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Log into the Student Payroll system 

Click ‘Student Assistant Management’  
The main menu of the Student Payroll System will 
open in a new browser window

Click ‘Add Student Job/Pay Rate/Supervisor’

Fill in new information 
Click “Continuous Employment” (if applicable)
Click Save

After new job is created, any time in the 
old job that needs to be paid at the new rate
must be removed before it is inactivated. 

Then enter time in the new job’s timesheet

To remove hours, click “Enter/Correct Student Time”

Screen will display all active student job rows 
a timekeeper has security to view

Click the GO button next to the job row to 
access the student’s timesheet

How do I give 
a Student Assistant 

a raise?
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Click date to remove time

Delete hours listed and save

To inactivate the old job, Click the “X”


