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Verify s tudent’s  
Employment Eligibility

S tudent S ubmits  
Completed I-9 Packet to 
S tudent Financial 
S ervices .

Per federal regulation, 
I-9s  MUS T be turned in 
BEFORE the employment 
s tart date!

Offer S tudent a Job!

S upervis or S ubmits  a 
Work Authorization in 
PeopleS oft B EFORE the 
s tudent begins  
working. 

After the s tudent accepts  
the Work  Auth an over night 

proces s  occurs  activating 
S elf S ervice

This  is  a ls o your contract 
with your s tudent outlining 

their pay rate and job 
des cription

Reques t an Em ployee 
Earning Eligibi li ty Report 
from  S tudents  during the 

job interview

S tudent Employment 
begins

Every two weeks  
s tudents  mus t review 
and s ubmit their time 
s heet.  S upervis ors  edit 
and approve.

S AIC now us es  UK G Pro

B ring origina l, 
unexpired docum ents  
tha t es ta blis h 
identity a nd 
Em ploym ent 
Authoriza tion

Student Employment Process at SAIC



Earning Eligibility Report 
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How to submit a Work Authorization 
1. Log into PeopleS oft Campus  S olutions  with your X1 Login

From the Intranet > go to enterpris e s ys tems  > PeopleS oft Campus  S olutions  >enter 
you X1 login

*If you do not have an X1 login  you mus t Download and 
complete New us er s ecurity form to the left of the PeopleS oft 
Campus  S olutions  box &  Download and complete New us er 
s ecurity form to the left of the PeopleS oft Campus  S olutions  
box

2. Navigate to the Employment Authorization

3. Complete required fields  and s ubmit

https://www.google.com/url?q=https://drive.google.com/file/d/1aWUtbdXVgD9LkOyeSHMhMpwL1Br31TDm/edit&sa=D&source=calendar&ust=1746562417506848&usg=AOvVaw0QMtVdU0mmGK8s9ZtYKXNz
https://www.google.com/url?q=https://drive.google.com/file/d/1aWUtbdXVgD9LkOyeSHMhMpwL1Br31TDm/edit&sa=D&source=calendar&ust=1746562417506848&usg=AOvVaw0QMtVdU0mmGK8s9ZtYKXNz


How to create & submit a Work Authorization (WA) for a student 
employee

● S tudent Employee ID
● S upervis or ID
● Accounting Cos t Center
● S tudents  job type-s elect from drop down
● A job des cription for the pos ition the s tudent will be working
● Hours  they will work per week
● S tart and end date of job

Things  to remember!
1. WA mus t be s ubmitted each s emes ter
2. Any changes  to WA s uch as , a s tudent terminating employment or changing a 

work end date, mus t be emailed to s tudent payroll
3. Put actual s tart date and not s tart date of employment  (not s tart of the term)
4. WA mus t be s ubmitted for TA’s



Student Hours and Information
• S tudents  may not exceed 20 hours  per week during 

the Fall and S pring term (all jobs  combined).

• All s tudents  who are eligible to work during Winter 
and S ummer may work up to 40 hours  a week, all jobs  

combined, and no more.

• Illinois  Labor Law requires  a lunch break be taken and 
recorded if s tudent is  working at leas t 7½  hours .

• Working during s cheduled clas s  time is  prohibited



The I-9 Pr ocess
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Note:
S tudents  cannot approve their work 

authorization until they have 
completed their I-9 form, s tarting 

S ummer 2025

This  means  they cannot s tart 
working until their I-9 is  

complete

NEW!



Student Notification



I-9 Requir ed er r or  message



Understanding the I-9 pr ocess
● Form I-9 is  us ed to verify the identity and employment authorization of individuals  

hired for employment in the United S tates .

● All U.S . employers  mus t properly complete Form I-9 for each individual they hire for 
employment in the U.S . 
○ This  includes  citizens  and noncitizens .

● Both employees  and employers  (or authorized repres entatives  of the employer) mus t 
complete the form.

● Employees  mus t provide original, unexpired documentation to s how proof of their 
identity and authorization to work.

● Per Federal regulation and the Department of Homeland S ecurity, ALL new S AIC s tudent 
employees  mus t complete the I-9 Packet.



The I-9 Pr ocess
The I-9 mus t be turned in to S tudent Payroll in pers on before their firs t 
day of work.  

The Packet Includes :
● Form I-9
● Drug-Free Certification

*Original unexpired documentation that es tablis hes  Identity and 
Employment Authorization

Office hours  to complete I-9: S FS  Office (in S ullivan) 11-12 &  3-4 Mondays  
and Wednes days



What type of 
documents 

ar e r equir ed 
for  the I-9?

(Domestic 
and 

Inter national)



Supervisors must ensure I-9 compliance

There are s everal indicators  when a s tudent has  not completed an I-9:

1.  Employment Eligibility Report (student generated)

2. Work Authorization

3.  ARTICtimeWarnings and Email Notifications 

* A yellow warning will appear on your timesheet AND ARTICtime will email you and your supervisors alerts



Confirm Approved Work Authorization
If s tudent has  is s ues  logging into UKG, pleas e confirm that they have approved their work authorization:



UKG Training Content for Supervisors 
of Student Employees

Introduction to UKG
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Introduction to UKG
UKG Workforce Management is  the timekeeping s ys tem for s tudent 

employees  

In UKG, s upervis ors  of s tudent employees  are res pons ible for:
● ens uring s tudent employee time is  timely and correctly entered in 

UKG by regularly reviewing and correcting timecards
● fixing any errors  s uch as  mis s ed punches , or punches  to an 

incorrect as s ignment
● approving s tudent employee times heets  at the end of each pay 

period
● approving reques ts  for S ick  Leave
● communicating any is s ues  with S tudent Payroll



Bonus: using the UKG mobile app
● UKG has  an optional mobile app 

that can be us ed to clock in and 
out, manage time off, and view 
pay information, among other 
things .

●
In the App S tore/Google Play 
S tore/etc., s earch for “UKG Pro.”

●
When prompted for your acces s  
code or URL, enter artic



UKG Home Page



UKG Home Page



Navigating to Workforce Management (WFM)
● Workforce Management (WFM) is  the UKG module us ed to 

manage time entry, times heets , and time off for all 
employees . 

● Navigation: Menu > Mys elf > Workforce Management or Menu 
> My Team > Workforce Management

● Workforce Management will open as  a s eparate tab.





NOTE:

All student employees have a default primary, generic job in UKG titled 
“Assignment”. This job acts as a placeholder allowing students to hold 
several different jobs of varying lengths throughout their time at the 
School. 

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

Each real assignment held by a student employee will appear in UKG as 
a secondary job. These secondary jobs are created from the Work 
Authorization process. 

Important!
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To acces s  your s tudent 
employees ’ timecards  

directly: Us e the Manage 
Timecard tile on the main 
page and s elect the blue 

arrow to view all 
timecards .

Accessing Student Employee 
T imecar ds



Navigate to a specific employee or use the 
left/r ight ar r ow at the top of the page to toggle 

thr ough your  employees.  





Add or delete punches
S upervis ors  can add or remove punches  or time entries  for s tudent employees  they 

s upervis e when the pay period is  s till open. S tudent em ployees  cannot correct their 

own tim ecard.

Find the row of the des ired date you want to add time.

• S elect the cell in the As s ignment column in the row, which will allow you to s elect the 

s pecific as s ignment (job) you are adding time for.

• Enter their s tart and end times  in the “In” and “Out” columns , and S ave



Note: if a date already has time entered, and you need to add 
more, you can do so by entering the time in the second In or Out 
columns, or by selecting the blue arrow to the left of the date to 

add another row to that particular date.



Add, Edit, and Delete Pay Codes 
In s ome circums tances , s upervis ors  may need to add a pay code to a s tudent 
employee’s  times heet to es tablis h a different pay type for worked or non-worked 
hours . 

Examples  include: entering s ick hours  for a s tudent if they are unable to s ubmit a 
s ick reques t, adding a lunch adjus t code if a s tudent employee did not clock out and 
back in for their lunch break, and entering a flat dollar amount for RAs  and FNews
s tudent employees .

S elect the appropriate as s ignment in the As s ignment row for the date you want to 
add to, then s elect a pay code, and the amount of time it s hould apply to.



Timecard Colors

● The cells  and text of 
timecards  s ometimes  
have colors , and the 
colors  have meanings . 
Below is  a table of 
what the colors  mean 
on the timecard.



Common Exceptions 
and Visual Indicator s

● The following are 
common exceptions  
and their vis ual 
indicators :



Approving student timecard
Approve one tim ecard at a  tim e:
From  the Tim ecards  page, s elect the em ployee from  the drop-down 
lis t.
● S elect the applicable time frame (previous  pay period).
● Review the timecard for accuracy.
● S elect Approve. 
● If you approve a timecard in error, you can remove the approval by 

click ing on the “Remove Approval” button. This  will appear after a 
timecard has  been approved. 

Note: When approving the timecard for a s tudent who has  multiple 
as s ignments  with different s upervis ors , it will look to you as  if the 
entire timecard is  being approved--but the other s upervis ors  will be 
approving their own time.





S tudent employees  who have accrued s ick hours  

can reques t to us e them in UKG. 

You will receive an email notification from UKG 

when your s tudent employee s ubmits  a s ick 

reques t. You need to approve the reques t in 

order for it to count towards  the s tudent’s  pay.

Find the notification in your UKG Inbox or 

Control Center, and click  Approve



Approving Chicago Paid Sick Leave Requests



You can view your s tudent em ployees ’ ava i lable Chicago Paid S ick  
Leave balance directly from  their tim ecards  under the Accruals  tab.



You can make changes to student 
employee timecar d for  the cur r ent 

pay per iod.  If you need a change 
made to a pr evious pay per iod,  

document the amendments 
needed using the template link ed 

her e,  and send a signed copy of 
the PDF with the changes needed 

to studentpayr oll@ saic.edu

Requesting Histor ical Edits

https://www.saic.edu/cost-financial-aid/student-employment#chapter=chapter-12276-Quick-Links


There are no “alternative 
supervisors” in UKG.

Ins tead, when a manager expects  
to be unavailable, the manager 

(delegator) can delegate authority 
to another manager 

(the delegate) to receive 
notifications  and complete tas ks  

during their abs ence. 

Manager Delegation



To delegate authority to another manager:

Go to the My Bus ines s  Proces s es  tile in WFM > Manager 

Delegation. 

In the Delegation panel:

1. s elect the other manager who will take authority during your 

abs ence.

2. S elect the S tart Date and End Date from the calendars . S elect 

“Manager 3. Delegation Role Profile” in the Role Profile field.

4. Click  S ubmit. The delegate will receive a notification as king 

them to accept the delegation.



Note: Managers can access any indirect reports 
in their hierarchy (anyone reporting up to them 
via another manager on the org chart) without 

the need for delegation.



Accept a delegation from another 
manager by finding the notification in 
your UKG Inbox or Control Center, and 

clicking Accept /  S ubmit.
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UKG login for students

https ://ukg.artic.edu/





Resources

www.s aic.edu/s tudentpayroll

http://www.saic.edu/studentpayroll


CREDITS : This  pres entation template was  created 
by S lides go, including icons  by Fla ticon and 

infographics  &  images  by Freepik

Thanks!
S TUDENT PAYROLL DEPARTMENT

Located in the S ullivan building (within S tudent Financial S ervices )

Walk-ins  during our office hours :
Mondays  and Wednes days ,

11:0 0  AM – 12:15 PM
3  – 4 PM

Email: s tudentpayroll@ s aic.edu

Phone: 312.629.6142

Pleas e keep this  s lide for attribution

https://slidesgo.com/
https://www.flaticon.com/
https://www.freepik.com/
mailto:studentpayroll@saic.edu
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