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Validate SSN & Position I Click validate button and follow prompts before entering additional information below. 
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_P_.s_c_al_e _ty�p_ e __ _.,M='G Student-Graduate 
P .scale area @JJHU 
Pay Scale Group IFLLli SHIPI PS level [o"iJ 

Home Cost Center j I 

Title 
Suffoc 
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Hiring Graduate Student-Fellowship

sbiggs3
Callout
UEL should be selected as Approver 2 for all Homewood students regardless of where they work within JHU.

sbiggs3
Callout
This must be a vacant position in your Org. Unit.

sbiggs3
Callout
Once you press Validate, all position fields should populate.

sbiggs3
Callout
Must be a Homewood mailing code

sbiggs3
Callout
If field populates, then position may already be occupied

sbiggs3
Callout
Legal Name ONLY, no nicknames/chosen names.



sbiggs3
Callout
If student is a Permanent Resident or International, Visa Details MUST be completed.

sbiggs3
Callout
This section is not mandatory but important to keep on file (if provided by student)

sbiggs3
Callout
REQUIRED: Can use Local Address while in school.  MUST be US Address (First/All paychecks will go to THIS address until Direct Deposit is established and approved)



sbiggs3
Callout
Select appropriate Worksite from Dropdown menu

sbiggs3
Callout
"Dates" section should be left blank.

sbiggs3
Callout
For Fellowship Always Use:Work Hours: 1.0Work Schedule Rule: Fellow

sbiggs3
Callout
Skills section should be left blank



sbiggs3
Callout
Degree is Required.

sbiggs3
Callout
Start Date of the Cost Distribution MUST match the Begin Date above on the ISR.

sbiggs3
Callout
Student's Record will be placed on Temp Inactive the day AFTER the Cost Distribution End Date.  This date will be Last Day of Pay if no Future actions/changes are made to extend date. CANNOT use 12/31/9999 as End Date

sbiggs3
Callout
Note: If you know that your Grad Student will Confer this year, please consider the End Date carefully.

sbiggs3
Callout
If using multiple Cost Centers or Internal Order numbers, Total of Amounts listed here MUST Equal Semi-Monthly Salary listed above in "Base Pay" section.




