
Procedures for using the Add/Change Supervisor for Departmental Jobs 
 
The Add/Change Supervisor for Departmental Jobs function has been created to allow departments to 
maintain supervisor information for those hourly paid students charged to departmental budgets.  This 
function allows up to five supervisors to be identified for each student job, one primary and four back up 
supervisors.  Once identified, supervisor information can be confirmed by clicking on the job number of a 
specific student’s job through the Student Employees by Mail Code function. 
 
Those employees identified as supervisors through the Add/Change function will be authorized to 
view and approve the student’s time sheets through the STEP (Student Time Entry Project) system.   
 
Only those supervisors with the Student Employment permit E650 (new hire/rehire) will have the ability to 
update supervisor information through the Add/Change function.  To request this permit, contact your 
departmental Data Security Administrator (DSA). 
 
The process for adding/changing a supervisor through this function is listed below: 
 

1. Log on to the Business Link. 
 

2. Select Student Employment from the Business Link menu. 
 

3. Select Add/Change Supervisor for Departmental Job from the Student Employment menu. 
 

4. Enter the mail code, semester, and year of the student(s) whose supervisor you would like to 
add/change.  If you have access to multiple unit codes, you will want to enter the appropriate unit in 
the Unit field.  Otherwise you may leave it blank. 

 
5. A list of hourly paid students for the Mail Code identified will appear. 

 
6. Select the student(s)’ whose information you wish to update by checking the boxes to the left of the 

screen. 
 

7. Using the Select Supervisor drop down menus, assign the appropriate primary and secondary 
supervisors.  NOTE:  All jobs must have a primary supervisor.  Secondary supervisors are optional. 

 
8. Update information once supervisors have been identified, being sure that student jobs to be updated 

have been checked off. 
 

9. Verify that the supervisor information has been updated by clicking on the student’s job number 
which will bring you to the Job and Earnings History screen where you will be able to view all 
supervisor information. 

 
NOTE:  If you wish to add a supervisor who is not appearing on your staff list, send an email to the Student 
Payroll Office (stupayro@bu.edu) with the unit and department codes the student(s) are being charged to and 
the Boston University ID number of the employee you wish to assign as supervisor.   
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