Once you have established your UCLA Logon ID complete the following steps:

Access the Work-Study Homepage: http://www.fao.ucla.edu/workstudy/

Click ON-CAMPUS EMPLOYERS (See Figure 1 below)

Click GO to proceed (See Figure 2 below)

Enter your UCLA Logon ID & Password and click SIGN-IN (See Figure 3 below)

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
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Step 4

Sign In

LOGOH ID: |

PASSWORD: |
LOGON TYPE: |ICLA Logon

Sign In Mowe

forget your 10 or password?

Useful Links:

* More about UCLA Single Sign-on
® Sign up for a UCLA Logon ID
* Frequenty Asked Sign-In Questions

Help for Work-Study Joh Bulletin for
Employers WSJBe)
* web:

hittprs: ity fao ucla edubnerkstd employver?
» email: wrkstudy@saonet.ucla edu
#» phone: 310-206-0445

UCLA 1515 Authentication Service.
wersion: 5.0.112
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The information you are about to provide in the next few pages is reg
order to access the Work-Study Job Bulletin including the Departmental
Work-Study Agreement.

You will be asked to provide the following information:

Yol name, phone number, and email address Step 5

o MSO/Director's name, phone number, and email address
« Department fax number, address, and mail code
« Department name and F5Code

Thank you.

CONTINUE »

2006-2007 Departmental Work-Study Agreement

Joe Bruin and Jolie Bear , on behalf of the department written below, agree to:
Submit a completed onlime Wor k-Study Job Requisition for each position and a completed online Job Referral Form for sach student via the WareStudy website. The student can MOT be hired nor slag woiing under the Wor Study Frog
documents are submitted online.

Camply to the WakStudy Program schedule as sp ecified balow:
© 24 For Summer: Hotto permit any student to work befare July 3rd, 2006 or after September 15th, 2006

Sample
Agreement

© 2.2 For Academic Year Motto permit any stude nt to work befare October 2nd, 2006 or after June -15t0, 2007

© 2.3 Be 1esponsible far processing and making payment for 100% of hourswore d before and after the participation datesin each periad listed abowe.
Mot tor allow amy studentto wat more than twenty (200 hours perweek during any participating period (5 ummerAcademic Year. Notto allom amy student to wor during hisf!
100% of hourswoked in excess of the 20-h our e kly limit.
Mot te permit the student to earn more than the amount of hisfeer permissible Wok- Study award as stated on the students online Vol Study Referral Form and/or any other co
making payment for 100% of hours woked in excess of the sward amount
Ensure thatthe student iz actively enrolled while i ti inthe fe-Study program. Be & tor processing and making payment for 100% of hourswekead under any of the'

aking

 for pro

© the student has drapped below the halttime enrollment st atus (undergradu ate: B units; graduate: & units)

© the student haswithdrawn, been dismisse d, or graduatad fram the University
Ensure all time records are processed and the student gets paid in a timely manner aseording to University's payioll schedule, Be respansible for pawing for 100% of houws woked and reported on any time record submitted more than thirby &
end ofthe pay period
Retain time records of housvoded by the student for a period of five (5) wears including the following elements:

© Hours) worked each day; and

© Total houmsywarced during each pay period; and

© Signature of an authorizad sup enisorTep resentative that the hours) worked isiare accurately reported, and

© Signature of the student
hiake corrections and/or adjustmentsto pawroll transa stians immed iately as requested by the Wade Study Office. Failure to meet such requests wil| result in the reduction andfar cancellation of wodestudy funding to a specific student or the e
departmentunit. The dep atmentunit il be subject to probation for non compliance.
Motify the W ode Study Office of any personnel change to either or oth of the designated individuals as listed below o ensure prompt and effective com munication. Hew pesonnel must complete the anline agreement in arder o abtain asc
Study we bsite.
Comply with the Califernia Wage & Hour Labor Code, dated Januan: 1,2001, forwage payment regulations. Provisions include Labor Code sections 201, 202, 208, 207 and 208 (Please refer to the Woike Study we bsite for more details).
This Agreement shall be walid from the 3 rd day of July 2006 thrau gh the 15th day of June, 2007 unless soonerterminated and shall be subject to renewal by the mutual agreement betmeen the Depatment and the Wod Study Dffice. The
hereby agress to be subjectto immediate termination of thiz agre=mant due to non-complian ce to the terms and conditions stated above andfor in the On-CampusNioteStudy Emplayer Guide

Name: Signature: Drate: Phone Nwunber:  Email:
Joe Bruin 310-206- 3456 jbruin@saonet.ncla.edu
Jolie Bear 310-206- 6789 jhear @saonetucla.edu

Departmnent(s): 4250: Work-Study Office,

Tlease copy the sgreemen for your records befire mailing

FPlease fax this agreement to TCLA Work-Study Office, (310) 206-5530

-5-



