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What is the Work-Study Program?
Work-Study promotes part-time employment for students who have financial need. It 
allows students to earn financial aid through employment which is paid in the form a payroll 
check for hours worked.

• In addition to meeting educational expenses, it offers an opportunity for students to gain
work experience and provide:

• essential services to the University and community
• practical training and experience in their chosen field
• an impressive resume and recommendation from former employers

• Offers Federal and Institutional funds on a first-come, first-served basis for
undergraduate and international students who are eligible.

• Provides a wage subsidy so employers pay only portion of the student’s pay. Earnings
split Work-Study 75%, department 25%.



Work-Study Eligibility
Eligibility:
• Students who complete the Free Application for Federal Student Aid (FAFSA)

• AB540 and international students who are eligible to work in the U.S.
• AB540 undocumented students’ need is determined by the California Dream Act Application (CADAA).
• International students must complete a Work-Study application to be considered for Institutional 

funds.

• Students with Student Aid Indexes (SAI) of less than or equal to $25,000 and financial 
need greater than or equal to $1,000.

• Must maintain 6 units per quarter.
• Must maintain Satisfactory Academic Progress (SAP).
• Awards begin on July 1 and end on June 30 of each aid year.



Handshake for UC Davis Departments

• Setting up your Handshake account
• https://support.joinhandshake.com/hc/en-us/articles/115011549548-

How-to-Create-an-Employer-Account-Linked-to-Your-Student-Account
• Name: UC Davis Internship and Career Center
• Step 4: Connect to UC Davis (the school)

https://support.joinhandshake.com/hc/en-us/articles/115011549548-How-to-Create-an-Employer-Account-Linked-to-Your-Student-Account
bhoward
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Job Descriptions

• Developing Effective Job Descriptions
• Job descriptions are an important and beneficial first step in the hiring

process. Properly prepared, a job description sets the tone and lays the
foundation for the student’s employment experience.

• Job Description Guidelines
• A strong job description serves as the foundation for a successful hiring

process.
• List the essential functions, responsibilities, and duties of the position

(5-10).



Job Descriptions

• The Job Qualifications
• Conveys the expectations of the job.
• List all skills, knowledge, abilities, and experience necessary to be

successful in the job.
• Provides a basis for measuring performance.



Job Descriptions

• As a result of this program, the student will be able to
(Career Competencies):

• Administrative Skills
• Use word processing software to correctly format and complete business

documents in mailable formats.
• Produce complex documents containing graphics and tables with relative speed

and efficiency.
• Produce multiple documents required by a variety of office settings.
• Accurately key mailable documents at 50 words per minute.



Job Descriptions

• As a result of this program, the student will be able to
(Career Competencies):

• Oral and Written Communication Skills
• Use good human relations skills, in interpersonal interactions, verbal, and written

communications.
• Develop a written presentation on an assigned topic.
• Edit, format, proofread, and compose correspondences that meet course

mailability requirements and business standards.



Job Descriptions Dos and Don’ts
• DO:

• Use a factual and impersonal style when writing the job description.
• Base the job description on the department’s needs.
• Write an accurate, concise, and complete job description.
• Use complete sentences.

• DON’T:
• Use the narrative form when writing a job description.
• Base the content of the job description on the capabilities, skills, and

interests of the incumbent.
• Write the job description based upon the desired job classification.

https://docs.google.com/document/d/e/2PACX-
1vRHUO0EE87qiB__AS7a1EDXzamhyK9nJNEL_xuus3fD5PLQdjMkEepmBo3BbmfixYXIhKWnz0oxHM7J/pub

https://docs.google.com/document/d/e/2PACX-1vRHUO0EE87qiB__AS7a1EDXzamhyK9nJNEL_xuus3fD5PLQdjMkEepmBo3BbmfixYXIhKWnz0oxHM7J/pub


Work-Study Student 
Hiring Process - UG



Work-Study Checklist



Work-Study Employment 
Request

• Work-Study Manager Review
• Approve:

• Department will receive an email to complete the request
• Once request has been completed, print Work-Study Service Channel Form
• Send the form to Service Channel and ensure PPID is entered into UCPath

• Deny:
• Department will receive an email and reason will be noted in the comment

section of the request
• WSM will notify the student and provide resources (if applicable)

• On Hold:
• Department will receive an email that additional information is needed from

the student
• WSM will notify the student of pending requirement(s) with a due date to

complete



Work-Study Employment 
Request Form



Work-Study Employment 
Request Form



Work-Study Employment 
Request Form



Work-Study Employment 
Request Form



Work-Study 
Service Channel Form



From “SC Form” to UCPath
Position Table



Verify Work-Study Setup
Cognos Report 208



UCP-208 Report 1



Verify Work-Study Setup – UCP-208 Report 1

• Student in Report 1 – Setup is Complete
• 1) Active Job, 2) WS Award in Table, 3) WS PPID in Position Table
• 4) PPID in WS Award Table and Position Table Match

• Report Sample
• Undergraduate Students



UCP-208 Report 2



Verify Work-Study Setup – UCP-208 Report 2

• Student in Report 2 – Setup is NOT Complete
• 1) Active Job, 2) WS Award in Table
• WS PPID is NOT Entered in Position Table or Entered Incorrectly

• Report Sample
• Undergraduate Students

• Action Required
• Ask Service Channel to Make Corrections Immediately
• Process Direct Retro if Applicable

bhoward
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Ensure a Successful Work-Study Setup
• Tips for a Successful Setup

• Promptly Send the “WS Service Channel Form” to Service Channel
• Use Cognos Report 208 to Track and Review
• Complete Monthly Ledger Review



Review Work-Study Split 
Cognos Report 339
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Shared Service Organization 
Work-Study Process

• Work-Study Document is Submitted with Onboarding or Recruitment Case
• Update Position Control – Position Pool ID (PPID)

• Update Vacant Position if submitted to HR prior to payroll action
• If attached to closed case or payroll action has already completed

• Department will need to submit Work-Study Case type that will route to the
payroll team



Shared Service Organization Process
Payroll Work-Study Process

• Receive Funding Change Case for Work-Study
• Ensure Work-Study Service Channel Form is attached to case
• Verify the following before entry:

• Can we enter with the effective eligibility date?
• If employee’s start date is after the effective eligibility date, the entry will be made with

the effective date being the date of hire.
• Does the employee have an active position yet that matches the information on the

form? (If not, will have to wait until position is active as the employee’s hire is
pending.)

• Ensure the title code and pay rate match what is in UC Path.

• Process entry with verified information and Position Pool ID



Shared Service Organization Process
Timesheet Identifier

• Request a Work-Study Identifier for the TRS Timesheet in the original
case



Central Payroll/UCPath – Salary Cost Transfer

• Select the desired pay period from the dates listed for the employee just
as you do for non-work study transfers

• Updates will be in the New Data section of SCT transaction screen

• Change WS account to a department account (remove Project
“WKSTUDYUCP” from Project field and Sub Account “WSTDY” from
Sub Account field)

• Select “Apply WS” from the drop down menu under “Apply/Remove Work
Study” for each line item that originally has an “Alt Acct” value, e.g. W, D,
under “Old Data” section. Please do not select “Remove WS” or “N/A”



Salary Cost Transfer – Retroactively Change 
Department Funding

• Example #1 – Single Account



Salary Cost Transfer – Retroactively 
Change Department Funding

• Example #2 – Multiple Accounts



Salary Cost Transfer– 
Retroactively Apply Work-Study

• Eligible WS Earnings Not Split, but Charged 100% to the Department



Salary Cost Transfer – Things to Pay Attention to

• Process in a Timely Manner
• FAQ: Is there a time limit for SCT action?

• Best practice: process SCT ASAP, within a month from PPE
• Very challenging if student’s WS balance is $0
• Follow campus 120-day rule

• Request exceptional approval from Financial Aid beyond 120 days
• FAQ: Can the department do a SCT if the PPID is entered after the Effective

Date?
• Yes, follow the same best practice



Direct Retro – Things to Pay Attention to

• When do You Ask Financial Aid to Help?
• When Work-Study 75% Split Charged to Department’s ERROR Account

• When You Are Not Sure:
• Student had a promotion, salary increase or other HR actions
• Do not use “Remove WS” or “N/A” for now
• Do not force the system



We are here to help you!
Financial Aid and Scholarships 
Work-Study Manager – Brieann Howard 
Email: workstudy@ucdavis.edu Phone: 
530-752-2294



Central Payroll/UCPath Resources

• https://ucdavis.app.box.com/s/
wcow65w1abpnagdbib3dvpf5o78qffm9/
file/1617686953625

• Contact UCPath Help Desk at UCD at 
ucpath@ucdavis.edu

• Submit questions regarding Direct Retro transactions
• To request Cognos Access visit http://ucpath.ucdavis.edu/security

https://ucpath.ucdavis.edu/learning-paths/finance-users
mailto:ucpath@ucdavis.edu
http://ucpath.ucdavis.edu/security
https://ucdavis.app.box.com/s/wcow65w1abpnagdbib3dvpf5o78qffm9/file/1617686953625
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