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Student’s Guide to the New Student Employment Services System

The Student Employment Section has updated the current Student Employment Services
System for students applying for a job within the university premises with updated user
interface and ease of use. This guide aims to show the students how to access and navigate
this new services system.

This new system also added new features that can help students find the available jobs

sought by different departments, and organize your attendance schedules with your
supervisor, to name a few.

Steps on Howto Access the New Student Employment Service System

1. Login to the QU Banner using your QU ID and Password.
2. Navigate to “Student Services” then click on “Student Employment Services™.

Welcome, _ to myBanner Self Service Find 2 page...

Home > Student Services > Student Employment Services

Personal Information Student Registrations Student Registration Support Student Services One Stop

Textbooks Service wisll daxs -l Scholarship System g sl = Lockers Service Al

Aaala i

Financial Aid Services Student Employment || Student Complaint System =
Services el 5 g |

Transportation Service ~ss = Campus Card Student Voting System-s=3 -

el gl Sl A |

" Figure 1- QU Banner Dashboard -
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3. Login once again with your QU ID and Password to enter the new services portal.

Student Emp|oyment System Current Term: 202120 {3t Home  (©) User: S, Role: Student Employee  [3 Log Out 3, Language

Student

@ 2, @ = .a o @ @ G @ =]
Apply for Employment Job Market My Financial Documents My Attendance My skills End of Month Summary

Total Approved Working

Application No Application Term Department Title  Application Status Withdraw Hours is

My Applications My Job Interests > @

1 Spring 2022 All Departments/Colleges Pending m . .
Total Submitted Working

Hours is

@ Payment Checklist

Financial NOT SUBMITTED

Document:

Career INCOMPLETE.
Excellence:

Figure 2 — Student Dashboard

4. You are now in the new Student Employment Services System. This is the new and
updated Student Employment Services Program featuring new functions that will be gone
through one by one after this step. The overview of these functions (new and existing) is
as shown:

a. “My Applications™ — this is where your applications will appear, and the ability
to withdraw your application, should you change your mind later on.

b. “MyJob Interests” — this is where the particular job you were interested in
applying for will appear.

c. The” Working Hours” Tab — this is where you will see your total work hours,
both approved and submitted.
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- Approved Working Hours refer to the total working hours
approved by your supervisor.

- Total Submitted Hours refer to the total working hours submitted
by you including the ones pending approval from your supervisor.

d. “Payment Checklist” Tab — this is where you can see your completion status for
submitting your financial documents along with checking whether you completed
the Career Excellence Workshop. You have to upload you financial documents
and finish your career excellence workshop in order to get paid.

e. “Apply for Employment” Tab — This is the first step towards applying for
employment in Qatar University. Further steps will be taken and explained later
on.

f. “Job Market” Tab - this is where you can see all the available job positions
from all the university departments seeking student employees.

g. “My Financial Documents™ Tab - This is where you can upload your financial
documents and check their approval status.

h. “My Attendance” Tab — this is where you can check, record, and edit your time
attendance schedule and check the approval of your work hours by your
supervisor.

1. “My Skills” Tab - this is where you can edit your list of skills to help filter the
job vacancies tailored to your skillset.

J. “End of Month Summary” — This is where you can view your monthly
summary which includes your performance, salary approval, and the salary
ssamount for that month.
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Steps on Howto Use Each Function in the Student Employment Services
Platform:

<+ Applying for Employment

1. Click on “Apply for Employment”.

Student Employment System Current Term: 202120 {a} Home @ User:

Student

2, = 2
Apply for Employment Job Market My Financial Documents My Attendance h
My Applications My Job Interests 2

2. Select the semester term you are currently in , then click on “Check My Eligibility” .
Before proceeding, make sure your read all the employment policies and procedures
to know the rules.

Student Employment System urrent Term: 202120 ome () User: B w nployee (3 Log Out ¥ Llanguage

Student

Registration Getting Hired Upload Financial Documents

Students Employment Policies and Procedures

READY to Register in Student Employment Program ?
Registration Steps
“\‘.l\“ I

. Step 1 : Eligibility
Check Select  Spring 2022 v
Term:

Step 2 : Add Your
Skills 1 -

Cancel 2 - Check my eligibility >

4
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3. Select which skill you think you are good at (you can select more than one), read the
disclaimer below and click the checkbox , then click “Submit my Application”. You
are now done and can proceed to the “Job Market” Function. Your application will
appear on the “My Applications Tab” on the main dashboard.

Student Employment System Current Term: 202120 {g} Home r 13 Student Employee  [3 Log Out ¥ Language

Student

Registration setting Hired Upload Financial Documents
Registration Steps .
Please select your skills (hold the control button to multi-select):
=B
Q\"'I"‘ Eligibility Check English-Weak G =

Step 2: Add Your English-average

Skills English-Excellent »

Bilingual
Translation 2 >
Typing English

Typing Arabic < »
1 B Microsoft Excel

Microsoft Access £

Editing

Microsoft Word

Microsoft Power Point
Arabic Calligraphy Skill
Web Designing
Computer Programming

Disclaimer

I hereby certify that the mentioned data is true and accurate and | bear the whole responsibility in case it proves false. In addition,

3 | acknowledge that | have read and agreed on the Student Employment Policies and Procedures and receipt mechanism provided
for herein. | declare that all data mentioned in this application are correct and complete, and | bear full responsibility in the event
that it is proven incorrect. In addition, | declare that | have read and agree to the Terms and Conditions of the Student
Employment Program as stated

cancel 4 - Submit my application

release 1.0 Set Screen Reader Mode On
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< Job Market
1. Click on “Job Market”.

Student EmplOyment System Current Term: 202120  {n} Home @ User:

Student

2, = &
Apply for Employment Job Market My Financial Documents My Attendance )

My Applications My Job Interests

2. Here you can see the list of available job positions on the right side. Feel free to change

the filter to find the specific job for your skillset. Once you find the job you are interested
in applying for, click on “View Details”.

@ Note: You are allowed to show interest in 2 jobs at a time.

View Posting < Applicant Expiry
Search Detai Code Job Title Department Type Campus Gerider Date
bib3s 1002 - Graphic 00853 - Career Development Center(Ohod On Not Male and 3-AUG
. k Designer Taher Alawi Abdulrab) Campus Specified Female 23
lob Description
All Job Titles L Vie s 00853 - Career Development Center{Ohod On Not Male and 31-1UL
0034 33 ceptionis ;. =
Details ai 7033 - Receptionlet. | oy Alovwt Abdulrab) Campus Specified Female 2
Department
All Departments e

3. Here you can see more information about the job listing you selected, including the
description, required skillsets, and so on. Once you are certain of this job listing, click on

“Show Interest in this Job™. This listing will then appear in your *“My Job Interests” at
the main dashboard (See Figure 3).
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Student Employment System ¢ 2120 @ er: Stude e [Blogout

Student

Basic Information Job description Skills

Posting Code PO036 Summary we are looking for graph Designer to do the following tasks: N
« Graphic design

* lllustrator

Job Title Graphic Designer 1- Design CDC poster
« Adobe Photashop
Grade Code Grade Level 1 2- Design for CDC
Job Type On Campus 3- Design marketing tools for CDC events
Campus
Applicant Gender  Male and Female 11
Department

Reporting to Ohod Taher Alawi Abdulrab

Posted on 17-AUG-23

Posting Expiry ...

Back to job market

Student Employment System Current Term: 202120 £}

Student

, w X = ’ -
Apply for Employment Job Market My Financial Documents My Attendance My skills End of Month Summary

My Applications My Job Interests

Total Approved Working 19.75

Hours is
Job Posting Code Application @
T= Number Job Title Applied Department Status

00853 - Career Development Center(Ohod Taher Alawi
Abdulrab)

Total Submitted Working 28.75

Hours is
Receptionist

Graphic 00853 - Career Development Center(Ohod Taher Alawi
Designer Abdulrab)

Approved

Payment Checklist

Financial SUBMITTED
Document:

Career COMPLETED
Excellence:

Figure 3 —Job Interests. Here you will see the jobs you applied for and are interested in.
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« Financial Documents
1. Click on “My Financial Documents”.

Student Employment System Current Term: 202120  {x} Home @ User:

Student

2, = &
Apply for Employment Job Market My Financial Documents My Attendance ]

My Applications My Job Interests

2. Toupload your financial documents, click on “Upload Financial Documents”.

Student Employment System

Student

2.

=
Apply for Employment Choose X End of Month Summary

My Applications My Job Interests

Application Application

iproved WQrkin_g 6.5
No Term | [:} Hours is
Caree|
1 Spring 2022 5 N - . 20.5
Al-Ma Upload Financial Documents Follow up on Financial | “::T:g

Documents Approval

'A exception for Application #1 -

—mwerevorvsw Value: 1.5

Payment Checklist

Financial NOT SUBMITTED.

Document:
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3. Here you can see the following financial documents needed to complete your job
application. Prepare the documents required in PDF format, click on “Choose File” (1),
find the PDF file that is requested from you (2), click on it then click on “Open” (3).
Once you have done the same for the other requested files, click on “Submit” (4).

Student Employment System Cumrent Term: 202120 {3y Home () User: S, Role: Student Emplovee [ LogOut ¥ Language

Student

Upload Financial Documents

Upload Mecessary Financial Docs Current Active Financial Document
Document Type  Bank Letter Signed and Stamped *File  ChooseFile [
Document Type  Valid Qatari ID Copy “File  ChooseFile B 1
Document Type  Qatar University 1D Copy “file  ChooseFile [

i m

release 100 Set Screen Reader Mode Or

Student Employment System Current Term: 202120 {3y Home  (B) User: 5 Role: Student Employee [ Llog Out ¥ Language

Student

Upload Necessary Financial Docs

Document Type  Bank Letter Signed and Stamped
Document Type  Valid Qatari 1D Copy *File  (hoose File [D

Document Type  Qatar University 1D Copy *File  Choose File [0

ek m

release 1.0
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Student Employment System Current Term: 202120 {;} Home  (©) User: S Role: Student Employee  [3 Log Out ¥ Language

Student

] @ ®

Registration Getting Hired Upload Financial Documents

Upload Necessary Financial Docs Current Active Financial Document
Document Type  Bank Letter Signed and Stamped *rile  |BAN Certificate.pdf [0
Make sure that all files
are in the correct order
Document Type  Valid Qatari ID Copy *File  Qatar IDpdf [0 of requirements before
submitting.
Document Type ~ Qatar University ID Copy *rile  QUIDpdf [

Cancel 4

release 1.0 Set Screen Reader Mode On

4. To check for approval for your financial documents, go back to the main dashboard, click
on “My Financial Documents”, then click on “Follow up on Financial Documents
Approval”.

2, i
Apply for Employment Choose x End of Month Summary

My Applications My Job Interests

— : 6.5
Application Application Denat] proved 'I:::krl:'lg
No Term B &

Careel

1 Spring 2022 Al-Ma

bmitted Working  20-5

Upload Financial Documents Follow up on Financial Hotiva i

Documents Approval

'A exception for Application #1 -
—_ ewerevs v Value: 1.5

10

4
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5. Here you will see your uploaded documents as well as the approval status for each one.
The approval of these documents will be done after you have secured the job you applied
for from the Job Market. Once done checking, click “Home” above to go back to the
main dashboard. You can also check the status of your documents:

o If the CDC Verification is indicated with a green checkmark, then the documents
you’ve uploaded are reviewed and approved by the CDC (See Figure 4).

o If the CDC Verification is indicated with a yellow checkmark, then the documents
you’ve uploaded are not yet reviewed, therefore it is pending approval (See
Figure 5).

o If the CDC Verification is indicated with a red checkmark, then one or some of
the documents that you’ve uploaded is either rejected or a wrong uploaded
document. An e-mail will be sent to notify the student ofits rejection, along
with the justifications of the rejection, be ita wrong or invalid document (See
Figure 6).

Student Emp|oyment System Current Term: 202120 {at Home () User, 5B, Role: Student Employee [ LogOut %A Language

Student

Approval for Last Uploaded File Last Uploaded Files
Term Spring 2022 I:d": Document Type x:"i“ File Name Ag;“'ry Download
Version 1 =
CDC Verification ° Greeﬂ lndlcates e Stamped &
Approved Documents. 241
CDC Comments 2022 Copy 23
D ' 23
Legend

(] Appr oved @ Rejected (¥ Pending

Figure 4 — Uploaded Documents with Approved Status

11
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Student Employment System

Current Term: 202120 {Y Home  (€) User SR Role: Student Employee [ LogOut ¥4 Language

Student

Approval for Last Uploaded File Last Uploaded Files

Term Spring 2022 Term Code  Document Type ::5"]" :I:"‘E Ag:;l:y Download
Version 1 Spring Bank Letter Signed and
1 1-AUG
, Yellow indicates e e L T
CDC Verification
1 Spring . i
Pendmg Documents. 2 Valid Qatari ID Copy 1 - 21-AUG23 0
CDC Comments
o zu”z‘gg Qatar University ID Copy 1 - 21-AUG-23 0
i-3
Legend

@ Approved @ Rejected (I Pending

release 1.0 Set Screen Reader Mode On

Figure 5 - Uploaded Documents with Pending Approval Status

Student Employment System

Current Term: 202120 {2} Home () User: R Role: Student Employee  [3 Log Out ¥4 Language

Student

Approval for Last Uploaded File Last Uploaded Files

Term Spring 2022

Term Code Document Type :;Binn Lij:me A;‘;‘;i:y Download
Version 1 x L g " -
o Red indicates Rejected 5o R . Bl oz o
€D Verification Q Documents along with
Tostification b Valid Qatari ID Copy 1 Bl s o
CDC Comments Invalid Qatari ID. A
i 3;';;9 Qatar University ID Copy 1 Bl wes o
Legend }

@ Approved € Rejected (' Pending

release 1.0 Set Screen Reader Mode On

Figure 6 - Uploaded Documents with Rejected Approval Status

12
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< My Attendance
1. Click on “My Attendance”.

Current Term: 202120 ﬁh‘ Home @ User:

Student Employment System

Student

2, =] T
Apply for Employment Job Market My Financial Documents My Attendance )

My Applications My Job Interests

2. Here you will see your attendance calendar, your approved and submitted work hours,
and the rules and regulations of the time attendance of the Student Employment Program.

ployee [3logOut 3 Language

Student Employment System

Student

Your Approved Working Hours is

16.75 <« August 2023 [monn | | st

Your Submitted Working Hours is

28.75 Sun Mon Tue Wed Thu Fri Sat

Rules and Regulations

***The time periods should be
between 0700 and 2300

*** The student cannot exceed an
overall of 5 working hours per day
during weekdays (Sunday - Thursday).

*** The student cannot exceed 7
working hours during weekends and 7
@ working hours during official
vacations (whether working for one 27 28 2 20 @
department or more).

20 21 22 23 24 25 26

#** The weekly total hours worked
cannot exceed 20 working hours.

+++ The time periods should not @ Rejected D Pending @approved @Fed
conflicts with your another

13
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3. Toadd working hours (1), click on *“Add Working Hours” Button.

Current Term: 202120 Q Home @ User: SA1901364 9‘1 Role: Student Employee E:) Log Out 33 Language

Vaccation/ Weekend Attendance Approval Add Working Hours [i)

——

August 2023 month | st

4. Input your current supervisor, the date, and the time you put work in. You can have
separate times throughout the day and your total time should not exceed 5 hours in a day.
Once done, click “Submit. Your added work hour will be included in the calendar.

Add Attendance >4 m

o = : Select your current
Application Application 2 , Career Development Center(Ohod Taher Alawi Abdulrab) 3
Nimber # Supervisor. [
Attendance Day: 17-AUG-23 v~  Check date and time. 8
*
Begin Time (1) ¥ 07:.00 v End Time(1) * 07:00 v o
Begin Time (2) N7 End Time (2) N
Begin Time(3) e End Time(3) N 17
=
24
7 T T T T
27 28 29 30 31

14
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5. In case you want/need to work during the weekends or official holidays, click on
“Vacation/Weekend Attendance Approval” button. Speak to your supervisor to seek
approval in doing so. Once approved, it will appear as “Yes” by both director and CDC
approvals once you click said button.

d Attendance ApH

lorking Hours is Weekend/Vaccation Approvals 3¢
Vorking Hours is
App Start Director cDC { F
AiFIE No. gyme date COCCaRe Approval Approval .
Career Development Center(Hamda 21-JUL- 22-JUL-
Rashid A A Al-Maadeed) * Weekend 23 23 des Yes
ReQU|at|ons Career Development Center(Hamda 5 Vgt 01- 31- Y Y 10
Rashid A A Al-Maadeed) el AUG-23  AUG-23 £ &
vds should be
d 2300 Career Development Center(Hamda 11- 12-
Rashid A A Al-Maadeed) 5 [ Weekend | aiga3 | augzi | ¥ fes
annot exceed an 17
ing hours per day Fiel
(Sunday - Thursday).
24
annot exceed 7 - - -
iring weekends and 7
iring official

er working for one

Aral

27 28 20 30 Ell

6. If you want to remove awork hour you didn’t intend to add, click on that work
hour, thenclick on “Delete”. It will then be removed from the calendar and the
supervisor won’t see it.

Add Attendance X m
|
Application Application 3 , Career Development Center(Ohod Taher Alawi Abdulrab)
Number: *
Attendance Day:  09-AUG-23 [
4 3
Begin Time (1) *  20:00 End Time(1) * 23:00
Begin Time (2) End Time (2) | 10
Begin Time(3) End Time(3)
= . 17
Supervisor Pending
Decision
1. |
[ 24
Cancell
7}
T T T T
2T 28 29 30 N

15
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7. Inthe calendar, your work hours are color coded. Once you submit a new work hour, it
will be in yellow. This means that your submitted work hours are still pending approval
from your supervisor. Once it is red, that means your supervisor rejected it, if blue, it is
approved by your supervisor, and green means it is approved by the finance. It is worth
noting that:

a. Submitted hours refer to the hours you submitted that are approved as well as
ones pending approval by your supervisor, and
b. Approved hours refer to the hours you submitted that are approved by your

supervisor.
4 3 today ‘J uly 2023 fi menth ﬁ list
Sun Mon Tue Wed Thu Fri Sat
e
o These are the , 7 5 = = 2
financially
approved hours
] = 10 1] 12 13 14 15
Attendance for cgirwomd Aftendance for Career W I‘:r Career
Taher mugg Center(Hamda Rashid AA Tmm"mg
Al-Maadeed)
18 19 20 21 22

16 17
Attendance for Career Attendance for Career
Development Center{Ohod | Development Center(Ohod
Taher Alawi Abduirab) Taher Alawi Abduirab)
23 24 25 26 27 28 29
Attendance for Career Attendance for Career Attendance for Career
m'mnt 3 Development Center(Ohod Develn;m:em Center(Ohod Tt_]ese ?;‘E the
i Taher Alawi Abdulrab) Taher Alawi Abdulrab)
m} Rashid rejected hours
Attendance lo(cemCﬁmer S:andanm inlc Ca:ﬁe(Oh Attendance forcoC:'eer
Development Center(Ohod || Development Center(Ohod | Development Center(Ohod
Taher Alawi Abdulrab) Taher Alawi Abdulrab) Taher Alawi Abdulrab) These are the <
approved hours

@ Rejected ( Pending @Approved @Fed

16
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¥ My Skills
1. Click on “My Skills™ to edit your skills at any stage.

T > =
al Documents My Attendance My skills End of Month Summary

2. If you want to update your skillset by adding or removing some skills after registration,
you can do so in this page. Feel free to add or remove any skill you want, and then click
on “Update my Skills” once you are satisfied with the changes (next page).

Student Employment System Current Term: 202120 () Home (5 Use £, Role: Student Employee [ Log Out 34 Language

Student

Please update your skills (hold the control button to multi select) :

English- Weak [  Prranslation il =
English- Average

English- Excellent > -~
Bilingual Make your.

Typing English ¢ Challges uSlllg -
Typing Arabic

et B < these tools. v

Microsoft Excel
Microsoft Access
Editing
Microsoft Word

Cancel

release 1.0 Set Screen Reader Mode On

17




il s dools

QATAR UNIVERSITY

/

< End of Month Summary

1. Click on “End of Summary”.

2. Here you can check the monthly summary of your salary, your performance, along with
the approval from the supervisor, director, the CDC, and the finance department as well.
This changes every working month. Once all the bodies have approved your hours, your
salary will be processed and sent to your bank account ata certain date to be dictated in
the email that you will be sent by the Student Employment Section.

Student Employment System

Student

Q~ 6o

Department Name Period Super Approval Director Approval €DC Approval Finance Fed ? Performance Rate Working Hours Total Sal
Career Development Center(Hamda Rashid A A Al-Maadeed) JuL-2023 es Yes Yes Yes 3 - Met expectations 5
Career Development Center(Hamda Rashid A A Al-Maadeed) JUL-2023 Yes Yes Yes Yes 5 - Qutstanding 60 B
Career Development Center{Ohod Taher Alawi Abdulrab) JUL-2023 Ves Pending Pending Pending 5 - Qutstanding 50 1475 500

18




