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INTRODUCTION

The main section of this Online Student Employment Authorization Form: A User’s Guide for
Supervisors was put together to follow the sequence of steps that the supervisors and students
will take in order to complete and submit an online student employment authorization form.

The employment authorization as well as the federal 1-9 and W-4 forms 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 #1 — 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.

IMPORTANT NOTE #2 — For students who are working at St. Olaf for the first time, the
employment authorization is only one of THREE required forms that the human resources
office must receive before the student is actually on the payroll.

SEQUENCE OF STEPS FOR COMPLETING AND SUBMITTING THE ONLINE STUDENT
EMPLOYMENT AUTHORIZATION FORM

Step 1 — The Supervisor Goes to the St. Olaf Employment Authorizations Page and Logs
In. The Online Student Employment Authorization Form is accessed through the St. Olaf
Employment Authorizations webpage

(URL: http://www.stolaf.edu/apps/workauth/index.cfm?fuseaction=login.login).

Supervisors log in using their St. Olaf username and password (the same ones used for
email). Only a supervisor can initiate an online employment authorization form (with a few
possible exceptions for student supervisors). All faculty and staff email logins and passwords
will be enabled to use this system.
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ST OLAF COLLEGE Directories | A to Z | Home

EMPLOYMENT AUTHORIZATIONS I -

Employment Welcome to Student Employment Authorizations
Authorizations

» Login to access This site allows you to manage your student employment authorization farms.
employment

authorizations .
To access this site, you need to login.

Username:

Password:



http://www.stolaf.edu/apps/workauth/index.cfm?fuseaction=login.login

Once the supervisor has logged in, they will be prompted to choose a set of authorizations to
manage, either academic year or summer.

ST. OLAF COLLEGE Directories | A
Employment . . .
Authorizations Which set of authorizations do you want to manage?
» Login to access
employment 0 Academic Year (early-September through mid-May)
authorizations © summer (late-May through early-September)
» Logout

From this page the supervisor can initiate a new employment authorization form by clicking
on the “Create a New Academic Year Employment Authorization Form” link in the center of
the page. Also, the supervisor is able to view the status of each employment authorization
form he or she has initiated. This information is at the bottom of the screen.

ST OLAF COLLEGE

EMPLOYMENT AUTHORIZATIONS

2“'15""“"?" Welcome to Academic Year Employment Authorization for Supervisors
mploymen
Authorizations Please read these important notes before proceeding:
» Home
» New Employment Important Notes:
Authorization
» Help « Supervisors or support staff for a supervisor can initiate an employment authorization form.
» Logout + Once the employment autharization is submitted, the student will autematically receive an email copy.

+ The student will have seven days to take action before the form is automatically rejected and returned to the person who
submitted the form.

+ Once the student accepts the au , itis at submitted to Human Resources for further
processing.
« If the form s rejected by the student, it will be returned to the person who submitted the form for further editing.

Create a New Academic Year Employment Authorization Form

OR choose one of the forms below by dlicking on the ID

Click a column heading to sort or Type 1o filter resulis

‘ -~ ®m Student Job Title Submitted Status

\ No recards found. |




Step 2 — The Supervisor Completes the Employment Authorization Form. There are seven
fields of information to be completed on the employment authorization form.

ST. OLAF COLLEGE Directaries | A to Z | Home

EMPLOYMENT AUTHORIZATIONS I s

Academic Year Employment Authorization Form
Employment
Authorizations

» Home

Job Title:
» New Employment
Autherization
> Help Department/Grant Account Unit Search:

» Logout

(e.g. Department Name or Number)

Wage Rate: Sta ndan;r[ Rates nftPa;;

our - Third- and Fourth-Yea
$7.90¢/hour - Special Skills Positiens
Start Date: End Date:
09/06/12 05/22/13
Curr Acad. Year Start: 09/08/2011
cad.

ear End: 05/22/2012

Acad. Y
ext Acad. Year Start: 09/06/2012
Acad. Year End:  05/22/2013

(e.g. Student Name or Emaif)
Supervisor:
Jennifer D Skluzacek | skluzacj@stolaf.edu

Please review all the information to make
sure it's correct before submitting.

“Job Title” Field — Type the job title in this field. The contents of this field will appear in the
subject line of the confirmation emails that are sent to you (as well as the student) regarding
this employment authorization form.

“Department/Grant Account Unit Search” Field — This field contains both the department
unit and department name and is a pop-down list. The list will appear when you start typing
the first few numbers of your department unit (you do not have to include the Company 10-)
or the first few letters of your department name. The more numbers or letters you type the
smaller the list of choices gets in narrowing it down to your department, much like when
you’re typing an email address in the Google email program. NOTE: Please do not type too
fast. You must select the department from the pop-down list. If you type all the characters
into the field rather than select it from the pop-down list it won’t work.

“Wage Rate” Field — Type in the correct hourly rate following the pattern indicated in the
parenthesis to the right of the field — 7.45, 7.65, etc. (no dollar signs).

“Start Date” and “End Date” Fields — These fields will already be populated with the first and
last days of the academic year (9/06/12 and 5/22/13 for the 12-13 academic year). Please
change these dates if the student is only working for part of the academic year. You can
change the dates by clicking on the field. A calendar pop-down will appear that will allow
you to select the month and day you wish to enter. No typing is necessary.

“Student Search” Field — This field contains the student’s name and email address (for
security reasons the 1D is not visible but is added to the record before it's uploaded into the
student employment database). This is also a pop-down list. As you begin typing the
student’s name, the list appears. The more letters you type the smaller the list of choices gets
in narrowing it down to your student. We recommend that you use the student’s email
address as much as possible in filling in this field in order to minimize errors.



e “Supervisor” Field — The name of the person completing the online form will appear in this
field. If you are completing this form for another faculty or staff member who will be the
actual supervisor for the student then search for that faculty or staff person’s name from the
pop-down list to enter it in this field. If you will supervise the student and sign their time
sheets then leave this field with your name and email address.

Once all the fields are complete, click the “Submit” button. You will see the following
screen:

loyment Authorizati_. x

ST OLAF COLLEGE

EMPLOYMENT AUTHORIZATIONS

Academic 'rlulr Form {!omplete
Authorizations The Asadars: Year Emplayment Authsrzatssn form o complete and &5 el had besn 480k 15 the Suders. You can view the
= Home stabtus of the employment suthorization from the bome cace.
= Mew Employment
LI ¥ou can create 8 bracd new emplovment authorization or one
= Help
= Logout

This will give you the option to create a brand new authorization, or create one using the
previous form as a template.

Step 3 — The Supervisor Receives Email Confirmation of the Submitted Employment
Authorization. After completing and submitting an employment authorization form the
supervisor will receive an email with the sender listed as “no-reply.” The subject line will
read “Academic Year Employment Authorization for [Job Title/Description] sent to [Student
Name].” This email will contain all the information that was just entered on the employment
authorization form.

- ] (1] [ | "4 @ - More =
NYT Global Home - DealBook: Robert Diamond, Chief Executive of Barclays, Resigns - 3 hours ago

Academic Year Employment Authorization for testing HR sent to Inbox  x &

no-reply@stolaf.edu 2:11 PM (19 hours ago) - -
tome =

I  has been nofified of their Academic Year Employment Authorization Form submission for testing HR with the following information
Academic Year Employment Authorization ,_

Job Titletesting HR

Student:

Department: 10-16114 | Human Resources

Hourly Rate: 7.40

Start Date: 09/06/2012

End Date: 05/22/2013

Submitted By: skluzacj@stolaf.edu

Supervisor: Jennifer D Skluzacek | skluzacj@stolaf edu

e to Reply or Forward



Step 4 — The Student Receives an Email Notification that an Employment Authorization
Form Has Been Created and Submitted for Them. Every employment authorization created
by a supervisor will generate the following email to the student that provides step-by-step
instructions for what they have to do.

Fwd: You have received a Academic Year Employment Authorization for testing HR Inbox L)
tome

rrrrrrrrrr Forwarded message ————

From: <no-reply@stolaf edu>

Date: Mon, Jul 2, 2012 at 2:11 PM

Subject: You have received a Academic Year Employment Authorization for testing HR
To: andresbe@stolaf edu

YOU MUST READ THIS EMAIL AND FOLLOW THE INSTRUCTIONS TO WORK DURING THE ACADEMIC YEAR
A student employment authorization form has been submitted for you.
There are only FIVE simple steps you need to do:

1. Click on the following link: http:/fwww stolaf edu/apps/workauth/

2. Enter your St. Olaf email username and password. This will take you to the Student Employment Authorization Home Page.

3. Once on the Student Employment Authorization Home Page, follow the instructions for opening your employment authorization(s) —- one at a time.

4. Review all the information on the form

5. To accept the employment authorization form, click the *Accept’ button and then click the 'Submit' button. The information will be sent electronically to the Human Resources Office
To reject the employment autharization form, click the '‘Reject' button, enter the reason in the 'My Comment(s)' box, and then click the 'Submit' button. The form will be returned to the
supervisor/initiator.

All student employment is coordinated through the Human Resources Office. If you have any questions please contact our office via email at sse-hrstaff@stolaf.edu or by phone at 507-786-3068
Best wishes with your academic year employment opportunity,

Jennifer Skiuzacek
Student Employment Coordinator
Human Resources

Step 5 — 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 6 — The Student Accesses the Employment Authorization Form from the “Student’s
Home Page”. The Student’s Home Page shows all the authorization forms that have been
created for the student and are waiting for a response. The student clicks on the “ID”” number
of the authorization they wish to open.

Dirsctores | Ats 2 | Home

» Logaue Choose one of the forms below by clicking on the 1D

Current Employment Authorizations

Click 2 columin heading to sort or Type to filter results

b i:} Deadline Status
53 04-37-2012 Expired
3 05-07-2012 Accepred
Jen 07-09-2012 Auaiting Response

St Diaf College, 1520 ST, Ol
©2003-2012 St. Ola?
Cantect us at wel

Step 7 — The Student Reviews the Employment Authorization Form and Either Accepts or
Declines It. Once the form is opened the student can review the job information and 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 authorizations are
considered “signed” electronically.



Directories | Ato Z | Home

Academic Year Employment Authorization Form Review
Employment

Date Submirted: Manday, July 02, 2012
» Home

» Help TMPORTANT: Please review all the desails 2nd sslect if the information is cormct or not. If the information is incomrest, the form
w Logout will be sent back to the supervisorfinitiater for editing, If correct, you will be allowed to review the Federal guidelines and choose
- 1o accept or reject them.

Employment Authorization Information

Name: | 3ob Title: | D T Initiator:
| testing HR Human Resources | Jennifer Skluzacek

Hourly Rate or
Summer Rate/wk: |
740 09/06/2012 - 05/22/2013 Jennifer D Skluzacek

Start/End Date: Supervisor:

Status: Awaiting Response until July 9, 2012

Federal regulations require that each student must complete an I-8 Form and a W-4 Form prior to the first day of
employment at St. Olaf. If the student has worked at St. Olaf and has completed these forms in the past, they are
usually not required again. Supervisors and student employees must also complete an employment authorization
form for each job and submit it to the Human Resources Office prior to the first day of employment.

1. Vour work awzrd amount represents the masimum ameount you are suthorized to asm during the scademic year, Vou are
responsible for scheduling the comect number of hours to work in order to mest, but not exceed, your work sward limit.
“You can refer to the table in the online Student Emplayme dbook for assistance. Alse, listed in the Student
Employment Handbook are the Student employment pelicies. Failure to follow student employment policies may result in
dismissal from your job.

2. Hours worked will be logged using the Time Encry Systam (TES). Once you have logged into TES, you may selact the
"Help" hesding on the & for mere information.

Federal regulations require that all students have a timeshaet that documents the dates, hours, and toral hours worked.
This is done using the Time Entry System (TES).
o Hours worked must be reconded with time "in" and "out"” indicated througho:

o Time records muss ba snzersd by the stadsn: and spproved by sheir supsnisor.

Pay dates are listed on the Iefc side of TES under the heading of "schedules". Late submissions wil be processed with the
Following pay peric. No psyment of student smployment samings will be mads in advance of the published pay
schedule,

w

This sssignmant snd sareement covers all sxamination pariods, including final sxams.
If you must be absent from vwork you should: 3) netify yaur supervisar as far in sdvance == possible, and b) amange 2
substitute for your shift, F required by your superviser.

»

w

Studemss wh chasss to teminace their smploymens should give tw wesks ntics o their supsrvisors. The cellags
=ssumes no obligation o reassign smudents wino have chosan 5o taminate their smployment.

"

our work performanca may be svaluated by your supervisar and can become a part of your permanent student wark file.

. The haurly rate for first-

year students and sophomores is §7.40 and for juniors and seniors is $7.65.

X ft: As an smployee of St, Olsf Cellege, 1 understand that I may have sccess to St. Olaf's
Confidential Information, I agree as a condition of my employment not to disclase Canfidential Information to students o
to anyone who is not afliated with St. Olaf College unless directed to do so by my supervisor. I further agree that I may
share Confidential Information with other St. Olaf emplayees anly if they need to knaw the information to do their jobs,
and I have been directed by my suparvisor to share the Confidential Information. 1 understand that "Conficential
Information’ includss ll information St. Olef desives to keep confidential, including for sxamale, offics conversations,
nformation releting to finances, persannel, management, students, donors, and development plans. 1 understand that =
breach of this Agreement will subject me to disciplinary action, up to and including dismissal from employment. In
ddition to understanding the need for overall confidentiality as an employes, sach employes should be aware of FERPA -
Family Educational Rights and Privacy Act, This federal |aw provides for the privacy of the education records of students
wihile they 2re enrolled =2 St. Olaf and after they graduzte or les Plezse familiarize yoursef with the law by
wisiting the Registrar’s office website on FERPA: i erpa. html

Tf you have any questions, please contact Human Resources via email at studentemploy
at:507-786-2058

/5,26 or by phone

Thank you!

b

1 have read this agresment and the 5 2k, and T accept

the
student employment under the terms stated.

of 2 7/2/2012 2:18 P!

udent Employment Authorizations htp://www stolaf. edwapps/workauth/index.cfin? fuscaction=auth.view &au.

Accept: © Reject:
Reason(s) Rejected:

As 2 employee of St. Olaf, you are entitled to participats in the 5t, Olaf Salary Reduction Savings Plan. In other words, you are
entitled to slect to have a portion of your pay deductsd from your paycheck and credited to a retirement account under the plan
%o help you to save for your retirement, You are not obligated to make contributions to the Salary Reduction Savings Plan, but i
ou would like to make such contributions, please contact the Human Resources Office at extension 3068 to receive an
enrollment form and additienal information regarding the plan terms, Finally, you should be aware that student employees who
perform services that are exempt from FICA under Cods Section 3121 are not sligible to participate in the plan, Accordingly,

you will ot be eligible to participats in the plan during perieds in which you perform such services.
Subril Rl

verus, Narthfeid, Minnesots 55057
A rights rmseryedl Aot this s

If the student decides to reject the positions, they will be required to list a reason.

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 financial aid office with a copy emailed to the supervisor’s St. Olaf
email address. All rejected forms are returned directly to the supervisor and can be accessed
through the Supervisor’s Home Page on the Workflow Application. Supervisors are not able
to access a copy of the accepted forms through the Supervisor’s Home Page on the
Workflow Application. There isn’t enough storage room on the server for this. Supervisors
will receive a copy of all accepted forms via email.



Step 8 — If the Form was Rejected, the Supervisor Receives Email Notification.

If the student rejects the employment authorization then the supervisor will receive an email
notification with a subject line that reads as follows: “The Academic Year Employment
Authorization Form for [Job Title] for [Student Name] was rejected and is Available for
Review.” The email will contain a link back to the Employment Authorization page in order
to review the rejected authorization.

Student Employment Authorizations b wewew stolaf.edwapps/workauth/index.e fin?fuscaction=auth.reply

Directores | Ato 2| Home

Thank you for ing your summer empl authorization form.

VERY IMPORTANT: You may not begin work until you have completed the federal I-9 and W-4
forms. The Human Resources Office will contact you if your employment forms require
updating or are incomplete.

St. Olaf College, 1520 5. Olaf
© 2003-20; Qler C:

webm:

Step 9 — The Supervisor Reviews the Rejected Employment Authorization Form.

When the supervisor logs onto the Employment Authorization site there will be an entry at
the bottom of the screen, The supervisor then clicks the ID number to the left of the student’s
name. The rejected authorization can be viewed, the supervisor can make changes or updates
and send the form back to the student for further consideration. The revised authorization
form will then be sent out again just as a new authorization would.

If the supervisor wants to delete the rejected form after reviewing it they can return to the
“Supervisor’s Home Page” by clicking the “Home” link in the upper left-hand corner. To
delete the form they simply click the button to the left of the work authorization form they
want to delete and then click the “Delete” button in the “Action” column on the right.



