Student Employment -
Student eServices Guide

Minnesota
STATE COLLEGES
& UNIVERSITIES

Web Application

Contents

SEUAENT EMPIOYMENT .ot e e e e e et e e e st e e e s sabe e e e ssabeeeeesnbeeesensseeeeennseeessnsenas 1
How to Access Student EMPIOYMENT.....ccii it e sree e s s e e e e bee e s s saree e e esareeas 1

ENTEr TiME WOTKEA ... cieieieiieieeteet ettt ettt h e st st s bttt b e b e sbe e saeeeateeabeebeesneesanenas 2
Add TIME WOTKEA ..ttt sttt et e bt e s be e saeesanesaneeaneenneenes 2
SUDMIE TIME WOTKEA ...ttt ettt et s e sttt et e b e bt e s beesmeesaeeearean 3
Modify or Delete TiImMeE WOTKEA .....cccocuiiiiiiiee ettt s et e e e svee e e e e e e e s sbee e s e saraeeaenareeas 4
ViIEW POSIEION DELAIIS ..eeurieiiiieeiie ettt ettt ettt e e st e e st e e st e e s beeesabeesbbeesabeesbaeesareenane 9
VAL A D 11 Y Ko - £ PRSP 10

=T a1 = POE 10

Direct Deposit Account Setup (Non Higher One Schools Only) ........coccuieieiiiiie e e 12

W=2 TaX FOPM ettt s et e s st e e e s b et e s s b et e e ssna e e e s sbaeeesanrneeesas 14

Student Employment
Administrative Staff can use this document to help guide you through what the student sees as they are
navigating the Student Employment pages in Student eServices.

How to Access Student Employment
In Student eServices > Student Employment located on the left-side navigation bar
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WINONA

STATE UNIVERSITY
J— . Skip to navigation ‘Warrior ID 10749595 | Logout

Dashboard

Home Student Employment
Account Management Options

Courses & Registration
Enter Time Worked - Add or change the time you worked within a pay period.

Grades and Transcripts

o Earnings - View your eamnings.
Financial Aid

Housing and Dining Direct Deposit Setup - Enroll in direct deposit. Make changes to your direct deposit account.

W-2 Tax Form - View/Download your W-2 tax forms.

Student Employment

Enter Time Worked
Eamings

Direct Deposit Setup
W-2 Tax Form

Enter Time Worked

The Student eTime web application is used to enter time worked by the student employee via the web

or mobile device.

Add Time Worked

1.
2.

Select Enter Time Worked
Select Add Time for the position that time worked hours should be entered.

WINONA '

STATE UNIVERSITY 1
Add Time Worked
— Time Worked Details Title  Office Asst
= Date dav Jul 2
Office Asst Tuesday, Jul 29 E|
Funding Source 210113 - SPECIAL EDUCATION
05520 - Federal Student Salany-Workstudy Fund .
Supervisor  Ellan Bauld = Start Time 7:00 AM El
Date Start Time End Time Hours Worked
Thu, Jul 17 5:00 AM 1:45 FM 475 Reg » End Time 10:45 AW []
Fri, Jul 18 7:00 AM 11:00 AM 400 Reg
studant Employment Thu, Jul 24 8:00 AM 12:00 FM 400 Reg Comments
Enfer Time Worked Jul 28 7:00 AM 10:00 AM 3.00 Reg
Eamings

Direct Deposh Sehup

Total Hours 15.75

3. Use the Date drop-down to select the date. All dates within the pay period will display.

4. Use the Start Time drop-down to select the start time. Time is rounded to 15 minute intervals.
5. Use the End Time drop-down to select the end time.

6. Lunch and/or dinner breaks are NOT automatically calculated. If 8:30 — 5:00 is entered the

system would calculate 8.5 hours. If a lunch was taken, the student should enter their hours as
8:30-12:00 and then 12:30 — 5:00.
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7. A comment can be entered up to 1000 characters and is viewable when you hover over the

dialogue bubble - .
8. Either hit Add Time to add the time or Cancel to be brought back to the Time Worked Details
page.
NOTE: If time worked is entered during a time class is scheduled, a warning message will be given and
providing a reason will be required. The student will need to pick one of the following reasons:
e (Class Cancelled
e Student Excused
e Other (requires a Comment)

Submit Time Worked

The Submit Time button will display on work authorizations where time is allowed and entered and has
not been submitted. If more than one position has time entered, the Submit Time button will display on
each position and can be submitted all at one time or separately.

1. Select the check box next to the statement “I certify the hours reported are correct and that |
have fulfilled my job obligations” for each position to be submitted.

2. Hit the Submit Time button.
Warrior ID 10749595 | Logout

Dashbord Time Worked Detalls
Home:
Account Management Office Asst
Courses & Registration Funding Source 210113 - SPECIAL EDUCATION
0920 - Federal Student Salary-Workstudy Fund
Grades and Transcripts Supervisor Ellan Bauld
pencit S Date StartTime End Time Hours Worked
Bottsan el ) Thu, Jul 17 9:00 AM 1:45 PM 475 Regular
Bills and Payment Fri, Jul 18  7:00 AM 11:00 AM 400 Regular
Student Employment Thu, Jul 24  8:00 AM 12:00 PM 400 Regular
Enter Time WWorked Mon, Jul 28 7:00 AM 10:00AM  3.00 Regular
Earnings
Tue, Jul29  7:00 AM 10:45AM 375 Regular

Direct Deposit Setup
Total Hours  19.50

W-2 Tax Form
I ertify the ho e correct and that | have fulfilled my job obligations.

epofed a
Add Time Submit Time

3. Once submitted, the system checks to see if the payroll has already been processed for the pay
period. If it has then the following informational message displays to the student: “Time
worked records submitted successfully but payroll has already been processed for this pay
period. This payment will be included the next time payroll is processed. In most cases, you will
receive payment by mm/dd/yyyy.” (Payment Date from the next unprocessed pay period)
example if next unprocessed pay period is 7/29/2014 then it would display 8/8/2014.

Contact Us
View Position Details
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4. If more time is added, changed or deleted after it has been submitted but before the pay period
has been processed, the Submit Time button and check box will display again to be processed.

5. Once submitted, the supervisor will be able to review and approve the time worked.

Modify or Delete Time Worked
NOTE: Only records that have NOT been processed can be modified or deleted by the student.

1. Select the Date of the record to be Modified or Deleted

2. Choose Modify to update the record and Save

3. Choose Delete to remove the record

WINONA

STATE UNIVERSITY

Student Employmant
Enfier Time Warked
Eamings

Direct Deposh Sehup

W-2 Tax Form

.00 AM
o re A
e 8:00 AM

e 28

Time Worked Details

Office Asst

Funding Source 210112 - SPECIAL EDUCATION
{0520 - Federal Student Salary-Workstudy Fund

Supervisor  Ellan Bauld

Date Start Time

T:00 AM

End Time

1:45 PM

11:00 AM

12:00 FM

10:00 AM

Total Hours

Hours Worked
475 Regular
400 Regular
400 Regular
200 Regular

1575

View Time Worked
Title Office Asst
Date Fri, Jul 18
Start Time 7-00 AM
End Time 11:00 AM

voay -

Submitted 772272014 1:54 PM

If the record has already been processed but needs to be deleted or hours reduced, the student will
need to inform the Student Payroll Staff who will work with the System Office, Tax Services Unit who

can process an Overpayment Reimbursement.

Add Time Worked to an Overnight Shift
Enter the shift with the end time midnight then go to the next day and add the remaining time worked
with the start time midnight. For instance the shift is from 10 pm on 8/14 until 2 am on 8/15 - Add Time

on 8/14 from 10 pm to midnight and then on 8/15 Add Time from midnight to 2 am.
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Time Worked Details

ITSM Stdt Worker

Funding Source 300077 - Laptop Admin Help
0910 - Student Salary-Student Help
Supervisor Elton Reas

Date Start Time End Time Hours Worked
Sun, Sep 14 10:00 PM 12:00 AM 2.00 Regular
Mon, Sep 15 12:00 AM 2:00 AM 2.00 Regular

Total Hours 4.00

] certify the hours reported are correct and that | have fulfilled my job obligations.

Submit Time View Position Details

If an overnight shift is worked on the last day of the pay period the time worked for the one day in the
future pay period can be entered during that current pay period by selecting the calendar icon or
clicking in the field to the right of View or Add Time for a Date within a Prior Pay Period and choosing the

date. It will however, be paid with the next pay period.

View a Prior Pay Period

1. Select the calendar icon or click in the field to the right of View or Add Time for a Date within a

Prior Pay Period
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Time Worked Details

Office Asst

Funding Source 210113 - SPECIAL EDUCATION
0520 - Fedaral Student Salany-Workstudy Fund
Supervisor  Kirstin Feldmeier

Date Start Time End Time  Hours Worked
Thu, Apr2 7:00 AM 12:00 PM 5.00 Regular -

Total Hours  5.00

I:' | cartify the hours reported are comect and that | have fulfilled my job obligations.

View Pasition Details

Official

Funding Source 334250 - INTRAMURALS
0510 - Student Salany-Student Help
Supervisor  Kirstin Feldmeier

View Position Details

Pay Pericd Data

Total for 032320435 - 03/31/2013 0.00 howrs:
Total for 04004/20435 - 04072045 5.00 howrs:
Total For Pay Pericd 5.00 howrs
Wiew Diaily Totals

Pay Period Date Range  03/25/2015 - 04/07/2015
Payment Date  04/17/2015

View or Add Time for a Date
within a Prior Pay Pericd

2. Select a date within that prior pay period.
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Pay Period Data

Total for 04/08/2015 - 0411 January 2015 »
Total for 04/152015-0412 ¢, Mo Tu We Th Fr Sa
Total For Pay . 001 1 2 3

YWiew Daily Totals 4 5§ B T 8 9 10
1M1 12 13 15 16 17

Pay Period Date 18 13 20 21 22 23 24 l45

Paymel 25 26 27 28 29 30 A

o]

£ g & o o

View or Add Time fora Date >~ .
within a Prior Pay Period 002015 &

The Time Worked Details from that pay period displays

Time Worked Detalls

Office Asst

Funding Source 210113 - SPECIAL EDUCATION
0920 - Federal Student Salary-Workstudy Fund
Supervisor  Kirstin Feldmeier

Date Start Time End Time Hours Worked

Wed, Jan 14 6:00 AM 9:45 AM 375 Regular

Fri, Jan 16 5:30 AM 9:15 AM 375 Regular

Sat, Jan24 700 AM 12:00 PM 5.00 Regular
Total Hours 12.50

Total Hours From Paper Timesheets 16.50

DI certify the hours reported are correct and that | have fulfilled my job obligations.

Add Time View Position Details

Add Time Worked to a Prior Pay Period

If time worked was forgotten or missed getting entered, it should be entered in the pay period in which
the work occurred, NOT the current pay period. The system allows students to add time to a previous
pay period even if it has already been processed as long as the pay period is open and unlocked. The
system will display the date and times that were previously paid but does NOT allow the student to
change the date and times of these records.
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The application only allows entry of new dates and times such as additional hours that need to be paid.
If the student needs to reduce the number of hours paid due to being overpaid, they will need to work
with the Student Payroll Student Staff who will work with the System Office, Tax Services Unit who can
process an Overpayment Reimbursement.

1. To add time to a prior pay period, select the calendar icon or click in the field to the right of
View or Add Time for a Date within a Prior Pay Period.
2. Select the date.

Pay Period Data

Total for 0312512015 - 0313 January 2015 W
Total for 0410172015 -0410 ¢, Mo Tu We Th Fr %a
Total For Pay ., -,

£0

11 2 3
View Daily Totals 4 &5 6 T 8 9 10

[
I'i:l
[N ]

M 12 13 14 15 16 17
Pay Period Date 18 19 20 21 22 23 24 15

Payme 25 zs@za 29 30 31
1 2 3 4 5 6 7

View or Add Time fora Date >~
within a Prior Pay Period

3. Select Add Time Add Time Worked

Oﬁ:lce ASSt Title Oiffice Asst
Funding Source 210113 - SPECIAL B = Date Tuesday, Jan 27 (=]
0920 - Federal Stud
Supervisor  Kirstin Feldmeier = Start Time 200 F EI
Date Start Time End Time = End Time 700 P EI
Wed, Jan 14 6:00 AM 9:45 AM Eouanents

Fri, Jan 16 5:30 AM 9:15 AM

Sat, Jan24  T7:00 AM 12:00 PM

Cancel

Total Hours 12 .50

Total Hours From Paper Timesheets 16.50

- peiielll e hours reported are correct and that | have fulfilled my job obligations.

Add Time Submit Time

4. Use the Date drop-down to select the date. All dates within the pay period will display.

View Position Details
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5. Use the Start Time drop-down to select the start time. Time is rounded to 15 minute intervals.
6. Use the End Time drop-down to select the end time.
9. A comment can be entered up to 1000 characters and is viewable when you hover over the

dialogue bubble = .
7. Hit Add Time to add the time
Time Worked Details

Office Asst

Funding Source 210113 - SPECIAL EDUCATION
0920 - Federal Student Salary-Workstudy Fund
Supervisor  Kirstin Feldmeier

Date Start Time End Time Hours Worked

Wed, Jan 14 6:00 AM 9:45 AM 375 Regular

Fri, Jan 16 5:30 AM 9:15 AM 375 Regular ™

Sat, Jan 24 7:00 AM 12:00 PM 500 Regular

Tue, Jan 27 2:00 PM 7:00 PM 500 Regular '@
Total Hours 17.50

Total Hours From Paper Timesheets 16.50

[f certify the hours reported are correct and that | have fulfilled my job obligations.

Add Time View Position Details

View Position Details
Select the View Position Details button to display the information.

Time Worked Details

Position Details

Office Asst
Authorization Number 53646
Funding Source 210113 - SPECIAL EDUCH Funding Source 210713 - SPECIAL EDUCATION
0920 - Federal Student 53] 0920 - Federal Student Salary-Workstudy Fund
Supervisor Holly Raupach Supervisor  Ellan Bauld
Max Amount Allowed 52 400.00
Earned Amount  $0.00
Date Start Time End Time Hour Remaining Balance  $2,400.00
Begin Date  07/01/2014
Fri, Feb 27 8:00 PM 11:15 PM 3.25 End Date  08/08/2014

Rate of Pay §8.40
Tue, Mar 10 7:00 PM 11:00 PM 4.00

Total Hours  7.25

chenimhe hours reported are cogeerand that | have T

Add Time

ad my job obligations.

View Position Details

Submit Time
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View Daily Totals
Select the View Daily Totals button to display total hours worked by day in the pay period.

Daily Totals
0312612015 5.00 hours
PEY Period Data 0312712015 3.00 hours
04102/2015 425 hours
Total for 03/25/2015 - 0313112015 2.0l
Total for 04/01/2015 - 0410712015 4.2 Close
Total For Pay Period 12 25TOTs

View Daily Totals

Pay Period Date Range 03/25/2015 - 040712015
Payment Date 041712015

View or Add Time for a Date S— —
within a Prior Pay Period vy =

Earnings
Student Employment Earnings PDF can be accessed by a student employee to view their electronic
payroll advice when paid though direct deposit or check.

1. Click the Earnings link under Student Employment in the left hand navigation bar.
2. The Earnings Search page displays.

? MINN A STATE UNIVERSITY MaNKATO 0691545 | Lonent

| Earnings Search

Seate s FGTEN
End Date |03/03/2015
Search
Eamings
Paymentpate = CawPeried | PavPedod | oo none Amouns
Beqin Date End Date
02/20/2015 01/28/2015 02/10/2015 $154.40
View Details 01/30/2015 12/31/2014 01/13/2015 $202.46
11/14/2014 10/22/2014 11/04/2014 $183.58
an
i mtber of ths 10/31/2014 10/08/2014 10/21/2014 $170.60
Minnesota State Colleges
and Universities system. 10/17/2014 06/24/2014 10/07/2014 $197.10
The Minnesata State 10/03/2014 05/10/2014 05/23/2014 $167.06
Colleges and Universives
system is an egual ¢ Sl 71 P 00709720 pea
opportunity employer and Vigw Details 09/19/2014 08/27/2014 09/05/2014 $186.50
educstor.
View Details 09/05/2014 08/13/2014 08262014 $209.27
View Details 08/08/2014 07/16/2014 07/25/2014 $355.66
View Details 07/25/2014 07/02/2014 07/15/2014 $576.01
View Details 07/11/2014 06/18/2014 o7/o12014 $702.23
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3. Enter the date range of advices you would like to view. The default Begin Date is one year
before the current date and the End Date is the current date. The dates can be changed either
by entering a new date in the mm/dd/yyyy format or by clicking the calendar icon and selecting
the desired date.

4. Click the Search button to retrieve a list of that student's payroll advices within the date range.
5. Payroll Earnings for pay periods within the date range are displayed in descending payment date
order. The sort order can be changed by clicking any of the underlined column headings to be

ascending or descending.

6. Select View Details next to the Payment Date to see the Student Payroll Earnings for that period.

Example Earnings PDF
QA-Mirmesot Stzte University, Mankato
Lariza Florence Lizotta
ID: 10631949

Gross & Nat

Payment Date OIS
Payment Amount 203 44
Payment Type - Check
Check Number : 01219503
Srub Mumbsr 0930113

Totzl Tazabls Bsnafi (MNoe-prid)  Towl Gos= Toml Tages Total Dedurtions It Pay
Cumrent 0.00 26410 40 1563 203.46
Wear-To-Diase 264 10 4£0 15.63 203.46

Earnings Pay Period: 12312014-017132015 (2015-15)

Descriptian Hmxs Bai= Lump Sam Amoont Trarsfer Amonnt Total Amwount
Sradent Salary-Etdent Help-Regular 15.00 70 130.50
Student Salary-Stodent Help-Regalar 16.00 B35 133.50

Taxes

Description Tagzble Gross
Fica Deduction-Employes 6410
Medicare Dedoction-Emplares 1M 10
Federal Tax-Employee prt
MN-State Tag-Emploves ML4T
Fica-Emplayer 6410
Medicar=-Emplayer 6410

[
i

j
e
B

-4
=
[=
2

WiooER pm ER Ma ER
[ (R
=
i

2
s
s

Deductions

Description Amoprt Year-To-Dizte Amount
Health-Employss Pre-zx 1313
Dental-Employes Bre-tx 150

Health-Employer Conribation 4nis 24032
Demtal-Employer Contribation 1230 1132
Feas-Employer Comribution a0 401

Federal W-4 State W4
DJarital Stams Allamance Addiriceal Withkoldies || S== Miaria] Sgamme Allowence Additicnal Withholding
Singla 0 000 | | M Zmsls 0 ]
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Direct Deposit Account Setup (Non Higher One Schools Only)

A student employee can setup and maintain their direct deposit account through Student eServices.

1. To add an account select Direct Deposit Setup
2. Select Add Direct Deposit Account

WINONA

STATE UNIVERSITY
Student e.services Skip to navigation Warrior 1D 10521641 | Logout
Dashboard
— Direct Deposit Account

Account Managsmeant

Courses & Registration
Grades and Transoripks
F | ald 8
naneal Al Add Direct Depogil Account
Housing and Dining
Billz and Paymant

Student Employment

Entar Tima Worked

| Direct Deposit Setup I

—
W-2 Taw Fanm

Contact Us

The New Direct Deposit Account page appears

New Direct Deposit Account
Account Type I:EI HLEILEERAAE

Hi‘-ii'l 03

P e

RoutinglNumber l:l Bank Routing | | Bank Check
Number Account Number
{not required)

Account Number | | Number

| This should be a checking or savings bank account number and NOT a

Re-enter Account Number |1U?49595 credit card account number.

Payment(s) to be Direct Depesited Financial Aid/Refunds
Student Payroll

By entering your bank account information, you are requesting that the above types of payments be
direct deposited into this bank account.

Impaortant: Prior to using the funds, verify that your financial institution has posted them to your
bank account.

Re-enter your password |uuu |

Save Cancel

3. Enter the requested information
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New Direct Deposit Account

Account Type |Cheding | v | #423L56789: | (L23656r | ioa
Routing Number |251580151 Bank Routing | | Bank Check
Number Account Number
{not required)

Account Number |gggggggggg | Mumber

This should be a checking or savings bank account number and NOT a
Re-enter Account Number |9999999999 | credit card account number.

Payment(s) to be Direct Deposited Financial Aid/Refunds
Student Payroll

By entering yvour bank account information, you are requesting that the above types of payments be
direct deposited into this bank account.

Impartant: Prior to using the funds, verify that your financial institution has posted them to your
bank account.

Re-enter your password |uuu |

Save Cancel

4. Select the [Save] button
Once added the account will be in a Pending Status until the next day. It should then become Active.

Direct Deposit Account

Payment(s) to be Direct Deposited: Financial Aid/Refunds
Student Payroll

Impaortant: Prior to using the funds, verify that your financial institution has posted them to your bank account.

Direct Deposit Account added.

= Chande Checking | 291380151 03/14/2015 Fending Eﬁégﬁaﬂiitﬁ?u
» End Direct Depaosit g TR —=¥a500 = Mike '

Schools serviced by Higher One will not have the option to select Direct Deposit and maintain their
account. They will see Payment Preference Selection that will take them to an option to Visit the Higher

One Website.
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Minneapolis
Community
& Technical
m College

X

L

114525971 | Logout

Dashboard

Home Student Employment

Account Management

Options

Courses & Registration X e
Enter Time Worked - Add or change the time you worked within a pay period.

Grades and Transcripts
Earnings .

Financial Aid

Bills and Payment

Student Employment v Download your W-2 tax forms.
Enter Time Worked
Earnings

Payment Preference

Selection

W-2 Tax Form

Contact Us

W-2 Tax Form

Students can sign up to receive their W-2 Wage and Tax Statement and 1098-T Tuition Statement
electronically.

1. Select W-2 Tax Form
2. Then Enrollment for Electronic Tax Form(s)

WINONA

STATE UNIVERSITY

Skip to navigation warrior ID 10745595 | Logout

Student e-services

Dashboard

Home Tax Forms

Account Management /

Courses & Registration Enrollment for Electronic Tax Form(s) - Sign up now to access your electronic tax form(s).

Grades and Transcripts
Financial Aid

Housing and Dining
Bills and Payment
Student Employment
Enter Time Worked
Earnings

Direct Deposit Setup

W-2 Tax Form

Contact Us

3. Select [Confirm]
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Enrollment for Electronic Tax Form(s)

Required Disclosures

Disclosure Statement for Electronic Access to 1098-T Tuition Statements i
General

111

o Your Tax Form 1098-T Tuition Statement can be accessed by yvou online after you give your electronic consent. If vou
do not consent to electranic delivery, your Tax Form 1098-T Tuition Statement will be furnished to you on paper via U.5.
Mail and the electronic wersion will NOT be available.

o You will only need to consent one time. This consent applies to ALL Minnesota State Colleges and Universities at which
you are a student. The consent will be effective for all Tax Form 1098-T Tuition Statements issued to you by Minnesota
State Colleges and Universities for current and future years unless you withdraw your consent as noted below. You will
be notified in your Student e-Services dashboard when Tax Form 1098-T Tuition Statement is available electronically.
The notification will state "IMPORTANT TAX RETURN DOCUMENT AVAILABLE."

o If you wish to obtain a paper copy of your Tax Form 1098-T Tuition Statement, you can do so by sending a written
request (including your full name, your student identification number, and your college/university) to:

I consent to receive my Tax Form 1098-T Tuition Statement electronically. @

'@ yes ' No

I consent to receive my Tax Form W-2 Wage and Tax Statement electronically. @

'@ yes ' No

Enrollment completed
Enrollment for Electronic Tax Form(s)

Options saved successfully.

1098-Ts have been printed for calendar year 2014, you will receive a printed copy in the mail in addition to
having access to the electronic copy.

W-2s have been printed for calendar year 2014, you will receive a printed copy in the mail in addition to having
access to the electronic copy.

% vou have consented to receive your Tax Form 1098-T Tuition Statement electranically.

% vou have consented to receive your Tax Form W-2 Wage and Tax Statement electronically.

Click here for information on electronic tax forms.
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