: FITCHBURG STATE UNIVERSITY

How to Create an OBRA Only Packet-Job Aid for
Managers

Students that plan to work over the summer are required to fill out an OBRA only packet. This
packet includes an exemption form which provides information on whether or not the student must
pay into OBRA. This paperwork should be submitted by the end of the spring semester.

1. Navigate to the Interview Exchange login.

2. Select Onboarding/Contracts.
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Note, if you do not see the Onboarding/Contracts button please reach out to Human Resources.
3. Click Start New Packet at the top of the screen.
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4. Fillin the student’s position title (for example, Office Assistant), their first and last name,
email, and department. Under template, click the dropdown list and select OBRA only.
5. Then click create.
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6. Once the form is created it will display, and you will need to click the Publish button at the

bottom of the form.
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7. Once the packet is published, Interview Exchange will send an email to the students asking
them to fill out the forms.
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For any onboarding

Technical assistance p

nierview Exchange Support



8. You can also send reminder emails to students if they have to fill out the paperwork, first
find the student on your dashboard then click the edit icon displayed as paper and pencil.
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9. Then click on the Reminder link.
10. Once you click the Remind link you will receive a pop up message asking if you would like a

copy of the reminder email with an option of responding yes or no.

Questions for Payroll: payhelp@fitchburgstate.edu or 978-665-3177.

Questions for Human Resources: humanresources@fitchburgstate.edu or 978-665-3172.
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