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NEW STUDENT EMPLOYEE REQUISITION INSTRUCTIONS

Step 1: Go to hrtotalaccess.apu.edu

Step 2: Select the “Service Request” link at the top of the page and select “Add New Service
Request.”
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Step 3: Select the “Student Employment Requisition” from the “service request type” drop
down menu. Select “Non-APU Employee” from the “who this is for” drop down menu. Click the
bottom bar to begin the requisition form.

Service Request System - Office of Human Resources

This page is to be used to process a service request or view an update on any open request you have submitted.

 Service Request System

About: The Tota| Access Senvice Request system s sui
‘selecting options #1 and #2 below.

iandle all your service requests from one interface. This section brings I uests inz one common system using workflows, pricritize and categorize based on the requirement for our HR agents to manage them, You can begin by

(1) Select Service Request Type, Select who this is for

Student Employment Requisition v NON-APU EMPLOYEE {use for Honorarium or Independent Contractor not listed here)
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Student Employment Requisition

This process is available to a supervisor who has the authority to submit a Student Requisition.

Click here for next step %
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Step 4: Complete all required fields of the requisition form. Please be sure you include a link to the job
posting in which the student applied. Once complete, please click the link at the bottom (red arrow) to
move to the next step.

Student Employment Requisition
Student Name (required): Student APU ID (required):

Start typing to autocomplete

Preferred Legal Name: Job Posting Link :
Position Title (required) Level-Step (required)

Position Title None v
Department (required) Department's Budget Account Number (required)

Start typing to autocomplete XK000-513100 (13 digits required)

Project Number (optional) XX-XXXXX-5 se for split budget)

X0000x (6 alphnumeric only)

Anticipated Start Date (required) Anticipated Graduation Date (required)

Click hera for next step <
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Step 5: Please include supervisor of student employee information and how you wish the student to
access their Kronos account. Once complete, please click to submit the form with an electronic signature
and submit your request at the bottom (red arrow) to “Submit Your Action.”

Student Employment Requisition
Supervisor of Student Employee (required)
Start typing to autocomplete
Supervisor's APU ID Supervisor's extension

Start typing to autocomplete Start typing to autocomplete

[ This a requisition for Dining Services.
How will this student employee record work time in Kronos?

® Time Clock (employee logs infout at a time clock)
() Free Punch (employee has option to enter time freely)

(O Desktop Timestamp (when the employee logs into Kronos from a desktop computer, time is
automatically stamped)
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Information from previous screen

Request Type:
Saadent Employee Requisinon
Firs hama:

LAt Wi

Project Number:
Start Date:
or-27-3019

Anticipated
Graduation Date:
5002020

~

) Wlectronic Signaturs Acknowledgement: By choung thil sckrowiedgernent o and submitting this form, | cemify that the informatsan i irue and accurate and that the funds to
pary this stucent for all hours werked have been spproved by my department's budget manager,
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CHECKING THE STATUS OF YOUR REQUESTS

Step 1: Go to hrtotalaccess.apu.edu

Step 2: Select the “Service Request” link at the top of the page and select “Find My Request.”
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Step 3: In the “Find My Request” dashboard you will be able to see the Open, Completed and
Rejected Requisitions you have submitted. If you click on the teal “Action” button, it will open
this requisition and you will be able to check the status of the requisition.

&, Department Request Details

& This section summarizes all of requests where you are listed as the department
CoOntact,

Open: 2 reguests

Days Pay
For By BM DVP HR BO Action

EREQ

o NA NA  NA v nNna EEE

EREQ

o NA NA  NA NA
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In the example below, you will be able to see (red arrow) what is pending and what has been
received and processed. It will also timestamp the transaction so you will know when the action
was completed. Please ensure you are providing Student Employment adequate time once the
I-9 documents are received to process in PeopleSoft. Once the PeopleSoft Entry shows
“Processed” your student may begin their employment. Please keep in mind, Kronos is a
separate department and access to timekeeping will take several days after the students’ entry

into the PeopleSoft system.
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