
   

 
Supervisors have two options for Reviewing Federal Work Study Awards.  They are: 
 
A) The Award Status Review Screen – good for one or two students 
 

The Award Status Review is  a quick and easy way for supervisors to find out how much an individual 
student has earned against his work study award to date.  
 
Follow this path In Peoplesoft: Enterprise Applications>Human Resources 
Employees>University of Maine System>Payroll>Review Payroll>Award Status Review 
 
Look up your student by name (First Name Last Name) or by Peoplesoft ID, and click SEARCH.  

 
B) The Student Earnings Report -  better for large numbers of  students 

Step by Step Instructions for how to run the report follow on the next few pages. 
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How to Run the Student Earnings Report 
 
Getting Started: 
 
 

1) Log into Peoplesoft. From the Menu on the left-hand side follow this breadcrumb trail: 
Enterprise Applications>HR Employees>UMAINE System> Payroll> Reports 
>Student Earnings 

 
 

2) You will be prompted for a Run Control ID this is just the name you give your report, usually 
your initials. If this is the first time you’ve run the report click  “add a new value,” enter a run 
control id of your choice, and click the yellow ADD button. This will bring up a list at the bottom 
of the page with your ID. Click on your ID there and it will bring you to the earnings report.   

 
 

3) You should see this screen: 

 
Fill in the following values:  
 

Distribution Term: Either Academic year or summer (ACAD or SUMR) 
 
Pay Period End Date: Choose the end date of the pay period for which you want see student 
earnings. You must choose a pay period end date or you will not get any output on your report.  A 
payroll schedule is available here: 
http://www.maine.edu/pdf/payrollschedulefy07stu.pdf 
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Distribution Year: this is the current FISCAL year.  Type in the 4-digit year.  
 
Business Unit: UMS06 for USM 
 
Percentile: This option will put an asterisk next to a student who is within certain percentage of 
their award limit based on all of their current FWS jobs. You can choose the 2-digit numeric value 
to enter here.  
 
Student Earnings Sort Options: Select Department.  
 
Financial Aid Category Selection: To see both your federal work study and dept funded students, 
type FWS in the first box. On the far right you will see a yellow plus sign, click on this to add a 
row. In the next box, type STA for regular student.  When you are done your screen should look 
like this:  
 

 
 
Hit the SAVE button at the bottom of the page. At the top of the page hit the yellow RUN button.  
 
 
 
When you click RUN, you will be taken to this screen:  
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Put a check mark in the box next to the last choice, Student Earnings (this is the SQR report and 
the only option that will produce any output).  
 
Hit OK and you will be taken back to the Students Earnings Report Selection screen page.  
 
On the Students Earnings Report Selection screen, click on Process Monitor at the top of 
screen. You will be taken to the process list. You should see something like this this:  
 

  
 
Click Refresh until the run status says success.  Click on Details. You will be taken here: 
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At the bottom of the page, click View Log/Trace. You should see this: 
 

 
 
Click on the last selection. It should begin with umpay . . .  This will take you to the earnings 
report.  You will get the entire report for all departments in the university. The pages are listed 
alphabetically by department. Find your page and review the information.  
If you have any questions, please don’t hesitate to contact the student payroll coordinator at x5202.  
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