Onboarding Instructions for Supervisors of Graduate Assistants

1. Once your student’s hiring proposal has been completed inside of the Applicant Tracking System, you will
receive the following email. Upon receiving this email log into ATS https://jobs.indstate.edu/hr/login
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<do-not-re| ted peopleadmin.com> Tradara Mcaurine.
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Onboard - You have new Tasks - Indiana State University

Oniboard - You have new Tasks - Indiana
State University

Hello Tradara,

You are receiving this message because
You have been assigned new tasks from
Inciiana State University.

Please complete the assigned documents
25 5000 35 you are able 1o prevent any
delays in processing. There are two
options to access your tasks that need to
be completed.

Current Faculty or Staff Member:
Please login to People

‘Admin, hitps://iobs.indstate.edu/hr, using
your university credentials and select
Onboard.

Applicant: piease follow the Login link at
the bottom of this message. You will use:
the same username and password that
You used to submit your application
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3. Locate the Graduate Assistantship Pay Authorization Employee Certification document for the graduate

assistant that you wouﬂld like to work on and select View.
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My Tasks

My Tasks o

Available Forms

Files

Filing
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Contracts and Letters

Reports

&

Configuration
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Bring Pieces of Identification to Career Center
Bring Pieces of Identification to Career Center
Bring Pieces of Identification to Career Center
Bring Pieces of Identification to Career Center
Bring Pieces of Identification to Career Center
Bring Pieces of Identification to Career Center
Bring Pieces of Identification to Career Center
Bring Pieces of Identification to Career Center
Bring Pieces of Identification to Career Center
Bring Pieces of Identification to Career Center
Bring Pieces of Identification to Career Center
Bring Pieces of Identification to Career Center
Bring Pieces of Identification to Career Center
Bring Pieces of Identification to Career Center

Bring Pieces of Identification to Career Center

Jessica Clark Surface
Lauren Wright
Jacob Shaw
Lane Miller
Daniel Bailey
David Allison
Abigale Barnett
Xandra Dungan
Madeline Smith
Lucas Thompson
Ashlyn Conrad
Hayley Medsker
Kristin Wentz
Elyssa Secrest

Nash Simpson

New Hire Graduate Assistantship
Student New Hire Checklist w/o Background
Student New Hire Checklist w/o Background
Student New Hire Checklist w/o Background
Student New Hire Checklist w/o Background
Student New Hire Checklist w/o Background
Student New Hire Checklist w/o Background
Student New Hire Checklist w/o Background
Student New Hire Checklist w/o Background
Student New Hire Checklist w/o Background
Student New Hire Checklist w/Background Check
Student New Hire Checklist w/o Background
Student New Hire Checklist w/o Background
Student New Hire Checklist w/o Background

Student New Hire Checklist w/o Background

812/2021 Mark as Done

5/20/2021 M
5/28/2021 M
6172021 M
6172021 m
81212021 M
- [Warkces one ]
8/5/2021 w
6/172021 w
5/31/2021 M
5/27/2021 M

6/4/2021

Graduate Assistantship Pay Authorization Employee Certification Brittany Frederick Returning Graduate Assistantship 5/27/2(

Tuition Fellowship and Scholarships Brittany Frederick Returning Graduate Assistantship 5/27/2021
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4. Enter the required information for the graduate assistant you are hiring then select Save Final.

Graduate Assi i ization Employee

Graduate Assistantship Pay Authorization Employee
Certification

Please select the appropriate appointment term.  requres
This should match the hiring proposal.

O Academic Year

O Fall Semester Only

O Spring Semester Only

O 11- Week Summer Term beginning in May
O 8 Week Summer Term beginning in June
O 7-week Summer Term beginning in May
O 4week summer Term

If you selected a four week summer term, please enter the date selected on the hiring proposal.  requres

If you did not select a four week summer term, please enter N/A

Enter the weekly service hours.  reaures

This number should match what was entered on the hiring proposal

o
Print as PDF Save Final
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5. Read the Electronic Signature Statement then select the check box and type your name in the signature box and
select Submit.

Tour "My Tasks'

Graduate Assi i ization Employee C

Workflow

Attached Workflow — Graduate Assistantship Pay Authorization

Current Status Submitted
Submitted Date 05/27/2021 at 02:41 PM
Submitted By Tradara McLaurine
Workflow Steps
Signature by Supervisor: Tradara McLaurine + 1
Signature by Direct Report: Brittany Frederick
Approval by Supervisor: Tradara McLaurine + 1
Signature by Group: College of Graduate & Professional Studies
Review by Group: Student Employment

Approval by Group: Staff Payroll Group

Sign

Current User Tradara McLaurine

Date 5/27/2021
You are the first signature/approval/review in this form’s workflow. Please sign/approve/review.
Signature  reaures

M I have read and accept the Electronic Signature Statement  requrec.

Unlock

6. Locate the Tuition Fellowship and Scholarships document for the graduate assistant that you would like to work
o'nyaf)d §e|ect View.

]
My Tasks
My Tasks O Bring Pieces of Identification to Career Center Patrick Wright Student New Hire Checklist w/o Background 8/12/2021 Mark as Done &
E [m] Bring Pieces of Identification to Career Center Jessica Clark Surface New Hire Graduate Assistantship 8/12/2021 Mark as Done
Available Forms
a Bring Pieces of Identification to Career Center Lauren Wright Student New Hire Checklist w/o Background 5/20/2021 Mark as Done
Files [m] Bring Pieces of Identification to Career Center Jacob Shaw Student New Hire Checklist w/o Background 8/2/2021
E a Bring Pieces of Identification to Career Center Lane Miller Student New Hire Checklist w/o Background 5/28/2021
Filing a Bring Pieces of Identification to Career Center Daniel Bailey Student New Hire Checklist w/o Background 6/1/2021 Mark as Done
(] O Bring Pieces of Identification to Career Center David Allison Student New Hire Checklist w/o Background 6/1/2021 Mark as Done
Contracts and Letrers
O  Bring Pieces of Identification to Career Center Abigale Barnett Student New Hire Checklist w/o Background 8/12/2021
il O Bring Pieces of Identification to Career Center Xandra Dungan Student New Hire Checklist w/o Background 8/5/2021
Reports
Q‘ a Bring Pieces of Identification to Career Center Madeline Smith Student New Hire Checklist w/o Background 8/12/2021 Mark as Done
Configuration a Bring Pieces of Identification to Career Center Lucas Thompson Student New Hire Checklist w/o Background 8/5/2021 Mark as Done
O  Bring Pieces of Identification to Career Center Ashlyn Conrad Student New Hire Checklist w/Background Check 6/1/2021
a Bring Pieces of Identification to Career Center Hayley Medsker Student New Hire Checklist w/o Background 5/31/2021 Mark as Done
a Bring Pieces of Identification to Career Center Kristin Wentz Student New Hire Checklist w/o Background 5/27/2021 Mark as Done
O  Bring Pieces of Identification to Career Center Elyssa Secrest Student New Hire Checklist w/o Background 6/7/2021
a Bring Pieces of Identification to Career Center Nash Simpson Student New Hire Checklist w/o Background 6/4/2021
= <
Tuition Fellowship and Scholarships Britcany Frederick Returning Graduate Assistantship 5/27/2021 @.
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7. Enter the required information for the graduate assistant you are hiring then select Save Final.

Tuition Fellowship and Scholarships

Tuition Fellowship and Scholarships

Employee Information

FullName e

Brittany Frederick

Employee 1D runs

Please enter the student's university 1D number.

College/School:

Department Name  scures

Department Information

Print as PDF
SUPPORT

8. Select Submit.

Tuition Fellowship and Scholarships
Workflow

Attached Workflow

Tuition Fellowship and Scholarships

Current Status Submitted

Submitted Date 05/27/2021 at 02:54 PM

Submitted By Tradara McLaurine

Workflow Steps
Review by Supervisor: Tradara McLaurine + 1
Signature by Direct Report: Brittany Frederick
Signature by Supervisor: Tradara McLaurine + 1

Signature by Group: College of Graduate & Professional Studies

Review by Candy Cook

Review

Current User

Tradara McLaurine

Date 5/27/2021

You are the first signature/approval/review in this form's workflow. Please sign/approve/review.

Comments




