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What’s new 
in Student Employment? 



https://pratt.studentemployment.ngwebsolutions.com/cmx_content.aspx?cpid=11


https://pratt.studentemployment.ngwebsolutions.com/Cmx_Content.aspx?cpId=7


UKG Replacing Paylocity

● Students will use UKG to view paystubs and manage direct deposit 
information

● Student employee timesheets will remain in NextGen



Pratt GROW helps supervisors connect students’ on-campus work with their academic 
and career development

Pratt GROW

Have brief conversations with your student employees about:

WHAT THEY ARE LEARNING
What skills are you developing through your work?

HOW IT CONNECTS
How does your job connect to your coursework and academic experience?

WHERE IT CAN TAKE THEM
How can these skills support your future career goals?

Connect these conversations to the NACE Career Readiness Competencies

https://tiny.pratt.edu/nRGzw7i5r 

https://naceweb.org/career-readiness/competencies/career-readiness-defined#competencies
https://tiny.pratt.edu/nRGzw7i5r


Posting & Managing Student Jobs

● Post job opportunities in NextGen to support transparency, equitable access, and 
consistent hiring practices.

● Create a strong job posting (How to Write an Effective Job Posting)

● Select NACE Career Readiness Competencies

● Use existing job titles

● Keep your jobs organized by using appropriate status
Active, Listed → Students can see/apply
Active, Not Listed → Not visible to students; supervisor retains the job/applications
Inactive → No longer being actively used; all associated applications are deleted
Deleted → Visible only to admins

https://pratt.studentemployment.ngwebsolutions.com/cimages/How%20to%20Write%20Effective%20Job%20Postings.pdf
https://pratt.studentemployment.ngwebsolutions.com/cimages/Adding%20NACE%20Competencies%20to%20Your%20Job%20Posting.pdf


Hiring Process: Essentials 



Student Eligibility & Key Requirements

Enrollment

● Fall/Spring: Student must be enrolled for at least 6 credits during the semester they 
are working

● Summer: Student must be enrolled for at least 6 credits during the summer OR 
pre-registered for at least 6 credits for the following fall

Work Hours

● Fall/Spring: Maximum 20 hours per week across all on-campus jobs combined
● Summer & academic breaks: Maximum 35 hours per week across all on-campus 

jobs combined



Hiring FWS / SWF vs. GA vs. SSP

FWS / SWF Graduate Assistantship

Student is paid an hourly wage Student receives a stipend

FWS: student must have a Federal Work-Study 
award 

GA is not based on FWS eligibility

SWF: institutional student wage funding Qualifying GA Position Types

Hire is submitted for the applicable employment 
period

GA hires are term-based: Fall and Spring 
require separate hires

Continuing into a new fiscal year? Rehire the 
student 

Continuing next semester? Submit a new GA 
hire

Student records hours through timesheets No hourly timesheets

Sponsored Projects (SSP) hires may be paid hourly or by stipend

https://www.pratt.edu/resources/graduate-assistantships/


Before Hiring 

● Check whether the student has another on-campus job
● Confirm the position type and available funding: FWS, SWF, GA, or SSP
● For FWS positions, confirm the student has an FWS award
● First-time international student employees who do not have an SSN must complete the 

SSN application process

Important:
Students cannot begin working until all required hiring and onboarding steps are completed

Both the supervisor and student will receive a confirmation email, and the hire status in 
NextGen will show as Active



Hiring vs. Rehiring: What Do I Need to Do?

New Student Employee:
● Complete WPA, I-9, and W-4 forms
● Meet with HR in person to complete the hiring process

Returning Student Employee:
● No in-person HR appointment required
● HR sends the WPA form directly to the student

New fiscal year = new hire request
Students continuing employment after June 30 must be rehired for the new fiscal year.



● Most FWS awards are $5,000 for the academic year (approximately $2,500 per 
semester)

● FWS funds are shared across all FWS positions a student holds

● Supervisors should plan student work hours based on the available FWS balance

● Students receive notifications as they approach their FWS earnings limit

● If a student exhausts their FWS award and continues working, wages must be paid 
from an available SWF budget line

- Students should contact Student Financial Services to see if their FWS limit 
can be increased

- Supervisor contact Student Employment HR or Payroll to request a funding line 
switch from FWS to SWF

Important FWS Information 



How can I check if a student 
has a FWS award? 



Navigate to Find Employees 



Search for the Student



Open the Student Record 



Example 1: Student Does Not Have an FWS Award 

No Federal Work-Study award is displayed on the student's record.
Next steps:

● If your position is funded through FWS, consider hiring another student with an FWS award.
● If your department has SWF funding available, you may still hire this student using SWF funds.



Example 2: Student Has an FWS Award and No Current Campus Job 

Next steps:
● You may proceed with hiring the student into your FWS position.
● The available balance reflects the student's remaining FWS funding for the academic year based on finalized and approved 

timesheets. 



Example 3: Student Has an FWS Award and Already Works On Campus 

Next steps:
● Discuss anticipated work hours with the student before hiring. Supervisors and students should work together to ensure the 

student's remaining FWS funding will support employment in both positions.
● The student's FWS award is shared across all FWS positions and is drawn from the same award balance.



How can I see all the students that 
I am hiring in NextGen, and their 

hiring status?



Check Hires Pending - Navigate to Hire Requests

Student 1 12345

Student 2 12345

Student 1

Student 2

12345

12345



View the List of All Current and Past Hires - Timesheet Control Panel

Student 1

Student 2



Download the List of All Current and Past Hires 



How to manage 
timesheets?



Timesheet Management in NextGen

Student 1

Student 2

Student 3



Timesheet Management in NextGen



● Timesheets must be approved on time

● Late approvals will result in the student being paid on the next payday

● If you don’t see an option to approve a timesheet, confirm with the student that it 
has been submitted

● Use the Google Payroll Calendar to keep track of submission and approval 
deadlines

● Graduate Assistants (GAs) only need to complete a timesheet when reporting 
sick time

Timesheets: What Supervisors Need to Know 

https://calendar.google.com/calendar/u/0?cid=Y185MDYyZDg0MzkzNTM3ZDMyMzE5YTkxNWM1OGIwMzZkNTMzODU2YzY1MGYwOGE3MWRmYjMyNDNmZmVhYWUyMGEzQGdyb3VwLmNhbGVuZGFyLmdvb2dsZS5jb20


Work Hours, Breaks & Sick Time 

Breaks

● A 30-minute break is required after six (6) consecutive hours of work

Paid Sick Leave

● Student employees may accrue up to 56 hours of paid sick leave per year
● Sick leave accrues at a rate of 1 hour for every 30 hours worked



● Available on mobile devices

● Students can record their hours as 
they work, rather than reconstructing 
them later

● Hours are automatically saved to the 
timesheet

● Students can review and adjust their 
hours before submitting the timesheet 
for approval

Reducing Missing Timesheets: Clock In / Clock Out



When employment ends as planned 

● Confirm all hours have been submitted and the final timesheet is approved
● No action is required in NextGen

When employment needs to end early 

● Contact HR Student Employment as soon as possible
● This is especially time-sensitive for stipend employees, who will continue to be paid 

until the appointment is ended

Student Employee Termination Guidelines
A formal process and guidance for student employee terminations will be developed this 
academic year

When a Student’s Employment Ends 



Student Employment 
Budget



Student Employment Budget Timeline 

Timeline is approximate and may vary from year to year. 
Follow annual communications for current budget deadlines and availability. 



Plan Your FWS / SWF Mix 
● Submit separate requests for FWS and SWF
● Consider 20–25% FWS / 75–80% SWF as a starting point
● Adjust based on historical usage and anticipated hiring
● Remember: your department needs an FWS allocation to hire using FWS

Plan for Sick Time
● Include approximately 2.5% for paid sick time as a starting estimate
● Review your department's prior-year sick-time usage
● Adjust the estimate based on your department's history

Potential Wage Increases
● Consider potential minimum wage increases when estimating your annual 

student employment needs

Budget Planning Tips 



How do I manage 
the student employment 

budget? 



Navigate to Budget Dashboard 



Access to Budget Dashboard 

If you see this screen, it means you do not currently have access to the Budget Dashboard for your department's Cost 
Center(s). 

Next steps:
● Ask your supervisor to submit the Budget Dashboard Access Request Form or email us at 

career-internships@pratt.edu. 
● Access is granted only to the Cost Center(s) assigned to you. 
● Once access has been granted, you will be able to view your department's budget information.

https://docs.google.com/forms/d/e/1FAIpQLSdkGtsm5DkyKmoY9R2rXdHo1UdT2Y6JmZbrQKCCjGYYIz8hlw/viewform
mailto:career-internships@pratt.edu


Select Fiscal Year



Select Account 



Select Cost Center

● You will only see the Cost Centers that you have been granted access to.
● After selecting the Fiscal Year, Account, and Cost Center, wait for the budget information to load. 



Review Budget

● Important: Actual Earnings are typically about two weeks behind because Payroll must review and approve 
timesheets before they are finalized. 

● A budget amount shown in parentheses ( ) indicates that the Cost Center has exceeded its budget by that amount. 

Cost Center 1

Cost Center 1

The total budget currently allocated to the selected Cost Center. 

The total amount paid to student employees from this Cost Center 
based on finalized and approved timesheets during the selected 
budget period. 

The remaining budget available after Actual Earnings have 
been deducted from the Current Budget. 



Projected Budget Numbers

Tip: Which budget numbers should I use?

For day-to-day budget management, use Actual Earnings and Actual Remaining Budget Balance to 
monitor spending that has already been processed.

Use the Projected values to estimate future spending and identify potential budget shortfalls before 
payroll is finalized. 

Original Projected Earnings
An estimate of the maximum amount current hires could earn if they work their maximum approved hours during the budget 
period. 

Current Projected Earnings 
An estimate of total spending that includes finalized payroll and pending (not yet finalized) timesheets. 

Projected Remaining Budget Balance 
The estimated budget remaining after Projected Earnings are deducted from the Current Budget. 



Review Budget Spending Details 

Cost Center 1

Click here to view spending by jobCost Center 1

Click here to switch between accounts



Review Budget Spending Details (by job) 

Cost Center 1

Job Title 1

Job Title 2

Job Title 3

● This page includes all job titles from previous and current years. To view the jobs that are currently active, scroll to 
the bottom of the page. At the bottom of the page, you will find your current positions and their spending details for 
the selected fiscal year. 

Click here to download the Excel file

Click here to view employee spending 



Review Budget Spending Details (by employee) 

Cost Center 1/ Job Title 1

Employee Name 1

Employee Name 2

Click here to download the excel file

Employee Name 3



(1) Timesheet Control Panel

View student hours and earnings

(2) Standard Reports → My TimesheetX Reports (#84)

Access more detailed student employment spending data

Budget Supervisor access is required to view these reports

The Budget Dashboard is your primary tool for monitoring your budget. These 
additional reports can provide more detailed information when needed

Additional Ways to Monitor Spending



Timesheet Control Panel

1. Go to Timesheet Control Panel and select your Cost Center 
and All or My Hires

2. Set the Timesheet Date Filter for the reporting period.
Fiscal Year: July 1 - June 30 

3. Select All results per page, then select all hires

4. Select Export Timesheet(s) Details, then click Apply Action to 
download the Excel file



Standard Reports:  Earnings with Wage Breakdown Details

Go to Reporting → Standard Reports → My TimesheetX Reports
Find Report #84 – Earnings with Wage Breakdown Details and click Run Report 

Use this report to review SWF and FWS earnings 



3. Complete the Report
● Follow the prompts to select how you 

want the report organized (e.g., by 
Cost Center or Employee Name).

● Run the report and download the 
results as an Excel file

1. Select Pay Period
● Use Pay Period rather than Time 

Period to ensure all hires are included.
● Scroll down to find the most recent 

pay periods.
● Use the arrows to move the pay 

periods you want to Selected Items

2. Select Cost Center
● Select your Cost Center and move it 

to Selected Items.
● Click Next to continue

Selecting Report Filters 



Contact List 

https://tiny.pratt.edu/F5s7ZyKOm 

HR Student Employment
hrstudentemployment@pratt.edu

Payroll Office
payroll@pratt.edu

Center for Career & Professional Development
career@pratt.edu

Student Financial Services
sfs@pratt.edu

International Affairs Office 
oia@pratt.edu

https://tiny.pratt.edu/F5s7ZyKOm
mailto:hrstudentemployment@pratt.edu
mailto:payroll@pratt.edu
mailto:career@pratt.edu
mailto:sfs@pratt.edu
mailto:oia@pratt.edu

