
 

 
   

    
  

 
  

 
 

   

 

 

   

                

 
 

Job Aid 
System: SEF (Student Employment Form) 
Task: GSEF (Graduate Student Employment Form) Supervisor 
Date: 3/30/26 

Access form via Link 

Login via Dual Authentication 

Supervisor Initiates Transaction 

• Read through instructions and note your information is populated at the top as the form 
submitter. 

https://appserv7.admin.uillinois.edu/FormBuilderSurvey/Survey/uis_human_resources/student_employment/student_employment___graduate_0/


     
   

   

 

     
  

 
 

 

   
   

• Enter the Student Employees NetID into the designated field and hit Tab or click to the next field. 
This will populate information to direct workflow later. Enter the student employees’ UIS email 
address as well. 

• Enter the Job Title, Start Date, Hourly Pay Rate, Employment Type, Remote Working Location, 
Timesheet Method, Job Department, FOPAL. These fields are required, and you will not be able 
to submit the form without them. If known, please add the Student Employee’s supervisor 
NetID. 

• Select timesheet method, type in supervisor NetID, job department, FOPAL, and leave any 
comments. Comments are visible to students so keep that in mind. 



 

  
   

     
  

 

 

 
 

  
   

  
 

 

 

 
 

           
    

Once the form is complete and “Submit” is clicked, the designated student employee will receive an 
email to their UIS email address with a link to complete their portion of the form. You can save and 
return to the form if you are not able to enter all the required information to submit the form. You will 
receive an email with a link to the form to complete the process when you have time. 

Once the Student Employee has completed their step, you will receive an email with a link to complete 
the Supervisor Approval step. 

If the Student Employee noted an issue/error, they will send the form back to the supervisor for 
correction. The initiating supervisor will receive an email with an explanation of what the Student 
Employee said was incorrect along with a link to the form. You can then access the form, make the 
update, and submit it back to the student for confirmation. 

Supervisor Approval Step 

• Check your UIS email for the employment form submission confirmation and open the form via 
the link in the email. 



 
 

  

 
 

  
   

       

 

 

• Read through the instructions and verify that the information provided by the student is correct. 

If the information provided by the student is not correct, select no and provide an explanation. This will 
email the form back to the student for correction. The Student Employee can update the form and 
submit to the Supervisor Approval step again. 



  
  

  

    
       
           

   
 

 
         

 

 

 

  

Once you have completed the Supervisor Approval step and submitted the form, Student Employment is 
notified to start their process. Once Student Employment is done with their process, notification emails 
will be sent to the Student Employee, Initiating Supervisor, Student Employment, and HRFE manager. 

If Student Employment discovers an issue that needs correction, they will make a note and send the 
form back to the Initiating Supervisor for correction. You will receive an email with a link to the form 
along with a description of what needs to be updated. If Student Employment sends the form back to 
the Initiating Supervisor, it starts the process over again.  The Initiating Supervisor makes the update, the 
Student Employee verifies and approves, and the Supervisor approves and submits again. Student 
Employment can make some changes to what was provided, but all major changes need to be 
acknowledged again to ensure all parties are aware of said changes. 



  

 

 

Workflow Diagram 


