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Department completes 
on-line Student Employee 

Action Form (SEAF)
Work-Study?

YES

SEAF reviewed  and 
approved by 
Financial Aid

SEAF received by Payroll 
for review and entry into 

MyHR

NO

New Hire?

SEAF fowarded 
to Payroll for 

processing

New Hire?

NO

Student completes 
onboarding forms in 

Payroll Services 
(SA2600)

SEAF and 
Onboarding 
documents 
reviewed

Appointed 
entered into 

MyHR 

YES

NO

NetID and G-
mail account 

created (nightly 
integration)

Student’s  MyHR 
access provisioned 

(nightly security 
process)

eLearning access 
provisioned (typically 2-3 
days after appointment 
has been entered into 

MyHR)

Student completes required training 
via CSULearn (SumTotal)

A

A Student’s Self-Service access to the MyHR database is provisioned and access to report work hours is granted the following morning. 

Student provided 
with a link to Student 

Employee Sign-In 
Packet

YES

U1
U2

U3

U1 SEAF URL: https://csueb.tfaforms.net/4740753?username=%7B!CurrentUser.userName%7D

U2 New Employee Sign-In Procedures URL: https://www.csueastbay.edu/payroll/files/docs/new-employee-sign-in-procedures-1011.pdf

U3 CSULearn URL: https://csu.sumtotal.host/

Please refer to the MyHR – MyHELP link, Payroll website – MyHR Process Guides or Main Staff – PeopleSoft/MyHR Documentation pages for instructions on how to submit and review reported work hours . 

https://csueb.tfaforms.net/4740753?username=%7B!CurrentUser.userName%7D
http://www.csueastbay.edu/myhr
https://www.csueastbay.edu/myhr/
https://csu.sumtotal.host/
https://www.csueastbay.edu/payroll/files/docs/spar-payroll-packet-2023.pdf
www.csueastbay.edu/myhr
https://csueb.tfaforms.net/4740753?username=%7B!CurrentUser.userName%7D
https://www.csueastbay.edu/payroll/files/docs/spar-payroll-packet-2023.pdf
https://csu.sumtotal.host/
https://www.csueastbay.edu/myhr/help.html
https://www.csueastbay.edu/staff/
https://www.csueastbay.edu/payroll/process-guides/index.html
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