
STUDENT PAYROLL

Prepared by Business Services



Types of Student Payroll

 Regular Payroll

 Funded by hiring department

 Work Study Payroll

 Awarded by Financial Aid Office based on need

 Graduate Assistant Payroll

 Funded by hiring department



Enrollment Requirements

 PSEO Students are not eligible for student 
employment. 

 Academic Year

 Work Study:  Enrolled in 12 or more credits

 Regular Payroll:  Enrolled in 6 or more credits

 Summer

 Work Study:  Enrolled in 6 or more credits

 Regular Payroll:  Enrolled 6 credits in summer 
or registered for at least 6 credits in fall.



Hour Limitations

Students are limited to working 20 hours per 

week while taking classes during the 
academic year – regardless of working for 
multiple departments.

This is because of the Affordable Care Act 
and if students are over on hours, SMSU 
could be forced to pay their health insurance 
and the money would come out of the 
department’s budget.



Forms Required

 W-4 EMPLOYEE’S WITHHOLDING ALLOWANCE CERTIFICATE
 Only required for initial hire or if student chooses to change withholding
 http://www.irs.gov/pub/irs-pdf/fw4.pdf?portlet=3

 I-9 EMPLOYMENT ELIGIBILITY VERIFICATION 
 Only required for initial hire
 http://www.uscis.gov/files/form/i-9.pdf

 STUDENT PAYROLL AUTHORIZATION
 Required for every student
 http://www.smsu.edu/administration/businessservices/student%20payroll/authori

zation.pdf

Students sign up for Direct Deposit.  Set up and changes to direct deposit must 
be made by students through their E-Services account.
International Students are required to complete additional tax forms.  They must 
see Leia in Business Services before starting work.





W-4 Common Problem Areas

 Check single or married

 Number of allowances in box number 5

 If a student claims “exempt” in box 7, box 
5 should be blank (also need to complete 
W-4MN).

 Sign form





I-9 Common Problem Areas

 Check box for citizenship

 Sign form

 One document from list A OR One from 
list B AND one from list C

 Supervisor is required to complete 
certification area





Student Payroll Authorization

 Student must read the court-ordered 
child support question, fill in their state 
and sign the form. 

 Student, supervisor & department 
chairperson must sign form



Payroll Process

 The student must complete required forms and the staff person should 
look through and verify they have completed everything.  If something 
is missing, the student must write on the form, not the staff person.  

 Business Services will not accept any W-4 forms that have corrections 
or information that has been whited out.

 If a student has a question on what they should claim on the W-4, they 
should talk to their parents or their tax advisor.  Do not give advice.

 Once their paperwork has been processed by Business Services, they 
will be able to log into E-Timesheet to enter and verify hours worked.



Payroll Process

 E-Timesheet approval is due by the end of the 
day on the Wednesday after the pay period ends 
on Tuesday.

 Students will be paid through direct deposit on 
Friday – ten days after the pay period ends (same 
as SMSU employee payroll).  Pay advices may be 
viewed or printed through E-Services.



Graduate Assistants

 GA’s are paid $8,000 ($4,000 for fall 
and $4,000 for spring semester

 If they are authorized to work in the 
summer, $2,000 is the summer pay

 They have a maximum of 36 total 
credits for the 2 years they are a GA.



Graduate Assistants
 If a GA starts in the fall, they have 18 credits to use 

between fall, spring, and summer, then the same for 
year two.

 If they start in the spring, they have 12 credits to use 
between spring and summer, then 18 credits for the 
following year, then 6 credits for the last fall.

 If they start in the summer, they have 6 credits to use 
for summer, then 18 credits for the following year, 
then 12 credits for the last fall and spring.



Graduate Assistants

If a GA is taking summer courses, but 
won’t be employed in the summer, they 
need to register and complete the tuition 
waiver paperwork by end of March so 
that taxes can be taken out ahead of 
time.

If after April 1, they can take summer 
courses, but will have to pay themselves 
because a tuition waiver won’t be 
available.



Student Payroll Contacts

 Julie Schreier (6444)

 Melisa Nubile (6658)



Financial Aid Contacts

 Jane Larsen (6281)
 Work Study Award Amounts

 Increases/Decreases to Work Study Amounts

 Bridget Arkell (7361)

 Natasha Boe (6448)
 Work Study Department Allocations


