How do | check the status of students submitted via
eHire?
First login to My.Butler and click on Employee Tools:
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Welcome to My.Butler

If you are being directed to an Oracle login page, please clear your web browser cache. For instructions, go to google.com, type the name of your web browser followed by “clear browser cache.” Hit Enter and follow the instructions
provided. Then, try accessing my.butler.edu again.

By clicking on any link below you agree to the Terms and Conditions of use. If you do not agree to these terms and conditions you should immediately log out of the Butler portal
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Follow the Classic Home menu option:
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Navigate to Manager Self Service:

Favoriies « Main Menu «

Search Menu:

| ®

i Campus Personal Information 4 l';'ﬂ
0  self service r

-5 h:

== (= Manager Self Service 4

[ Campus Person 03 workiorce Administration »

[» Self Service 3 setUpHCM 3

[ Manager Self Sq &

[» Worlkforce Admi PeopleTools v

[ Set Up HCM

[ PeopleTools

Verify you have access to eHire: You will see folders for Time Management, Job and Personal
Information, and Compensation.

Under Job and Personal Information, select the eHire folder and then the Transaction Status
form:
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Here, you can search by HR Review Status which is made of pending hires, cancelled hires, and
processed hires. You can also change the start date range, as well as adjust the Transaction
Type and Status:



Pending: The request will appear here if you have just recently submitted an ehire request, if an
I-9 is needed, or there may be another issue preventing the student employment request from
being processed by HR.

Cancelled: The request will appear here if you accidentally submit a student in the same
position more than once.

Processed: When the submission is here, the student has been approved to begin working.



