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How to run student initiator reports in HCM: 
This job aid outlines how to run student initiator reports. 
Navigation: Employee Self Service > My Homepage > ePAF Homepage 
Information  Screenshots 

 
Those with Student Hire 
Representative Initiator access can 
access these reports. 
 
Navigating to the student initiator 
reports: 

1. Click the Employee Self-
Service drop-down menu 
button. 

2. Click the My Homepage option 
in the drop-down. 

3. Click the Student Initiator 
Reports tile. 
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The Student Initiator Reports page 
contains four queries (reports) with 
pertinent data for your student 
employees.  

• Roster of Active Students – this 
report pulls all active students 
employees within your assigned 
security (the department(s) for 
which you are authorized to hire 
students). 

• Roster of Inactive Students – 
this report pulls all student 
employees that are no longer 
actively employed but have 
historical employment within 
your assigned security (the 
department(s) for which you are 
authorized to hire students). 

• Status of Student Forms – this 
report shows an overview of all 
student eForms (Hire, Job 
Change, and Status Change) that 
a specific initiator has created. 

• Status of Onboarding – this 
report shows the onboarding 
completion status for new 
student employees hired within 
your assigned security (the 
department(s) for which you are 
authorized to hire students). 
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The Roster of Active Students shows 
all active student employees within 
your assigned security (the 
department(s) for which you are 
authorized to hire students).  
 
There are no search parameters for 
this report. The data populates upon 
clicking Roster of Active Students from 
the My Reports menu on the lefthand 
menu. 
 
This report shows key employment 
data including: 

• EMPL record (employee 
record) 

• Job Code and Job Code Title 
• Internal Title  
• Supervisor ID and Name 
• Hire date and expected end-

date 
• Compensation type (salary or 

hourly) 
• Standard hours per week 
• Salary 

 
You have the option to download the 
results in an Excel Spreadsheet so you 
can filter/sort as applicable for your 
needs. 
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The Roster of Inactive Students shows 
all student employees that are no longer 
actively employed but have historical 
employment within your assigned 
security (the department(s) for which 
you are authorized to hire students). 
 
This report offers the search criteria of 
student EMPLID (USC ID) if you want to 
search for all prior employment of one 
individual, or you can leave this field 
blank to pull all inactive student 
employment records. 
 
This report shows key employment data 
including: 

• EMPL record (employee record) 
• Job Code and Job Code Title 
• Internal Title  
• Supervisor ID and Name 
• Last hire date and last day 

worked  
• Compensation type (salary or 

hourly) 
• Standard hours per week 
• Salary or hourly rate 

 
You have the option to download the 
results in an Excel Spreadsheet so you 
can filter/sort as applicable for your 
needs. 
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The Status of Student Forms shows an 
overview of all student eForms (Hire, 
Job Change, and Status Change) that a 
specific initiator has created. 
 
You must enter the USERID (USC 
Network ID) for the person who 
initiated the eForms. This must be 
entered in all capital letters. 
 
This report shows important form and 
status data to include: 

• Form ID 
• Form Type 
• Current form status, Last 

action, and currently pending 
approval by should be viewed 
together. Note: fully approved 
eForms will show as Executed. 

• Job Code and Job Code Title 
• Internal Title  
• Pay group 
• Last date of action on form 

 
You have the option to download the 
results in an Excel Spreadsheet so you 
can filter/sort as applicable for your 
needs. 
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The Status of Onboarding shows the 
onboarding completion status for new 
student employees hired within your 
assigned security (the department(s) for 
which you are authorized to hire 
students). 
 
There are no search parameters for 
this report, the data populates upon 
clicking Status of Onboarding from the 
My Reports menu on the lefthand 
menu. 
 
This report shows the onboarding 
status for first time student 
employees. Monitor this data and urge 
your new student employees to 
complete the required onboarding. 
Onboarding tasks are only required for 
first-time student employees. 
 
You have the option to download the 
results in an Excel Spreadsheet so you 
can filter/sort as applicable for your 
needs. 
 
 
You have learned how to run each of 
the four Student Initiator Reports! 

 

 


