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Pay Rate Change 
Hourly Student Employees 

 
This page is used to update an hourly student employees’ 
compensation rate.   
 
Beginning 6/13/10, this page is no longer used to update graduate 
student employees’ compensation rate since the Provost Office now 
needs to approve these transactions.   
 
Please submit a CHANGE OR SEPARATION FORM (PER-39) to the 
Provost Office for approval prior to sending these transactions to the 
Division of Human Resources for processing.     
 
 

1. Access the Pay Rate Change transaction page: 
 
Workforce Administration  >  Job Information  >  Pay Rate Change 
 

 
 

2.  Enter Search Criteria 
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Pay Rate Change - Hourly Student Employee 
 
 

3. Update Pay Rate Change KSU page: 
 

A. Insert a new row using the  +   button. 
 
B.     Enter new effective-date (MMDDYY).   

 
No need to enter slashes or dashes … the effective-date will automatically format 
after tabbing out of the field. 

 
C.      Enter new compensation rate. 
 
 

 
 

 
 
4. Check data carefully and Select "Save" 
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