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Student Employment Authorization (SEA) Form Process Guide 

Overview: 

The Student Employment Authorization (SEA) Form is the form departments & colleges use to hire 

student employees in Bargaining Unit 15 (represented by CSUEU) and make changes to employment 

data for that student employee population. The SEA Form is used after the department has completed the 

offer card and received approval to extend an official offer of employment. If you have any questions 

about the recruitment process, please contact Student Employment. 

This process guide provides instruction for completing & submitting the SEA Form through SoftDocs. The 

individual within the college/department who has the responsibility of managing student payroll, 

commonly referred to as the Student Attendance Clerk, will typically manage this process. Data fill, 

appropriate routing, electronic notices, and Payroll processing all occur within SoftDocs.  

NO electronic signatures are required in this process. 

Process: 

1. Determine what SEA Form action is needed 

a. Identify the student’s relationship with the campus 

i. Use CS, Insight, CHRS, Job Data 

b. See list of Actions & Uses below 

i. If you know what action you need to complete for a student, you can skip this step 

2. Complete/Submit the SEA Form in SoftDocs 

3. Manage your SEA Form submission(s) in SoftDocs 

SEA Form Actions & Uses: 

• Initial Hire 

o Brand new hire to CHRS 

o New hire to your department 

• Add Additional Job 

o For a student that already has a job in your department: Add a new job that does not 

already exist for the student (use Student Employee Listing Report in Insight to determine 

what jobs exist in your department) 

▪ Ex: a student has an active 1861 job, but they have exhausted their Federal 

Work-Study and need to have a Student Assistant job added 

▪ Ex: a student has an active job, that they will continue to work in; however, they 

are also hired into a different job with a different supervisor 

• Pay Rate Change 

o Change the pay rate for an active student employee (use Student Employee Listing 

Report in Insight to determine what jobs exist in your department) 

• Rehire After Termination 

o Terminated job exists in CHRS for the student in your department, and you are rehiring 

the student 

▪ CHRS Job Data or CSU ID Search 

mailto:Student%20Employment%20%3cstudentemployment@csuchico.edu%3e
https://insight-int.csuchico.edu/Reports/Pages/Folder.aspx
https://insight-int.csuchico.edu/Reports/Pages/Folder.aspx
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▪ DeptID & Job Code must match; however, Position# can change 

• Extend Appointment 

o Appt End Date for student is expiring and you must extend to avoid auto-termination by 

payroll 

▪ Use Student Employee Listing Report in Insight for current data 

o Leverage an existing psn and change the Position# to a different fund/Report-To 

▪ ‘Old’ information will be replaced by ‘new’ information  

• No interruption of service for the student 

▪ DeptID & Job Code of ‘new’ position MUST match the existing job 

• Position Change (Move To Bridge or Update Reports-To) 

o Move an existing 1860/1861 in your department to an 1874/1875 for Summer Bridge 

▪ Position # must change 

o Update Reports-To for an active employee 

1. Requires information from OLD job & NEW job 

2. Will NOT create a new Rcd# and will leverage existing Rcd# 

a. Making it easier for students & Timesheet entry 

Process Steps: 

1 Determine what SEA Form action is needed using information gathered from CS, CHRS, Insight 

IMPORTANT: If the student is already an employee in your department and you know what 

action you need to take please skip ahead to #2. This step is intended to help determine what 

relationship the student has with the campus to determine what action to use. 

a. Login to Insight 

i. Navigate to Human Resources > Student Payroll > CHRS ID Chico State ID 

Crosswalk 

ii. Enter CS ID 

iii. Does the student have a CHRS ID? 

1. If so, continue to #1b 

2. If not, this is a brand-new employee and you should skip ahead to #2 

using the Initial Hire action 

b. Login to CHRS 

i. Navigate to Main Menu > CSU ID Search  

1. Does the student have an active/inactive job in your department? 

a. This will show you all active/inactive records at CHRS 

campuses, not just Chico 

2. If no jobs exist for your department, you can skip ahead to #2 and will 

select Initial Hire as the action 

3. If jobs exist for your department, in CHRS navigate to Job Data (Main 

Menu > Workforce Administration > Job Information > Job Data 

a. Enter CHRS ID and click search 

i. This will help you identify if there is a record that you 

want/need to update 

b. Student Employee Listing Report in Insight 

2. Complete the Student Employment Authorization form in SoftDocs 

a. Enter Chico State ID# (CSID) 

i. Student Name will automatically populate when you tab out of field 

1. If CHRS ID exists it will automatically populate 

https://insight-int.csuchico.edu/Reports/Pages/Folder.aspx
https://chrs.hr.calstate.edu/HCHRPRD/signon.html
https://csuchico.etrieve.cloud/central/forms/287
https://login.etrieve.cloud/oauth/account/login?organization=csuchico&tenantId=02312b8e-9b24-43a2-ab70-95bf44d16ad3
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2. If brand new hire, CHRS ID can be left blank 

b. Enter DeptID 

i. Department Name will automatically populate when you tab out of field 

c. Select Appointment Type 

i. Academic Year or Summer enrolled in classes 

1. Fall and or Spring appointments 

2. Summer appointment while enrolled in classes on campus 

ii. Summer Bridge 

1. Only applicable in June, July & August 

a. Students exempt from Summer Bridge 

i. Working while enrolled in courses at Chico State with a VOE 

on file 

ii. Working as 1868 students 

2. Additional Summer Bridge Information will appear 

a. You will want to share this information with your Bridge students. 

i. Note: In a future enhancement, we will build this information 

into the email notification to the student, and you will not be 

relied on to share that information with the student 

d. Select Action (form will expand fields based on selection) 

i. Refer to Action & Use/Definition section above 

1. Any questions should be directed to your Payroll Technician 

e. Enter Effective Pay Period (MM/YYYY) 

i. Payroll will appropriately select the true MM/DD/YYYY from the Chico State 

Employee Calendar when processing  

1. Actions cannot be effective in the middle of a pay period 

f. Is this a Class IV employee? (refer to Classification Levels & Wage Rates) 

i. Yes - student will be hired at $17.90/hour or higher 

1. Approval from the Student Employment office is required and the SEA will be 

routed there for required approval before being delivered to HR-Employment 

ii. No - student hourly wage is defined by Class I, II, or III (steps 1 & 2 respectively) 

g. Complete/Populate Required fields (not all fields show up for each action) 

  IMPORTANT: if fields do not show up, one or more radio buttons or fields above may be missing 

i. Empl Rcd# 

1. For existing Rcd#s, additional fields may be auto-populated 

ii. Position# (CMS Psn#, must be 8 digits) 

1. If this Position# has employees in it, other fields may auto-populate 

2. If this Position# does not have employees currently in it, it will attempt to 

auto-populate 

a. This will be an enhancement in the future 

3. For any questions related to Position #s please contact Budget 

iii. Job Code 

1. If not auto-populated, must enter manually 

a. Do NOT attempt to enter until SoftDocs is done searching as it will 

be deleted when the search function completes 

iv. Hourly Rate or Class IV Hourly Rate 

1. If Class I, II, or III use drop down menu to select appropriate rate 

2. If Class IV, must type appropriate rate 

https://www.csuchico.edu/hr/payroll/tech.shtml
https://www.csuchico.edu/hr/_assets/documents/25-26-chico-state-employee-calendar-final.pdf
https://www.csuchico.edu/hr/_assets/documents/25-26-chico-state-employee-calendar-final.pdf
https://csuchico.app.box.com/file/2053746728861?v=SEMP-classLevel-wage-rts-2026
mailto:Budget%20CFS%20%3cbudgetcfs@csuchico.edu%3e
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v. Appt End Date – typically end of Fall or end of Spring (05/31/YYYY or 12/31/YYYY) 

vi. Reports To Name 

1. If not auto-populated, must enter manually 

a. SoftDocs will only auto-populate is the Position# has active 

employees in it 

i. Future enhancement will allow it to auto-populate on all 

Position#s 

vii. Recruitment# 

1. Locate this 6-digit # from your PageUp dashboard (landing page) 

a. Below Recruitment Title on recruitment 

b. Enter 000000 if student was hired via Handshake prior to PageUp 

viii. Recruitment Title (from PageUp) 

1. Locate this title from your PageUp dashboard (landing page) 

a. Below Chico State header on recruitment 

2. Must be entered exactly as reflected in PageUp 

h. Add/Delete Rows as needed (if you need to affect another job with the same action & 

effective date you can still do both on 1 form) 

i. If there is a reason to discard the SEA & not submit it will show up in your Drafts menu in the 

left hand menu 

i. You can choose to delete any drafts that exist 

j. Ignore these options: 

i. Save: this only saves the SEA form as a pdf, it does not save as a draft 

1. There is no reason for departments to retain pdf versions of the SEA form as 

all the data will be stored in workflow and ultimately retained in payroll 

ii. Add Attachments – not being used at this time 

k. Click Submit 

3. Manage your submission(s) 

a. In SoftDocs, navigate to ‘Submissions’ tab to see the status of your SEA Form(s) 

i. UN-click ‘Needs Review’ 

ii. Click ‘In Progress’ to see what SEA Form(s) are in the workflow 

1. Sort by Step 

a. Student Employment SEA Processing = Class IV wage rate being 

validated by Student Employment in HR 

i. Contact Student Employment with any questions 

b. Employment SEA Processing = being validated by Employment in 

HR 

i. Contact Employment with any questions 

c. Payroll SEA Triage = SEA has been delivered to payroll & awaiting 

delivery to your Payroll Tech 

i. Contact your Payroll Tech with any questions 

d. Payroll SEA Processing = SEA is in the processing queue 

i. Contact your Payroll Tech with any questions 

e. Payroll SEA Auditing = SEA has been processed in CHRS and you 

should see it in Job Data.  

i. Contact your Payroll Tech with any questions 

iii. Click ‘Completed’ to see what SEA forms have been fully completed & processed by 

payroll 

https://calstate.dc4.pageuppeople.com/dashboard
https://calstate.dc4.pageuppeople.com/dashboard
https://calstate.dc4.pageuppeople.com/dashboard
mailto:Student%20Employment%20%3cstudentemployment@csuchico.edu%3e
mailto:Chico%20State%20Human%20Resources%20%3cHumanResources@csuchico.edu%3e
https://www.csuchico.edu/hr/payroll/tech.shtml
https://www.csuchico.edu/hr/payroll/tech.shtml
https://www.csuchico.edu/hr/payroll/tech.shtml
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1. When payroll processes the SEA in CHRS, you will receive an email 

notification alerting you that it has been processed 

b. If your SEA form requires correction, it will be returned to you with notes from the department 

that rejected it 

i. You will update as needed and resubmit 

1. If you had any questions, you would work directly with the person/department 

that returned the SEA 
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