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How to view new student employee onboarding summary in HCM PeopleSoft:

This job aid outlines the process for supervisors to view the onboarding summary for their new student employees in HCM PeopleSoft. In addition, this
job aid details the manager view of specific job/personal information.

Processing Steps

Screenshots

Step 1: On the main
homepage, click the
Employee Self Service
drop-down menu button.
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Step 2: Click the Manager
Self Service option.
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Step 3a: Click the My
Team tile to begin.
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Step 3b: Upon entering
the My Team tile you are
brought to a list of
student employees that
report to you.
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Step 4: Click the Related
Action Menu button
(small green circle next to
the student’s name).
From the action menu,
select the Onboarding
Status option.

Note only new student
employees (hired for the
first time) will have the
Onboarding Status option
in the Related Action
Menu. This option
becomes visible for
Managers once the
student has started their
onboarding tasks.

Rehired students have
already completed the
required onboarding
tasks. The Related Action
Menu for rehired student
employees will appear as
shown in the second
screenshot.
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THOMPSON, CONNIE
Need note like in the fac/staff one that Onboarding Status only shows if student has actually started their onboarding.
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Step 5: Vlerng € My Team OnBoarding Status A Q™ @
0 n boa rd I ng Status page * [Jndergeadu;te Research Asst
. Uof5C Studant Onboardin
As manager you can view i
the status of onboarding Summary
Remind Employee
tasks for your new -
The steps for OnBoarding and their statuses are ksted. If the has net e the O vy Precess, you may wse the “Remind Employee” butten to send a reminder notification o the empleyee to complete it
student employees. New Steps srom
student employees must i
. Step Status
complete all onboarding - o s
taSks' Direct Depasits @ Visited
Federal - W4 © Mot Started
Check the Status column Sore oS0 s © Not Sarted
on the Onboarding Status Ao Docoments O Not Started
page to see if the student
has completed their tasks.
If tasks have not been
com pleted t|me|y, you < My Team OnBoarding Status ﬁ Q - o @
can ClICk the Remlnd U;;Ie_rg]radu:t:Re.s.earchAssl
Employee button |n the UofSC Student Onboarding
tOp rlght corner and an Summary
emall remlnder Wl” be The OnBoarding Process was completed on 1/16/2021 by
sent to the student. Steps oo
Tl
The firSt ScreenShOt Step Status Date Completed Completed By
ShOWS Onboa rding iS Welcome @ Complete 01/14/2021
incomplete' They have Direct Deposits © Complete 01/14/2021
only visited two tasks. The
Federal - W4 @ Complete 01/14/2021
second screenshot shows
a” taSkS as complete State of SC - W4 © Complete 01/14/2021
along W|th the date Required Documents S Complete 01/16/2021
completed.
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Add reminder here as well with new screenshot
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Step 6: Click the Related
Action Menu button
(small green circle next to
the student’s name).
From the action menu,
select the Job and
Personal Information
option.

Select the View Employee
Personal Info option.

The Employee
Information page displays
information about the
student employee’s
position.
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# Home | SignOut
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EmplID First Start Date  01/11/2021
Positicn Department DEPARTIMENT OF EXERCISE SCIENCE 115300
Job Code Undergraduate Research Asst SURA Location Public Health Research Center 156A
Company University of South Carolina USsC Regular/Temporary Temporary
Business Unit  USC Columbia SCCOL Full/Part Time Part-Time
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Step 7: Click the Related
Action Menu button
(small green circle next to
the student’s name).
From the action menu,
select the View in Talent
Summary option.

The Talent Summary
page displays information
about the student
employee’s position.
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Job Title Undergraduate Research Asst
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Location Public Health Research Center
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