
Instructional Student Assistant (ISA) Self-Service Process Overview
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ee Within approx. 48 hrs, the 
online timesheet is available.  
Using single-click access on 
the Portal, the ISA reports 

“In” and “Out” times on their 
timesheet each day they 

work

ISA Approver 
validates hours 

reported

Are hours reported 
correct?

ISA employee 
validates  hours 
and corrects per 

approver

NO

Approver approves 
hours and saves 
prior to approval 
cut-off each pay 

period

YES

Are the hours 
reported in the 
correct record 

number?

YES

NO

Validates eligibility, 
creates Job record 
in PeopleSoft and 
enrolls in Time and 

Labor

Hires ISA and 
completes ISA 101

Has student ever 
worked as an ISA 

before?

Orientation 
paperwork is sent to 
Academic Personnel 
to be hired in PSoft

New ISA’s come to 
Payroll to do ISA 

orientation including 
I-9 and show SSC

NO

YES

If hours are reported 
or approved after cut-

off submit Late ISA 
timesheet

If hours are reported 
or approved after cut-
off submit Late ISA 

timesheet

OR

Runs enrollment 
and time entry 

validation reports

Payroll processes 
Late ISA timesheet 

for payment by 
Late ISA payday

Are hours 
correct and 
appoved?

NO

Processes approved 
time and creates 

electronic file to send 
to State Controllers 

Office

YES

Validates 
paychecks 

received and 
authorizes release

Checks are received to 
hold  for pick-up by the 
ISA on ISA payday or 

late ISA payday


