Student Student is Student receives a
filesa »  admitted to > Financial Aid Award Notice with
FAFSA USF Federal Work Study or Campus Job Opportunity
(FWS or CJOB) l
v Regular Student Employment
Student signs and accepts (Includes those who did not file a
FWS or CJOB FAFSA, students who ran out of FWS
allowance, and eligible International
Students, see additional requirement for
International Students)
\ 4 \ 4
Job Search
(Sample source: https:/spirit2.usfca.edu/stuemp/on_campus.htm)
\ 4
Student visits OneStop to complete
1-9 form and provide acceptable documents
(See 1-9 list) A 4
v Off-Campus Work
On-Campus Work FWS only
OneStop issues a Work Study Clearance Form to Student Employment will prepare and
take to interviews. Supervisors are informed of the provide all hiring documents for the Student
type of employment and -9 status. or including Work Clearance, manual PAF,
W-4, time sheets, and payroll calendar

A 4

Supervisor submits a PAF or e-PAF and a FWS Clearance Form if FWS.
Students can complete a W-4 and optional Direct Deposit form at OneStop.

A 4

Student gives the Work Clearance and PAF
to Supervisor to sign,

v \ 4 v
e-PAF or Manual PAF
(Call HR for access) Student Employment copy Student returns a signed copy of the Work
Approves by Student Employment and HR HR copy < Clearance and a signed copy of PAF to
Supervisor copy Student Employment
A 4 A 4 A 4
Student completes
e-Timesheets or Student completes paper timesheet and submits to Supervisor for approval
(Call HR for access)
A 4 A 4
Supervisor approves e-timesheets online On campus supervisor signs the timesheet, keeps a copy, and submits to One Stop
Off campus students are responsible to submitting approved time sheets by the due dates

\ 4

Student Employments checks FWS
limits and 1-9 status before forwarding

\4

A 4

HR processes the timesheet and cuts a payroll check

A 4

Department supervisor picks up scheduled payroll checks for all their
student workers at the One-Stop Counter
(Special checks are to be picked up at HR)

A 4

record and HR record at OneStop

International Student employees must apply for a SSN; see ISS at UC 402 for details
Upon receipt of the Social Security Card (4-6 weeks), student should update his/her SI

(Change of Personal Data Form)

Timesheets:
Yellow: FWS (On and Off Campus)
Beige: Campus Job Opportunity (On Campus only)

Green: Regular Student Employment  (On Campus only)




