Entering Coding in PeopleSoft for Work-Study Students

1. Complete all of the other hire/rehire/transfer information as you would normally for any
other employee, then save the record.

2. If the object code on the Hire / Rehire / Transfer / Job Data Change form begins with a
“0,” the student is in a work-study program. **If there are two lines of coding on the form
and one of the object codes is work-study and the other is 6110 or 6120, the student is
receiving a work-study supplement. If this is the case, go to Step 3, otherwise go to Step
4,

3. **Multiply the % indicated on the form for the supplement line by the total hourly rate for
the employee. Navigate to Time Reporter Data: Home > Administer Workforce >
Administer Workforce Global > Use > Job Data > Employment Data > Time Reporter
Data. Enter the dollar amount of the supplement in Rule Element 3 (this value is on a
pick list). If the value you need is not available on the list, contact Lori Costa or Tom
Mayhew and they will add it to the list.

4. Find the appropriate earnings code associated with the work-study object code in the

table below:
Object | Earnings | Program Student
Code | Code Status
0151 WSN WS Non-Profit N/A
0139 WST WS On-Campus Registered
0147 WST WS On-Campus Unregistered
0141 WSA WS America Reads Registered
0157 WSA WS America Reads Unregistered
0143 WS1 WS Community Service (90%) Registered
0155 WS1 WS Community Service (90%) Unregistered
0145 WS2 WS Community Service (75%) Registered
0153 WS2 WS Community Service (75%) Unregistered
0149 WSP WS For-Profit N/A




5. Navigate to the Costing area. Set up costing as you would for a regular hire, except enter
the earnings code from Step 4 in Earnings Code box.
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6. Insert a second row using the “+” button and leave the earnings code blank.



7. Enter the same tub, org, fund, activity, subactivity, and root you used for the WS earnings
code. **If there was a second line of coding on the form with the object code 6110 or
6120, use that line of coding for the line with the blank earnings code.
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8. Click Apply.

9. The object code that the tub had on the costing form (beginning with “0”) should default
for WS earnings code.

10. Object code 6110 or 6120 should default for the blank earnings code row.
11. If the combination for the WS earnings code row is invalid or inactive, delete both the WS
earnings code row and the blank earnings code row. The tub will need to resend you

valid costing. STOP.

12. If the combination for the blank earnings code row only is inactive or invalid, change the
fund to “000001” and the activity to “799599” for that one row.

13. Click Apply.



