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WHAT WE WILL COVER DURING THIS TRAINING



• New Hire – never worked as a student employee at SU.
• Rehire – previously worked as a student employee at SU.
• Current – actively on payroll as a student employee at SU, whether they 

are actively working for a department or not.
• Students working for Dining Services are employed by Aramark, not SU.
• Student Worker – a student employee position, primarily held by 

undergraduate students but also open to graduate students; funded 
by department budget or Federal Work Study (undergraduate only).

• Federal Work Study (FWS) – a source of funding for undergraduate 
students as determined by the FAFSA and the Financial Aid Office; 
available during the fall and spring semesters.

• Graduate Assistant (GA) – a student employee position exclusive 
to graduate students; managed by the Graduate School; hired 
through Job X.

• Student Payroll Position (SPP) – a student employee position, 
primarily held by graduate students but also open to 
undergraduate students; managed by the Graduate School; hired 
through Job X.

DEFINITIONS



• Department posts position to Handshake; student applies for position and is 
contacted by Department for an interview.

• Once Student is hired by Department, both parties complete Work Authorization 
Form and submit it to Human Resources. 
• Please list an actual preferred start date instead of ASAP; we will do our best to 

accommodate the date you selected.
• Please provide a descriptive job title other than “student worker” (e.g. Office 

Assistant, Computer Lab Attendant, etc.), and please avoid using abbreviations 
(e.g. PA for Program Assistant, EM for Equipment Manager, etc.)

• Human Resources submits Work Authorization Form to Financial Aid Office to 
determine student’s Federal Work Study eligibility (fall/spring only).

• Student submits payroll packet, clearance forms, social security card, and 
original I-9 documentation to Human Resources.

• Human Resources emails background check instructions and codes to Student, 
copying Department.

• Student Payroll processes hire action in SAP and sends “Authorized to Work” 
email to the Student and Department; email will include eTime instructions, 
payroll deadlines, and confirmation of hiring period.

STUDENT HIRING OVERVIEW FOR NEW STUDENT WORKERS



• Department posts position to Handshake; student applies for position and is contacted by 
Department for an interview.

• Once Student is hired by Department, both parties complete Work Authorization Form and submit 
it to Human Resources. 
• Please list an actual preferred start date instead of ASAP; we will do our best to accommodate the 

date you selected.
• Please provide a descriptive job title other than “student worker” (e.g. Office Assistant, Computer 

Lab Attendant, etc.), and please avoid using abbreviations (e.g. PA for Program Assistant, EM for 
Equipment Manager, etc.)

• Human Resources submits Work Authorization Form to Financial Aid Office to determine student’s 
Federal Work Study eligibility (fall/spring only).

• Student submits payroll packet and clearance forms to Human Resources. Student only needs to 
submit social security card and original I-9 documentation to Human Resources if valid copies are 
not already on file.

• Human Resources emails background check instructions and codes to Student, copying 
Department, only if their previous clearances have expired.

• Student Payroll processes hire action in SAP and sends “Authorized to Work” email to the Student and 
Department; email will include eTime instructions, payroll deadlines, and confirmation of hiring period.

STUDENT HIRING OVERVIEW FOR REHIRED STUDENT WORKERS



• Department posts position to Handshake; student applies for position and is 
contacted by Department for an interview.

• Once Student is hired by Department, both parties complete Work Authorization 
Form and submit it to Human Resources. 
• Please list an actual preferred start date instead of ASAP; we will do our best to 

accommodate the date you selected.
• Please provide a descriptive job title other than “student worker” (e.g. Office 

Assistant, Computer Lab Attendant, etc.), and please avoid using abbreviations 
(e.g. PA for Program Assistant, EM for Equipment Manager, etc.)

• Human Resources submits Work Authorization Form to Financial Aid Office to 
determine student’s Federal Work Study eligibility (fall/spring only).

• Student is not required to complete another payroll packet or resubmit their 
Social Security Card, I-9 Documentation, and Clearances.

• Student Payroll processes hire action in SAP and sends “Authorized to Work” 
email to the Student and Department; email will include eTime instructions, 
payroll deadlines, and confirmation of hiring period.

STUDENT HIRING OVERVIEW FOR CURRENT STUDENT WORKERS



• Only for Student Worker positions
• Graduate Assistants and Student Payroll Positions are hired based upon the 

hiring email issued by the Graduate School.
• New Hires & Rehires – submit at time of hire for the appropriate hire period:

• Fall & Spring (full academic year)
• Fall only, Winter only, Spring only, Summer only 

• Current employees:
• At the start of every academic year (fall) – annual Federal Work Study review

• Work authorization forms are not required for current students working during winter and summer – 
Student Payroll will reach out to departments to identify students continuing to work during these terms.

• Extension to hire period (e.g. fall only hire continuing for spring only)
• Change to pay rate
• Change to cost center (e.g. Math department tutor reassigned to Learning Center)
• Addition of new position

• Students may hold multiple positions on campus, as long as they do not exceed a 
combined 40 hours/week. 

• Students receiving FWS are awarded a finite amount of funds; students who continue 
to work after exhausting those funds may have additional earnings charged to the 
department’s budget. For the 23-24 academic year, the maximum award is $3,480 
(student should refer to their individual award amount in myShip). 

WHEN ARE WORK AUTHORIZATION FORMS REQUIRED?

If a student’s job 
title changes but 

there are no 
other changes to 

their position 
(e.g. pay rate or 

cost center), 
please notify 

Student Payroll 
via email 

(studentpayroll@
ship.edu). 

A new work 
authorization 

form would not 
be required.



• Upon receipt of Work Authorization Form, Student Payroll will assign student a Hire Period:

• Upon expiration of Hire Period, eTime record will no longer appear, although the student will not be 
separated from employment until approx. 4-6 months after date of last pay.

• Extending the Hire Period will prevent the student’s employment from being terminated.
• Departments should still Submit Terminated Users in eTime for students they know are not returning.
• PLEASE NOTE: the end of the Hire Period will come before the Term Date noted in eTime on the 

All Active Students report. This allows extra time for Timekeepers to approve time before payroll 
closes for the pay period. Student Payroll will communicate with departments when the actual 
Hire Period is coming to an end for their students.

HIRE PERIODS

HIRE PERIOD 2023-2024 
Dates are approximate and subject to change

2024-2025
Dates are approximate and subject to change

Full Academic Year 
(Fall & Spring)

8/26/2023-5/10/2024 8/24/2024-5/9/2025

Fall only 8/26/2023-12/15/2023 8/24/2024-12/13/2024
Winter only 12/16/2023-1/19/2024 12/14/2024-1/17/2025
Spring only 1/20/2024-5/10/2024 1/18/2025-5/9/2025
Summer only 5/11/2024-8/23/2024 5/10/2025-8/22/2025



• Student Employee Data Sheet – NEED LEGAL PERMANENT ADDRESS ON ALL DOCUMENTS; STUDENT CAN ALSO 
PROVIDE OFF CAMPUS LOCAL ADDRESS FOR MAILING PURPOSES.

• Form W-4, Employee's Withholding Certificate – ONLY REQUIRED TO SELECT STANDARD DEDUCTION IN SECTION 1C

• Local Earned Income Tax Residency Certification Form – RESIDENT PSD CODE AND RATE ARE NOT REQUIRED

• Employee's Nonwithholding Application Certificate – ONLY FOR RESIDENTS OF MD, NJ, OH, VA, WV

• Local Services Tax - Exemption Certificate (optional) – MUST BE RENEWED ANNUALLY TO MAINTAIN EXEMPTION

• Form I-9, Employment Eligibility Verification – SECTION 1 ONLY

• Form I-9, Preparer and/or Translator Certification – ONLY IF APPLICABLE

• Direct Deposit Authorization Form – REQUIRED (voided check or deposit slip recommended to confirm routing 
and account numbers)

• Confidentiality Statement
• Workers' Compensation Employee Notification and Information (2 forms) – IF INJURED, MUST REPORT TO HR; 

WILL BE REFERRED TO DESIGNATED HEALTH CARE PROVIDER FOR TREATMENT. LIST IS AVAILABLE ONLINE: 
www.ship.edu/about/offices/hr/health-and-safety/workers-compensation 

• SU Information Release Authorization – ALL CLEARANCES MUST BE COMPLETED AND RESULTS SUBMITTED WITHIN 
45 DAY PROVISIONAL HIRE PERIOD

• SU FBI Fingerprint Questionnaire
• SU Background Clearance Certification – MUST CHECK OFF ALL BOXES IN SECTION 4

PAYROLL PACKET

http://www.ship.edu/about/offices/hr/health-and-safety/workers-compensation


For local off campus 
address, not SU on 
campus address





Only need to 
provide 
information 
for off campus 
employers



HR is required 
to complete 
section 2 
within 3 days 
of employee’s 
start date.



FORM I-9 ACCEPTABLE DOCUMENTS

• One item from List A or one item each from 
List B and List C 

• Must present original documentation to HR 
staff in person.

• All students need to present their Social 
Security Card to ensure their legal name is 
entered in the payroll system (SAP).

• If the student is using their Social Security 
card to satisfy Form I-9 (List C), they must 
present their original card; if they are only 
presenting it to verify their legal name for 
payroll, a copy of the card will suffice.

• Comprehensive list with samples available at: 
https://www.uscis.gov/i-9-central/form-i-9-
acceptable-documents

https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents


Students without a 
traditional bank 
account can use a 
finance app, such as 
Cash App or Venmo.
Bank account updates 
must be submitted by 
close of business 
Wednesday during a 
payroll processing 
week (refer to Payroll 
Calendar).
If a student’s direct 
deposit does not go 
through, the student 
will be contacted by 
Student Payroll to 
update their banking 
information and a 
check will be mailed 
to them from 
PASSHE (typically 
on Tuesday following 
pay date).

Personnel Number 
is assigned at time 
of hire and is 
available in eTime









BACKGROUND CLEARANCES

o Students are hired under a one-time 45-day provisional hire 
period, beginning with their employment start date.

o If a student quits one job to fulfill another, they are still 
bound by their original provisional hire period; their 45-day 
window will not restart.

o All clearances must be completed and submitted to Human 
Resources within the provisional hire period in order for 
employment to continue.

o If a student fails to complete and provide all necessary 
clearances within 45 days, they will be locked out of eTime 
and must stop working immediately.

o Shortly thereafter, the student’s employment will be 
terminated, and they will be separated from payroll.



TIMELINE FOR SUMMER & FALL 2024
Student 
Employee 
Population by 
Term

Action Proposed Date for 
Extending Hire 
Period/Submission 
of Work Auth Form

Current students 
continuing for 
Summer 2024

Student Payroll will reach out to departments to identify which 
students plan to work over the summer; their hire period end date will 
be extended without work authorization forms.

April 26, 2024

New students 
beginning in 
Summer 2024

Submit work authorization forms; student payroll packets will be 
processed in the order in which they are received; due to the influx of 
paperwork, it may take up to two weeks to process new hires in SAP.

May 3, 2024

Current students 
continuing for 
Fall 2024

Submit work authorization forms prior to the end of the spring 
semester.

May 10, 2024

New students 
beginning in 
Fall 2024

Submit work authorization forms; student payroll packets will be 
processed in the order in which they are received; due to the influx of 
paperwork, it may take up to two weeks to process new hires in SAP.

August 2, 2024



SEPARATIONS

Student Payroll is notified to terminate student employment 
in the following ways:
• Terminated users submitted by department through eTime 

(preferred)
• Inactive student report from Registrar’s Office 

(graduation, transfers, non-returning students)
• Students without payment activity within past 4-6 months 

(PASSHE report and/or routine audit by Student Payroll)



Student Payroll is looking to further improve the 
hiring process by:
• Requiring clearances only for those positions that 

have “direct care, supervision, guidance or control” 
of minors

• Hosting group hiring sessions for fall new hires
• Updating the work Authorization Form (hard copy)
• Transitioning the Work Authorization Form to 

DocuSign
• Transitioning the Student Payroll Packet to DocuSign 

NEXT STEPS



Students cannot work until all paperwork and required 
documents are submitted and an “Authorized to Work” 

email has been sent by the Student Payroll office. 

Students are not permitted to work during 
times they are scheduled to be in class. 

STUDENT PAYROLL REMINDERS

Students may work during fall and spring breaks, 
finals week, and on holidays (should your office 
remain open).



eTIME CAPABILITIES

STUDENTS:
• Can enter time only for the current pay period.
• Can sign time for previous and current pay periods.
• Must enter and sign hours by the established deadline to ensure timely payment.

TIMEKEEPERS:
• Can enter student time for previous and current pay periods.
• Cannot sign time for students.
• Can approve student time even if students have not signed their hours. It is strongly 

encouraged that you approve hours as students work them instead of waiting until 
the end of the pay period.

• Can delete student time as long as they have not already approved the hours.
• Please ensure that students are entering their time accurately; do not approve hours 

until after they have been worked. Back-to-back shifts require a 15-minute gap in 
eTime – it is understandable that hours will not be accurate in this instance.

STUDENT PAYROLL can intervene in situations that cannot be resolved by Timekeepers.



TIME APPROVAL
• Select a department and you will be taken to the Time Approval tab.

•  A list of Unapproved Students will appear (This is only students with 
unapproved time). 

• You can change the view to All Students to see all students assigned 
to your department. 

• When you select a student, you will see the dates and times they 
entered. 

• It will also show the date they signed their time.

• Put a checkmark next to each entry and select Approve. (You can also 
Delete erroneous entries which will allow the student to re-enter their 
time correctly). 

• If you approve time and then realize it was incorrect, please contact 
Student Payroll for assistance, studentpayroll@ship.edu.

mailto:studentpayroll@ship.edu




A pink eTime record indicates that the student’s position 
has been terminated, not necessarily the student. This 
can happen in cases where pay rates are updated or the 
funding source changes (department funded to FWS).
If you see that the student has more than one record, 
then they have not been terminated.



You can select the Timesheets tab to see all students in your department 
and their timesheets for the current and previous pay periods. 

The Add Time tab will allow you to add time on a student’s behalf 
(e.g., in cases where they missed the Friday deadline). When 
timekeepers manually enter time for a student, they still need to 
approve it separately and the student must still sign their hours in 
order to get paid.



You can delete hours worked as long as you have not already approved 
them (if approved, you will need to contact Student Payroll to have the 
hours removed). Go to the Timesheets tab, put a checkmark to the 
right of the shift(s), and hit the Remove button.



TERMINATED STUDENTS
• Go to Submit Terminated Users tab

• “Please click here to load the student list”

• Select student(s)

• A Notes box will appear that allows you to enter the reason 
for termination and/or the termination date (optional)

• Hit Submit

• Students will appear on a report for Student Payroll to 
terminate position/employment in SAP.





eTIME REPORTS
I would encourage you to look at the existing reports in eTime to see if they may help you manage your student 
employees and their time. The All Active Students report will show you the eTime Term Dates for each position.



The Personnel 
Number is the 
payroll equivalent 
of a Student ID 
number.

The Position Number is tied to the student’s 
source of funding for that position. Each 
position a student holds will be assigned a 
different Position Number.

The Hire Date is the start of the student’s Hire 
Period for that specific position. The date will 
change as updates are made to the position 
(Position Number/Funding and Pay Rate 
changes). PLEASE NOTE: a student will not 
appear in eTime until their Hire Date begins.

The Term Date is the last day that the student’s position will appear in eTime. It is close to but not necessarily the same as the 
end of the Hire Period (last day to work). Student Payroll will communicate with departments when the actual Hire Period is 
coming to an end for their students. For Spring 2024, the exact dates are as follows:

The Hire Period / Term Date will be extended by email notification to Student Payroll (summer/winter) or by submission of a 
Work Authorization Form (fall/spring).

This report can 
be downloaded 
to Excel for 
sorting and 
saving.

Student Population Hire Period end date 
(last day to work)

Term Date
(last day record in eTime)

Federal Work Study 5/3/2024 5/8/2024

All other positions 5/10/2024 5/22/2024

Data is loaded to eTime daily at 6AM, 1PM, and 8PM



POSITION NUMBERS & WAGE TYPES

• You can identify a student’s Funding Source 
based on their Position Number. 

• The Wage Type corresponds to the G/L Account 
in your departmental budget.

• If you notice a discrepancy with a student’s 
position number/funding source, please notify 
Student Payroll.



PAYROLL DEADLINES & REMINDERS
• Students must have their time entered by end of day on Friday (11:59 PM) prior to 

each payroll processing week. Timekeepers can enter hours for students the following 
Monday by noon.

• Students must have their time signed by noon on Monday of each payroll processing 
week.

• Timekeepers must approve all time by noon on Monday of each payroll processing 
week. 

• Any time that is not entered/signed/approved by the deadline will not be paid 
until the following pay date. 

• The eTime approval deadline does not change, even when payroll processing Monday 
falls on a holiday. In those cases, please make sure to approve student hours the 
Friday before the holiday.

• If you are a primary timekeeper, please ensure that a secondary timekeeper assumes 
your role in your absence.

• It is highly recommended that students track their hours on an independent tracking 
sheet in addition to eTime. 



PAYROLL CALENDAR

Extra processing time Thursday AM 
due to Juneteenth Holiday
Processing closes early on Tuesday PM 
due to Independence Day Holiday

Extra processing time Thursday AM 
due to Patriot Day (not an SU Holiday)

Early pay date on Wednesday due to 
Day After Thanksgiving Holiday

The eTime deadline to enter time 
does not change; please encourage 
your students to enter their hours 
prior to the Thanksgiving Holiday.

Any manual updates made 
between the time eTime closes 
and payroll closes (Monday PM-
Wednesday PM) will not be 
reflected in eTime.



Questions?

Clearances
Crissy Diehl
HR Office Assistant
Human Resources
cediehl@ship.edu
717-477-1124, option 4

Student Worker hiring; Payroll 
Processing & eTime for all students 
Brandi South
Student Payroll & Employment 
Coordinator
Human Resources
studentpayroll@ship.edu (preferred)
brsouth@ship.edu 
www.ship.edu/hr/payroll
717-477-1124, option 2

GA & SPP hiring
Tammy Myers
Management Technician
Graduate School
tlmyers@ship.edu 
717-477-1148

Handshake
Carole Rosenberry
Career Center Coordinator
Career Center
carose@ship.edu
717-477-1484

Workers Compensation
Anita Weaver
Benefits Manager
Human Resources
amweav@ship.edu
717-477-1124, option 1

mailto:cediehl@ship.edu
mailto:studentpayroll@ship.edu
mailto:brsouth@ship.edu
http://www.ship.edu/hr/payroll
mailto:tlmyers@ship.edu
mailto:career@ship.edu
mailto:cediehl@ship.edu
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