
Work Authorization Process
Student



How to start a Work Authorization 



Steps to complete a Work Authorization 

The student will 
start the Work 
Authorization in 
Dynamic Forms.

When the form is 
opened the students 
Name and Email will 

automatically auto fill. 
The student will have to 
fill in all the information 

shown in the picture.

After the student 
is done adding 
the information 
needed they will 
submit the Work 
Authorization.

After the Work 
Authorization 
is submitted it 
will go to the 
Supervisor.

Students 
can check 

if they have 
work study 

through 
this link.



Supervisor Information The 
Supervisor 
will need to 

fill out all the 
information 

needed 

The supervisor will 
need to fill out the 
Anticipated  Begin 
and end date. They 
will need to add the 
dates according to 

the pay periods.

If the position is 
sponsored by a 
Project Award 
the supervisor 

will choose from 
the drop down.

When everything is 
filled out and the 

Supervisor submits 
the Work 

Authorization it will 
then go to Financial 

Aid.



Financial Aid Information

Financial Aid will receive 
an email when the Work 
Authorization is ready to 
be filled out.

When the work 
authorization is opened 
Financial Aid will then need 
to go through all the 
information provided and 
check the students 
information needed for the 
work authorization.

After the 
information is 

added and checked 
financial aid will 

then sign the form 
to be sent to HR for 

their signature. 

During the summer 
break all students will 

have to be under 
department funds. 
There is NO work 

study during summer. 
The supervisor will 

need to submit a new 
work authorization for 
summer if the student 
is under work study.



Additional Supervisor Information 
(must ask questions and need to know)

If the student is using work 
study funds the supervisor will 
need to monitor the fund usage. 

When the student is getting 
close to using all their funds for 
work study the supervisor will 
need to contact The Financial 

Aid Office.

You can submit 
a work 

authorization 
for up to 6 

months at a 
time

A student can 
only have 2 
jobs and their 
work study can 
be split 
between two 
jobs

Supervisors 
must be aware 
of the start and 
end dates for 
the student.



Work Authorization Emails

When the Work 
Authorization is 
approved the student 
and supervisor will 
receive a email letting 
them know. The email 
also states the student 
will need to use a paper 
timesheet until Payroll 
has completed 
processing.

Work Authorizations will be under 
Departmental Funds in the Summer. If 
the student is under work study they 

will need to submit a new work 
authorization and be places under 

departmental funds.



Work Authorization Emails

If a I-9 has not been completed the 
student will not be able to start work. 
They will receive a email with the 
directions to complete the I-9. The 
following will also be included in the 
email (supervisor, Celeste Sanchez, 
and the Budget Officer)



Work Authorization Emails

If the student submits a work 
authorization and is not registered or 
not registered for the credits need they 
will receive a detailed email explaining 
what they are needing to do. The email 
includes the student and supervisor.



End of Work Authorization Process The final signature 
needed to 
complete the Work 
Authorization is 
Payroll. After 
Payroll has signed 
the work 
authorization they 
will start 
processing.

The student will have to use a 
paper timesheet until they receive 
a email from payroll stating the 
process is complete and they will 
be able to use Banweb to 
complete a digital timesheet.



Work Authorization Change Form 



Work Authorization Change Form 
                                                                                    Work Authorization Change form is only used when needing to change Account Code.               

The work authorization change 
form will be started by The 

Financial Aid Office. After it is 
submitted it will be emailed to the 

supervisor and payroll.

Financial Aid 
Office will fill 

out all the 
changes for the 

work 
authorization 
change form

If amount of pay 
is needed to be 
changed a new 

work 
authorization 

will need to be 
submitted

When the Work Authorization 
Change form is submitted the 

Supervisor will receive a email.



End of Work Authorization Change Form 

After all the 
information is 

correctly 
filled out 

Financial Aid 
will submit 
the change 
form and it 

will be 
emailed for 
signatures.

After the change form has all the 
signatures needed payroll will enter all 
the changes and use the effective date 

that the changes will start.


