
Hiring - Student Employee

Hiring System for Student Employees

Note: The hiring system for Student Employees will be outside of
BlueSky.  This walkthrough will show you the navigation for that
process in Campus Connect
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Click Navigator Icon.
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Click 'Navigator'.
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Click 'DePaul Reports and
Interfaces'
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Click 'Cloud Hiring Interfaces'
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Click 'Student New Hires'
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Click 'Create New Request'
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Click Magnifying Glass

Note: Give the search box a
moment to populate.
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Select person number you would
like to hire.
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Click 'Save Request'

9/17

javascript:;


Click 'Select Position'
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Enter either the department code
or position code and click 'Find' to
search for that position.
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Click 'Select' for the position you
would like to choose.
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Make the business title unique to
the position.
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Select the line manager for this
position.

If you know the manager's
Assignment Number, you can
enter it here.  If not, click the
Magnifying Glass and search
from that list.
Note: The Assignment Number will begin
with an 'E'.
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Select first day of work.
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Enter Hourly Rate
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Once you are satisfied with your
selections, click 'Submit to OSE'

You can Add a Comment by
clicking the button above, if you'd
like.

Note: If student needs to complete
additional paperwork, you and the
student will receive an email with
instructions.
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You have completed this task.
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