
Procedure for Using the Student Employees by Unit/Dept or Mail Code Function 
 

The Student Employees by Unit/Dept or Mail Code function was developed to enable payroll coordinators to 

view all the student employees hired into jobs within a particular distribution (unit/department) or within their 

mail code during a particular semester.  The function is interactive.  Supervisors and payroll coordinators may 

use this function to navigate access to the Student Employee Information function and the Job and Earnings 

History function.  Payroll coordinators may also use this function to access certain change functions. 

 

1. Logon on to the Business Link. 

 

2. Select Student Employment from the Business Link menu. 

 

3. Select Student Employees by Unit/Dept, or Mail Code under general functions. 

 

4. Enter either the unit/ department (source code is optional) or the mail code to be viewed. 

 

5. Enter the semester you want to view. 

 

6. Enter the year you want to view. 

 

7. Click submit. 

 

8. A list of students hired into jobs for the selected criteria will appear. 

 

The fields displayed are: 

 

Student ID Number  The student’s Boston University identification number, as taken from the 

University Registrar’s system.  This is an interactive field.  If you click on a 

student’s ID number you will be brought to the Student Information Screen 

which has the student’s general history information.   

  

Student Name  The student’s name as it appears on the University Registrar’s system.  A 

student with multiple jobs will appear once for each job number.  This field 

is not interactive. 

  

Job Number  The Job Number is associated with the student's employment for the 

semester: Departmental job numbers begin with a letter, i.e. A30200.  

Federal Work-Study jobs are all numeric, i.e.000232.  Every job a student 

holds will have a specific job number.  This is an interactive field.  If you 

click on a student’s job number you will be brought to the Job and Earnings 

History screen for the semester.   

  

Job Type  Indicates whether the particular job is hourly paid (H), monthly paid (M) or 

a piecemeal payment (P).  This is not an interactive field. 

  

Estimated Hours Per Week Indicates the Estimated Hours Per Week for a specific job.  This is an 

interactive field for payroll coordinators (E651 permit holders).  Payroll 

coordinators will be brought to the Estimated Hours Per Week Change 

function by clicking on the number of hours. 

http://www-test.bu.edu/link/bin/uiscgi_student_employment.pl/uismpl?ModuleName=se_work_hrs.pl
http://www-test.bu.edu/link/bin/uiscgi_student_employment.pl/uismpl?ModuleName=se_work_hrs.pl


 

  

Pay Rate The hourly, monthly or piecemeal salary amount.  This is an interactive 

field for payroll coordinators (E651 permit holders).  Payroll coordinators 

will be brought to the Pay Rate Change function by clicking on the pay rate. 

  

Total Amount Paid The total gross amount a student has earned for a particular job (to date) 

during the selected semester.  This is not an interactive field. 

  

Termination Date If a job has been terminated within the semester, the date the job was 

terminated will appear.  This is not an interactive field. 

  

Check Destination Mail Code Displays the department that is currently set up to receive the student’s pay 

check.  This is an interactive field for payroll coordinators (E651 permit 

holders).  Payroll coordinators will be brought to the  Check Destination 

Change function by clicking on the check destination. 

  

Unit Cd Displays the unit code on file for the job.  This field will only appear when 

the mail code has been used as the selection criteria.  This is not an 

interactive field. 

  

Dept Cd Displays the department code on file for the job.  This field will only appear 

when the mail code has been used as the selection criteria.  This is not an 

interactive field. 

  

Source Cd Displays the source code on file for the job.  This field will only appear 

when the mail code has been used as the selection criteria.  This is not an 

interactive field. 

  

Mail Cd Displays the mail code location of the student’s job.  This field will appear 

when either the unit/dept or unit/dept and source has been used as the 

selection criteria.  This is not an interactive field. 

 

There are three special features available with this function. 

 

Download This feature allows the user to download the information available on this 

function into a text file which can be converted into either a word processing 

or spreadsheet program.  Please take care when utilizing this feature to ensure 

that all downloaded files are saved to a secure network and they are not saved 

to an unsecure desktop. 

  

Email This feature allows the user to send an email to all, or selected student 

employees within the selected search criteria. 

  

Populate This feature will allow a payroll coordinator to move a group of students from 

one job location mail code into another mail code.   

 

http://www-test.bu.edu/link/bin/uiscgi_student_employment.pl/uismpl?ModuleName=se_rate.pl&ReturnCd=0
http://www-test.bu.edu/link/bin/uiscgi_student_employment.pl/uismpl?ModuleName=se_rate.pl&ReturnCd=0
http://www-test.bu.edu/link/bin/uiscgi_student_employment.pl/uismpl?ModuleName=se_rate.pl&ReturnCd=0
http://www-test.bu.edu/link/bin/uiscgi_student_employment.pl/uismpl?ModuleName=se_rate.pl&ReturnCd=0


 
 



 
 



 
 



 
 



 
 



 
 



 



 
 



 



 
 

 

 

 

 

 



 
 


