hours worked there must be a unique assignment created.  The assignment name is the timesheet name the student will see when s/he logs onto WorkForce to enter their time. 








YY= Fiscal Year,     


Z =QTR, (1=FALL,2=WTR,3=SPR,4=SUM)  


XXXXXX = Your department name (depending on the 16 character rule)





Warning: If you rehire a student that previously worked in your department, you must enter a unique assignment name.  For ex., I hired a student hourly  with an assignment name of HRLY-091Payroll (hired in Fall Qtr, 2008, FY09).  The student left the job and I terminated the assignment.  If I rehire the student back in Spring Qtr of Fiscal Year 09, I would enter HRLY-093Payroll.  





Note:  The hire date will default to the first day of the most recent unprocessed pay period.  The date cannot be changed.  It is best to hire students into WF in the beginning of the 2nd week of the pay period. The manager must enter the student’s time if they work the 1st week of the pay. 





Note: The rate defaults to minimum wage if a rate is not entered. To obtain the FWS/PACE student pay rate, or to request an increase in the hourly wage for FWS/PACE students, call the Office of Financial Aid @ 593-4147.








WorkForce Software


Time & Attendance








Warning: Student Employee documents are required by the Federal Govt. to be on file in the Payroll Office.  Federal work study or PACE students must be awarded funding from the Office of Financial Aid before you can hire them into WorkForce (WF).





Warning:  DO NOT TERMINATE your student employee until after their last timesheet has been processed by P/R and the new pay period opens.  Do not “Remove” students from your group. After the student’s final P/R processes and the student assignment has been terminated, the student assignment will automatically be removed from your group.  Until the student assignment is automatically removed from your group, you must approve the student’s zero hour timesheet. 








Note: The student will appear in your approval table immediately. The new student hire will not have access to their timesheet for 24-48 hours after you hire them into the WF system. Some payroll processes must run before the student is able to access his/her timesheet and/or swipe in/out on a time clock. The manager will have to enter the time in/out for the student until the student can access their online time sheet or swipe in/out on the time clock. 





Note: When a student with multiple assignments (multiple timesheets) and/or multiple jobs logs on to WF and selects the Enter My Hours link, a list of their assignments is displayed.  The student selects the appropriate assignment, then selects the appropriate job and begins entering time.  A student that swipes a clock with multiple assignments/jobs will have the option to choose the appropriate assignment /job when swiping in.











