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Hiring Visiting Undergrad
Salary/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.
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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.
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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 the student).
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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).
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Callout
Hrs can be listed as 37.5 for Visiting Students.
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Callout
Pay structure and Semi-monthly amount must align with total pay on student's Visiting Application or Visiting Appointment Letter. 
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Callout
"Skills" section should be left blank. 
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Callout
Degree is Required.
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Callout
Start Date of the Cost Distribution MUST match the Begin Date above on the ISR.  Start Date and End Date MUST match the Visiting Application/Letter dates or fall within the time-frame of the dates listed on the Application/Letter.
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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.  Total of semi-monthly payments according to Start and End Dates must match Total Pay listed on Visiting Application/Visiting Letter.




