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Student Enrollment Verification for FICA Exemption – 
Shared Query Library 

 
 

URL Shared Query Library:  https://authhub.wisconsin.edu/?app=Hyperion 
 

1. Log on the Group Query Library Membership page using your NetID and password.  The 
Shared Query Library URL above will take you to the UW System Authentication Hub.  
After entering your UW Madison NetID and password, select the Login button. 

 
 

 
 
 

2. Click either Payroll or Human Resources folder (based on your access authorization) to 
access the query list. 

 
 

 
 

https://authhub.wisconsin.edu/?app=Hyperion


 
3. The list of Queries in that folder will appear. 
 
 

 
 
 
4. Select the “Student employee credits for FICA Deduction Fall and Spring Term” query 

by clicking on the title. 
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5. The query criteria selection screen will appear. 
 

 
 
 
6. Enter the UDDS and semester (term) that you are reviewing for FICA exemption.  You 

may run the query for a division (UD), department (UDD), or sub-department (UDDS).  
A broader query will take longer to run.  You must enter a UDDS and select the semester 
(term). 
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7. Select the Process button.  Note that larger queries may take up to 5-8 minutes. 
 
 

 
 
 
8. The additional report criteria select screen will appear. Additional selection criteria will 

narrow the query.  It is not required.  If no additional selection criteria will be selected, go 
to the next step.  Otherwise: 

  
a. The query may be narrowed by: 

o Appointment Type – SH, SA, or both.  The query defaults to both SA 
and SH.  Select the appropriate radio button if you wish to change the 
displayed appointment type. 

o Report Type – All Students, Just Students requiring FICA deduction, or 
Just students with No SSN match to student records.  The query defaults 
to All Students 

b. If additional selection criteria is selected, click the Process Additional Criteria 
button.  The results will appear after the additional criteria is processed.  Go to 
step 10 below to print the report. 
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9. To view the results, select Student Employee Acad Yr Credit Load Check from the 
Select a Report drop-down menu. 

 
 

 
 
 

10. The report preview screen will appear.  To page up or down, use the view navigation 
tools.  The report will export to PDF for printing by selecting the PDF button.  Once the 
report has exported to PDF, it is ready to print. 

 
 

 
 
 

11. Review the report for necessary changes to the FICA indicator per policy. 
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Export a Query into Excel 
 
A query may be exported to Excel to allow for additional searches and sorts of the resulting 
data.  To export the query results to Excel, follow the above steps until Step 9.  At Step 9, 
follow the step below: 
 

9. To view the results, select Student Employee FICA for Export to Excel from the Select a 
Report drop-down menu. 
 

 
 
 

10. The report preview screen will appear.  The report will export to Excel for printing by 
selecting the Excel button.  Once the report has exported to Excel, it is ready to print, save, or 
work with the data . 
 

 

Page 6 of 6 


