
 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Student Worker Overview-Types of Student Workers

To distinguish between the two, you will need to identify their account number in 
the Primary Labor Account. 

Timekeepers will see two types of Student Workers (with the exception of SFS, who has three) WSF and REG. 

WSF (6700) and REG (6701) 

WSF: During the Fall/Spring 
Semesters, WSF students can work 
a max of 20 hours per week until 
they have used the entirety of 
their work study funding awarded 
to them for that semester.  

NOTE: If students run out of their 
WSF they can request additional 
funding through the Student 
Financial Services (SFS) 
department if it becomes 
available. 

The max hours are increased to 40 hours per week during the summer semesters for both REG and WSF 
students. 

NOTE: Only students who have a FAFSA on file for the following year (or are taking summer classes) are eligible 
for Work Study Funding.   

REG: During the Fall/Spring 
semesters, REG students can work 
a max of 28 hours per week which 
will be paid through their 
department’s budget. 



 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Student Worker Overview-Student Job Code

Explanation of the Job Code Field 

FUND ORG 

PROGRAM 
ACCOUNT EMPLOYEE 

CLASS 

TIMESHEET 

ORG 

POSITION 

CLASS 

TIMEKEEPER 

GROUP 
SPECIFIC JOB 

(POOLED PCN & 

SUFFIX) 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

IMPORTANT: You must run the 
"Find My Student-Employee" 
interface in order to find the 
correct Transfer job code.

STEP 1: Click on the In cell on 
the students' timecard for the 
day in which the student 

missed/forgot a punch. Add the 
missing start time.

STEP 2: In the Transfer cell, 

copy and paste the students' 
FOAPAL exactly as generated on 
the “Find My Student” report 

for your job. 

STEP 3: Enter the missing out 
punch time in the Out cell, then 
click Save at the top.

NOTE: If the Primary Job on the 

report lists your FOAPAL, no 

information in the Transfer cell 

is needed. The time entered will 
automatically pay to the Primary 

Job.

 

The timecard should look like this. 

Entering Missing Time for a MultiJob Student


