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This step-by-step guide is designed to support administrative staff with student hiring process in
UWinsite People, offering easy-to-follow instructions, key system-based actions, and helpful tips
for a streamlined hiring experience.

How to Create a Requisition

1. Under My Client Groups click on the Hiring icon
Click the X on the filter at the top of the screen and you will see your list of current

requisitions if any
3. Click the Add button at the top right of the screen
Under Section 1 How:

a.

b
C.
d.
e

Requisition Type is Standard

Use is Template

Recruiting Type is Student

Primary Location is Windsor, ON, Canada
Requisition Template MUST CHOOSE CORRECTLY FROM BELOW:

UW Student Job Req Template (RA Grant Funded) — used for any position
that is Student Research based and is paid via a grant (08 account)

UW Student Job Req Template (GA/TA) — used for any position that is either
Graduate Assistant and Teaching Assistant based and is going through
Graduate Studies

UW Student Job Requisition Template — used for any position that is a casual
student position paid via operating account (01 account), paid via trust
account (04 account), student research assistant (non-grant funded), or
Outstanding Scholar

UW Student Job Req Template (Ignite) — used for any position that is through
Ignite and paid via operating account (01 account)

UW Student Job Req Template (Ignite Grant Funded) — used for any position
that is through Ignite and paid via a grant (08 account)

5. Under Section 2 Basic Info:

a.

Requisition Title MUST BE FORMATTED AS: Term and Year, Position Title with
Student in the Title, Name of the Faculty/Department. Ex. W26, GA Student, MAME
Number of Openings is Limited and Number reflects how many students to be hired
in this role

If you need to make changes (plus or minus) to this section, please contact
HRstudent@uwindsor.ca to request an update. Please state the requisition

number and the new quantity of the Number of Openings you wish to have

UW People


mailto:HRstudent@uwindsor.ca

6. Under Section 3 Hiring Team:
a. Hiring Manager is Department Head, Dean or Faculty Member overseeing the
student
b. Recruiter is Secretary or Administrative Member
c. Collaborator defaults to those who are necessary to be involved (if GATA, Ignite and
RA) and you can add a Collaborator if you have a faculty member who is also a part
of the overseeing of the student. They will receive FYIs during this process.
7. Under Section 4 Requisition Structure:
a. Organization is Your Department Name
b. Other Locations can be left blank
c. Job Family is Student Jobs
d. Job Function is Student
8. Under Section 5 Posting Description:
a. Leave this section untouched. DO NOT POST
9. Under Section 6 Offer Info:
a. Legal Employer is University of Windsor
Business Unit is UW BU
Department is Your Department Name
Primary Work Location is defaulted to the building for your department
Other Work Locations can be left blank
Job MUST CHOOSE CORRECTLY
i. Type in student employment type such as Ignite, Student Research
Assistant, Student Staff (casual), Teaching Assistant or Graduate Assistant
and choose accordingly. Please refer to the student job list in the Student

I

Hiring Guide
10. Under Section 7 Attachments:
a. Upload your Job Duties Documentation. This is mandatory for processing and
required for Labour Relations reasons
11. Under Section 8 Configuration:
a. Leave this section untouched. DO NOT POST
12. Under Section 9 Questionnaires:
a. Leave this section untouched. Questionnaire is not needed in student employment
13. Scroll to the top of the screen and click Submit
a. If you wish to not submit yet and want to return to this requisition again later, click
Save and Close instead of Submit
14. Requisition will show as Pending Approval but will auto approve momentarily. Refresh your
page a couple times and you will see Open — Not Posted underneath the name of your
requisition




a. If you have accidentally posted your requisition, and it’s showing as Open — Posted,
please email hrstudent@uwindsor.ca immediately for assistance un-posting

How to Add Candidates to a Requisition

1.

N o wuv ks

10.
11.

12.

13.

14.

Under My Client Groups click on the Hiring icon

Click the Candidate Search link on the left-hand list underneath Job Requisitions

Search the full name (first, last) of the candidate in Keyword Search (clicking the space bar
after typing the name) and click Search in the top-right corner of the screen (next to the
Clear button)

a. If the candidate does not appear in Keyword Search, they are new to working at
UWindsor and must be added as a candidate first using steps 4-12 below. Skipping
step 11 as this step only pertains to students who do appear

b. If the candidate does appear in Keyword Search, skip to step 11 below

Click the drop-down menu at the top of the screen and choose Find a Candidate

Click Search at the top right of the screen leaving all fields blank

Click the Add button on the right-hand side of the screen

Fill in the information in Last Name, First Name and Email. MUST USE UWINDSOR EMAIL
ADDRESS.

a. If the student is a Non-UWindsor student (example: TLC Summer Help) use their

personal Hotmail, Gmail or Yahoo instead
Click Save and Close
Once prompted to Complete Profile, choose Yes, scroll down to Personal Information to
ensure the email address has saved in this section
Click on Actions — Add to Requisition
Click their name in blue and scroll down to Personal Information to ensure an email
address is within this section. If it is not, please add it by clicking the Edit button then
Actions — Add to Requisition
Type in the name or number of your requisition that this student will be hired under and
click on it when it appears

a. Click Create job application on behalf of candidate check box

b. Click Save and Close

When you go back to your Job Requisitions section, you will see your Applications number
has grown to the number of candidates you have now added

Please remember that the numbers you see within the candidate search area are NOT
student employee numbers. They are candidate numbers and unrelated to employee
numbers
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15. Please note that if you extend a job offer to a candidate and did not confirm their email
address was within their candidate profile, they are unable to receive the offer. You would
then have to go back into their candidate profile, scroll down to Personal Information, add
the email and click Actions — Resend Offer

Prospects Versus Applications

Please note that if you see your number grow beside the word Prospects instead of
Applications, you must change this as Job Offers cannot be created for Prospects

Prospects only occur if you did not click off the checkbox for Create Job Offer on Behalf of
Candidate in your Candidate Search section

To move from Prospects to Applications:

1. Click on Prospects:1 within the Job Requisition section

2. Click Actions and Add to Requisition

3. Click the checkbox Create Job Offer on Behalf of Candidate

4. Click Save and Close

5. Use the back arrow within UWinsite People on the left-hand side of the screen and the
number of Prospects will now show 0 with your applications number showing 1

How to Create a Job Offer

1. Under My Client Groups click on the Hiring icon
Click the X on the filter at the top of the screen and you will see your list of current
requisitions
3. Click on the Applications: link beside the name of the requisition you are looking to create
job offers for
Please note that the Status of the job offer should be shown as New, to be Reviewed
5. Click the three dots at the right of the student’s name and choose Create Job Offer
6. InSection 1 When and Why:
a. When is the employee start date is date you wish to have the student begin duties
i. Please make this date at least 1 week from when job offer is created
whenever possible, 2 weeks is preferred
b. Legal Employer is University of Windsor
Worker Type is Employee
Action is Add Pending Work Relationship (if student is new to working at UWindsor
or if they are currently inactive within the HRIS from past working positions)




e.

Action is Add Assignment (if the student is not new to working at UWindsor and is
currently holding another role(s) within UWindsor as an existing employee)

7. In Section 2 Assignment Info:

a.

b
c.
d.
e

>

Assignment Number is to be left blank
Assignment Status is Active — Payroll Eligible
Proposed Person Type is Student
Business Unit is UW BU
Projected End Date is the date you wish to have the student end duties (to be no
more than 1 year from start date for student employment)
Position is the position the student will be working as. Type in the name of position
or position code and click on the desired position that appears
i. If the position you intend to use does not appear because it is new and
has never been worked in before, or is paid from a grant that is not yet
within our HRIS, please stop here and see page 9 of this document for
next steps
A prompt will appear, click Yes
Items in column 1 are now complete, no need to override anything as this
information populates from step g
Worker Category is Temporary or Substitute
Assignment Category is Temporary Part Time
Hourly Paid or Salaried is Hourly (if student is being paid via timesheet)
Hourly Paid or Salaried is left blank (if student is being paid via contract stipend such
as GA/TA, OS, or RA Salary)
Unclick FTE Checkbox
Headcount is to be untouched
Working Hours is defaulted at 24 Weekly but can be changed to any number beneath
that if the student is working less than 24 hours per week
i. If this hire is taking place during a scheduled break such as summer break,
this number can be increased to 35 hours per week
Working Hours MUST be changed if student is being paid via stipend contract such as
GATA, Outstanding Scholar or RA Salary.
i. Override the 24 hours default with the TOTAL hours the student will
work within the life of the contract and change the Weekly drop down to
Yearly (yearly is representing the life span of the contract, not a calendar
year)
FTE Count should always be changed to show 1 (this is meaning 1 incumbent is
being hired via this job offer, it causes issues if this remains a decimal number)
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r. Probation Period, Probation End Date, Bargaining Unit and Benefit Group remain
untouched
s. Contract Start Date is only to be populated if they are a GA/TA, RA Salary, OS
Student, or other type paid via stipend. This date has to match the start date
indicated in Section 1.
t. People Group must be one of the following:
i. Casual, Ignite, ARDC, Residence — 81520
ii. Research —81330
iii. Graduate Assistant — 81320
iv. Teaching Assistant — 81310
v. Outstanding Scholar — 81540
u. Default Expense Account is to be untouched
8. In Section 3 Offer Team:
a. Hiring Manager will default to the correct hiring manager as this is determined by
the position set up within the back end of the system
b. Recruiter will default to the secretary or administrative staff member that is
completing the job offer. You may override this if the information that populates is
not correct. Type in the name of the new individual and click on it when it appears.
c. Collaborator will default to anyone who is mandatorily involved in the approval
process (i.e. graduate studies or research finance team members) DO NOT REMOVE
d. If you wish to add a collaborator, click Add Another Collaborator at the bottom.
Please note that you DO NOT need to add your Dean or Department Head as they
are automatically involved in the approval process.
9. In Section 4 Payroll Info:
a. Payroll Frequency needs to be added but it is hiding. Please click the Add button to
open the needed field. Then choose Student Bi-Weekly.
b. Tax Reporting Unit is RP0001
10. In Section 5 Salary:
a. Salary Basis is Hourly Work Schedule (if the student is paid via timesheet)
b. Salary Basis is Contract (if the student is paid via contract such as GA/TA, OS, or RA
Salary)
c. Salary Amount is whatever number hourly wage you are intending to pay (if on
timesheet)
d. Salary Amount is total amount of contract (if contract pay is the intended method)
e. Salary Range, Salary Review Date are to be untouched
11. In Section 6 Comments and Attachments:




a. Attach any desired documentation if any. Anything you add here is anything you
want offer approvers to see such as GA/TA documentation. Internal facing
documentation only please

i. Addin the students’ 9-digit student number under Student Number,
leaving all other fields blank. Please note: the Student Number must be
entered in section 7 as well.

12. In Section 7 Additional Info
a. Add in the students’ 9-digit student number under Student Number, leaving all
other fields blank
13. In Section 8 Offer Letter
a. Click the drop-down menu under Offer Letters and click Search at the bottom
Click Search next to Reset in the new prompt window
Click Student Letters
Click OK
You have the option to Download the letter if you wish to review it.

© oo o

i. If an edit is needed, you may download the letter, make the edit and
reupload as an RTF. HR is not allowing users to edit away any of the text,
only adding if necessary

f. DO NOT ADD AN EXPIRATION DATE TO THE LETTER

g. You have the option to add any additional items you wish the candidate to see such
as memos, departmental checklists, etc. that will help with the job offer by scrolling
down to the bottom of the page and click Add Attachment under Candidate-Facing
Documents

14. Scroll all the way back up to the top of the page and click Submit

a. If you wish to not submit yet, and want to return to edit this later, click Save and

Close instead of Submit

How to Know a Position in Job Offer

When you are completing the Create a Job Offer, as outlined above, you must add a position to
your job offer before submitting otherwise it will not route correctly within the system and will
automatically fail out. No one is notified within the system of a fail out, so it is essential we
prevent this from occurring whenever possible.

The position that you need to put in this field is solely based on the position you are hiring the
student into. If you are unsure of what position you are trying to hire for and require assistance,
please email HRstudent@uwindsor.ca.
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Please type a keyword from the name of the position, wait a second, and review the list of
options that are shown. It will show you the available position names, codes and the
departments that the position is within.

If you do not see the position that you need, please see below on How to Request a New
Position or Update an Existing Position

How to Request a New Position or Update an Existing
Position

If you have created a job offer and do not see the position you need to hire the student into (it’s
a new position not used by another student before or is on a new grant account), it will need to
be created by the UWinsite People team.

Please see this link for a KBA on how to submit a position request through UWinsite People:
Article - How to Request a New Positi...

Please note that administrative staff and secretaries do not have access to request positions.

This will need to be done by a line manager or the departmental finance administrator. Please
notify them right away that they need to complete the request by sending them the KBA as
instructions

Please do not request for new positions via hrstudent@uwindsor.ca email, Team Dynamix or

teams’ message as this is not the appropriate avenue going forward.

You would choose to update an existing position only if the position is no longer being used and
will never be used again and your department would like to tweak the position to now suit the
new role such as line manager change, title change, grant change, etc.

Please note that you cannot keep the job offer in draft mode while the position is being
created. If you have created a job offer and then notice that the position is not available for
you to choose, you need to delete the job offer and wait for the position to be created before
doing it again. The students’ name should be shown as New, To Be Reviewed, not Draft

How to Edit a Job Offer

If you have not yet submitted a job offer and have Save and Closed it instead and are now ready
to go back and finish the offer, you can do so by the below steps:

1. Under My Client Groups click on the Hiring icon
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2. Click the X on the filter at the top of the screen and you will see your list of current
requisitions

3. Click on the Applications: link beside the name of the requisition you are looking to finish
the job offers for

4. Click on the Three Dots at the right-hand side of the page next to the student’s name and
click Edit Offer

5. This will take you right back to the same screens mentioned above in How to Create a Job
Offer. You can now edit whatever you have to and scroll up to Submit again

How to Redraft a Job Offer if Rejected

If you have recently submitted a job offer and you receive a notification that the job offer has
been rejected, you will need to redraft the offer and add in the missing information noted to
you in the rejection response (see bottom of page 20 for information on how to check the
comments). How to redraft an offer:

1. Under My Client Groups click on the Hiring icon
Click the X on the filter at the top of the screen and you will see your list of current
requisitions

3. Click on the Applications: link beside the name of the requisition you are looking to redraft
the offer for
Click on the name of the student highlighted in blue text
Click Actions at the top right-hand corner of the screen and choose Redraft Offer

6. Use the back arrow in the UWinsite People screen (NOT your browser) and it will re-route
you back to the Job Applications area

7. You can now click on the Three Dots and click Edit Offer

8. Add in the information needed and scroll up to the top of the page to Submit

9. It will now route again for approval

If you did not receive the message of why it was rejected within the rejection notice, please
reach out to the approving party to ask why it was rejected for clarification

How to Extend a Job Offer once Approved

Once a job offer you submitted has been approved by all necessary parties, you will receive a
bell notification and email that your job offer(s) are ready to be extended to the candidate(s). To
extend an offer or offers, please see below:

1. Under My Client Groups click on the Hiring icon
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Click the X on the filter at the top of the screen and you will see your list of current
requisitions

Click on the Applications: link beside the name of the requisition you are looking to extend
job offers for

Click on the checkbox next to the name(s) of the students you wish to extend the offers out
to

Click the three dots at the right-hand side of the page and click Extend Offer

An automatic prompt will ask you if you are sure, click Yes

Momentarily, the status will change from Offer, Approved to Offer, Extended

The students will now receive an email to their UWindsor email (or personal email if that
was chosen in section 7 of How to Add a Candidate to a Requisition) asking for them to
accept or reject the job offer

How to View Approval Flow and “See How It’s Going”

If you have recently submitted job offers and are unsure of where they are at in the approval

process, you can view this by following the below steps:

Please note this is only viewable by the person that put in the job offer

P w N

Go to your Homepage of UWinsite People

Click on your Notification Bell and click Show All

Click Created by Me

It will show you your current job offers and directly beneath it, it will mention who the
approval is sitting with

If it says, sitting with multiple people, that means it is off to either the GA/TA team, Ignite
team, or Research Finance team if they were added as part of the approval process based
on the type of position you are looking to hire

How to Fill a Requisition when Hiring is Complete

Once your department has hired the number of students you wished to hire under a requisition,

it needs to be filled in order to be dropped off the main list in HR. To fill a requisition, see below:

Under My Client Groups click on the Hiring icon

Click the X on the filter at the top of the screen and you will see your list of current
requisitions

Click the Three Dots at the right-hand side of the screen for the requisition(s) you wish to fill
Click Fill Requisition

The system will notify you it has been done, and you will no longer see it within your list
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6. Please note this does not mean the requisition is gone and cannot be reopened. See How to
Reopen a Filled Requisition if you need to reopen it
a. HR does not permit reopening of requisitions for use in another semester. It is only
to be reopened if you need to hire more within the same semester it was created
7. Please note that HR will mass fill all requisitions at the end of the semester that are for the
semester that closed (i.e. on August 31 all Summer 2025 student job requisitions will be
filled since we are only to keep requisitions on a semester-by-semester basis).

How to Reopen a Filled Requisition

If you have recently filled a requisition and do not see it on your main list but need to reopen it
to hire more students, you can do so by following below:

1. Under My Client Groups click on the Hiring icon
Click the X on the filter at the top of the screen and you will see your list of current
requisitions
3. Click Show Filters at the top middle of the screen highlighted in blue text
On the left-hand menu, click open Inactive Requisitions and click the checkbox for Include
Inactive Requisitions
5. You can now search in the Keywords section at the top of the page for the requisition title
or number
6. Once you have found the requisition you wish to re-open, click on the Name of the
Requisition highlighted in blue text
7. At the right top of the screen, click Actions and choose Reopen Requisition
8. Use the back arrow at the left top of the screen within UWinsite People (NOT your browser)
and return back to the previous page
9. You can now uncheck Include Inactive Requisitions
10. X out the typing you did in the keywords box
11. Click Hide Filters
12. Your list will now appear back to normal with the re-opened requisition added
13. Please note you are unable to reopen a requisition once the semester has been finished
unless certain circumstances such as missed students have occurred resulting in payroll
being missed or payments outstanding
14. If you need to locate a requisition you filled to view it for reporting purposes, see below:
a. Click on Job Requisitions
b. Click on Show Filters
c. Click on Inactive Requisitions
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Next Steps Once Student Accepts Offer (Journey ltems)

When a job offer is extended out to the student, they will receive an email from
uwincareers@uwindsor.ca to their UWindsor email address unless a personal email address was

provided instead.

They will be asked to click the link within the email and accept the job offer. If they have
changed their mind and wish to reject the job offer, they can do so from this link as well. You
will receive notification that the student has either accepted or rejected the job offer.

Shortly after receiving the email regarding the job offer acceptance, they will receive another
email letting them know about the verification code needed to complete the step above.

Another email is sent asking them for More Information Required. This is where they will input
their SIN and Birthdate. Without completion of this step, HR cannot process them. If they have
missed this step, they need to contact an HR Workforce Administrator at extension 2047 for
assistance.

Once the above is done, another email is sent to the student for their completion of
Preboarding Journeys which consist of information similar to that of the old student hiring
package. Please note this is ONLY for new students. Students that have not worked here in
over 1 year will receive similar journeys, but they are titled Rehire Journeys.

Please note that preboarding journey emails are sent, and then 24 hours later, the student has
access to UWinsite People. It is normal for them to receive an error message from oracle if
attempting to sign in straight away. They must wait a minimum of 24 hours.

If the student is not new to working at the University and it has not been more than 1 year since
their last assignment, they are not required to do any preboarding tasks. However, we do ask
that they ensure that the information found in their Person and Personal Details sections are
correct and up to date in UWinsite People. Visit this KBA webpage for more information on
how to update things such as address or name: Knowledge Base - UWP Getting Started & Core
HR

If the student is new or existing and receives a new appointment, they will receive an email
from oracles automated email saying Authorization to Commence Duties. This comes 3 days
before their start date.

If the student is new or existing and is hired as a GA/TA, they will receive an email from oracles
automated email saying Authorization to Commence GA/TA Duties. This comes 3 days before
their start date
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Who Submits Hours and Helpful KBAs

Students who are on timesheet positions are the ONLY ones who submit timesheets. No
physical time sheets are accepted by payroll anymore. All timesheet paid students are required
to submit time sheets through UWinsite People. Students that are GA, TA, RA Salary,
Outstanding Scholar, or paid via stipend, do not submit time sheets.

Please see below for some helpful Knowledge Based Articles (KBAs) that will assist you in
providing guidance to students or hiring managers on how to enter in timesheets:

e Article - How to Create and Submit a ... — How to Submit Time sheets (both current pay

period and past pay periods) as a Student Employee
e Arficle - How to Edit an Approved Tim... — How to Edit an Approved Time sheet as a

Hiring Manager or Delegate
e Article - How to Enter and Submit a P... — How to Enter a Time sheet on Behalf of a

Student Employee as a Hiring Manager or Delegate. This might be helpful in the interim
if students are having issues accessing UWinsite People and are behind on entering in
time

Please note that students are only permitted to enter in timesheets for past pay periods up to

28 days later. If it is over this amount, it can only be done by the hiring manager (supervisor)
or delegate

If you have a student within your department that is holding more than 1 position, all
timesheets are currently routing to the hiring manager of the position noted as primary within
the system. This is a known issue that is being worked on. In the interim, a set of reassignment
of hours approval instructions have been created and are outlined below:

1. If you receive a timecard for an employee that includes time entered for position other than
the one that they report to you for, do not approve or reject within the bell notification

2. Click on the link in the bell notification to the timecard to review it. Ensure that any time
included for the position that reports to you is valid. Each entry will include the position and
the time

3. Once you have reviewed the time for the position that reports to you, use the actions menu
and select reassign function

4. Select the manager of the other position by searching their name

5. Add a comment noting that you approve the time for the position for which you are
responsible. This will re-route the timecard submission to the manager of the additional
position, and the comment will show up on the approval record

UW People


https://uwindsor.teamdynamix.com/TDClient/1975/Portal/KB/ArticleDet?ID=151515
https://uwindsor.teamdynamix.com/TDClient/1975/Portal/KB/ArticleDet?ID=151517
https://uwindsor.teamdynamix.com/TDClient/1975/Portal/KB/ArticleDet?ID=151548

6. The manager receiving the re-routed timecard will review the hours associated with the
position they oversee and either "Approve" the time or re-route it further until all hours for
each position have been approved

Multiple Reassignments: For some employees with several positions, this step may need to be
completed multiple times

e If you are the second (third, or fourth etc.) manager receiving the timecard, follow the
steps above if there are any additional positions that time is being reported. Please note,
if you have been re-routed time for approval, the approval will show as
“TRANSFERRED”, indicating it has been transferred to you by someone else

¢ Final Approval: Once the last manager receives the timecard, they can approve it.

Contract Extensions and How to See End Dates as a Hiring
Manager or Delegate

If your department has current students who are actively working with an end date approaching

and you would like to extend their current contract, please email HRstudent@uwindsor.ca with
the following information:

First and Last Name

Employee Number

New End Date

Has the Wage Changed?

Name of Position to be Extended

HRstudent@uwindsor.ca can then action your contract extension request and reply back to you

once completed.

If your department is unsure of when the contract your student has is set to end, you can view
this information by following the steps below:

Please note this can only be seen by the hiring manager (supervisor) or if you have been
delegated access to this information

1. Under My Team click the My Team icon
You will see your list of Workers

3. Click on the name of whom you wish to view the end date (the name is highlighted in blue
text)

4. In column 1 you will see the Projected End Date
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5. Please note if this student has more than 1 position, they will have a drop-down menu at
the top of the screen so you can toggle between positions. Please do not check information
that does not relate to you or your department.

6. If the contract is almost up, send HRstudent@uwindsor.ca an email with the information

mentioned in the beginning of this section for updating

7. If the contract is already past the projected end date and your student has been unable to
put in hours or no longer has access to UWinsite People, this is why. Please email
HRstudent@uwindsor.ca with the information mentioned in the beginning of this section for

updating
8. Please note if the contract is paid via stipend (GA, TA, OS or RA Salary) you cannot extend
the contract end date via an email to HRstudent@uwindsor.ca without also providing the

new overall hours worked and the new overall payment amount.
a. If this is grant funded (08 account), this would first have to be approved by Research
Finance. Please email resfinance@uwindsor.ca for assistance before reaching out to

HRstudent@uwindsor.ca
b. If thisis a GA or TA, this would first have to be approved by the Graduate Studies
team. Please email gradaward@uwindsor.ca for assistance before reaching out to

HRstudent@uwindsor.ca

c. Ifthisis an OS, this would first have to be approved by Tim Brunet. Please email
tbrunet@uwindsor.ca

UWinsite People Tickets

If your student is having issues accessing UWinsite People or if you have any questions that are
not able to be answered via the KBAs linked below, please submit a UWP Ticket.

Please do not put in a ticket for contract extensions, position creation or terminations as this
is not the correct avenue

e Knowledge Base - Human Resources, Payroll & OHRCRM — Link to Webpage of all KBAs
for UWP
e Service - UWinsite People HRIS — Link to Webpage to Open UWP Ticket

Timeline for Processing and Deadlines for Payroll

Please note that the full start to finish process in UWinsite People to: create a job requisition,
add candidates to the job requisition, create job offers, await their approval from necessary
parties, extend job offers for students to accept and then HR to onboard takes some time as lots
of parties are involved.

UW People
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If the student is new, once they accept the job offer, they have to complete preboarding journey
items before HR can process them into the system and issue them an employee ID to begin
duties.

We are asking all departments to kindly understand that due to the complexities of processing,
we would like students to never begin duties before this process is completed and to give at
least 2 weeks before the student is set to begin duties to begin the process.

If you are looking to hire for Sept 1, you should be completing the steps above at least 2 weeks
prior to this date to ensure all parties have time, including the student, to complete their tasks
and ensure employee IDs are always issued before students begin. This is to remain compliant
with ESA as we all have a role to play in ensuring the institution remains compliant with ESA
regulations.

The current deadlines for payroll submission and job offer processing will be the Friday before
the week we run payroll, similar to how it has been in the past. Please note if you put things
into the system on Monday or Tuesday prior to payroll running on Wednesday, it will not be
paid out that pay period.

HR is no longer processing any job offers that we receive on Mondays or Tuesdays before payroll
as we need to give payroll time to prepare for the run on Wednesday.

If Hiring Manager Receives Offboarding Tasks — How to
Action

If a Hiring Manager, Dean or Department Head within your area receives notifications from
UWinsite People relating to offboarding of a student employee, please see the information
below:

Students are terminated by HR once they have completed their assignments and do not have
any active assignments remaining. When they are terminated, their hiring manager(s) from
their assignments that ended are sent a list of offboarding tasks designed to ensure nothing is
forgotten about when a student leaves their employment

If something within the tasks list is not relevant or necessary for your department, click Not
Applicable and the task will disappear

If something from that list is relevant or necessary for your department, action the item through
the notification received to complete
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If Student Needs to Be Terminated or Resigns — How to

Action

If a student is no longer working for your department (due to early contract termination,

planned end of assignment or personal resignation) please see below on how the Hiring Manger

or their Delegate can submit a request for termination to be reviewed by HR:

1. Under My Team or My Client Groups click Show More
Scroll until you locate Terminate Employment

If you are using My Team, you can select the name of the individual from the Direct Report

list

4. If you are using My Client Groups, search for the student via employee number or full name

and click their name when it appears
5. In Section 1 When and Why:

a.

When is the termination notification date is the date in which the student will
receive notification of their termination (this is usually the same date of termination
unless otherwise specified)

When does the termination take effect is the date in which the termination is to
begin. This would be the day after their planned end or the day they last worked
before resignation

What are you terminating is where you can ensure that the dot is on the assignment
that reports to you only, not termination as a whole, unless that is the desired
outcome

What’s the way to terminate the employee is where you can choose whether it was
resignation, or involuntary termination if the position end date has been reached
Why are you terminating is where you can choose the appropriate response such as
contract ended or personal reasons

6. In Section 2 Termination Info

a.
b.
c.
d.

Review User Access is After termination

Recommended for Rehire is Not Specified

Assignment Status Post Termination is Inactive — Payroll Eligible
Last Workday is last day that the student worked

7. Scroll up to the top of the page and click Submit at the top right of the screen

8. It will then be sent to an HR Workforce Administrator for review and actioning

If you are unable to terminate someone from your direct reports list or if a hiring manager is

having troubles terminating someone, please contact HRstudent@uwindsor.ca for assistance.

Please provide the information below within the email so we may action the termination on

your/their behalf:
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Full Name of Student
Employee ID

Position Name

Last Date Worked
Reason for Termination

When Can a Student Begin Working?

A student can begin working when they receive their Authorization to Commence Duties email. This
email comes 3 calendar days prior to the start date indicated on the contract the student accepted
in UWP. They are eligible to begin working on the date indicated on the contract, not the date
they receive the authorization email.

If the student accepted their offer, if the student was extended the offer, or if the student was
put onto the HRIS after the start date indicated on the contract, they will not receive the
authorization email.

No one besides the student receives the authorization email. No faculty member or
administrative member will receive the authorization email.

If you wish to view which students are able to work and which are not, please use the following
instructions:

1. Under My Client Groups click on the Hiring icon
2. Click on the Applications: next to the requisition you intend to check students on
3. Xthe Active Filter
4. View your students:
a. HR, Processed - eligible to begin working as they are now on the HRIS
b. HR, Pending Manual Processing — not yet eligible to work as they are not on the
HRIS. HR is waiting on preboarding/rehire journey completion or SIN entry before
converting into HRIS
c. Offer, Rejected by Employer - check the comments to see why they were rejected,
if the comment is Candidate Processed Through Direct Hire, they are eligible to
begin duties as they are on the HRIS

If you are unsure how to check the comments section for Offer, Rejected by Employer, please
see below:

Under My Client Groups click on the Hiring Icon

Click on the Requisition the student is on (the blue title)

x out the Active filter

Click on the student’s name (in blue)

Click on Progress on the left-hand side of the screen

At the bottom of the screen, you can see the reason for rejection including any comments

R A
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