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Instructions to Begin a Student Hiring Proposal, Searching Student Hiring 

Proposals, and Closing Student Postings 

 
When you have identified a candidate that you wish to hire, you will need to complete the Student Hiring 

Proposal for that candidate and send it through the approval process before they can start working. 

 

Log in to the HR system as user type “Student Supervisor”.  

 

 
 

Click on “View” under the Job Title tab and a screen similar to the one on the following page will appear. 
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If you have not already done so, first change the status to “Interviewed”, click “Continue to Change Status” and 

then click on “Save Status Changes”.  Then change the status to “Recommend for Hire” as shown on the screen 

below. 

 

 
 

Click on “Continue to Change Status”, and then click on “Save Status Changes”.  A screen similar to the one on 

the following page will appear.  



Updated 3/15/2012 

 

Page 3 of 11 
 

 

 
 

You are now ready to begin your hiring proposal.  Click on “Begin Hiring Proposal”. 

 

 
 

Click on “Start Action”. 
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In the “Job Title” drop-down box, select “Student Employee” and then click the “Search” button. 

 

 

 
 

Click “Start Action” on the Position Description that you want to hire the applicant into.  That will bring up a 

screen similar to the one on the following 2 pages titled “Create Student Employment Hiring Proposal. 
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Complete all the appropriate information, not just the red asterisk fields.  Click on “Continue to Next Page”. 
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Click on “Preview Action” and a screen similar to the following will appear. 
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Review all information.  If there is anything that needs to be changed or added, click on “Edit” and make the 

changes.  At this point you can either save without submitting, or move the Hiring Proposal forward in the 

approval work-flow, which is Student HR unless you are in Academic Affairs.* 
 

*All supervisors in Academic Affairs and using only regular funds must submit all hiring proposals to the 

Academic Affairs Budget Office.  After their review they will forward hiring proposals to Student HR.  If there 

are budget concerns or problems, the Academic Affairs Budget Office will return the hiring proposal to the 

supervisor. 

 

Click on “Continue: and then click on “Confirm”. 

 

Searching Student Hiring Proposals 
 

To search Hiring Proposals to check for updates, log in to the HR system as user type “Student Supervisor” and 

click on “Search Hiring Proposals” from the left-hand navigation bar. 

 

 
 

Click on “Search”. 
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On this screen you can see the current status of the Hiring Proposal and also read the notes in the “Update” 

column as shown above.  In this case you will see that the student needs to go to the Student HR Office to 

complete I-9 and tax forms.   

 

To search for Hiring Proposals pending and approved click on “Check All” and then click on “Search”.  The 

screen that appears will include all Hiring Proposal and can be sorted by “Status”. 

 

 
 

Click on “View” under the “Job Title” “Student Employee” to view the Hiring Proposal.  In the screen above 

you can see that the Hiring Proposal has been approved.   
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Closing Student Postings 

 
Please email Student HR when you are ready to close a posting and remove it from the website so that no 

additional applicants can apply.   

 

If you have not already done so, you will need to change all applicant statuses.  Applicants not being hired will 

need to be changed to either “Department Detd Did Not Meet Min Qualifications” or “Department Detd Other 

Applicant(s) Better Qualified”.  The process for changing applicant status is described on page 2 of these 

instructions as well as on page 3 and 4 of the Instructions to View Student Applicants to Your Posting.   

 

So that we can have the online HR system generate those email messages to the candidates not selected, please 

email Student HR only the names of applicants who should not receive the ‘rejection’ email message.  That list 

should include the following information: 

 Names of applicants who were interviewed either by phone or in person and indicate if: 

o they accepted the position 

o they declined an offer   

o they withdrew 

o they were not hired because another applicant was better qualified 

 Names of any other applicants that you are aware of that withdrew from the search so should not 

receive the email notification.  

 

Important note:  Supervisors need to call the applicants who were interviewed (either by phone or in person) to 

let them know that the position has been filled. 

 

After Student HR has received the above information and all Student Hiring Proposals are completed and 

approved Student HR will change the status of the posting to “Filled”. 

 

 

 

 


