PROCEDURE FOR APPROVE/REVIEW/DELETE

The Approve/Review/Delete function allows you to view a record prior to approving the record and to approve the
record. NOTE: Only those people with the E651 permit group will be allowed to approve a record.

From the Student Employment web menu click on the Approve/Review/Delete option under the Hiring Process
Functions.

Enter your mail code and click the submit button.
The list of students who have had jobs entered in your mail code will appear.
If there is a student whose record you would like to review or approve, click in the box to the left of the student’s
record. If you would like to view all the students who have been entered for you mail code you may click the
“Select All” option.
The first record you selected will appear.
Review the information you input paying close attention to the employment duration, distribution and rate of pay.
You will have three options at this point
1. Delete: Use this option if you find any errors. This will delete the record, to correct the errors, you will
have to go the New Hire/Rehire function and reenter the hire with the correct information.
2. Approve: Use this option to approve the hire of a student, if the record is accurate. Once you approve a
record it will become active.

3. Next: Use this to move onto the next record available for viewing without approving or deleting the record.

After you have done this the message **ALL MARKED STUDENTS WERE APPROVED. DATA BASE WAS
UPDATED** will appear.

You may then either “Logoff” or return to the Student Employment web menu by clicking on “Student
Employment” at the top of the screen.

Once a student’s record has been approved, the record will be viewable on the Student Employees by Unit/Dep or
Mail Code and Student Employment Information functions on the Business Link.
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