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STUDENT EMPLOYEES Quick.Links  
This document provides quick access to CHRS training materials for Student employees. 

CHRS Introduction 
Video Learn how to Navigate in CHRS 

Time Management 
Hourly Student Employees (Includes ISAs) 

Job Aid Learn how to Enter Your Hourly Time Worked (Punch Time) 
• Students with multiple jobs will have to select the appropriate job to report time on. 
• Work with your department Student Attendance Clerk if you are unsure which job to 

select. 

Absence Management 
Graduate Assistants and Teaching Associates (GAs and TAs) 

Job Aid Learn how to Request Partial Day Off (part time and non-exempt employees) 

Temporary Academic Employment 
Academic Student Employees (ISAs, GAs, and TAs) 

Job Aid Learn how to View Your Appointment Notification 

Personal Details 
Job Aid Learn how to Navigate to Your Contact Details 

• Update Personal Contact details including phone number and email address. 
Job Aid Learn how to Add or Update Your Emergency Contacts 

Job Aid Learn how to Update You Address Information  

Job Aid Learn how to Update Your Veteran Status  

Job Aid Learn how to Update Your Disability Status 

Job Aid Learn how to Update Your Final Paycheck Designee 

Job Aid Learn how to Update Your Affirmed Name (aka Preferred Name) 

Job Aid Learn how to Update Your Ethnicity 
 

https://csuchico.box.com/s/yfex5n86ms0thgwngg70j2jf01nh84dh
https://chrs.hr.calstate.edu/HCHRPRD/signon.html
https://vimeo.com/656764064
https://csuchrs.screenstepslive.com/a/1954615-employee-enter-punch-time-time-clock
https://csuchrs.screenstepslive.com/a/1875923-employee-manage-absences#request-partial-days-off
https://csuchrs.screenstepslive.com/a/1794466-view-your-appointment-notification
https://csuchrs.screenstepslive.com/a/1794987-contact-details-employee#navigate-to-contact-details
https://csuchrs.screenstepslive.com/a/1794986-add-or-update-emergency-contacts-employee
https://csuchrs.screenstepslive.com/a/1794990-personal-address-employee
https://csuchrs.screenstepslive.com/a/1794992-veteran-status-employee
https://csuchrs.screenstepslive.com/a/1794988-disability-status-employee
https://csuchrs.screenstepslive.com/a/1794989-final-paycheck-designee-employee
https://csuchrs.screenstepslive.com/a/1794991-preferred-name-employee
https://csuchrs.screenstepslive.com/a/1900379-update-your-ethnicity
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