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Section V- STUDENT EMPLOYMENT PAYROLL PROCESS

The employing department must record the time a student employee works on a daily
basis. A time clock or alternative time recording sheet that documents the student
employee's name, student identificatmumber, pay period, daily hours worked and total
hours worked each week may be used.

The information on the time records is transferred to either the Student Employment
Time Reportthe Supplement&tayroll Time Cardor entered oitine into a Time Enty
System. Employing departments are responsible for reporting correctly the actual hours
worked. Actual hours worked must be reported for thegeayod during which the work
was performed. Only hours actually worked by the student employee shoejubbied.

SUPPLEMENTAL PAYROLL TIME CARD

When a student employee returnghite employing department withSupplemental

Payroll Time Card, it means that the Student Employment Referral will be processed
during the biweekly pay period. Because of pessing time, the student employee's
name will (likely) not appear on the Student Employment Time Report. The
Supplemental Payroll Time Card is to be used to report the student employee's hours to
Central Payroll. Attach this card to the Student Employriiane Report and return to
Central Payroll in Miles Hall, Mailcode 6820.

ON-LINE STUDENT EMPLOYMENT TIME ENTRY

Departments who have been selected to enter time for their students inteitiee on
system have been provided training by Central Payiidiese departments should refer
to their AIS training manual for instructions.

STUDENT EMPLOYMENT TIME REPORT

The Student Employment Time Reports are issued on alternate Wednesdays by
Central Payroll and are to be returned to Central Payroll by 3:0énghe following
Monday. A Student Employment Time Report is issued for each budget purpose from
which student employees are eligible to be paid.

Example omextpage
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COMPLETING THE STUDENT EMPLOY MENT TIME REPORT:

Authorized student employees are listed on the Student Employment Time Report in
alphabetical order.

Assign ID is the student employee's assignment number.

Hourly Rate is the hourly rate of pay that the student employee will be paid
for time turned in on that budget purpose for that specifigdekly period.

Calculate the number of ndbommunity Service hours worked to the nearest
tenth (e.g., 13.6) for the first week during the given pay period and enter this
number in the "NON COM WHKL." column. If no hours were worked, enter
IIOII.

Calculate the number of ndbommunity Service hours worked to the nearest
tenth (e.g., 17.2) for the second week during the given pay period and enter
this number in the "NON COM WK 2" column. If no hoursrevevorked,

enter "0".

Calculate the number of Community Service hours worked to the nearest tenth
(e.g., 13.6) for the first week during the given pay period and enter this
number in the "COM SER WK 1" column. If no hours were worked, enter

IIOII *%%

Calaulate the number of Community Service hours worked to the nearest tenth
(e.g., 17.2) for the second week during the given pay period and enter this
number in the "COM SER WK 2" column. If no hours were worked, enter

IIOII *k%

Calculate the number of AmeadRkeads hours worked to the nearest tenth
(e.g., 13.6) for the first week during the given pay period and enter this
number in the "AM RD WK 1" column. If no hours were worked, enter "0".

*k%k

Calculate the number of America Reads hours worked to theshéameh
(e.g., 17.2) for the second week during the given pay period and enter this
number in the "AM RD WK 2" column. If no hours were worked, enter "0".

*k%k

Calculate the number of America Counts hours worked to the nearest tenth
(e.g., 13.6) for theirfst week during the given pay period and enter this
number in the "AM CTS WK 1" column. If no hours were worked, enter "0".

*k%k

Calculate the number of America Counts hours worked to the nearest tenth
(e.g., 17.2) for the second week during the givengeaiod and enter this
number in the "AM CTS WK 2" column. If no hours were worked, enter "0".

*k%k

Calculate the number of Family Literacy hours worked to the nearest tenth
(e.g., 13.6) for the first week during the given pay period and enter this
numberin the "FM LIT WK 1" column. If no hours were worked, enter "0".
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*k%k

e Calculate the number of Family Literacy hours worked to the nearest tenth
(e.g., 17.2 for the second week during the given pay period and enter this
number in the "FM LIT WK 2" columnlf no hours were worked, enter "0".

*k%k

e Act 1 is the Departmental Activity 1 which will be charged for the hours
worked.

e Act 2 is the Departmental Activity 2 which will be charged for the hours
worked.

e The fiscal officer or approved designate must sigapjorove the payroll (if
the designate signs, initials are not acceptable, full signature is required).

e Enter the date of signature.
e Make a copy for departmental records.

e Return the original Student Employment Time Report along with any
Supplemental Payrollime Cards to Central Payroll by noon on the Tuesday
following the end of the given pay period. If you have questions regarding the
reporting of hours on the Student Employment Time Report, contact Financial
Aid Student Employment Services at 48320 0r453-4629.

A copy of the Student Employment Time Report along with the Time Recording
Sheets must be kept on record for three years by the employing department. The
original copy of the Student Employment Time Report is returned to Central
Payroll.

If any of the information on the Student Employment Time Transmittal appears
incorrect, please contact Financial Aid Student Employment Services-46263
or 4534629.

*hk Departments must have an approved Community Service job description on file
in Finandal Aid to submit Community Service hours. Only those student employees who
have been identifieds performing Community Service or Community Service
Tutoring will haveunblockedspaces on the Student Employment Time Refmort

turn in Community Serviceerica Reads, America Counts or Family Literacy
hours.

Reporting Unpaid Hours

Do notreport hours that were worked in a prior pay period on the Student
Employment Time Report.

¢ If you have previous unpaid hours that have not been turned in to Central
Payroll, do not include these on the Student Employment Time Report.
Any time worked for which the student employee was not paid, due to
error, must be submitted to Financial Aid Student Employment Services by
completing the Student Employment Unpaid Hours Eectronic Form (E-
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Form.) Failure to utilize the Student Employment Unpaid Hours EForm
may result in the student employee exceeding the maximum hours
authorized to work and may result in the student employee being
terminated. In addition, if the studentemployee is working in multiple
departments, either your department or another department, may be
charged overtime wages.

Do notreport hours that were not worked on the Student Employment
Time Report.

Do not manually add a student to the Student Employrant Time Report.

« If a student employee has worked hours but does not appear on the Student
Employment Time Report, or does not have &upplemental Payroll Time
Card, please contact Financial Aid Student Employment Services at 45520
or 453-4629.

STUDENT EMPLOYMENT PAYROLL CERTIFICATION:

The Student Employment Payroll Certifications are mailed to the fiscal officers by
Financial Aid Student Employment Services after each payroll has run.

Student employees are listed alphabetically by budget purpdbe &tudent
Employment Payroll Certification.

Example on next page.
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