
Procedure for Pay Rate Change 
 
A rate change should be done when you wish to adjust the current pay rate for a student working in a 
specific job.   
 
For Hourly Paid Students:  Departments may increase the pay rate on an hourly paid job, but should 
contact the Student Payroll Office in order to decrease an hourly rate.  Rate changes are typically done:  a) 
to give the student a merit increase that was not included in the student’s rate when originally hired; b) to 
reward the student for exceptional work; or, c) to reflect extra responsibilities assumed by the student.  
Note:  If you are significantly increasing the pay rate on a grade level 1-4 job to reflect additional 
responsibilities required, you should consider upgrading the job to a higher grade level.   
 
For Weekly-Salaried Paid Students:  Departments may increase or decrease the rate of pay on a weekly 
salary job.  However, when lowering a rate, you must be aware of the effect this change will have on the 
Estimated Hours Per Week  field currently established for the job.  IMPORTANT:  Make sure that you 
are not lowering the pay rate to a point where the new weekly salary rate, divided by the estimated hours 
per week, is below minimum wage.  When appropriate, an adjustment to the Estimated Hours Per Week 
job should be made.  Weekly-salaried pay rates are typically adjusted when a new funding source is being 
added or a student’s earnings are being split across multiple distributions. 
 
For Piecemeal (One-Time) Payments:  Departments may change the rate on a piecemeal job only prior 
to it paying out.  Once a piecemeal job has been paid, you must either enter a supplemental payment or, 
for an overpayment, submit a check reversal request.  
 
The procedure for entering a student pay rate change is listed below: 
 

1. Log onto the Business Link. 
 

2. Select Student Employment from the Business Link menu. 
 

3. Select Pay Rate Change from the Job Maintenance Functions on the Student Employment menu.  
(You may also access the Pay Rate Change option by going to the Student Employees by Unit/Dept or 
Mail Code function.  By selecting the pay rate for a student from the list of students identified, you 
will be brought directly to the Pay Rate Change option for that student/job.  Then proceed to step 9 in 
this procedure.) 

 
4. Enter Student ID number. 

 
5. Select the Semester in which you wish to make the rate change. 

 
6. Enter the last two digits of the Year. 

 
7. Enter the Job Number.  (If you do not know the job number, you should consult the Student 
Employee Information screen located on the Student Employment menu.) 

 
8. Click Submit. 

 
9. The student’s name and current pay rate for the specified job number will appear. 

 
10. Enter the New Pay Rate.  (If you are changing the rate on a work-study job, you must select a 
reason from the W-S Rate Change Reason Code field.).  Remember, for an hourly paid job, you 
may not decrease the rate. 

 
11. Once you have entered the new rate and reason code (if appropriate), check to be sure you have 
entered the information correctly.  Make a screen print for your records if applicable. 

 



12. Click update. 
 

13. Once you click Update, the student’s record will be updated and the change will be reflected on 
both the Student Employee Information and the Student Employees by Unit/Dept or Mail Code 
functions on the web.   

 



 
 

 
 

 



 

 
 

 
 



 
 



 
 



 
 

 



 
 



 
 



 


