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Student Employee
Workflow

No Posting

*Supervisor completes
PAR form & sends with
student along with 2
forms of ID to HR

Student submits PAR form
& completes additional
paperwork with HR

HR determines if a
background check is
required. If so, email sent to
student with instructions

If a background check is

not required or once it is

complete, student info is
entered in OneUSG

**Confirmation email sent
to student & supervisor
with start date and other
info.

Student completes direct
deposit and tax info in
OneUSG and begins
working

Job Posted in
Purple Briefcase

Additional Job
Actions

Transfers,terminations,

Student Assistant Work Study

Supervisor posts in Purple

Briefcase : .
Supervisor post position

Students apply
Supervisror communicates
with Work Study
Coordinator to determine
student eligibility

Supervisor selects student
to hire

Once student is approved,
student will meet with Work
Study Coordinator and
complete background check,

Supervisor completes PAR PAR form, & additional
form & sends student to HR paperwork
& follows "No
Posting"process

Work Study Coordinator will
forward paperwork to HR

HR will input info in OneUSG
and send confimation email

Student completes direct
deposit,tax info & begins
working

budget changes, etc.

Complete PAR form &
deliver to HR

*List of acceptable documents for ID
https://www.uscis.qov/i-9-
central/acceptable-documents

**Confirmation email contains information
regarding required training for student’s completion,
some to be completed in Blazeview and one face-to-
face.

***All work study position must be posted

****Supervisors must send termination info to HR
each semester.
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