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Director’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 directors how to access and navigate 
this new services system conveniently and efficiently. 
 
This also includes the updated system for directors to efficiently manage students under 
their directory, along with approving/disapproving different requests from supervisors or 
students themselves. 

General Overview on the Director’s New Student Employment Service System 

1. Log in to the QU Banner using your QU ID and password. 
2. Navigate to “QU Services” and then click on “Student Employment Services”. 

Figure 1 – QU Banner Dashboard 
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Figure 2 – New Student Employment Services System Main Dashboard for Supervisors 

After you have entered your credentials, 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 is 
as shown: 

1. “My Students” – Here is where you can view all the active students that are under your 
directory (See Figure 2). 

2. “Attendance” – This is where you can view the attendance of each student in each month 
of the year and approve/disapprove each work hour. 

3. “Vacation or Weekend Approval” – Here is where you can approve/disapprove 
requests for students who intend to work during official holidays or weekends. 
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4. “My Information” – This tab shows the general information of your department which 
includes the cost center, the cost center’s budget, and the remaining budget for your cost 
center. 

Figure 3 – “My Students” Page 
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Steps on How to Use Each Function in the Student Employment Services 
Platform 

A. Attendance 
1. Click on “Attendance”. 

 

2. This is where you can check on each of the student’s attendance and work hours and 
whether or not they are approved by their supervisors and their salary for that month. If 
you approve of their work hours, click on the check box at the far right of the table (1) 
then click “Approve Selected Students” at the bottom of the page. 
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3. If you want to view the approved students list, click on “Approved Students List” at the 
top right of this page, then a window will appear showing you the list of the students you 
approved (See Figure 3). 

Figure 3 – Approved Students List 
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B. Vacation or Weekend Approval 
1. Click on “Vacation or Weekend Approval” 

 

2. Here you can view the list of requests of students who intend to work during the 
weekends or official holidays. To approve their requests, simply click on “Click to 
Approve” on the right side of the table. 
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3. To view the approved list of students who intend to work during weekends or official 
holidays, click on “Approved Student Vacation/Weekend List”. Here you can view the 
list of students whom you approved to work during weekends or official holidays (see 
Figure 4). 

Figure 4 – Approved Student Vacation/Weekend List 
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C. Reports 

This function appears hidden in the main dashboard. To access it: 

1. Click on the button that says “Director” on the top left corner of the dashboard. 

 

2. Click on “Reports” (1), then click on “Attendance Approvals Followup” (2). 
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3. This is where you can view and follow-up on the pending approvals from supervisors and 
monitor whether or not they are approving their students regularly. If you want to know 
more about a specific supervisor, click on “Show Details” for more information on the 
approval status of each student under each supervisor (See Figure 5). 

 

Figure 5 – This is what will appear after clicking on “Show Details”. 

 


