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The main section of this Online Student Employment Authorization Form: A User’s Guide for 

Students was put together to follow the sequence of steps that students will take in order to 

accept or decline an online student employment authorization form. Please note that all student 

employment authorization forms can only be initiated by a supervisor; students are not 

able to initiate a student employment authorization form. 

 

The employment authorization as well as the federal I-9 and W-4 forms (most returning students 

will have completed these) are the essential forms that need to be completed in order for a 

student to get on the student employment payroll. Once on the payroll for a particular position 

the student will remain active and will be paid for any hours submitted through the Time Entry 

System (TES) for that position until the end date specified on the employment authorization form 

(with the default end date being the last day of the academic year). 

 

IMPORTANT NOTE – A separate employment authorization form must be completed for 

each job a student is hired for and a new form must be completed each year for students 

returning to the same job.  
 

 

SEQUENCE OF STEPS FOR ACCEPTING OR REJECTING THE ONLINE STUDENT EMPLOYMENT 

AUTHORIZATION FORM 

 

 

Step 1 – Student Receives an Email Notification that an Employment Authorization Form 

Has Been Created and Submitted for Them by a Supervisor. After a supervisor has 

completed an online student employment authorization form and submitted it, the student 

will receive an email notification. The sender of the email will be listed as “no-reply” and the 

subject line will read as follows: “You have received an Academic Year Employment 

Authorization for [Job Title].” This email will provide step-by-step instructions for what you 

need to do to review and accept/reject your employment authorization form. 
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Step 2 – The Student Clicks the Link in the Email, Goes to the Student Employment 

Authorization Home Page, and Logs In. The student logs in using their St. Olaf username 

and password. 

 

Step 3 – The Student Accesses the Employment Authorization Form from the “Student’s 

Home Page”. The Student’s Home Page shows all the employment authorization forms that 

have been created for the student and are waiting for a response. The student clicks on the 

“ID” number to the left of the supervisor’s name. 

 

 

 

 

 

 

 

 

 

 

 

 

Step 4 – The Student Reviews the Employment Authorization Form and Either Accepts or 

Declines It. Once the form is opened the student can then review the job information as well 

as the Confidentiality Agreement. At the bottom of the form they must click either “Accept” 

or “Reject” before submitting the form. Since all students must log into the Employment 

Authorization system using their username and password, all submitted employment 

authorizations are considered “signed” electronically. 
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If the student decides not to accept the job then they click the “Reject” button; however, they 

will not be allowed to submit the form until they have written a comment in the “Reason(s) 

Rejected” section.  

 

After the student submits the form, the next window that appears informs them where the 

form has been sent, depending on whether they accepted or rejected the form. All accepted 

forms go directly to the Human Resources office with a copy emailed to the supervisor.  All 

rejected forms are returned directly to the supervisor.  If the supervisor modifies the form and 

submits it, the process will start over with the student receiving an email notification.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 


