
Campus Employment – Instructions 

Step 1: Login 
Go to: http://portal.westminster-mo.edu/CampusEmployment 

Login using your full email address (FirstName.LastName@westminster-mo.edu) 

 

Step 2: Review Applications 
Below you will find an example of what your home screen might look like. From here you can review / 

edit all of your positions, and review or process any incoming applications.  



Step 3: Process Application 
The first step for the application process after the student submits an application (and you receive an 

email notification), is for you to approve or deny this application. You have 7 Calendar Days from the day 

the student submitted the application to complete this process, or the student’s application is 

automatically declined to allow the student to apply for other positions.  You can click the Student’s 

email from this screen and setup an interview before processing the application. Students are anxious to 

start working, so do not delay in responding to your applications. You will continue to receive 

applications until all positions have been filled in your department. 

  



 

Step 4: Await Application Process 
After you have accepted the application, the student will automatically receive an email notification of 

your acceptance.  The approval process will follow the image below starting with Student Approval. Only 

when the student has accepted your position does an opening become filled.  You will receive an email 

notification confirming the student’s acceptance or denial of the job offer you make.  Only after you 

receive a final email notification confirming the student has submitted all of their personnel paperwork 

to Human Resources in the Business Office can the student begin working and their electronic timecard 

will be activated in MyWC.  

 

 

Other Steps: Edit Position 
On this screen you can edit the basic information for your position(s), and see the number of positions 

and openings you have for the selected position.  To increase the number of positions or add new 

positions, you are required to get an approval from your respective Cabinet member, and they must 

notify the Financial Aid Office. Financial Aid will automatically update the positions and openings for you 

when this process has been completed. 

 


