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Student Employment/My Time Instructions

1. Qualifications. A student employee must be currently registered for credit and attending classes at UW-Parkside or other educational institution. An employee cannot be on both the LTE and Student payroll systems. See the Student Handbook for further Student Employment policies and procedures.
Authorizations. Timecards will not be created without a corresponding Student Employment Authorization packet which includes all necessary forms. For the months of May through August only, a Summer School Enrollment Verification form must be sent to the Payroll Office before the summer break. This form should be filled out for both registered and non-registered UW Students working during the summer months. Social Security will be taken if this form is not received No refunds. For all NEW student positions using My Time timekeeping, you MUST have the My Time Entry Mode checked on the Student Employment Authorization. This will prevent any problems when students enter their timecards. There are regular revisions of the student authorization, and updates can be found on the Human Resources website. Use only the “current” revision.
Missed Hours. The student employee’s name will appear on the manager’s Pay Period Close screen once the Student Authorization packed is processed. The Username ID#’s appear next to each name. If a student authorization is not received, missed hours must be submitted using a paper Student Hourly Timesheet once all paperwork is completed and sent to the Student Payroll Office. Prior hours missed must be noted in the correct pay period worked. DO NOT add missing hours to the next timecard as this is a falsification of a timecard. This could also result in overtime costs to other positions a student may have on campus using the Kronos timekeeping system. The 41st hour will automatically be overtime to the next job time entry in that same week. A Student Work Record or Missed Punch form should be kept in the department for auditing purposes for prior hours missed. This work record needs to be kept by the department for 6 years. 
2. Job Titles. The student must enter their time transferring/searching for their student job title. Once the Search box appears, the student must click on the Appt-Job button immediately. Search Results will show all job titles that are active for the student employee. A manager will need to search by the employee’s id# proceeded by an *. There should always be a UDDS Major Dept # appearing in the Transfer Column. No Blanks. This will prevent the default department funding from paying for all hours posted on their timecard.

3. Approvals. All timecards must have at least one manager approval before the timecard is approved for payment and signed off by Student Payroll. Timecards without this approval will not be processed. Timecards must be approved by each payroll deadline. Refer to the current Student Kronos/Timesheet Schedule. There will be no guarantee the timecards will be processed in time for the pay date if a manager or back-up manager has not approved all timecards by the deadline. Note early deadlines due to holidays. 
4. Lockouts. My Time lockouts should be reported to the Campus Payroll Office via email or call x2253.  Include the full name and username id# in your message. The employee’s password will be reset back to their last name, lowercase. You will be notified via email. 
5. Other Resources. Refer to detailed instructions in both the My Time Training for Supervisors and My Time Training for Employees manuals. Also under Kronos My Links - My Time Training.
Any questions regarding hourly student employment payroll processing should be directed to Diane Tourangeau, Student Payroll Coordinator at extension 2253 or via email at diane.tourangeau@uwp.edu. 
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