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Student Information

Academic Year
2018 * UG GRAD
Search Student Name

emith Search | First Time RWU Employee? Yes Mo
|

-Select-

The supervisor or additional supervisor for ADP will be filling out the
student information section with the student.

1. Type in the academic year (ex: 2019)
+ Student listings are contingent on the academic year
2. Choose if the student is UG or Grad (Grad includes Law)
3. Search for the student by typing in the last name or student ID (no
spaces) and then clicking search.
%+ Only students who have a work-study award in the
indicated academic year will show up in the search field.
4 If more than one student with the typed name, the
form will do a search. Select the correct student.
#+ Student Name, Student ID#, and Home Address will

pre-populate once you select a student from the search

tield.
4. Choose whether the student is a first time RWU employee.
+ Students who have never been an RWU employee

will need to complete a W-4, I-9, Direct Deposit, and
Student Code of Conduct Form.

You can start and save a form by clicking X and retrieving it back from
your Drafts folder.
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Student Information

Academic Year

UG GRAD

Search Student Name
éSearch | First Time RWU Employee? ' Yes No
| |

Student Name 1D #;

Home Address

Home Address 2

City State Zip

-Select- Y

Mobile Telephone

FPermission to be contacted via text? () yes No

5. Enter the mobile phone information
+ Ask the student is they can be contacted via text
should we need to quickly get in contact with them.

NOTE: If a student wants to complete a ‘Change of Job’ form, they will
need to come to the Financial Aid Office and pick up a paper form. This is
because they will no longer show up in this system as they have already
been employed for the academic year.

If you are hiring a student under your department budget (student payroll
position), please continue utilizing the same method (Student PAF).
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Department Supervisor Information

Department Job Title

Tutor: O Yes ) Mo

Search Supervisor

Search
Supervisor Campus Extension
Supervisor 1D
Search Additional Supervisor for ADP (optional)

Search

Additional Supervisor for ADP (optional) Campus Extension

Overage GL#
The system does validate

foracorrect GL #
Start Date End Date

mm/ dd/yyyy mm/dd/yyyy

Add Comments

Electronic approval of this form indicates only that the student is eligible under the federal financial aid guidelines fo
earmn manies through the FWS Program. All individuals agree o abide by and acknowledge awareness of spplicabie
poiicies and regulations goverming student empioyment. Possession of this form does not mean the student is eligible

fo utitize FWSP Funds

Complete the Department Supervisor Information.

# If you are the alternative supervisor for ADP completing the
authorization form, the supervisor will need to sign off on the form

before going to Financial Aid for approval.
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Enter a tentative begin date. The supervisor(s) will receive an email
notification when the student is officially able to begin working.

Enter a provisional end date. Please note, in order to close out the fiscal
year in a timely manner, all students must stop working the last pay period
ending in June.

(Example, 2019-2020: Student must stop working 06/19/20).

¥| Add Comments

Comments

You may add a comment to provide better communication amongst
departments. Some items may be, but not limited to, clarification on
supervisor listing, begin/end date, direct deposit preference etc.
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Student Information

Academic Year

uG GRAD

Search Student Name

éSearch | First Time RWU Employee? ' Yes No
| |

The following four attachments are only required if you have checked
YES’ to being a first time RWU employee in the student information
section.

The following four attachments are required:
v W4 v 1-9 (with ID) + Direct deposit ¥ Code of Conduct

Click for W4 Click for I9 Form Click for DD Form Click for CoC Form

History Attachments Download Print

You may submit ‘ONE’ attachment that znc/udes all four requirements
however, you must check off all four requirements. Separate attachments
are also acceptable.

There are some restrictions as to what you name your document.

Return to a Previous User CLOSE
NOTE: If at any point, L
. . Pittari, Mary A
the authorization form is . 9
. Cnginator
deemed incomplete or
inaccurate for data entry, Pittari, Mary A :
any depaftmeﬂt can FA Student Emp Approval
“Return to a Previous
Uset” for review and Pittari, Mary A :_:

correction. E-VERIFY Group
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Office of Student Financial Aid

Earnings Limit Weekly Hours to Maintain Award

Note: Based on a 30 week academic year, adjust accordingly if working less than 30 weeks.
Award Type Hourly Wage

-Select- v | AIDE Posted to "A"

Financial Aid will enter in the above information. All supervisors and
additional supervisors for ADP will have access to this information once
the process 1s complete.

History CLOSE ¢
The history option allows

you to check on the status of Package History Audit History

the authorization and see

Pittari, Mary A 07-03-2019, 2:32:28 pm

exactly where the Approved

authorization is in the

employment proceSS. HRIS Review 07-03-2019, 2:32:42 pm
Received

Everyone will have access to

see this information. Pittari, Mary A 07-03-2019, 2:37:30 pm
Approved

Payroll Group 07-03-2019, 2:37:44 pm

If the authorization form is Received

returned to you, you can see
a note with instructions on
why it was returned.

Attachments Download
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Human Resources will review all fields of the authorization form for data
entry and ensure the following:

1. Overage GL is included

2. End date concurs with the AY pay period end dates

3. All required documents are attached (W-4, I-9 & 1D’s)
4 HR Admin will review all attachments and ensure

completion and accuracy.
4. Hourly wage meets minimum wage

Departmeant Supearvisor Information

Department Job Tithe

fa hielper Tutor: ¢ Yes f+ No
Suparvisor Campus Extension

Pittari, Mary A 3474
Supervisor ID

—

Addithonal Supervisor for ADP (optional) Campus Extension

Overage GLE

—

Start Date End Date

208-07-15 - =
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Electronic approval of this form indicates only thal the student is eligible under the federal financial aid guidelines fo
eam moanes through the FIWE Program. All individuals agree to abide by and acknowlsdge awarsness of applicable
policies and regulafions governing student employment. Possession of this form does not mean the student is eligible
fo utilize FWSF Funds.

The following four attachments are required:

« Direct deposit + Code of Conduct

Click for W4 Click for 19 Form Click for DD Form Click for CoC Form
Office of Student Financial Aid
Earnings Limit Weekly Hours to Maintain Award
2500 10

Mote: Based on a 30 week academic year, adjust accordingly if working less than 30 weeks.

Award Type Hourly Wage

FYWS - Federal Work-Study b @ ' AIDE Posted to "A"
E-Verify

Verified First Time RWU Employee Verified Returning RWU Employee

Once student has been hired/rehired into Colleague and all data entry is
complete:

a. Check off OFFI and EPOV boxes
b. Click Approve

Human Resources

— . - -
W :j::-::j d © ”_ll ! ﬁ

Approve Decline Refer Return History Attachments Locked Download
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I-9 and E-Verify Process
1. First Time Work Study:

Search Student Name

Search First Time RWU Employee? '~ Yes No
e

#% Confirm I-9 is attached with completed information
% Student’s personal information (Section 1), signature and dated
% Proper and valid Identifications are attached to 1-9 form
% For International Students, please be sure if providing:
> Permanent Resident Card . . . back side is also copied
> International Passport . . . 1-94 is also submitted

LISTS OF ACCEPTABLE DOCUMENTS
All documents must be UNEXPIRED

Employees may present one selection from List A
or a combination of one selection from List B and one selection from List C.

LIST A LISTB LISTC
Documents that Establish Documents that Establish Documents that Establish
Both Identity and I Identity Employment Authorization
Employment Authorization OR AND
1. U5 Passport or U.5. Passport Card t. Drivers license or ID card issued by a | 1. A Social Security Account Number
- - State or aullying possession of the card, unless the card includes ona of
2. ;ega Isﬁuﬁgan::m1 LE;:[': ﬁ‘raﬁ'l:-lsﬂﬁﬁl;l United Stales p«wided_'rt containg a the following restriclions:
nhotmgﬂ ;’ L'."T“a“‘;“ w;h_ E:‘L (1) NOT VALID FOR EMPLOYMENT
name, irth, gender, hei aye

3. Foreign passport that contains a color, ol padrees ok e {2) VALID FOR WORK ONLY WITH
ternporary 1-551 stamp or temporary — —] INS AUTHORIZATION
1-551 printad r:nla1ian_ an a machine- 2. 1D card issued by Egderal, 51;3!;5 or local {3) VALID FOR WORK ONLY WITH
readable immigrant visa gevernment agencies or entities, DHS AUTHORIZATION

e — N pravided it contains a photograph or - - -

4. Employmeant Auvthorization Docurment information such as name, date of kirth, [ 2. Cedtification of report of birth issued
that contains a photograph (Form gender, height, eye color, and address by the Departmant of State (Forms
|-TE6) = —— DS-1350, F5-545, F5-240)

3. School I card with a photograph I N I ;
5. For a nonimmigrant alben authorized L | 3. Original er certified copy of birth
| to work for a specific employer 4. Voter's registration card cerificate ssued by a Stale,
because of his or her status: i —— ———r| county, municipal authority, or
_ o+ and 5 U5, Miltary card or draft record territary of the United States
a. Fareign passpart, a " - lbearing an official seal
b. Form -84 o Form |-G4A that has | | Milltary dependents 1D card : =
the fadowing: 7. U5, Coast Guard Marchant Mariner 4. Native American tribal document
(1) The sama name =& Ne passoor Card 5. U.S Citizen ID Card (Form 1-197)
and [ 1 . .
. Native Smerican tribal document . "
(2} An endorsement of the alien's 6. Ildentification Gard for Use_m‘
nonimmigrant status as long as | |3 Driver's license ssued by a Canadian Resident Citizen in the United
that period of endorsement has gevernment authority States (Form 1-178)
naol yet explred and the ] - —
proposed employment is not in For persons under age 18 who are | T :""p""""“"_"' f'":j““"zl':““
confiict with any restrictions or unable to present a document ”‘”mﬁ t ':5 i by tand Se
linitations identified on the form listed above: Depariment of Homela Gurity

6. Passport from the Federated Siates of

Micronesia {FSM] or the Republic of 10. School record or report card

the Marshall |slands (RMI) with Farm 11. Clinic, doctor, or hospital record
I-34 or Form |-844 indicating — —_ - — —
nommimigrant admission under the 12. Day-care or nursery school record

Compact of Free Association Batween
the United States and the FSM or RMI
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+* Supervisor/Authorized Representative completed Page 2 with
identification information, and their signature to confirm
Student’s identity.

Certification: | attest, under penalty of perjury, that (1) | have examined the document]s) presented by the above-named employee,
{2} the above-listed documentis) appear to be genuine and to relate to the employes named, and (1) to the best of my knowledge the
emplayee is authorized to work in the United States.

The employes's first day of employment fmm/ddyyyyl {See instructions for exemptions)
Shynature of Employer o Aulhorized Representalive Today's Dale (mmifddyyy | Tile of Emplover or Autharized Representative

Lasi Mame o Employer ar Auhorized Regresenlstive | First Name of Emplayer o Aulhorized Regresenlsive | Employer's Business or Organization Name

Employer's Business or Organizalion Address (Streef Number and Name) | City or Town

Slale | 21P Code

If something is incomplete or incorrect with the I-9 or Identifications, it is
returned to the Supervisor/Authorized Representative.

Once the 1-9 and Identifications are confirmed, the E-Verify is completed
and attached.

Verified First Time RWU Employee Verified Returning RWU Employee

2. Returning Work Study

#+ Confirm an I-9 form is on file
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Payroll

< XAPT



