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Employment Record Verification (ERV) 

The Employee Record Verification provides a quick snapshot of a student’s eligibility for employment by 
showing key academic details, recent enrollment history, required certifications, background check status, 
and any active job assignments. This section helps confirm that the student is actively enrolled, compliant 
with screening requirements, and eligible to hold additional positions. 

How to Access: 

1. Log in to AU Access 

 
2. Navigate to the Employee Services card 
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3. Click on Self Service 

 
4. Click on Employee 
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5. Click on Employment Record Verification 

 
6. Type the students Banner ID (90*******) or UserID 
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Navigating the Employment Record Verification  
 
Basic Academic Info 
Displays the student’s Banner ID, major, degree level, enrollment status, citizenship/PR indicator, and 
effective term. This confirms the student is actively enrolled and meets the student employment criteria. 

 
Recent Academic Terms: 
Lists the previous three terms in which the student was enrolled, including the number of courses taken and 
total credit hours. This verifies continued academic engagement. 
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PPACERT Information  
Shows any certifications or training the student has reported. If no certifications exist (as in the screenshot), it 
notes that there is no active record. 

 
Vendor Background Check Record 
Displays submission dates, completion dates, the timekeeping location, and current status of any required 
vendor background checks. This allows verification that mandatory screenings have been completed before 
hire. 

Note: Background completion is also checked against the background portal by Employment Services to 
ensure accuracy when submitted for hire.   
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Employment Status: Active 
Lists any active job assignments, including hiring unit, job title, employment class, begin/end dates, FTE, 
hourly pay, and annualized salary. This verifies the student’s current employment status, ensures eligibility 
for additional positions, and prevents over-appointment. 

 
Employment Status: No Employee Record 
The student does not have an active PEAEMPL and would be a new hire. 
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Employment Status: Terminated 
The student has held a position on campus in the past, but is no longer active in the system; they would be 
a new hire.  

 
Test Scores 
You can find Speak Test Scores here  

If not listed, reach out to the Graduate School for confirmation.  
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Steps to find a student if you do not have their Banner ID or AU Username 
1. Click on the "..." 

 
2. Enter students First and Last Name 
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3. Click on Search 

 
Additional Information 

What Does this Error Mean? 
The student has been accepted into the university, but has not enrolled in courses 

 
 

 


