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Guide to the On-Campus Work-Study Agreement

Completing the On-Campus Work-Study Agreement 

Once you have established your UCLA Logon ID complete the following steps: 
1. Access the Work-Study Homepage: http://www.fao.ucla.edu/workstudy/ 
2. Click ON-CAMPUS EMPLOYERS (See Figure 1 below) 
3. Click GO to proceed (See Figure 2 below) 
4. Enter your UCLA Logon ID & Password and click SIGN-IN  (See Figure 3 below) 
5. The online WSJB directs you to the Account Application Information page (See Figure 4 below). 

Review the Account Application Instructions and click CONTINUE 
6. Follow the on screen instructions  

a. The Account Application process requires your:  
i. Full name, phone number and email address 
ii. MSO/Director’s name, phone number, and email address 
iii. Departmental fax number, address and mail code 
iv. Department Name and four digit FS code (for each distinct FS code you intend to 

hire students under) 
7. The last step of the Account Application process will display the Departmental Work- 

    Study Agreement (See Figure 5 below).  
8. Using your browser page setup option (normally under “File/Page Setup”): 

a. Choose “Landscape” orientation and adjust the margins to the minimum requirements (you can 
enter “0” and the browser will automatically determine the minimum values) 

b. Print out the Agreement 
9. Carefully read the terms and conditions stated in the Agreement. Confirm that you and your 

MSO/Director’s contact information, the department name and FS Code are correct. 
10. To be valid, the Agreement must contain two distinct signatures, yours and your 

MSO/Director (If you the user are the MSO, your department head (Director/Dean) 
must be named on and sign the Agreement) 

11. Fax your signed Agreement to WSO at x65530 
 

Agreements requiring additional 
follow up will be denied.  WSO 
will contact you directly via 
phone and/or email to discuss 
the status of your Agreement.   

DENIED AGREEMENTS

When your Agreement is approved, an 
automated email notification is sent to you, the 
user, and to your MSO/Director confirming your 
access to the WSJB.  Your access to the WSJB is 
activated and you may begin to manage your 
department’s Work-Study positions. 

APPROVED AGREEMENTS

Agreements are generally processed by WSO within 48 hours of receipt.  
Each user requesting access to WSJB must complete all steps as described above. 

http://www.fao.ucla.edu/workstudy/
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Figure 1 

Step 2
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Figure 2

Step 3 
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Step 4 

Figure 3 
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Step 5

Figure 4

Figure 5 

Sample 
Agreement 


