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This section 
cover s:

Handshake

Employment requirements

Work Authorization



Student Employment FAQ

Handshake! You can 
find, apply, and land an 

interview!

A work authorization is submitted 
by your supervisor once you get 

the job. 

You will receive an email 
requesting you to approve a work 
authorization within Self-Service.

W her e do I  f ind a job? W her e do I  appr ove my wor k  
author ization?



You can’t approve a work 
authorization without a valid 

I-9 on file! 







- To be eligible to work, you must be enrolled in at 

least six credits during the semester.

- You are eligible to work in the Summer and Winter as 

long as you are taking credits the following Fall, and 

were enrolled in the previous Spring.

- Under no circumstances can you be scheduled to 

work during your class schedule per federal 

regulation.

Student Hours and Information



- All students may not exceed 20 hours per week during 

the Fall and Spring semesters.

- All students who are eligible to work during Winter and 

Summer may work up to 40 hours a week, all jobs 

combined, and no more.

- Illinois Labor Law requires a lunch hour be taken and 

recorded if student is working at least 7½ hours.

Student Hours and Information



For special job types:

Graduate Students with Teaching Assistant 
positions are paid via a stipend.

You are not required to record hours, but must 
follow student employment guidelines, 
including I-9 filing and approving your work 
authorization.
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Pr ocess
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This section covers:

Required Documents

Verification Process



The I -9  Pr ocess FAQ

A federal employee 
eligibility verification 
form.

Before your first 
day of employment 
and/or approving 
your work 
authorization.

You cannot verify your 
identity and employment 
authorization with photos, 
copies, etc. You MUST have 
the ORGINAL document.

W hat is an 
I -9?

W hen do I  have 
to submit an I -9?

I  didn’t br ing _but I  
have a (copy, 
pictur e, etc)



Required 
documents:

I -9

I nter national students 
should also pr ovide 

a Social  Secur ity 
car d and r eceipt of  

application.

https://www.saic.edu/sites/default/files/2023-10/I-9%20Packet%20and%20Drug-Free%20Workplace%20Certificate%202023-08-01.pdf


Visit the 
I nter national 
Affair s website
for  mor e 
infor mation. 

https://www.saic.edu/international-affairs/current-students#chapter=chapter-10023-Social-Security-and-Taxes&accordion=anchor-10022-1


More FAQ

No. Visit the Student 
Financial Services during our 
office hours, where we will 
see all documentation in 
person and fill out the I-9 

with the student.

Once! However, you must 
update expired documents 

accordingly.

C an I  complete the 
I -9  r emotely?

How many times do I  
have to complete this 

pr ocess?



UKG Pro
0 3



This section covers:

Introduction to UKG

Using the UKG mobile app

Clocking in and out



Introduction to UKG
UKG Workforce Management is the timekeeping system for student employees

In UKG, student employees are responsible for:
• clocking in and out of the UKG web clock (including lunch breaks)

• approving your timesheet at the end of each pay period

• communicating any needed corrections with your supervisor(s)

• setting up your direct deposit

• making any changes to your tax setup

• submitting requests for Sick Leave, if you have an available balance you’d 

like to use



Bonus: using the UKG mobile app

● UKG has an optional mobile app that 
can be used to clock in and out, 
manage time off, and view pay 
information, among other things.

●
In the App Store/Google Play 
Store/etc., search for “UKG Pro.” It is 
identifiable by its UKG smiley app 
icon.

●
When prompted for your access code 
or URL, enter artic



UKG Home Page



UKG Home Page



Ready to work?
To access UKG Workforce 

Management, log in to 
ukg.artic.edu, enter your 
SSO login credentials, and 
then select Menu > Myself 
> Workforce Management 



Navigating to Workforce Management 
(W FM)

● Workforce Management (WFM) is the UKG module used to manage 
time entry, time cards, and time off for all employees. 

● Navigation: Menu > Myself > Workforce Management

● Workforce Management will open as a separate tab.



NOTE:
All student employees have a default primary, generic job in UKG titled 

“Assignment”. This job acts as a placeholder. 

Time should never be entered on the primary “Assignment” job. Time 
entered on this job is not paid.

Each real assignment will appear in UKG as a secondary 
job.

.



Clocking in and out
Use the Punch tile in UKG Workforce Management to clock in and 

out in real time.

Make sure to select the specific job/assignment you are clocking in 
or out of.

Must START and STOP break for lunch breaks for longer shifts of 7 ½ hours.

Your punch will display a successful submission and be placed on 
your timecard. You do not need to do anything else. You can 
review this punch on your timecard.



Clocking in and out
- You don’t necessarily need the UKG app. You can access your punch 

card through the website, ukg.artic.edu, and navigate to WFM.

- Allow location services when clocking in, either once or always

- No need to be in a designated location, on VPN or school Wi-Fi system

- Mclock in and out to record hours on time card.



Note: Location-sharing needs to be enabled when you clock in or out on whichever 
device you are using, otherwise it will not be successful.





Clocking in and out
Be mindful that you only have one timecard with all jobs- make 

sure to be aware the job assignment you are punching time for is 
correct.

Job titles will be the same as on work authorization.

You will NOT be able to edit mistakes made on your time card.

Your first point of contact is your job supervisor, who can make 
corrections to your timesheet directly.



Time Card
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This section covers:

Reviewing your time card

Approving your time card

Requesting Historical Edits



Reviewing your 
timecar d

In UKG Workforce Management, click the 
arrow on the My Timecard tile to open 

your current timecard



Approving 
your  

timecar d

At the end of each pay period, after reviewing your timecard for 
accuracy, you should approve your timecard by selecting the 
“Approve” icon on the top of the My Timecard menu.

Make sure you have the correct pay period time frame selected 
before approving.



Timecards are due no later than Monday at 10am 
following the end of every Pay Period. You should review 
and approve your timesheet at this time. 

Verifying and approving  time cards on a regular basis is 
the best way students can prevent errors and make sure 
they are paid properly and on time for all hours worked.

Approving is your digital signature.  It means you verify 
that the hours are accurate.

Approving time cards



Requesting Historical Edits

● It’s important to clock in and out for your 
assignments in real time. Anything missed 
can cause major delays in your payment. 

● However, if you missed a punch or need an 
edit made to your timecard, please contact 
the supervisor of the impacted assignment. 

● Student payroll cannot make these edits, 
only your supervisor!



Continued.

● Your supervisor can make changes to your 
timecard for the current pay period. 

● If you need a change made to a previous pay 
period, work with your supervisor to document 
the amendments needed using the template in 
the next slide, and send a signed copy of the 
PDF with the changes needed to 
payroll@artic.edu

https://www.saic.edu/sites/default/files/legacy/Timesheet_for_off-campus_work.pdf


Amended Timesheet PDF

https://drive.google.com/drive/folders/1ndKXT6lf0pQ17g5eMagd91qGR7uhpSBN


Sick time
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This section covers:

Chicago Paid Leave



Chicago Paid Sick Leave
Refer to the Student’s 
Guide to Student 
Payroll on the Student 
Employment site for 
information about the 
Paid Sick Leave (PSL) 
policy, accrual 
amounts, eligibility, and 
limits.

You can view your 
available time off 
balance on the 
Accruals tab on the 
bottom of your 
timecard



In Workforce Management, you can 

request time off directly from the My 

Time Off tile by selecting Time-Off 

Request.

My Time -off  r equest ti le

Follow the prompts, including selecting 

the specific job that the time off will 

apply to, the start and end date, the start 

time, and the duration. Sick time can be 

taken in one-hour increments.





Note

Supervisors can also see your total 

sick time balance, and manually add 

sick time to your time sheet. It must 

be in the same pay period.



Direct 
Deposit
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This section 
cover s:

Direct deposit

Pay statements/history

Tax information



How to View My Pay Information
Navigation: Menu > Myself > Pay

View Current Pay Statement
To view your current pay statement, go to: Navigation: Menu >Myself > Pay > Current Pay Statement
Pay statements provide you with a breakdown of all your earnings, deductions, taxes, etc.

Note: Pay statements can be downloaded or printed if needed.



Your pay statement 
(which you can select 
from the hyperlink on 

the date of your 
paycheck.)



View My Pay History
To view your past pay statements, go to: Myself > Pay > Pay History

Pay history provides you with an overview of each pay statement by listing the net pay, 
earnings deductions, etc.

Each pay statement can be printed and downloaded at any time.
To access a previous pay statement, click on the pay date of the pay statement you would like to 

view.



Personal Tax Information
● Navigation: Menu > Myself > Pay > Income Tax

● From the Income Tax Summary page, click on Add/Change Withholding 

Form (W4) under the Things I Can Do links on the right of the page.

https://docs.google.com/document/d/1FozZa8LRT6nlrVZMpgRYhrWNj9uhQu3Z4Om0OAaj1ZQ/edit?tab=t.0#heading=h.1egqt2p


Personal Tax Information
● To update Federal or Non-Resident withholding, click on the appropriate link for 

Employee’s Withholding Certificate (W-4).
● To update State withholding, click on the link for the state.

https://docs.google.com/document/d/1FozZa8LRT6nlrVZMpgRYhrWNj9uhQu3Z4Om0OAaj1ZQ/edit?tab=t.0#heading=h.1egqt2p


Federal W -4

Answer each question on the page as they appear.
Click Next to preview the form.
Check the box to affirm that you have reviewed and 

approved the form.
Click on Sign and Save.



How to View My W -2

Navigation: Menu > Myself > Pay > U.S. Wage and Tax 
Statements

On the U.S. wage and tax statements page, you can find 
copies of your W-2 forms, starting in 2024.

To open, print, or download a W-2, click the hyperlink year. 
You can also search for a specific year’s form using the 
“Find by” search bar.



DIRECT DEPOSIT

Enroll in Direct Deposit!

To avoid the inconvenience of picking up a paper check each 
pay period, SAIC strongly recommends that you participate in 
Direct Deposit. 
Your student employment earnings will be deposited 
automatically into your bank account each eligible pay period.
You will need your bank’s routing number and your bank 
account number.



Awesome words









RESOURCES
Visit our Student 

Employment website to 
find further information 

on UKG, guides to 
student employment, 

quick links, and this 
PowerPoint!

https://www.saic.edu/cost-financial-aid/student-employment


CREDITS: This presentation template was created by 
Slidesgo, and includes icons by Flaticon, and infographics & 
images by Freepik

Thanks!
STUDENT PAYROLL DEPARTMENT

Located in the Sullivan building, 12th floor, 36 S. Wabash Ave. Chicago, IL 60603

Walk-ins during our office hours:
Mondays and Wednesdays,

11:00 AM – 12:15 PM
3 – 4 PM

Email: studentpayroll@saic.edu

https://bit.ly/3A1uf1Q
http://bit.ly/2TyoMsr
http://bit.ly/2TtBDfr
mailto:studentpayroll@saic.edu
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