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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

Search in Menu

Those with Student Hire Employee Self Service v
- ™ S

Representative Initiator access can My Homepage

access these reports.

Payroll Talent Profile

Benefit Details

Manager Self Service

Employee Self Service

Navigating to the student initiator EER) USC Central HR Adrinitrator «

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. [T T—

Last Pay Date 03/15/2022

USC Profile Time and Absence
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The Student Initiator Reports page
contains four queries (reports) with
pertinent data for your student

Main Menu ¥ » My Homepage »  Student Initiator Reports » Student Initiator Reports

|
UNIVERSITY OF

employees. SOUTH CAROLINA
e Roster of Active Students — this
report pulls all active students Student Initiator Reports ¢ « OStudentInitiator Reports

employees within your assigned
security (the department(s) for
which you are authorized to hire

Queries S o

Query Manager

students). - My Reports
¢ Roster of Inactive Students — Roster of Active Students
this report puIIs all student Ruoster of Inactive students

Status of Student Forms

employees that are no longer
Status of Onboarding

actively employed but have
historical employment within
your assigned security (the
department(s) for which you are
authorized to hire students).

e 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.

e 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:
e EMPL record (employee
record)
e Job Code and Job Code Title
e Internal Title
e Supervisor ID and Name
e Hire date and expected end-
date
e Compensation type (salary or
hourly)
e Standard hours per week
e Salary

You have the option to download the
results in an Excel Spreadsheet so you
can filter/sort as applicable for your
needs.

Student Initiator Reports.

B Queries

Query Manager

Rosler of Inacive students
Status of Student Forms
Status of Gnboarding

SC_HR_ACTIVE_STUDENT_WRKR- Roster of Active Students

Download results in - | E» preadSheet| CSV TextFile XML File (7405 kb)

View All

Row Last Name FirstName ~ MiddieName  EMPLID TP campus 2osb
1 Q07441087 0 SCCOL CLO34
2 844830359 0 SCCOL CLOT1
3 P25552825 0 SCBFT BFOO0
4 P25552825 1 SCBFT BFOO0
5 66033343 0 SCCOL CLO71
5 WO1812772 0 SCCOL CLO43
7 WO1812772 2 SCCOL CLO43
s 27403710 0 SCAIK AK00D
9 90154431 15CCOL €LO0
10 To0154431 0 SCCOL ¢LoS
1 Q71011000 15CCOL €LO4D
12 N30306431 0 SCCOL CLO03

Resp Code Descr

Amold School of
Public Health

College of Arts
and Sciences

USC Beaufort

USC Beaufort

College of Arts
and Sciences

School of Law

School of Law

USC Aiken

Division of
Student Affairs
and Academic
Support
Division of
Student Affairs
and Academic
Support

College of
Engineering and
Computing

Athlatics

DeptiD  Dept Descr

ASPH

Environmental

Health

Sciences

CAS Chemistry

130200 and
Biochemistry

115100

BFT
925530 Communication
Studies

925020 BFT Athletics
CAS Political
7
135700 Sience

= LAW School of
158000 o

158000 LAW School of
Law

911530 AIK Athletics

SARS
708003 Residence Life
Ceniral Area

SanS
708003 Residence Life
Ceniral Area

csa4 CEC Electrical
195301 Engineening
Department of

600200 pprietics

Job
Code

Job Code Title
Graduate
SGRA Research
Assistant

Graduate
SGIA  Instructional
Asst

. Undergraduate
SURA Research Asst

» Undergraduate
SUEA pssistant

Graduate
SGTA Teaching
Assistant
Graduate
SGNA Student - No
Asstship
Graduate
SGNA Student - No
Asstship

\wR Undergraduate
SFWR Work stugy

Undergraduate

SUEA Assistant

Undergraduate
SURH Residence
Asst

Graduate
SGRA Research
Assistant
Undergraduate

SUEA pssistant

Internal Title SupvID
Graduate
Research 77834660
Assistant
Graduate

Instructional Asst 551826358

Undergraduate

Research Asst 124807093

Student Assistant  U74659257

Graduate

Teaching U49100202
Assistant

Research .
Assistant F13288618
oot N9050410
Assistant

Events/Operalions 72660,

Assistant

RM Holiday Pay ~ C58608528

Resident Menfor 58608828

Graduate
Research 100339361
Assistant

Studen 032639574

Asst/Hospitality

Supervisor Name

First 1-100 0 7148

Expectea Solaricd
Job End
Date

Last Hire
Date

08116/2021 051512022 S

08/16/2021 05/1512022 S

r 02/01/2022 051152022 H

01/20/2022 051312022 H

0816/2021 051512022 S

08M6/2021 05152022 H

08/16/2021 051512022 H

03/01/2022 05/03/2022 H

02/25/2022 051412022 H

02/35/2022 051412022 S

08M6/2021 051512022 S

! 09/01/2021 051512022 H

stnd

20.00

2000

10.00

10.00

20.00

10.00

10.00

20.00

10.00

20.00

10.00

Hourly Hraiwi 53
H)

15000.00

20000.00

12.00

15250.00

1250.12

15300.00

8.00

Last

Days
until

Expires

60
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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

e Compensation type (salary or
hourly)

e Standard hours per week

e 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.

SC_HR_INACTIVE_STUDENTS - Roster of inactive students

Btudent Initiator Reports o «
l] Queries s av | EMPLD(ptional o
View Results
Query Manager
Ls First Middle Empl Re R Cod Dept De Job  Job Code L | S E Last Hi Hourly Rate-Hri) Sal - salaried
I wy Reports ROW \me  Neme Name EWPLD ool campus SR RGRONE O ST coke Taer Tae B Rame. Daie Sudentonly | studentonly
Roster of Active Stugents
Status of Student Forms
Status of Onboarding
SC_HR_INACTIVE_STUDENTS - Roster of inactive students
EMPLID |U|J:|cna_| I(]
I Vie-.vResu\tsI
Download results in : |Excel SpreadSheet| CSV Text File XML File (6815 kb)
View All First 1-100 of 6418 (k) Last
four¥ Salary -
Row LastName First Name '\a‘:‘?“: EMPLID R?cné]rld Campus Eg;g RE;‘;?;"E Dept ID Dept Descr CJ:dbe Job Code Title Internal Title Supv ID Hourly Hrs;;‘vlzlk oy 2‘:“‘?;':
(H) only only
uPs Assoc
1 F05489824 0 SCUPS UP000 USC Upstate 981035 Depariment of CB35 Teacher/Center Supervisor F72402087 5.00 25.00
Education Dir
Division of
Student " d Enrolled N - A
2 GTT166522 2 SCCOL CLOB Afiais and 462334 Sro'® SN 5GEA Graduate Enrolled Sraduate  o6a13600 10.00 2000
Academic Office Asst o
Support
- UPS Campus Mon Enrolled  Non Enrolled .
‘ ' tat 5911 7817 4
3 H06948542 0 SCUPS UP000 USC Upsiate 9859 Recreation SUNE Undergrad Asst Undergrad Asst U3z2rs1738 15.00 11.00
Amold School ;iT“Hmll-i;alth NonEnrolled oo Grad
4 K56464056 0 SCCOL CLo34 afEZ‘L:EI\C 115400 Eaand SGNE G;i;:j Ofiice Office Asst BE&7744165 20.00
Behavior i
CED Research,
Y MNon-Enrolled
- College of Evaluationand , -, Mon-Enrolled Grad P
5 (43289249 0 SCCOL CL039 Education 152900 Measurement SGNE G;i;:ﬁ Office Office Asst Y76519082 20.00
(REM) Center -
Palmetto USC Lancaster
6 gh D79975594 7 SCLAN LADDD College 941000 - Paimetto VSUM Summer Summer 598291882 10.00
g College
Division of
Student SAAS Off Ugrad Work Off Campus
7 A089403963 1 SCCOL CLO08 Affairs and 462229 Campus SFNU Study-Sum Studentp JB0685498 20.00 8.00
Academic Students NonEnroll
Support
Palmetto g:\?ehatche Uarad Work Ugrad Work Study-
8 B87667110 0 SCSAL SA000 951000 . SFNU Study-Sum N 1" 561296824 20.00 923
College Paimeito NonEnroll Sum NonEnroll
College SLEE
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The Status of Student Forms shows an
overview of all student eForms (Hire,
Job Change, and Status Change) that a

[Student Initiator Reports
8 Queries
Query Manager

[= My Reports

SC_HR_STU_MY_FORMS_V2 - Student Forms Workflow Status

USERID of Ferm Initiator [CCARKSPO
av

Download resuts in : |Excel SpreadSheet| CSV TextFile XML File (584 kb)

N View All First 1-100 of 529 Last
.. . oy . Roster of Active Students.
specific initiator has created. _— . , —
Row PO Fom Type Fom e ::;f‘o'cg‘ peoite 4 | Inifated  EMPLID EMPL RCD FirstName ‘oow LastName  Effective Job End Job  IntemalTitle DeptID Dept Descr Gigap FLSA Iniaior User DatelAcion
Stalus of Onboarding fatus by -
1 385600 STUHRE  Pending Approved oo S3I82022 g4/102022 voosot7a ) 017262022 051062022 SGRA DahmenRA 130500 SA5 712 T CLARKSFO 03/1612022
You must enter the USERID (USC - - e e
2 404805 STU_JOB_CG rﬁ.pu'ov’etl Recycled 1 43'39;\\’1 03/08/2022 D98423993 0 04/01/2022 05/06/2022 SGTA Teachtmg 130600 M’;“‘En_a“cs TIZ T CLARKSPO 03/15/2022
- Assistant
Network ID) for the person who e :
3 404913 STU_JOB_CG Executed Executed ?1&1;5?2%1 03/08/2022 S93999289 0 08/16/2021 05/06/2022 SGTA Teaching 130600 a’;ﬁ'mn‘ams TIZ T CLARKSPO 03/15/2022
initiated the eForms. This must be taees o
4 392542 STU_HIRE Pending 753: éSAM 02/07/2022 J36874687 0 01/17/2022 05/05/2022 SUEA Grader 130600 Mathematics HRL N CLARKSPO 02/14/2022
entered In a” Capltal Iette rs. 5 367457 STU_HIRE o . LW ?g'?iggé{,‘ 11/29/2021 H99092153 0 01/12/2022 04/22/2022 SGRA :s‘:‘:[g‘gw 130600 f‘cﬂ);\slllen‘aﬂcs 112 T CLARKSPO 02/02/2022
6 386805 STU_HIRE e 012 335522,32»1 01/24/2022 A28625087 [] 01/25/2022 05/05/2022 SUEA Grader 130600 rc.d:t?\sn'ahcs HRL N CLARKSPO 02/02/2022
. . 7 386996 STU_HIRE ~ Erecuted  Bxeculed Dfﬁfgﬁa 012412022 KT7861562 0 01/25/2022 05/0572022 SUEA Grader 130600 a’;ﬁ‘eﬂ_a”cs HRL N CLARKSPO 02/02/2022
This report shows important form and
. 8 380446 STU_HIRE gi‘guggﬁ 01/07/2022 S66638008 1 01/10/2022 05/06/2022 SGRA Commitment 130600 rcﬂgt?\en'a(\cs T2 T CLARKSPO 02/01/2022
status data to include: - 7203083 _
9 365346 STU_HIRE e P1£j14§g€’$ 11/18/2021 Y20289208 0 01/01/2022 05/15/2022 SGRA Ju DOE 130600 ’E";ﬁ"w_a“cs 12 T CLARKSPO 01/31/2022
e FormlID ) e o Grader cas . .
10 382698 STU_HIRE  Pending  Approved Hre o 15-13.5opy 011212022 Y61052601 0 03/14/2022 05/0572022 SUEA :I;cjera'ed 130600 Lo naties HRL N CLARKSPO 0173172022
e Form Type e Grduste e
11 384152 STU_JOB_C( Pending  Approved ns 75}5,’)’,_' 01/14/2022 N26363070 0 01/16/2022 05/06/2022 SGTA Teaching 130600 ral:ﬂlsn‘ahcs T2 T CLARKSPO 01/25/2022
F-aL.E7FW Assistant
e Current form status, Last
12 384151 STU_JOB_CG Execuled Executed ’-‘;'n{)TPM 01/14/2022 B76689849 0 01/16/2022 05/06/2022 SGTA Teaching 130600 r?(;“‘w_a“cs 12 T CLARKSPO 01/25/2022
action, and currently pending
approval by should be viewed
together. Note: fully approved
eForms will show as Executed.
e Job Code and Job Code Title
e Internal Title
e Paygroup
e 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!

Student Initiator Reports
3] Queries

Query Manager

< My Reports
Roster of Active Students
Roster of Inactive students
Status of Student Forms

USC_STU_ONB_STATUS_DEPT- Status of Onboarding

o o«
4~ | Download results in CSVTextFile XMLFile (2838 kb)

View All

Row FOM  FistName  MiddicMame  LastNeme  EmpLD EMPL
1 324790 AD0149690 0
2 200046 AD0O215224 o
3 297425 AD0247998 o
4 386319 ADD3135234 o
5 335200 AD1099961 o
6 371730 AD1689728 0
7 33117 AD1755324 o
8 316897 AD1984700 0
9 381957 AD2443454 o
10 331457 AD2836664 0
11 399579 A03262648 0
12 204085 A05720254 0
13 325968 ADB113470 0
14 380019 ADB4T3915 0
15 322358 ADBB3TTSY 0
16 338152 ADBE3436T o
17 218874 AOT030974 0
18 323201 ADT325887 0
19 208060 ADT358648 o
20 399973 AD7522485 0
21 391639 AD7T588021 o
22 199437 AD2079547 o
23 218378 ADB3T4458 o
24 205643 ADB964285 0

Status of
Onboarding

omplete
omplete
-omplete
omplete

omplete

omplete

n Progress
omplete

n Progress

n Progress

omplete
omplete

omplete

omplete
omplete
omplete
omplete

omplete
omplete
omplete
omplete

Final Form
Approval Date

09/21/2021

02/02/2022
08/24/2021
08/05/2021
01/25/2022
0812212021
03i13/2022
08/24/2020
08/15/2021
01/31/2022
08/10/2021
09/01/2021
09/15/2020
08/1172021

09/03/2020

Future Dated Expected Job End
e Hire Date == DeptID

z zzz=z

zzzzzzzz=z z zz2 z =z z zZ=z =

/232021 04/29/2022
2020 05/15/2021
2021 08/15/2021
12012022 05/13/2022

09/06/2021 05/03/2022

01162022 05/15/2022

08/16/2021 05/15/2022
08/16/2021 05/15/2022

01/11/2022 05/15/2022
081972021 12/13/2021
02/04/2022 04/30/2022

08/16/2020 05/15/2021
08/19/2021 05/06/2022
011412022 05/14/12022

08/16/2021 12/15/2021

09/t
08/
08/
0212112022 05/15/2022
02/07/2022 05/15/2022
08/20/2020 11/30/2020

09/02/2020 05/15/2021
08/16/2020 12/31/2020

Dept Descr

150111 DMSE Accounting

463125 SAAS Campus Recreation Students
430000 SAAS Office of the Registrar

925020 BFT Athletics

UPS Division of Languages, Literature, and

981045 0
Composition

115200 ASPH Epidemiology and Biostatistics

Chemistry and Biochemistry
Theatre and Dance

College of Engineering and
Computing

150004 DMSB Marketing & Communications

South Carolina Institute of
aeology and Antnropology

Psychology
125500 MUS School of Music
985911 UPS Campus Recreation

157000 CIC School of Library and Information

641000 DEV Development Office
300050 LIBR Circulation
00 CAS Biological Sciences
971000 USC Union Palmetio College
463125 SAAS Campus Recreation Students

155401 CEC Mechanical Engineering
155401 CEC Mechanical Engineering
1553¢ Electrical Engineering
130200 CAS Chemistry and Biochemistry

First 1-100 of 3305

Email ID

Last

HR
Status

> »r >

=

»rrrrrrrr >
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