Nl Student Employment in Ignite
7 Supervisor - FAQs

HIRING

WHERE IS MY STUDENT IN THE HIRING PROCESS?

WHAT DOES THE HIRING PROCESS LOOK LIKE FOR A STUDENT?

WHEN IS A BACKGROUND CHECK NEEDED FOR A POSITION?

HOWw IS A BACKGROUND CHECK INITIATED?

How DO | SEND THE APPLICATION LINK TO A DIRECT HIRE?

CAN A STUDENT REPORT TO TWO LINE MANAGERS?

How DO | KNOW IF MY STUDENT WORKER IS APPROVED TO WORK?

WHY CAN’T MY STUDENT WORKER LOG INTO IGNITE?

How DO | HIRE A BIWEEKLY GRADUATE STUDENT?

WHERE IS A STUDENT OFFER LETTER SENT AND HOW DO THEY ACCEPT?

How DO | CLOSE A JOB REQUISITION?

How DO | KNOW IF MY STUDENT WORKERS, WHO HAVE A FUTURE-DATED START DATE, ARE APPROVED TO WORK?
WHEN IS A STUDENT NOTIFIED OF THEIR ONBOARDING TASKS?

HOw CAN | DETERMINE WHICH CANDIDATES ARE FWS ELIGIBLE?

WHY DOES JOURNEYS SHOW 4 OF 4 TASKS COMPLETE, YET MY STUDENT WORKER DOES NOT HAVE ACCESS TO A TIMECARD?
WHAT RESOURCES ARE AVAILABLE TO STUDENTS TO GUIDE THEM THROUGH THE HIRING PROCESS?

How CAN | EDIT A JOB DESCRIPTION ON ONE OF MY JOB REQUISITIONS?
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TIMECARDS

WHEN ARE TIMECARDS DUE?

WHY CAN’T MY STUDENT WORKER ACCESS A TIMECARD?

DOES IGNITE AUTO-APPROVE ALL TIMECARD SUBMISSIONS?

CAN | DELEGATE ANOTHER STAFF MEMBER TO APPROVE TIMECARDS FOR STUDENTS THAT DIRECTLY REPORT TO ME?

MY STUDENT WORKER MISSED A TIMECARD PERIOD. HOW DO THEY ENTER A LATE TIMECARD?

MY STUDENT WORKER LOGGED TOO MANY OR TOO LITTLE HOURS ON A PREVIOUSLY SUBMITTED TIMECARD. HOW CAN IT BE CORRECTED?
MY STUDENT WORKER LOGGED TIME ON THE WRONG ASSIGNMENT. HOW CAN IT BE CORRECTED?
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MONTHLY TIMECARD VALIDATION JOURNEY
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| KEEP RECEIVING THE BELOW ERROR WHEN SIGNING MY NAME ON THE TIMECARD VALIDATION JOURNEY. HOW DO | PROCEED?
WHY WAS | NOT ASSIGNED A TIMECARD VALIDATION JOURNEY THIS MONTH?

WHY CAN’'T | FIND THE TIMECARD VALIDATION JOURNEY IN MY BELL NOTIFICATIONS OR JOURNEYS?

WHO DO | CONTACT IF | FIND DISCREPANCIES ON THE VALIDATION REPORT?

WHY AM | MISSING DIRECT REPORTS ON THE VALIDATION REPORT?

WHAT FILTERS DO | CONSISTENTLY USE FOR EACH MIONTHLY VALIDATION?

IF | CANNOT FIND THE MONTHLY TIMECARD VALIDATION JOURNEY IN MY BELL NOTIFICATIONS, WHERE ELSE CAN | FIND IT?
CAN A DELEGATE SIGN OFF ON THE MONTHLY TIMECARD VALIDATION JOURNEY INSTEAD OF THE LINE MANAGER?

WHEN | CLICK INTO MY MONTHLY TIMECARD VERIFICATION JOURNEY, THE SCREEN APPEARS TO BE BLANK. WHAT CAN | DO TO RESOLVE THIS?
WHEN ARE TIMECARD VALIDATION JOURNEYS DUE?

REHIRES AND SEPARATIONS

How DO | REHIRE A STUDENT WHO SEPARATED?

How DO | REHIRE A STUDENT WHO HAS GRADUATED OR IS RETURNING AFTER A BREAK IN ENROLLMENT?
How DO | PROCESS AN INVOLUNTARY TERMINATION?

Do | NEED TO SUBMIT A REHIRE FORM FOR EVERY STUDENT EACH SEMESTER/YEAR?
DO | NEED TO SUBMIT SEPARATION REQUESTS FOR THE GRADUATING SENIORS?
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REPORTS
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WHAT REPORTS DO | HAVE AVAILABLE TO ME AND WHERE CAN | FIND THEM?
MY REPORT IS NOT LOADING. HOW CAN | FIX THIS?
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HOURS AND PAY

WHAT ARE THE HOURS LIMITATIONS FOR DIFFERENT CLASSIFICATIONS OF STUDENTS?
WHAT IS THE MINIMUM WAGE | CAN PAY A STUDENT?
WHAT HAPPENS IF A STUDENT WORKER WORKS MORE THAN 20 HOURS IN A GIVEN WEEK?
WHO DETERMINES THE PAY RATE OF A POSITION?
HOW CAN | INCREASE A STUDENT’S PAY RATE?

00O 00 00 00

Updated as of March 20, 2026
Page 2 of 8

% ‘ Baylor University




Nl Student Employment in Ignite
ignite Supervisor - FAQs

Hiring

Where is my student in the hiring process?

Please utilize this guide to determine where your student hire is in the hiring process.

What does the hiring process look like for a student?

If selected, interviews If selected, an offer
are scheduled with letter is sent to the
hiring manager. student's email.

Student accepts offer
letter in their email.

Student applies for a
job.

Student is authorized
to work and gains
access to time card
and Day 1 Tasks.

Student completes Student completes Student logs into
Federal I-9 Form in onboarding in Ignite 24-48 hours
person. Journeys after accepting.

Note: If a background check is required for the position, this step will come just before Ignite access is granted.

When is a background check needed for a position?
A background check is required only for jobs that comprise of working with minors, hazardous materials, and
information security.

How is a background check initiated?

A background check is initiated after a student accepts their offer. Student Employment will move the student into a
Run Background Check status, which will initiate a HireRight background check request to the student's email. The
student will need to authorize the background check to run through their email.

How do | send the application link to a direct hire?

Please utilize the Job Application Link guide to find the job application link and then email the student directly.

Can a student report to two line managers?

No, a student cannot report to two line managers. However, if you need someone else to assist with reviewing and
approving timecards, you may Delegate Time Card Approvals to them.

How do | know if my student worker is approved to work?

Please use this guide to help determine the Status of a Student in the Recruit Process.

Why can’t my student worker log into Ignite?

Please determine where your student is in the hiring process by reviewing this guide. A student is able to access Ignite
24-48 hours after accepting their offer or (if required) after the background check is completed.

How do | hire a biweekly graduate student?

You may hire a biweekly graduate student that same way you would hire an undergraduate student employee. Please
follow the Student Employment Process Overview.
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https://studentemployment.web.baylor.edu/sites/g/files/ecbvkj1051/files/2024-09/Status.pdf
https://ignite.web.baylor.edu/sites/g/files/ecbvkj1136/files/2023-05/job_requisition_link_for_student_employment_applications_qrg.pdf
https://ignite.web.baylor.edu/sites/g/files/ecbvkj1136/files/2025-08/Delegate%20Time%20Card%20Approvals%20Job%20Aid.pdf
https://ignite.web.baylor.edu/sites/g/files/ecbvkj1136/files/2026-03/Student%20Employment%20Status%20Job%20Aid.pdf
https://ignite.web.baylor.edu/sites/g/files/ecbvkj1136/files/2026-03/Student%20Employment%20Status%20Job%20Aid.pdf
https://ignite.web.baylor.edu/sites/g/files/ecbvkj1136/files/2026-03/Student%20Employment%20Recruitment%20Process%20QRG.pdf
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Where is a student offer letter sent and how do they accept?

The offer letter is sent directly to the student’s email address, where they will thoroughly read the offer and accept
it. Please encourage student employees to check their Spam Folder in their inbox for this message.

How do | close a job requisition?

Please send an email to Student Employment@baylor.edu with the job title and the job requisition number.

How do | know if my student workers, who have a future-dated start date, are approved to work?

You may use the Future Student Assignment report in Ignite.
Pathway to report: Tools >> HCM Management Data Portal >> Future Student Assignment

When is a student notified of their onboarding tasks?

A student is initially notified of their onboarding tasks to complete in their offer letter. They are informed which tasks
they must complete prior to their first day of work and when they will have access to Ignite to complete these tasks.

How can | determine which candidates are FWS Eligible?

You can determine which candidates are FWS eligible by changing your dashboard to Student Employment View.

Ly Wiew
‘ ‘ Student Employment View{ v

| Sort By Application Submitted, Mew to Old |

Why does Journeys show 4 of 4 tasks complete, yet my student worker does not have access to a
timecard?

A student is approved to work once their Federal I-9 Form is completed in person. Students have the ability to mark any
task complete; however, the Federal I-9 Form task should only be marked complete by an HR Representative. Once
formally completed in person, the student should gain 4 additional tasks, for a total of 8 tasks. Therefore, if there are no
more than 4 tasks total and 4 of 4 tasks are marked as complete, please contact Student Employment@baylor.edu to
verify if the student has formally completed their I-9 Form.

What resources are available to students to guide them through the hiring process?

There are a number of resources available on Ignite’s training site or within Oracle Guided Learning. A few common
resources can be found below:

e StudentJourney Job Aid
e Student Employment FAQs
e Create a Bi-Weekly Time Card Job Aid

How can | edit a job description on one of my job requisitions?

Please email Student Employment@baylor.edu with the requisition number and your updates.

) X o Updated as of March 20, 2026
% ‘ Baylor University Page 4 of 8



mailto:Student_Employment@baylor.edu
mailto:Student_Employment@baylor.edu
https://ignite.web.baylor.edu/training-information/student-employee
https://ignite.web.baylor.edu/get-support/oracle-guided-learning
https://ignite.web.baylor.edu/sites/g/files/ecbvkj1136/files/2025-08/Completing%20Onboarding%20in%20Journeys%20Job%20Aid.pdf
https://ignite.web.baylor.edu/sites/g/files/ecbvkj1136/files/2026-03/Student%20Employment%20FAQs_1.pdf
https://ignite.web.baylor.edu/sites/g/files/ecbvkj1136/files/2025-09/Create%20a%20Biweekly%20Time%20Card%20Job%20Aid%202.pdf
mailto:Student_Employment@baylor.edu
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Timecards

When are timecards due?

Timecards are due every two weeks on Saturday at midnight. Please refer to the Biweekly Payroll Schedule for specific
dates.

Why can’t my student worker access a timecard?

Typically, students who do not have access to a timecard are not approved to work. You will need to determine Status of
a Student in the Recruit Process.

Does Ignite auto-approve all timecard submissions?
Ignite will auto-approve all timecards that hold 40 or less hours within the two-week pay period.
Can | delegate another staff member to approve timecards for students that directly report to me?

Yes, you can Delegate Time Card Approvals.

My student worker missed a timecard period. How do they enter a late timecard?

A student will enter a late time card by submitting a Historic Time Card. They will do this by going to Existing Time Cards
and entering the correct date. Once submitted, they should inform Student Employment@baylor.edu of the late
submission. Here is a guide they can reference: Create a Bi-Weekly Time Card Job Aid.

My student worker logged too many or too little hours on a previously submitted timecard. How can it be
corrected?

The student will need to Request a Time Card Adjustment in Ignite. The manager will need to approve of the change and
notify Student Employment@baylor.edu.

My student worker logged time on the wrong assignment. How can it be corrected?

The student will need to Request a Time Card Adjustment in Ignite. The manager will need to approve of the change and
notify Student Employment@baylor.edu.

Monthly Timecard Validation Journey

| keep receiving the below error when signing my name on the Timecard Validation Journey. How
do | proceed?

© Error X  mecard
You need to enter the name that matches the name we have in our records. (PER-1532291) nanage

The error stems from the Full Name box. You will need to enter your name just as it appears in Ignite in this order: Last
Name, First Name. Please be sure to include the comma and no extra spaces in the name box, nor the email box.

e.g., Bruiser, Bear

) X o Updated as of March 20, 2026
% ‘ Baylor University Page 5 of 8



https://payroll.web.baylor.edu/schedules
https://ignite.web.baylor.edu/sites/g/files/ecbvkj1136/files/2026-03/Student%20Employment%20Status%20Job%20Aid.pdf
https://ignite.web.baylor.edu/sites/g/files/ecbvkj1136/files/2026-03/Student%20Employment%20Status%20Job%20Aid.pdf
https://ignite.web.baylor.edu/sites/g/files/ecbvkj1136/files/2025-08/Delegate%20Time%20Card%20Approvals%20Job%20Aid.pdf
mailto:Student_Employment@baylor.edu
https://ignite.web.baylor.edu/sites/g/files/ecbvkj1136/files/2025-09/Create%20a%20Biweekly%20Time%20Card%20Job%20Aid%202.pdf
https://ignite.web.baylor.edu/sites/g/files/ecbvkj1136/files/2025-09/Create%20a%20Biweekly%20Time%20Card%20Job%20Aid%202.pdf
mailto:Student_Employment@baylor.edu
https://ignite.web.baylor.edu/sites/g/files/ecbvkj1136/files/2025-09/Create%20a%20Biweekly%20Time%20Card%20Job%20Aid%202.pdf
mailto:Student_Employment@baylor.edu
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Why was | not assigned a Timecard Validation Journey this month?

If you were not assigned a Timecard Validation Journey and you have student direct reports, please contact
Student Employment@baylor.edu to get the Journey added.

Why can’t | find the Timecard Validation Journey in my Bell Notifications or Journeys?
You may not be able to see the Timecard Validation Journey due to the following reasons:

1. You were not assigned the Journey. If you are currently a student employment line manager, please contact
Student Employment@baylor.edu to get the Journey assigned.

2. You are no longer a student employment line manager.

3. You have already completed the task. You can verify in the Document Records section of Ignite.

Who do | contact if | find discrepancies on the Validation report?

Please send all discrepancies found to Student Employment@baylor.edu.

Why am | missing direct reports on the Validation report?
You may be missing direct reports due to the following reasons:

1. They do not have time logged within the validation month,

2. They did not become your direct report until after the validation month, or

3. You need to use the down arrow at the bottom of the report, as they may be on another page of the report.
If none of these reasons are applicable, please contact Student Employment@baylor.edu.

What filters do | consistently use for each Monthly Validation?

You will always use the Department and Manager filters for each monthly validation. You will use the assignment status
if you have students who are no longer active but worked partially in the month you are reviewing.

If | cannot find the Monthly Timecard Validation Journey in my bell notifications, where else can |
find it?

You can find the Timecard Validation in your Journeys tile within the Me tab in Ignite.
Can a delegate sign off on the Monthly Timecard Validation Journey instead of the line manager?
Per the Department of Education guidelines, the direct line manager must be the individual to certify timecards.

When | click into my Monthly Timecard Verification Journey, the screen appears to be blank. What
can | do to resolve this?

You can log out of Ignite, Clear Your Browser Cache, log back in, and access the Journey again.

When are Timecard Validation Journeys due?

Timecard Validations are due on the 10*" business day from the date assigned.

Rehires and Separations

How do | rehire a student who separated?

Please use the Rehire Request Form.
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How do I rehire a student who has graduated or is returning after a break in enrollment?

Please have the student go through the hiring process. Please utilize the Student Employment Process Overview.

How do | process an involuntary termination?

Please contact your HRC first. Once your HRC gives approval, please submit a Separation Request Form.

Do | need to submit a rehire form for every student each semester/year?

A Rehire Request Form is required for students with an end date approaching or who are suspended. You may
determine if a student has an end date by running the Current Student Assignment report.

Do | need to submit separation requests for the graduating seniors?

No, a separation request for a graduating student is not required, nor recommended. Student Employment conducts a
mass termination of all graduating students.

Reports

What reports do | have available to me and where can | find them?

The reports available to you are located in the HCM Management Data Portal, within Ignite.
Pathway to reports: Tools >> HCM Management Data Portal >> Student Employment section
The reports available are:

e Current Student Assignment

e Future Student Assignment

e Student Reported Hours

My Report is not loading. How can | fix this?
You may start by closing out of the report and then Clearing your Browser Cache. After re-running the report and the

problem persists, please email Student Employment@baylor.edu.

Hours and Pay

What are the hours limitations for different classifications of students?

The tables shown below depict the total hours a student can work given their classification and the time of year.

Academic Year

Student Classifications Hour Limits Helpful Links Exceptions Where to Request Exception
Undergraduate 20 Student Employment Up to 29 hours with | Additional Student Work Hours
BU-PP 121 Approval Request Form
Graduate (Biweekly only) 29 Graduate Student No Exceptions N/A
Employment
International 20 On-Campus Work No Exceptions N/A
Authorization
Regulations
Federal Work Study (FWS) 20 Student Employment Up to 29 hours with | Additional Student Work Hours
Information - FWS Approval Request Form
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https://ignite.web.baylor.edu/sites/g/files/ecbvkj1136/files/2026-03/Student%20Employment%20Recruitment%20Process%20QRG.pdf
https://baylor0.sharepoint.com/:l:/s/GAGSEChangeForm/JACzMy11dhvxTaLIn2XLeGD9AQTtHv3cv-d1ncnhDcpV6ew?nav=MDgyNDlmMzgtNDBlMS00Zjc5LWJhNjQtNTA4YjdkZmQ3NDk2
https://baylor0.sharepoint.com/:l:/s/GAGSEChangeForm/JADJZ8Olz9iPTaktFijMV4PiASxWrChhGdqvqbnOI0PKIyE?nav=YzFjODI4MjEtMzZiYS00N2M2LWJjZDgtNzhlNDU5NDAwZTM1
https://ignite.web.baylor.edu/sites/g/files/ecbvkj1136/files/2025-08/Clearing%20Your%20Browsing%20Cache%20Job%20Aid.pdf
mailto:Student_Employment@baylor.edu
https://risk.web.baylor.edu/sites/g/files/ecbvkj1966/files/2023-11/121_-_student_employment.pdf
https://risk.web.baylor.edu/sites/g/files/ecbvkj1966/files/2023-11/121_-_student_employment.pdf
https://hr.web.baylor.edu/form/additional-student-work-hours-re
https://hr.web.baylor.edu/form/additional-student-work-hours-re
https://catalog.baylor.edu/graduate-school/general-information/graduate-school-policies/graduate-student-employment/
https://catalog.baylor.edu/graduate-school/general-information/graduate-school-policies/graduate-student-employment/
https://globalengagement.web.baylor.edu/international-student-and-scholar-services/international-students/f-1-student-processes/campus-work
https://globalengagement.web.baylor.edu/international-student-and-scholar-services/international-students/f-1-student-processes/campus-work
https://globalengagement.web.baylor.edu/international-student-and-scholar-services/international-students/f-1-student-processes/campus-work
https://globalengagement.web.baylor.edu/international-student-and-scholar-services/international-students/f-1-student-processes/campus-work
https://globalengagement.web.baylor.edu/international-student-and-scholar-services/international-students/f-1-student-processes/campus-work
https://hr.web.baylor.edu/form/additional-student-work-hours-re
https://hr.web.baylor.edu/form/additional-student-work-hours-re
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Periods of Non-Enrollment (Summer, Thanksgiving Break, Christmas Break, Spring Break)
Student Classifications Hour Limits Comments / Helpful Links | Exceptions Where to Request Exception

Undergraduate 40 20-hour limit if actively Up to 29 hours Additional Student Work Hours
taking classes; otherwise, (while enrolled Request Form
up to 40 for no more than | in classes)
3 consecutive months is

permitted.
Student Employment BU-
PP 121

Graduate (Biweekly only) 29 Up to 40 hours for no Up to 40 hours Graduate Program Director and
more than 3 consecutive Dean approval is required. The
months is permitted. approval can be sent to Grad
Graduate Student School and Student
Employment Employment.

International 40 Up to 40 hours is No exceptions N/A
permitted unless summer | to exceed 20
is their initial term in the hours if summer
program. is initial term.

On-Campus Work
Authorization Regulations
Federal Work Study (FWS) 40 20-hour limit if actively Up to 29 hours Additional Student Work Hours
taking classes; otherwise, (while enrolled Request Form
up to 40 for no more than | in classes)
3 consecutive months is
permitted.
Student Employment BU-
PP 121

What is the minimum wage | can pay a student?

Students must be compensated at least minimum wage ($7.25 per hour), and the wage rates should be based on skills to
perform the job, local market rates, similar compensation for on campus jobs, and in compliance with federal, state, and
local laws.

What happens if a student worker works more than 20 hours in a given week?

Policy states a student is NOT to work over 20 hours per week; however, if this occurs those hours must be recorded and
paid.

Who determines the pay rate of a position?

The department hiring for the position determines the pay rate, as many factors can go into this decision, such as
available student wages budget, various job responsibilities, and other positions in the same department. Student
Employment does not oversee a department’s budget; therefore, is unable to determine the pay rate of a position.
Student Employment can, however, make recommendations based on similar positions around campus.

How can | increase a student’s pay rate?

You may increase a student’s pay rate by completing a Change Request Form.
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