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P
Process | | Step1: Enter the student's campus Id to the left and click add.
d| | Then select the Id in the list box and then hit the Process button.
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Step 2: Click on the Home button in the top left corner of the screen and go to " Student Work Authorization”
to produce an authorization, andlor to determine whether the student is eligible for Work-Study.
Click on the "print" icon to print the work authorization on your local or network printer.

Step 3: Click on the Home button and go to "Payroll forms Already on File”
to determine which payroll forms the student needs to complete.

Step4: Click on the Home button and go to "Enrollment - Credits Attempted"”
to determine whether the student is enrolled.

Step 5: Determine which additional payroll forms the student will need to submit. Click on the links to the left to print any additional
payroll forms that the student will need to submit.
1-9 Form and Instructions
An |9 form needs to be completed every 3 years. For each student who needs an 1-9, the department is required to attach

W4 Federal/State Tax Form a photocopy of the documents viewed to the |-9. Students must produce supporting documents for the |-9 within 72 hours.

Direct Deposit Form ) . ) . '
A copy of the Social Security Card is required for tax purposes. If not already attached fo the 1-9, a copy of the student's social

Statement of Minnesotz Residenc security card is to be attached to the work authorization.

Payroll Schedule 2009-10 W4 forms should be renewed annually is the student is claiming exempt from tax-withholding.
Student Employment website The direct deposit authorization must be completed by all student employees.

Minnesota students must submit the Statement of Minnesota Residency form each calendar year.

International Students

1. Need to go to the International Office, 400 Bowman Hall, to obtain their immigration documents.

2. The Supervisor will contact Human Resources, Ext. 2140, to schedule an appointment for the International Student to meet with
the Student Payroll Specialist in Human Resources.

3. The International Student will report to Human Resources, 203 Admin Bldg, for their scheduled appointment with their immigration
and 19 documents and complete the appropriate International tax forms.

4, The International Student will take their paperwork to their Supervisor so a Work Authorization can be generated.

5. The Supervisor will forward all of the International Student's paperwork to Human Resources, 203 Admin Bldg.
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Then Click on the number that transferred to the bottom box (labé&embove). This will then
bring that number back up into the top box.

/I fTA01 2y WtNROSaaQod



