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Step-By-Step Process for Hiring a Student Worker 
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Contact Alicia Callis in the 

Budget Office for the 

position number, if unknown. 

*Post the student position on Charger Path 

(https://uah-csm.symplicity.com/employers/), and 

review the applicants. 
*If you have already identified a student to fill a position, you 

are not required to post it.  

 

Once a decision has been made 

on which student(s) to hire, the 

department needs to 

determine if the student is on 

an F-1 or J-1 VISA status. 

The student needs to have completed the  application and drug-free 

workplace form. Submit these forms to Career Development upon completion 

of the ePAF. 

The student needs to go to the Payroll Office to fill out the W-4 

and A-4 withholding forms and the Direct Deposit form (available 

on Career  Development site: 

ssc.uah.edu/ssc/careers/employers/oncampus 

The student needs to obtain three signatures on their 

application packet from the following departments: 

 International Student and Scholar Office 

 Payroll Office where they also need to fill out the 

Non Resident Alien Tax Information Form. 

 Human Resources (I-9 form) 

YES 

https://uah-csm.symplicity.com/employers/
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If the student has worked on campus before, Human Resources 

(Vonda Maclin) should be called to see if the I-9 on file is current. 

 If it is, the date of the I-9 should be placed on the PAF. 

 If it is not current or they do not have an I-9 form on file, the 

student must go to Human Resources to fill one out. 

Prepare an ePAF.  

For questions or training on ePAFs contact Vonda 

Maclin (x2282). 

Forward the completed On-campus Job Application and job 

description to the Career Development Office (MDH111).  The 

student’s enrollment status and eligibility will be confirmed. 

If there are any problems, the department will be notified 

and the PAF will be held until the problem is corrected. 

Once the forms are accurate and complete, they will 

be sent to Human Resources. 

Upon receiving the ePAF, Human Resources checks to make sure 

the student has an I-9 form on file.  If not, the department is 

notified and the paperwork is placed on hold until an I-9 is 

received. 

Once the I-9 is on file, the ePAF is approved.  If there are any problems, 

the department is notified in order to make corrections. 
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When all information is correct and the PAF is 

approved,the Payroll Office is notified. 

Once in Payroll, the PAF is checked against the 

timesheet and Web Time Entry. 

Web Time Entry is then set up for the student so they can 

enter their time via the web instead of a paper timesheet. 

In order for a student to get paid, a timesheet must be turned in.  When the 

timesheet is received, it is checked for the required signatures from the 

supervisor and the student. 

 If the supervisor’s signature is missing, the department is notified and 

asked to send a copy with the signature.  The timesheet will be processed 

but the check will be held in office until the timesheet is signed by the 

supervisor. 

 If the student’s signature is missing, the department is notified.  The check 

is held in the Payroll Office until the student comes by to sign the 

timesheet and picks up the check. 

 

Once all the required signatures are verified, for the 

student to get paid, the hours on the timesheet are 

entered into the system.  If no timesheet is received, the 

student will not get paid.  Also, if complete information is 

not received, the student will not get paid. 

The checks cannot be picked up until payday.  On 

payday, the student must show a picture ID and 

sign for the check. 
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Manual Checks 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If there was a mistake on the check or if a late timesheet is turned in, 

for the student to get a manual check, the student’s supervisor must 

send an email to Chih Loo requesting a manual check.  An explanation 

must be provided as to why a manual check is being requested.  

Please note that manual checks are processed once a week. 

 

When Chih Loo approves the request, the 

email is forwarded to the Payroll Office. 

Once approved, the correct information from 

the timecard is entered into the system, taxes 

and other information is calculated. 

The check is printed by the Accounting 

department. 

When the paper check is received, it is 

logged in a book and secured until the 

student picks it up. 

When the student comes for the 

check, they must show a picture ID 

and sign for the check.  


