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Student Quick Hires Tip Sheet
· Only currently registered students can be entered using Student Quick Hires. Student Quick Hires is for student temp positions only (those with object code 6110), not Teaching Fellow or Teaching Assistants (TFs/TAs).
· NOTE: do not enter students on when payroll is running
· Because payroll takes up so much processing power having other processes running could crash the system
· The action may not go through while payroll is running
· I-9’s are processed electronically through Equifax (I-9 Collection Processes). If you need assistance with an I-9 submission, please contact Central I-9 at i9help@harvard.edu .
· If you have issues with entering students, please reach out to your Payroll Services Coordinator (PSC) for any questions/concerns. You can verify your PSC within Aurora under the Departments drop down menu: Department Search 
· You can also find them on our FAS Finance Website: Payroll 
· Remember when you are entering a Federal Work Study Student that you need to record their Employee Record Number and send it to the Student Employee Office (SEO) so that the student can be coded to be paid within PeopleSoft using the WST earnings code
· Prepare vs. Submit vs. Save
· If you are only authorized to prepare student quick hires, then after you’ve filled in the form you will press the “Submit to Approver” button
· If you are a preparer and an approver, then you will have both the “Submit to Approver” button and the “Submit to Database” button show as active once you have completed all the job information
· If you are waiting on a student’s I-9 to be completed in Equifax, you can still complete the job information and then click the “Save Draft” button at the bottom of the form and return to submit it once the I-9 has been processed. 
· If the “Submit to Database” button isn’t activated once you have filled in the job and costing information, confirm that all three boxes are checked at the top of the page:
· Personal Information Complete?
· Job Information Complete?
· Eligible to be Hired?
· If an I-9 hasn’t been completed, you will not be able to submit the position
· Once you have entered a student into PeopleSoft via Quick Hires it will be about 24 hours until you can make changes via Aurora. You should be able to enter hours the next business day after an overnight refresh 
If you have questions about the Federal Work Study Program, reach out to seofwsp@fas.harvard.edu . If you would like a more comprehensive Hiring overview you can visit the Harvard Training Portal (HTP) and the PeopleSoft Help Portal. Within the PeopleSoft Administrator section, you will find PeopleSoft Hiring job aids. 
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