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This section 
answers:

- Where do I find a job?

- Where do I approve my work authorization?

- When do I complete my I-9?

- How do I know if I’m ready to start working?



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.

You should complete your I-9 
within three business days, 
after the first day of 
employment.

Where do I find 
a job?

Where do I approve 
my work 

authorization?

When do I complete 
my I-9?

How do I know if 
I’m ready to start 

working?
You’ve approved your work 
authorization, filed an I-9 
with Student Payroll!



- 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.



Graduate Teaching Assistants and Instructors of Record

NOTE - Graduate Students with Teaching Assistant or Instructor of Records 

positions are paid via a stipend. They are not required to record their hours 

worked.

The total stipend amount can be found on the Work Authorization in PeopleSoft 

Self Service. The total amount is divided and paid in installments at each pay 

period within the term, following the Student Payroll Schedule.



FLOW CHART
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This section 
answers:

- What is an I-9?

- When do I have to submit an I-9?

- What type of documents are required for the I-9?

Domestic vs. International

- I’m an international student. Do I need to submit an I-9?

Social Security card process

- Can I complete the I-9 remotely?

- How much time do I have to complete the I-9?

- How many times do I have to complete this process?



The I-9 Process FAQ

A federal employee 
eligibility verification 
form.

The first day of 
your employment 
or up to three 
business days 
after your first day.

Yes! Please bring 
the required 
documents and 
begin your Social 
Security card 
process:

What is an 
I-9?

When do I have 
to submit an I-9?

I’m an 
international 
student. Do I 

need to submit 
an I-9?



What type of 
documents are 

required for the I-9?

(Domestic and 
International)



Social 
Security 
Process



More FAQ

No. Authorized 
representatives must see all 
documentation in person 
and fill out the I-9 with the 
student.

Once! However, you can 
update expired documents 
accordingly.

Can I complete 
the I-9 

remotely?

How many times do I 
have to complete this 

process?



ARTIC 
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This section 
answers:

- What is Artic time?

- How does Artic time work?

- Where do I clock in?

- Where do I update my timesheet?

- How do I submit my timesheet?

- What if I forget to submit my hours/clock in?



Artic time FAQ

A website 
designated for 
recording and 
submitting worked 
hours for pay, and 
approving a work 
authorization
artictime.artic.edu

Use your school 
credentials to log 
in.

On Web Clock, 
located on a 
designated 
computer for on-
campus 
employment

What is Artic 
time?

How does Artic time 
work?

Where do I clock 
in?

artictime.artic.edu


Student Dashboard



Where do I update my timesheet?
- click ‘Enter My Hours’



Awesome 
words



To Enter Hours in Elapsed Time go to your timesheet.

Click “Select a Pay Code” then select “Worked Hours” 

from the drop down menu.

Under the Hours Column, enter the number of hours total 
that you worked that day.  This should not include your 
lunch break.

Click “Save”

Elapsed Time
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This section 
answers:

- Do I have to submit a timesheet every pay period?

- Who can approve my timesheets?

- Who can fix my timesheet errors/exceptions?

- I forgot to submit my timesheet and the pay period has already closed. What do 

I do?

- What is an earning eligibility authorization warning?

- What does a code red error mean?

- Do I still get paid with exceptions?



Timesheets FAQ

Yes! Your supervisors. Yourself and your 
supervisors.

A timesheet 
error/exception that can 
prevent you from getting 
paid for certain hours.

Do I have to submit a 
timesheet every pay period?

Who can approve my 
timesheets?

Who can fix my 
timesheet 

errors/exceptions?

I forgot to submit my timesheet and 
the pay period has already closed?

What does a code red 
error mean?

Contact your supervisor 



Timesheets FAQ

Maybe. Exceptions are 
errors that are warnings will 
not affect your pay, but 
errors that are code red 
exceptions will.

Do I still get paid 
with 
exceptions?

An ongoing bug within 
AT resulting in an invalid 
warning for students. 
Until the bug is 
corrected, it will not 
affect your pay in any 
way

A timesheet 
error/exception 
that can prevent 
you from getting 
paid for certain 
hours.

What does a code 
red error mean?

What is an earning 
eligibility authorization 
warning?



Using Webclock

You can only use 
WebClock on a school 
designated computer

https://time-entry-aic.workforcehosting.com/workforce/WebClockLogon.do


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

Verifying and submitting  timesheets 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.

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

Submitting timesheets
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This section 
answers:

- What Is UKG?

- How do I view my pay stubs?

- Why can’t I login to UKG?



UKG FAQ

A website designated for 
enrolling in direct deposit, 
viewing your pay history 
and current paystub, and 
your W-2.

UKG. Please wait 24-48 hours 
after you approve your 
work authorization to 
access. Contact 
studentpayroll@saic.edu for 
further issues.

What Is UKG? How do I view 
my pay stubs?

Why can’t I login 
to UKG?



How do I 
view my 
pay 
stubs?



Direct 
Deposit
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This section 
answers:

- How do I sign up for direct deposit? 

- I got paid but it isn’t in my banking account. What 

happened?



Direct Deposit FAQ

Via UKG: You were paid via paper 
check, located in the 
Bursar’s office. 

Make sure your direct 
deposit information is 
accurate and is active within 
UKG.

How do I sign up 
for direct 
deposit?

I got paid but it isn’t 
in my banking 
account. What 
happened?



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









General FAQs



Slidesgo Flaticon

Freepik

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 (within Student Financial Services)

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

11:00 AM – 12:15 PM
3 – 4 PM

Email: studentpayroll@saic.edu

Phone: 312.629.6142

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