SAI School of the Art Institute
of Chicago

Approving your Student Payroll Work Authorization

1. You will receive an email notification
instructing you to log-in to Self-Service to
approve your Work Authorization Form.

2. Log-in to Self-Service by going to the

“Tools” tab in the SAIC Portal (go.artic.edu).
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3. In your Student Center, go to “Finances”
and click on "Employment/Payroll Work
Authorization.”
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4. Select the job that needs approval by
clicking on the “Job Dept/Title” link.
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Student Payroll Work Authorization

Flintstone PhD,Fred W
Student Employment - Payroll

Select Job to Approve

Approve current jobs or view previous job aulhuﬂzalf

Term Job Dept / Title I Department Description Approval ‘
Spring 2012 HETT0- Teacher: Imaging Approval Completed
Spring 2012 52100 Wilma's Husband. Financial Aid Approval Completed

Summer 2012 300-Office Assistan| Administrative Services

RETURN TO STUDENT CENTER)

6. Read and agree to the Student Agreement and Certification.

7. Click “Submit.”

8. To Print a Work Authorization after you have submi

Dept/Title” link (same as in Step 4) and at bottom of

Student Agreement and Certification

T understand that my approval of this work authorization is agreement to the terms as listed above and that it covers all requirements,
responsibilities, and restrictions as fisted in the Student Employment Guide. I verify that I am responsible for reviewing and adhering to the
information listed in the Student Employment Guide. I understand that I may not perform any work for this job before the beginning date
and/or after the ending date of this authorization and that [ may not exceed my eaming elighilty.

Furthermore, I understand that federal law requires that I complete the employee section of the I-9 employment eligibility
verification form na later than the end of the first day of my employment and that within three business days of the date
employment begins I present documents evidencing my identity and work authorization from the lists of acceptable documepfs
accompanying the -9, Tf I fail to comply with these legal requirements, T will not be able to work for the School of the A

Institute of Chicago.

Tagree to the above Student Agreement and Certification Prin Work Authorizziion

5. Review your Work Authorization.

Student Payroll Work Authorization

Flintstone PhD,Fred W
Summer 2012

Position Title  70300-Office Assistant
Department  Administrative Services

Supervisor  Hunt,Jennifer A

Alternate Supervisor Ortiz,Maribel

Description of Duties

Filing, answering phones, customer servics.

Job Start Date Job End Date

Average Hours/Week  Total Weeks Authorized Total Hours Authorized  Hourly Rate  Total Earnings Authorized
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Student Agreement and Certification
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Questions? Need Assistance?

Student Financial Services
Sullivan Center, Suite 1218

312.629.6600
student_payroll@saic.edu




