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A - Online Work Auth (3
& Student Work Alas

AA Pending (1

Address Changes (39)
Bank Dav 09-10
Boilerplate Letters (64)
List Serves (14)

MN Private Colleges 091

Contacts
T

+ @ Brian Murphy.

Search, add, or invile

You have received a Work Authorization Form For Student Worker

Inbos | %

Work Authorization No-Reply to me Show details 10:15 AM (0 minutes ago) | 4y Reply

Dear Brian Murphy.
YOU MUST READ THIS EMAIL AND FOLLOW THE INSTRUCTIONS IF YOU WANT TO WORK IN 2008-10.

A student work authorization form has been submitted for you by  supenvisor. Beginning with the 2009-10 acadermic year all student work
authorization forms will be submitted orline; the old paper forms will no longer be used. If you completed a paper work autnorization form last
Spring for the 09-10 acadermic year you must also complete this orline form as wel; it s very quick and easy

There are only FIVE simple steps vou need to do:

1. Click on the following link:  hitp: /v stolaf eduywerldiowDent
2. Enter your St Olaf email usemarme and password. This will take youto tne Student's Home Page.
3. Once on the Student's Home Page, follow he inslructions for opening your work authorization(s) - one at & time.
4. Review all the information on the form
To accept the work authorization agresment click the *Accept button and then click the ‘Submit button; the informabon will be sent
eloctronicaly lo Ihe Financial Aid Office. To reject the work authorization form click the Reject button, enter a reason in the My Comment'
box, and then click ‘Submit the form will be retumed to the supervisor,

If you have any questions pleass call Brian Murphy (x3564), Mariene Coon {x3708), or the main desk at the Financial Aid Offics (x3109)

With best wishes,
Brian Murphy
Assistart Director of Financial Aid

and Student Work Coordinator
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ST. OLAF COLLEGE

WORKFLOW APPLICATIONS

St. Olaf Workflow
Application
» Login

Information and
Instructional
Technologies
Rolvaag Library 251
1510 St. Olaf Ave.
Northfield, MN 55057

507-786-3830
helpdesk@stolaf.edu

oo
Do | 0@ @ * | Sstox

Calendar | News | People | A to Z | Home

[

Welcome to the St. Olaf Workflow Application!

Please login using your St. Olaf username and password.

Username:

Password:

Town oo 3
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Uit o] Choose One of the Forms Below and Click 'Open':
Instructional

Technologies
Rolvaag Library 251
1510 St. Olaf Ave.
Northfield, MN 55057

Current Work Authorizations

| Deadline | Action
(.| 198 | Brian Murphy | Student Worker | 08-04-2009 |

507-786-3830 Open

helpdesk@stolaf.edu

| pir] | Supervisor |

St. Olaf College, 1520 St. Olaf Avenue, Northfield, Minnesota 55057
) 2003-2009 St. Olaf College. All righ rved. About this site

Contact us at webmaster@stolaf.edu or 507-78
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WORKFLOW APPLICATIONS

St. Olaf Work. izati i
Rl Work Authorization Form Review

Date Submitted: Tuesday Jul 28, 2009
> Home

IMPORTANT: Please review all the detals and select if the information is correct or not. If the information
» Logout is incorrect, the form will be sent back to the supervisor for editing. If correct, you will be allowed o review
> Help the Federal guidelines and choose to accept or reject them.

Work Authorization Information

Technologies
Ralvaag Ubrary 251
1510 St Olaf Ave. Brian  [Stdent  [10-15101 | Student  [Brian
Northield, MH 55057 Murphy  [Worker  [Financial Services [Murphy.

Name: | Job Title: Dept: supervisors| oy | Start/End Date:

|7 = |09/09/2n09 -

jos/25/2010

s07-786-3830
helpdest@stolaf.ecu Comment Log:

Federal regulations require that each student must complete an I-9 Form and a W-4 Form prior
to the first day of employment at St. Olaf. If the student has worked at St. Olaf and has
completed these forms in the past, they are usually not required again. Supervisors and student
workders must also complete a work authorization form for each job and submit it to the
Financial Aid Office 1 week prior to the first day of employment.

1. Your work award amount represents the maximurm amount you are authorized to earn during the
acadermic year, You are responsible for scheduling the correct number of hours to work in order to
meet, but not exceed, your work award limit, You can refer to the table in the online Student Work

for assistance. Also, listed in the Student Work Handbook are the Student work polices.
Fallre to follow student employment policies may result in dismissel from your job.

. Timeshests must reflect the dates, times, and total hours worked, be signed by the student and the
supervisor, and be submitted to the Payroll Office by the due date. Late time cards will be processed
for payment in the subsequent payrol. Incomplete timesheets wil be returned to the supervisor. No
payment of student work earmings will be made in advance of the published pay scheduile.

This assignment and agreement covers all examination periods, including finel exams.
IF you must be absent from work you should: &) notify your supsrvisor as far in advance as
possible, and b) if required by your supervisor, arrange a substitute for your shift
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