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= Work-Study is a financial assistance award
from the Federal Government.

= Not everyone is eligible. Check your status at
shuawards.sacredheart.edu.

= No student can work more than 15 hours per
week while school is in session.
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WORK-STUDY & STUDENT EMPLOYMENT
Work-5Study is a form of financial aid awarded by the federal government. Click on the following
items below to download specific forms and to learn more about the program.

» Student Guide
Learn about the Work-Study Program & how to obtain a8 Work-Study position

Required for all students working on campus

» Work-Study Job Search
ailable jobs for 2011-2012

+ Request for Direct De
Download the direct deposit form

= Supervisor Guide
Learn more sbout the process of hiring students

= Visit
www.sacredheart.edu/
workstudy.cfm
Student Guide
Work-Study Application
Job Search
Direct Deposit Form




= Complete and return the Work-Study Application,
which includes:
Department of Homeland Security I-g
Federal Form Wy
State of CT Wy

Adequate Identification

Signed Passport

or
Driver’'s License and Signed Social Security Card

Direct Deposit Form
= Once your application is complete you will receive a
Referral Form from the Office of Financial Assistance
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= Available at
[ T Doeas |omens Lo

e www.sacredheart.edu
joblist.cfm
= Once you have your

b Anplicationn & The job search and application process does not begin until the start of the 2011-2012
Application Process
il : school year on September 6th, 2011. No student is parmittad to apply for any position or

bt | i e rEfe rral fO rm, It's time
to apply for jobs!
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Click on = department below to learm more sbout the positions offered in éach department
» Work-Study & Student
Employment

Work-Study Guide for
Students

Work-Study Job Search
work-Study Application

Work-Study Guide for
Supervisors

b Tax Incentives &
Deductions

k Forms
b Cost of Education

* SHUawards - Check Your
Award Status




= Date: Thursday, September 8%, 2010

= Time: 112a.m.—2 p.m.

= Location: Pitt Center Board Room

= Attire: Business Casual (recommended)
= Supplies:

Referral Form (required)

Resume (recommended)



Review the job list and choose 3-4 job
Interests.

Make appointments with supervisors.

Begin your job search as soon as possible
More popular jobs fill up quickly.

As jobs are filled they will be removed from

the website or listed as "CLOSED.”



= Complete your Referral Form with your
supervisor, in ink, and return it to:

Student Financial Assistance
Curtis Hall Room 101
Monday —Thursday 8:30 a.m. — 7:00 p.m.
Friday 8:30 a.m. — 4:30 p.m.

= Without your Referral Form, you will not be
paid for any hours worked.



= Rememberto clock-in and clock-out using
the electronic timecard (Kronos).

= Hours must be approved by your supervisor
on a weekly basis in order for you to be paid
on a bi-weekly basis.



/2 Kranos WORKFORCE CENTRAL(R) - Windows Internet Explorer

= Your hours are recorded
using Kronos, an
electronic timecard
system.

= Access Kronos by
visiting "My SHU"” and
clicking on Kronos, or by
clicking “"Quick Links,"”
and then choosing
Kronos.

= Tolog-on, enter your
SHU username and
password.



Q;’ | httpsy//tasacredheart.edu/wfe/applications/suitenav/navigation.do

= Simply click "Record Timestamp” to record your
time-in, and then again to record your time-out.



= |f you would like

O review your
ours:

Click "My Reports”

on the left toolbar

Choose “Time
Detail”

See the “Kronos
Instruction Sheet”
on My SHU

= € | https://ta.sac

& Kronos WORKFORCE CENTRAL(R)

Available Reports

heart.edu/wic/appli

ations/suitenav/navigation.do

Time Period: Previous Pay Period
Dates: 8/16/2009 - 8/22/2009

Printed: 8/(28/2009

Name: D
Primary Account(s)

Pay Rule: Student
©/11/2008 - forever FIAFIA05150ATDS/KRONOSSTUEMP/21.

622695109/-/-/-

Date Apply To nPmchl 2 GutPunch | oo ppmy  SED RS ELOIED
Exc Exc Amount  Amount Amount

Sun 816 0.00

Mon 817 420P1 &.0s 808

Tue 8118 431P 807 1812

Wed &1 4:30P1 808 2420

Thu 8120 4:37P1 813 3233

Fri 21 428P10 TET 4030

Sat 822 4030

Totals 0.00 000 4030 4030
Account Summary

Account Pay Code Money Hours

FIAFIADS150ATDS/KRONOSSTUEMPIZ1622695109/-/-

Regular 3500

Unpaid 530
Pay Code Summary

Pay Code Money Hours

Regular 35.00

Unpaid 530

Totals 0.00 4030



= |f you need to make any changes on your
timecard, you must contact your supervisor
to do so.

= At the end of each pay period, an e-mail is
automatically sent to your supervisor.

= Your supervisor then approves your timecard,
releasing it to Payroll.



= |t may take up to 2 weeks for your paycheck to

be processed.
= Checks are distributed every other Friday
outside of the Faculty Lounge
ga.m.—1p.m.
thge next student pay date is this Friday, September
9
= Direct Deposit is also available to students that
complete the Payroll Direct Deposit
Authorization.

It will take one pay cycle for direct deposit to become
effective.



PAYROLL DIRECT DEPOSIT AUTHORIZATION

(RECOMMENDED)

NAME

(please print)

Student ID#

(if known)

NEW REQUEST CHANGE OF INFORMATION

ACCOUNT INFORMATION

FINANCIAL INSTITUTION

RN

TRANSIT ROUTING NUMBER

ACCOUNT NUMBER

CHECKING ACCOUNT* SAVINGS ACCOUNT*

If possible, please provide a copy of a voided CHECK/DEPOSIT SLIP solely for the purpose of
verifying the account number and the financial institution’s transit routing number.

FULL DEPOSIT PARTIAL DEPOSIT $

y employer to initiate/change deposit: nds, to which | am d, automatically to my account i funds to which | am not entiied are
to my account, | awthorize my employer to Financial Institu o retum said funds

ke up to three pay periods before th = are deposited, in the meantime, | will re a paper check
t this account closes, | must contact 4 spartment immediately.
do 5o may result in a delay of u B W 0 receive 3 paper chech.
| will pick up the Direct Deposit stub during indicated check distribution hours.

Mail the Direct Deposit stub to my permanent address.

SIGNATURE




= As a work-study student, it is your
responsibility to:

Perform duties adequately, responsibly, and in
accordance with the job description

Dress appropriately for the job
Report on time
Maintain confidentiality at all times



= The Family Educational Rights and Privacy
Act requires the following:
Students must not release student information to

anyone, unless their position specifically requires
them to do so.

Students must avoid acquiring any information
they do not need to do their job, and they cannot
exchange student information they have learned
while performing their job.



= |f you completed your work-application, a
referral was/will be sent to your SHU e-mail
account on Wednesday, September 8t
around 4 p.m.

= |f you did not receive your referral form,
please visit the Office of Financial Assistance.



Any
Questions?




