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Add title in box

Enter students name — first, last, Ml

Enter students email
Select department

Template — Student Employment with Payroll Authorization

Click on Create
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Example of New Packet information

Hirezon|Exchange Longwood University  §4 Dashboard &

Start New Packet @

Title: @ MNew Student Hire

Mame: Heather Staylor M
E-mail: @ staylorhw@longwood.edu [Existing Employee]

Department: Mursing Program b

Template: Student Employment with Payr.. = -3



Click on Unassigned

Payroll Authorization-Supervisor/Department Head
Unassigned



Type in name who is going to complete the
form and click save
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Click on Publish
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Click ok

Equil . i hronic
www.interviewexchange.com says

Have you reviewed the workflow completely including adding
assignees, routing, start date, etc. as applicable on this Packet?



Go to Dashboard and click on Assigned to Me
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Click on icon (looks like pen and paper
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Click on complete task

Payroll Authorization-Supervisor/Department Head N e -
Assigned to: Heather W Staylor [Complete Task] ¢a Fouting 4~ MarkAsIncomplete 22, Guests Bg Remine
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Click on blue box with white arrow

testing

Packet ID: 107091
Created: 04-21-2022 03:19 PM EDT
View Complete Packet

We know you are excited about your new position at Longwood University. We are looking forward to working with you!

Using our online system, please review, complete, and submit forms. Should you have guestions, please feel free to contact me at (434) 395-2952 or 395-2074.

Thank you,
Heather Staylor

Payroll Authorization-Supervisor/Department Head

Save & Submit



Click on Student Employment/Payroll
Authorization.

Thank you,

Payroll Authorization-5upervisor/Department Head
Assigned to: Martha Butler

* Payroll Authorization

Student Employment/Payroll Authorization




Complete all boxes for Student Employment/Payroll
Authorization form — Completed by Supervisor/Assignee

 Student full legal name- pre-populated
* Student phone

e Student email

* Student street address

* City

* State

e Zip code

 Student date of birth



Completing Student Employment/Payroll
Authorization form

e Student race

* Student sex

e U.S. Citizen — select yes or no

e Student L#

e Classification — Freshman, Sophmore, Junior, Senior, Graduate
* Department — pre-populated

» Office

e Supervisor Phone

e Supervisor Email



Completing Student Employment/Payroll
Authorization form

* Time Card Approver Name

o L#

 Job Title

* Proxy

* Number of hours student will work per week

* Federal Work Study(end by May final exam day
* Longwood Work Study

* Hour rate

* Budget Code



Completing Student Employment/Payroll
Authorization form

* Requested start date

* Ending date

* New Student Employee

* Or Rehire

e Student previously employed on campus — yes or no
* If yes, last date of employment

e Student currently employed by another department on campus — yes
or no

* If yes, which department



Click on box — By checking this box and

signing below | attest that the student worker
has not started working. | understand | will be
provided a start date by Student Employment

* _| By checking this box and signing below | attest that the student worker has not started working. | understand | will be provided a start date by Student

mployment. | have read the guidelines and agree to comply with all policies, procedures, and conditions governing the Student Employment Program. |

understand Federal Work Study students cannot exceed the awarded allotment from Financial Aid per semester, and that | must monitor the student's earnings. |
understand | must stop the student from working prior to exceed -
Save & Continue



Click on Save & Contiue

B EForm
Form draft saved at 10:45:00 am
Student Date of Birth: Student Rave. S 38X “U.S. Citizen:
] —-Select-- ~
Student L# Classification: Department: Office:
-Select-- ¥ Mail Services
e ps
Supervisor Phone: Supervisor Email: Time Card Approver Name: L#:
A
Job Title: Proxy: MNumber of hours student will
work par week:
Federal Work Study (end by May final exam day): Longwood Work Study: Hourly rate: Budget Code:
3
Requested start date: Ending date: Mew Student Employee: or Rehire:
= =
Student previously employed on campus? If yes, last date of employment:  Student currently employed by If yes, which department:
—-Select-- w | (mmiddiyyyy) another department on campus?
-Select-- v

*

_| By checking this box and signing below | attest that the student worker has not started working. | understand | will be provided a start date by Student

Employment. | have read the guidelines and agree to comply with all policies, procedures, and conditions governing the Student Employment Pragram. |
understand Federal Work Study students cannot exceed the awarded allotment from Financial Aid per semester, and that | must monitor the student’s earnings. |
understand | must stop the student from working prior to exceed

Save & Continue



Example of Student Employment/Payroll
Authorization Form

LONGWOOD

U NITV ERSII
Student Employment/Payroll Authorization

A student may not begin work until approval is received from ploy

Te Be Completed By Supervisor/Department Head

Student Full Legal Name Student Phone: Student Email:
Minnie Mouse 4348956655 minniemouse@disney.com
Student Street Address: City: State Zip Code:
5698 old street farmville va 23901
Student Date of Birth: Student Race: Student Sex: U.S. Citizen:
09/06/2000 White F Yes
Student L#: Classification Department: Office:
L004568959 So Mail Services
Supervisor Phone: Supervisor Email: Time Card Approver Name: L#:
43465985966 mickey.mouse@disney.com Mickey Mouse L0025896314
Job Title: Proxy: Number of hours student will
Supervisor work per week:

20
Federal Work Study (end by Longwood Work Study: Hourly rate: Budget Code:
May final exam day): Yes $15.00 12345698
No
Requested start date Ending date: New Student Employee: or Rehire
02/25/2022 05/06/2022 Yes
Student previously employed on  If yes, last date of employment:  Student currently employed by If yes, which department:
campus? (mm/ddlyyyy) another department on campus?
No Nao

By checking this box and signing below | attest that the student worker has not started working. | understand | will be provided a
start date by Student Employment. | have read the guidelines and agree to comply with all policies, procedures, and conditions
governing the Student Employment Program. | understand Federal Work Study students cannot exceed the awarded allotment from
Financial Aid per semester, and that | must monitor the student's earnings. | understand | must stop the student from working prior to
exceeding awarded amounts

Electronically Signed By: Narme: Date:
Mickey Mouse Mickey Mouse 02/02/2022




Click edit to make changes or continue

O erom

|3‘! u]

LONGWOO
U NTV ERUSITY
Student Employment/Payroll Authorization

A student may not begin work until approval is received from Student Employment.

To Be Completed By Supervisor/Department Head

Student Full Lagal Name: Student Phone: Student Email:
Minnie Mouse 4348956655 minniemousa@disney.com
Student Street Address: City: State: Zip Code:
5698 old street farmville va 23901
Student Date of Birth: Student Race: Student Sex: U.S. Citizen:
09/06/2000 White F Yes
Student L#: Classification: Department: Office:
LO04568955 So Mail Sarvices
Supervisor Phone: Supervisor Email: Time Card Approver Name: L#:
43465985566 mickey. mouse@disney.com Mickey Mouse L0025896314
Job Title: Proxy: Mumber of hours student will work per
Supervisor week:

20
Federal Work Study {end by May final Longwood Work Study: Hourly rate: Budget Code:

exam day): Yes 315.00 12345658
: e



Click Save & Submit

Student employment

Packet ID: 99339
Created: 02-02-2022 09:38 AM EST
View Complete Packet

Payroll Authorization-Supervisor/Department Head

* Payroll Authorization

Student Employment/Payroll Authorization

Save i Submit




The packet has been completed
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Student employment

Packet ID: 99339
Created: 02-02-2022 09:38 AM EST
View Complete Packet

Thank you for completing the information. You will be contacted if there are any questions.

Payroll Authorization-Supervisor/Department Head
Completed: 02-02-2022 10:58 AM EST [Heather W Staylor)
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