How to:
Student Employment




*Go to www.ferris.edu
*Click MyFSU at the top of the screen
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Log in with your
username and
password

e




_

Once logged Q

in, (click on
the “Student”
tal




Once in the student tab, select the “Life

@ FSU” icon
E——)

Academic Calendar

A wiathdrawal (W) from any section 1s computed using ©63%% of the start and end dates of the total meeting
times to figure the last date of withdrawal. A drop from any section 1s computed vsing 10% of the start and
end dates of the total meeting times.

2021 Fall Semester

Event Dayv of the Week Date
Late registration Thursday-Friday August 26_ 27
First day of classes Mondazy August 30
Drop/Add (closes at 5:00 PM Thursdav) Monday-Thursday Aug 30-Sept. 2
Labor Day (no classes) Monday September 6
Mid-term grades due Mondasy October 18
Spring Registration Begins Mondasy October 25
Last dawv for "W" grades (full semester) Thursday November 4




Click on ‘Local and =)

On Campus Job
Postings’




Again, log in with
your MyFSU
username and
password

*Depending on the
browser you are
using, a new
window may open
or your current
page will load to
this

(Same for the
following pages)



Licenses/Certificates (if applical

ble)/Other Camments

If this is your first
time entering
the job website,
you will
automatically
be brought to
this page to set
up your profile

Once you have
saved your
information, you
will then be able
to look at the
jobs available



If this is not your first-time logging into
the site, you will be brought to the

home page.

The first thing you should do is click on
‘Update Profile’
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This is the section where you can update
all your personal info, along with
employment history. Employers have
access to this information so it is important
to make sure it is complete

DO NOT
FORGET TO HIT
UPDATE AT THE

BOTTOM OF
' THE PAGE!




Once you hit ‘Update’ it will bring you to this page.

Click ‘home page’ to go back to the Student Employment’s
homepage




Now you can click on ‘View Academic Year Jobs’ and you can begin looking at the
available postings on campus for the Fall and Spring semesters.
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Or you can click on ‘View Summer Jobs’ and you can begin looking at the
available postings on campus for the Summer semester only.
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This is an example of what you might see, depending on which option
you chose. Also whether or
not you have work study will affect the number of jobs you may be able
to see

hen you see one that
you are
interested In, click on
either the
‘Job ID’ or ‘Job Title’

For an example, we will click
on the Clerical General job




hen you click on the
ob’s ID or Title, it will
ring you to this page

fay this joly, click on
‘Plint job/Referral/Applicati
at\the bpttom of the scree

dams



This application shows an o R
example EXAMPLE

Of Wh a.t |t WOUId IOOk Ilke Ferris State University Student Employment Application
for a student that DOES

NOT have Work StUdy Student: Brutus Student ID: xxz zx xzxx
Phone: (555)555-5555 Email:BulldogB@ferris.edu

Job D Job Title: Clencal General Level IT

Academic Y ear Funding Source:
Departmental Budget Mo Award

Complete the ‘Student’s Class s e sl i
Schedule’ section by X-ing out Wage sate: $3.40 - $8.75
the t|mes you are |n CIa_SS Enrolled Summer 2015 Credit Hours: 0 International Student: Mo
a.”OWIng a pote ntlal em ployer Student Status: All hiring documents (I-97W-4) are on file.

q Resume Required: Employer requests a separate resume to be submitted with this application
to See When you are aval Iable For assistance creating or updating your resume, please contact the Office of Career Services.

tO Work Student's Class Schedule
Please shade or "3{" the time you are in class and any other times you are NOT available to
work.
Sunday  Monday Tuesday ‘Wednesday Thursday Friday Salurday

When you have completed the
application, print out BOTH pages,

Please deliver or mail application to the Employer Contact:

and submit to the employer =
. EIris ate Vmversity, lumme \enter
listed at the bottom of the page CSs 101

Big Rapids MI 42307

T e, et Fobid= 29144




Student Emplovment - Ferriz State University Page 1of 2

_ Yy EXAMPLE
T h IS ap p I I Catl O n S h OWS an Ferris State University Student Employment Application

exam D I e Student: Brutus Phone: Spident IDsere e

(555) 555- 5555 Email:BulldogB @ferris. edu

of what it would look like for a _ e

student that DOES have work ot Dt 8000
el Work Study $2,600.00
Stu dy Bugr:t f source: Deparim epbed
Wage rate: £8.15 - §2.45
Enrolled Summer 2015 Credit Hours: 0 International Student: Mo

Student Status: All hinng decuments (I-2W-4) are on file

Resume Required: Emplover requests a separate resume to be submitted with this application.
For assistance creating or updating vour resume, please contact the Cffice of Career Services

Student's Clags Schedule
Please shade ot "X" the time you are in class and any other titnes you are NOT available to
work.
Sunday Monday Tuesday VWednesday Thursday Friday Salurday

) o

9:00

10:00
= = = 11:00
Fill the application
1:00
200

out the same way

400

00

instructed in the

00
]

previous slide. X-out
the times you're in B e

CIaSS, prlnt BOTH Big Rapids MI 49307

pages, and bring to

the employer listed at EXAMPLE

the bottol I I https:/fwww s Ferris. edufadmissions financialai distudentemploym entfjobs/createref. cfm Pjob... 6/16/2015




h‘ Do NOT forget to
sign AND date

the application
\" before ‘
submitting it
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What to do After Submitting an
Application for Student
Employment

It is Important to note the name and address of the person
you delivered the form to for future reference. If you do not
hear back from them within a reasonable time frame, you
shoujd follow up to ask the status of your application.



If you have questions or comments please contact the Student
Employment Office at (231) 591-2012.

Best of luck with your
employment search here at
Ferris State University!
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