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How to Find your Student Position Number

@www.gvsu.edu/budgets/foaphome.htm

rch X
GRANDVALLEY News & Events QuickLinks  Majors & Programs  People Finder ©

STATE UNIVERSITY,

home site index contactus

Enroliment and Tuition
Information

Position Numbers by FOAP

i
General Fund Budget .

Fringe Rates University Budgets

© siteindex [ contactus 8 faculty/staff directory

Budget Transfer Request & print
Information

Budget Positions by FOAP

Fund:
Organization:

Appointment/Position
Information

Contact Us

Helpful Links Notes:

Kay Klosowski e The Fund Code should be a 6 digit number and the Organization Code should be a 5 digit number.

klosowsk su.edu « Ifyou do not see a position number that you need for your FOAP for any temporary or student assignment, contact the Budget

Office at ext. 2831.
Phone: 616-331-2831
Fax: 616-331-3287

1 Campus Drive
201 Lake Michigan Hall
Allendale, MI 49401

University Budgets
@ Go to www.gvsu.edu/budgets/foaphome.htm
@ Enter your Fund and Organization number.
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Departmental FOAP

@ Student position numbers will start with an “S” or a “W”.

e The “S” position number is used when a student does NOT have work study.
e The “W” position number is used for work study students.

o ALWAYS enter the “W” position number on the Job Board.

We will convert the position number to an “S” when necessary.

GRAND h x
s VALLEY News & Events Quick Links Majors & Programs People Finder o
cf

! ‘
STATE UNIVERSITY, home st inde
(R kT
o

L

Home

Enroliment and Tuifion
Information

Position Numbers by FOAP

o .

General Fund Budget - ¥ . alt F | ot b
Fringe R University BUdQEtS

Budget Transfer Request & print € siteindex [ contactus 2 faculty/staff directory

Information

Budget Positions by FOAP
AppointmentiPosition
Information

Fund 110000
Organization 32200 Return to FOAP Entry

Contact Us
Helpful Links
Kay Klosowski

klosowsk@gvsu. edu

Phone: 616-331-2831
Fax: 616-331-3287

1 Campus Drive
201 Lake Michigan Hall
Allendale, MI 49401

Search

o Ifyou do not find an “S” or a “W” position number, you will need to contact the budget
office to have a student position number created.
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How to Determine if Student has an 19

(fwmmm'—— — — — & — —y—=—r

£ 1= wmplor syt artna com

LakerJobs

_ @ Log into LakerJobs
= T — @) Click on STUDENT SEARCH.

Welcame, Luis Lazana

Walsome to Lakerlobi, Grand Valey State Ureverity s hl-service ampkrment syutem. Here you vl be abie to
2 manage an unbmted number of Job cherts and alumni saarcheng for part-teme, pedsonal,
D Bt B0 Saariant o

Off-Campiss Emloyers
In addein to pesting joia. uve the navigation menu 2 top and ek te manage scheddes and appicants for en

£ampus tereews and register for carser fars, workshops and &

Dowrioad tha Lakerlity Emolk
-Campus Employers

ki glowts v & waale s W PVIRY Ml e ikt i
Geand arch for cn eamput —

34 for adtenal nlomation

vd SOuN CRGOAY B Sectet 1
G Brocess whach ok b ToRsaed B 5 o 1 Pk B e g LAbarTobe

Recertly accested Arst-year students ukze Lakeriobs to And 3n on cAmDUS job befors begnnng ther Arst vear as
a Laker, Samidarty, we ENCOWIGE DN-CATEGS departments t0 DOSE o SO4NNgs early (Ted-sammaer] 10 that
Students and superisors can plan thew schedule for Fall semester

Fask List P  p—
Mo taska avadable al this ime. e et for the et Weck
v al e crrrty

€ Lrolorte- ndentlewcn - Goopleivome =+ e e e + o —— S

pe employer myntedase com

f¥Yin -
GRANDVALLEY
Carcer Center SIATEUNIVERSITY

Seuder

Student Search e ~ R

Home My Profile Sign Out
{

@ Search for student with one of the following: | =

) catendar Salect appheable crtena and chok Search below to search for studants that match your naeds.

Studemt Search My Jobs My Interview Schedules  Carcer Evests

-
| (5 Resource ibrary 15 oot the best results, the student's G number should be used, f unknown, You miry search for student by name o emal

1. First & Last name Qv o it

2. Gnumber | P ST
3. Email ' @ "

@ Click SEARCH
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e A — o —— P — - - [FESEE———)
. Lakerjobs @i
’ Internships. Events

My Profile  Student Search | My Jobs | My Interview Schedules | Career Events  Sign Dut

& Stdent Search - Google Chome

8 employermyintedase com gz

Home

Shudest Sancch

| Calendar The following students mest your search critena.

= Regource Library
B 1 want + View student Informatlon - click the student name for the desired studant
| s i . You may then view f 1-9 on Fe and work study awan

» Perform a dillerent search - cek [Change Crtena)

& Report a Hire
f Student Search Results

[Change Crileria] [Save Search]

o€l aa) Peueloll demsitolell
First Nome Last Mame « Hessaging

t
f v v
T Sharalle Richardson a

K < 3,31 Pegeiof i itoms ltnlof1

check to email packet to self
| select Al Create Fackets |

Student Search
@ Click on Students Name.

| Profile View |

Personal Information
Below you will find if student has 1-9 on file and work study award (if applicable).
NOTE: To quickly send ail to this student, click the student's e-mail address.,

I9-Form: Yes
irst Name: Eunice
“Last Name: Ahn
*Email : ahne@mail.gvsu.edu

Student Awards

} denotes current award period
Award Period

07/01/2013 - 06/30/2014 $3,000.00 $3,000.00 $0.00 $0.00

Student Information

I-9 Form Field will say “YES” then we have
RECEIVED an I9.
Field is EMPTY: we are missing the 19

Federal Award Federal Balance State Award State Balance Work-study Eligible Start Date Work-study Eligible End Date

7/1/2013 6/30/2014
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How to Report a Hire

C A hn s wwwmyimertase.com

B LakerJobs
@ Log into LakerJobs

) Unatire () Tocken Dtsbeatien C ') DUD Job Bowed Admin () Grondl Vibey State Ll

Home Page

@ Click on REPORT A HIRE in the quick links
to the left.

moth | Upcnmmng trests
Hoshs avielsble o4 ths trms. PR ——
e o e sy
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OLD Job Bowd Adven ) Goand Vey Sume | Lakartobs Emmptyer
GRANDVALLEY
SATE UNiy £ 1Y
Jobs. Tnacirships. Events
fasscs
[~ Congratulations on Selecting a Student!
e ey

PRSP E——

Student Search
@ Enter the students Gnumber and hit search

Student Search
@ Make sure correct student was found.
@ Under Action click on SELECT STUDENT.

I bt Evpicyrrn_ || dibrim Loge ) e () Utrntrrs ) Ticht Distobution ..

Congratulations on Schecting a Student!

ok

O e B k() Gt ey St 1

Lakmriets oy _
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TeRCR AT
D3/ WWWmyintertase com
Adminlogn @ Baaner () Utsmime @ Tickst Drtrbution ¢

OLD o Bourd Admn @ Grand Vtey Seate . Lakestcbs Impfoyer

GRANDVALLEY
SIATE UNIVERSITY,

Career Center
Seudent Ermploymscent

Lakerjobs

Jobs Intermistips. Events

Job Selection
@ Search for job you are hiring student for.
(@) Click on SELECT JOB.

Hire Screen
Enter START DATE and END DATE.

These dates MUST be the start and end
dates for PAY PERIODS.

(9) Enter WAGE and HOURS.
Click FINISH

C # & hop

tert {mpsyman -

¥ T Repon & pure
Www.myinterface com. oy L
Admintogn @) Banner () Uirssme (8} Tickes Cuaribution €

OUD Job Bt Adimin (@) Gran Vil St L

Lskariobs Empioyer -

Bayrol Dales chck here
GYSU Wages chok here

Plat sl Dnlmrmmation
*dul it pags yoe
[—
“Start Datm: =
nd Bsta 4 -
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How to Find Work Study Award

and/or
Remaining Amount of Money

LakerJobs
@ Log into the LakerJobs
@ Click on STUDENT SEARCH.

- —
fi 8 ntips//w

oymen. Admintogn @ Bennwr () Urstime @ Ticket Distribusion € OLD Job Bowd Admin (@) Geand Valley State U Labericbe Imployer

Student Search s R R e R v
(3) Enter G NUMBER of student. ' = = @
(4) Click SEARCH =
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</ ‘wwen myinterfase.com ent_ce sar=1
anng: @) Banner () Uneabene () Ticket Disribution C_ OLD bos Eoard Seimin @) Geandt Valley Sate L. Lakerisbs Employer Student SearCh

Lakerjobs SARNIR @ Click on Students Name.

cmitiips. Events

My Prolis  Student Ssarch | My Jobm My Dsleooww Schedoles  Carmar fvenis | Sign Gwt

urue Lilirary
el | o et e
k4 & Hisw « Perform a different search -
studant Lesrch Results [Changs Critana] [Tave Saarch]
Kot 3 33 Pegeiedi memsiteiali
Eiral haene sl Reme - Mgy
f—

check to email packes to seif
Eatect All Crmuta Packsts

" Employer - Student

€ C' A | 3 hitps;//www.myinterfase.com/gusu/student.aspx

© StudentEmploymen... [ AdminLogin (&) Banner (I} Ultratime (@ Ticket Distribution C... [ OLD Job Board Admin (@ Grand Valley State U... [ Lakerlobs Employer ..

f ¥in
@ Career Center

Student Profile

Home | MyProfile | StudentSearch —MyJobs | My Interview Schedules | CareerEvents = Sign Out

At the bOttOIn Of page you can Student Search » Student erofils

15 Page Functions View Rasume
see Work Study Balance Per [ veirean- ‘

| Prafile View
| Calendar
year ‘J‘-( Resource Library Personal Information
1 want to... A zelow you will find if student has 1-8 on file and work study award (i applicable).

@ BEpdict a:Hine NOTE: To quickly send an e-mail to this student, click the student's e-mail address.

*A figure in (parenthesis)

means the student is over their
award limit. SEO will adjust

Student to be a Non-Work T T T T T
Study Student. Vi e

Student Awards

¥ denotes current award period
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How to Increase a Student’s Wage

wwaLTyinterfase com oy

AdminLogn & Binne (D) Unretime () Tckes Dismribution €. OLD bele Board Aderies (5 Guind Valiey State U Lekerdobs Empheyer

LakerJobs
@ Log into LakerJobs
@ Click on My Jobs.

[ie  stesest Search Py dohs My Interve Schadules  Career Fwsnts  Segn Oul

[T y—.

e, Grand vallay
ed rumber cf jobs
seitiorn.

£y'e full-anics aenpleyman
studencs snd slumn searching for pars

perem. Mare you will Ba wb
e, sessonal, imernshin/co-00, full-tme

Oft-Campus Employers
1

n e e 2 Lo a0 beft Lo manage schesules and g
Itarviswe and ragietes

nd weante,

Download tha Lakacicks Umalover Guids far sddss
GVSL/On- Ca
A -

| infarmation

Annnuncamants

Printer Frisadly >

Task st T tircoming Evaste

W Eaben wumilsil st this tims. e Evarts For tha ext Wesk

Jobs
N /job_screen.aspx?clear

loymen... [ AdminLogin (@ Banner (1) Ultratime (& Ticket Distribution C.. [ OLD Job Board Admin ) Grand Valley State U.. [ LakerJobsE

Career Center Laker]ObS

Student Employment

My Jobs rofile | StudentSearch | MyJobs | My Interview Schedules | CareerEvents | Sign Out
@ Click on the “P” under Activity 5

rary  Your account currently contains the following job postings.

Enter a new job listing - click New Job on the sub-menu bar above.
b listing(s) - dlick the Job 1D of the posting you wish to change.
ting - click on the Job ID of the job you wish to repost and then dlick on [Copy Job] and then edit
the Post and Expiration dates.
close your job listing - click on the Job ID of the job you wish to dose and then click on [Close Job].
Sort the list of jobs - click on any column heading.
View students applying for a posting - click the highlighted R in the Activity column. If no students have yet applied
for the job, the R will not be highlighted.
Report hiring a student/graduate - dlick the P in the Activity column. The P is highlighted when a stude;
hired for the posting.

.

.

.

K ¢ i 33 Pageiofiitemsitosofs

Job ID Job Title Job City Status Post Date v Expiration Date Activity
[ v v - v v

5526 chief bottle washar Inactive 6/4/2013 6/4/2013 PR
4103 Student Assistant Allendzle Inactive 5/21/2013 6/7/2013 PR
4066 Reading Tutor Grand Rapids Inactive 11/1/2012 12/20/2012 PR
4680 Math Tutor Grand Rapids Inactive 8/21/2012 10/15/2012 PR
az10 Graduata Assistant Inactive 7/i6/2012  7/30/2012 PR
5389 test job Inactive 7/2/2012 7/3/2012 PR
3880 Music Selector GVSU Allendale Campus Inactive 7/7/2011 7/7/2011 PR
4116 Graduate Assistant Inactive 6/20/2011 6/22/2011 PR

K. € 1 33 Pagelofiitems1toBofs
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TR, - Placements for Job

Zdreon Login (8 Eanner (1) Utratene @) Tickes Distresution LD Job Board Admun (@) Geand Valiey State U._ Lakeri

@ Look for Student

@ If you have more than one page of students,
it will be easier to search by sorting the
placements by “End Date”.

+ types auslable. To vetw each type click the rumber next o 2. (You Wlll need to Cllck on End Date
| is placed = a b tWiCC).

@ Click View under Action.

v wrutiie My dubs My Can Sign Out

In the tnformaticn section you will find the ac:

+ Referrals - & referrsl s
Placements - & plac

8 Referrais | &1 ¥lace
Thee fellowing placemnents b

* View placement details - cick the
gt th

€ 1 A3 2 A8 2 3y Segeioll esmstisioels:
student Emad Start Date nd Dtn Statin Action

v '3

272000 ety "
e L
Aive  Vim
1 -
aghve viaw
Adive  Viaw
ctive -
artva -
dlick Search. Click Add Studant next 16 the
oy — [rery— L - Search

s fwww.myinterfase.com/o

admin Logn (@) Banner () Unratirme () Tocket Destribsistsen OLD ol Evard Sciren (5 Grand Valley Stave 1. Lakeriobs Employer ..

Student Placement o e —

Brofie  Studest Sesrch | My lobs My Intarview Schedules | Caswer fvents | Sign Owt

@ Click EDIT in the Placement

Frafile View | plasamant Lafarmaten

Information banner. s

Placamant is complata.

it

Wark Infarmation

Wark-staty Infarmation
Wask-study Placemant: ar
Fuderal Amwunt Earned £2,00
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Joba > Acziine > Flacenan

© Banner () Utistime @ Ticket Distribiution € OLD Jeb Board A

Career Center
Student Employment

“ob Tithe: Clancal Astistant 920004
Oepartmant:
“Start Dater
“End Oate @ ¢

Pouition Type:

“Wage:
OH-Campus Wage/Sataryi 5 55
Pay Type:

Status: Inactive
Natee:

Student Placement

Change the END DATE to the end of the
@ current pay period.

Click Save
Now you will need to “REPORT A HIRE”.

Use the start date for the next pay period
and the higher wage for the student.

[ save || cancel
Job Title: |5t dent Assistant
«Start Date () : 4/29/2012
*End Date: 8/18/2012
“Wage: [gg 55|
“Estimated Hours per Week: {5
Status: ACti'u'e E
Modified: 5/2/2012 12:44 FPM
[ save || Ccancel

Student Placement

@ OLD Placement
@ NEW Placement

@

[ save |[ cancel
Job Title: (5pdent Assistant
«Start Date @ : g/10/5012
*End Date: 5’;11;2013|
"Wage: (09,10 [+]
*Estimated Hours per Week: 15
Status: | p-tiye E
Modified: 5/2/2012 12:44 PM
[ save || cancel

Section 5|12




How to End a Student’s Assignment

M Inbos - spenglel@mailgs: X ¥ @ Student Employment Ol % ¥ | Employes - Placement F
€ > C M O hitps//www.myinterfase.com/qvsu/placement aspx

@ Student Employmen... AdminLogin @ Banner () Ultaatime @ Tacket Dnstribution €.

f¥in
Carcer G
Student |

Home My Profile  Student Search  MyJobs My Interview Schedules = Career Events

3by > Agtivity » Blacemen:
hadule Reguest
Calend,
§ colendor Profile View | Glacamant infarmation
) Resvurce Library
Links

fwant to... a

® Regort a Hire Placement Is complete.

Studs Stovall

Organization Nam Jdant Emplaymant Offica
Contacti Luis Lezano
Job: Student Assistent
schedule:
Adnvinistrator:

Report A Hire Information

Email (if known): stovalla $student.gvsu.edu
Phome (if known): 331-3238

Placemunt Information
“Job Title: Studant Assistant
Department:
“Start Dater 3/3/200%
+End Date @ : 3/4/2009
Position Type:
“weag
OFf Campus Wage/fala
Pay Typ
———

LakerJobs
@ Log into LakerJobs
@ Click on My Jobs.

1Edit)

My Jobs
@ Click on the “P” under Activity

(@ Student Employment Offi x

£ https;//www.myinterfase.com/gvsu

Bmailgy X [ Employer - Jobs

ob_screen.aspx?clear=1

en.. [ Adminlegin (@ Banner (1) Ultratime (&) Ticket Distribution C... [ OLD Job Board Admin (@ Grend Valley State U.. [ Lekerok

f ¥ in

Career Center LakerJObs

Student Employment

StudentSearch | MyJobs | My Interview Schedules = CareerEvents | Sign Out

Jobs
Your account currently contains the following job postings.

.

Enter a new job listing - click New Job cn the sub-menu bar above.

Edit or close your job listing(s) - click the Job ID of the posting you wish to change.

Repost your job listing - click on the Job ID of the job you wish to repost and then click on [Copy Job] and then edit
the Post and Expiration dates.

Close your job listing - click on the Job 1D of the job you wish to close and then click on [Close Job].

Sort the list of jobs - click on any column heading.

View students applying for a posting - dick the highlighted R in the Activity column. If ne students have ye jed
for the job, the R will not be highlightsd.

Report hiring a student/graduate - click the P in the Activity column. The P is highlighted when a studen

hired for the posting.

.

DY

.

[k € 1 > PageiofiitemsitoBofs

JobID Job Title Job City Status Post Date v Expiration Date Activity
Iv v v - v v
5526 chief bottle washer Inactive &6/4/2013 6/4/2013 PR
4103 Student Assistant Allendale Inactive 5/21/2013 &/7/2013 PR
4066 Reading Tutor Grand Rapids Inactive 11/1/2012 12/20/2012 PR
4680 Math Tutor Grand Rapids Inactive 8/21/2012 10/15/2012 PR
4210 Graduate Assistant Inactive 7/16/2012 7/30/2012 PR
5389 test job Inactive 7/2/2012 7/3/2012 PR
3880 Music Selector GVSU Allendale Campus Inactive 7/7/2011 7/7/2011 PR
4116 Graduste Assistant Inactive &6/20/2011 &6/22/2011 PR

K ¢« % >3 Pageloflitemsito8afs

Section 5] 13



5 Student Employment O x | thv
e e e Placements for Job
Admin Login (3 Banmes (D) Ultratione (@) Ticket Dimtribution C | OLD Job Bcard Ademin () Grand Valley Saate U, Lakestobs Employd

@ Look for Student

@ If you have more than one page of students,
it will be easier to search by sorting the
placements by “End Date”.

N RS A5 (You will need to Click on End Date

o Below vou wil find all sctvity availaible for the job pesting.

e | Student Sesrch My lobs My Interview Schedules  Carear Lvents  Sign Out

In the Activity Information section you will find the actwvity tyoes available. To view each type ciick the number neat to it t ice)
%Y .

@ Click View under Action.

v Referrals - & raferral is recorded when & studert submits & resume for 8 job posting.
« Placements - & clacement is recerded each time b student is placed in 8 job.

e i or click Select All te incl
ok,
recth jou. Cthanvise the pa
Alll

K4 13343837 5 Pagedef? aemsliisddeiél

2 Rafmrrals 81 Facamant " 34 Werkraludy

The follewing placemerss have beer submitted for this job pasting

» View placement details - cik th
= Sort the list of placen

studant e “tart Oate Eed Zats Hatus Action

v

active i
Adtiv

activn i
Active .

mployer - Placemant Fo.

Student Placement C 4 &t e

) Ubsstime () Tickst Distribuion | 04D Job Boars Admin ) Geand Valley State U

@ Change the END DATE in the Placement
Information banner to the current PAY
PERIOD end date.

 Cabmmar

J Profie Vi [ Padam —y—
= [
e
| 7 [
* Ragorts v Placament Is complete.

Extimabd Haurs par Weeks i2
R,

Satun 2ste

work latarmation

nce you Nave completed Making changes chick Save at the bottom.
T ) (o]
Student Placement

Department:
*Start Date:|y /5515012

‘ Last day of work was 10/18/2013. However, Py L

Position Type:

Last day of PAY PERIOD is 10/26/2013. "Weser (67,45

Off-Campus Wage/Salary: 5 o

Pay Type: =]

*The student will remain on Ultra Time through the Cetmated Hour pr Wesk 50
end of the pay period. -

Spell Ches
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