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Associated Students Organization Structure

Presenter
Presentation Notes
Associated Students (AS) is a non-profit organization funded by undergraduate student fees. Through elected student positions and appointments, students voice student concerns and express student opinion to the UCSB administration, UC system, our community, and state and local governments. We have dozens of boards, committees, and commissions that are organized and funded through AS to enrich student life and give students services and opportunities not offered by the administration. 



Associated Students Services



3. On your first day of 
employment : 

● If you have never worked on Campus 
you must complete your Employment 
Verification: USCIS regulations state 
that Section 1 of the I-9 is required by 
the employees first day of work. 
Their Section 2 documentation ID is 
required no later than their third day 
of work. 

2. Enter New Hire  in 
UCPath

● Hire information will 
be entered into 
UCPath (UC’s Payroll 
System). UCPath 
Center hire approvals 
will take 7 -10 days.

After New Hire Confirmation Email Received: 

1. Once the Google Forms “UCSB AS Student Staff - Personnel Information ‘20 - ‘21” and “New Employee Payroll Orientation Sign-up ‘20-’21” 
are completed you will receive a confirmation email from Lili and Katherine within 24 -48 hours.

4. On your first day of 
employment:

● Employment Verification I-9 
Section 1: You will receive an 
email from: 
employment.authorization@univers
ityofcalifornia.edu 
<i9complete@trackercorp.com> to 
your UCSB email account from I-9 
Tracker to fill out section 1 of the I-
9. Must be completed no later than 
first day of employment.

● Employment Verification I-9 
section 2: You must bring in your 
original valid identification. Please 
see the lists of acceptable 
documents LISTS OF 
ACCEPTABLE DOCUMENTS All 
documents must be UNEXPIRED. 
The employee will present the 
original documents in person to a 
remote verifier for Section 2 of the 
I-9. Must be completed no later 
than the third day of work.

● Complete State Oath of Allegiance. 
Students will receive the State Oath 
of Allegiance form via DocuSign 
prior to or no later than your first 
day of employment. Where and 
how do I sign in to DocuSign? | 
DocuSign - UC Santa Barbara

**IMPORTANT: ONCE NORMAL OPERATIONS RESUME, BFS WILL CONTACT THOSE WHO COMPLETED THEIR I-9 
VERIFICATION VIA ZOOM TO SCHEDULE A TIME TO COME IN WITH THEIR ORIGINAL DOCUMENTS FOR REVERIFICATION. 

THIS MUST BE COMPLETED.** 

mailto:i9complete@trackercorp.com
https://studentstaff.as.ucsb.edu/files/2018/04/ID-List-of-acceptable-documents.pdf
https://docusign.lsit.ucsb.edu/faq/207


Employment Verification I - 9 Tracker
I- 9 Section 1:
● Employment Ver ification I- 9 Section 1: You will 

r eceive an email on your  UCSB email account from I- 9 
Tracker  to fill out section 1 of the I- 9. before you can 
begin working, you will need to complete your  I- 9. 

Please Note: There are 2 sections. For Section 1 of your I-
9: You will receive an email from: 
employment.authorization@universityofcalifornia.edu 
<i9complete@trackercorp.com>

USCIS regulations state that Section 1 of the I- 9 is 
required by the employees first day of work.

I- 9 section 2:
● Employment Ver ification I- 9 section 2: You must 

br ing in your  original valid identification. All 
documents must be UNEXPIRED. The employee will present 
the or iginal documents in person to a remote ver ifier  for  
Section 2 of the I- 9.

Section 2 documentation ID is required no later than 
the third day of work.

Student Responsibility After Orientation:
I -9 Employment Verification

Presenter
Presentation Notes
You will be getting an email from Tracker, and will  need to complete Section 1 online before, or on, your first day. You  should then go to Business and Financial services to complete Section 2 by their third day of work (e.g., if your employee starts on Monday, and Section 1 is done Monday morning, Section 2 must be done by Thursday at 3:30 pm).

mailto:i9complete@trackercorp.com
https://studentstaff.as.ucsb.edu/files/2018/04/ID-List-of-acceptable-documents.pdf


Google Forms for I9 Section 2 

Must Complete ASAP 

● ONLY IF YOU LIVE AROUND THE UCSB COMMUNITY
PLEASE FILL OUT THIS LINK:
https://forms.gle/XMwkWS5nyerHVYiw7

● ONLY IF YOU DO NOT LIVE AROUND UCSB COMMUNITY 
PLEASE FILL OUT THIS LINK: UCSB A.S. New Student Staff 
Remote Employment Verification I - 9 Section 2_ Does Not 
Live Around UCSB Community

https://forms.gle/XMwkWS5nyerHVYiw7
https://forms.gle/7dvk3b9BpHEvjJ6e9
https://forms.gle/7dvk3b9BpHEvjJ6e9


University of California State Oath of Allegiance   

Complete State Oath of Allegiance Google Form. UCSB A.S. Student Staff State Oath of Allegiance_'20 - '21

Oath Process: The Oath must be completed on or  before the employee’s fir st day of work (US Citizens only).  

You will need to schedule a time you are available. This process will only take 15 minutes. Associated Students 

staff member , Kather ine Kosearas will confirm your  availability and send a calendar  invite with the Zoom link. 

IMPORTANT : This must be complete no later  than Your  star t date.

As soon as UCPath has completed your  hire transaction you will r eceive an email to set up a Zoom meeting to 
complete the Oath of Allegiance. 

https://forms.gle/itDg9bnCUUsPV7wh8
https://forms.gle/itDg9bnCUUsPV7wh8


What is Work- Study?

● The intent of the Work- Study Program is to 
encourage your  par t- time employment and reduce 
the amount of loan debt incur red while attending 
college.

● Work- Study begins in the Fall 2020

Federal Work-Study Program - UCSB Office of Financial 
Aid and Scholarships

Financial Aid Work-Study

https://www.finaid.ucsb.edu/federal-work-study-program


Important Checklist for UCPath Actions:

❏ Direct Deposit

❏ Patent Acknowledgement 

❏ Tax Withholdings 

❏ Enroll to receive your W2 online

Log into: ucpath.ucsb.edu

Student Responsibility After Orientation:
UCPath Actions



Student Responsibility After Orientation:
UCPath Portal Basics



Student Responsibility After Orientation:
UCPath Direct Deposit



The Patent Acknowledgment  
requires individual to
disclose to UC licensing offices 
potentially patentable inventions.

Student Responsibility After Orientation:
UCPath Patent Acknowledgement



This form is your Withholding Allowance Certificate. The way you fill out 
this form determines how much tax is  withheld from your paycheck.
From the IRS page:
“If you are a student, you are not automatically exempt. If you work only 
par t- time or  only dur ing the summer , you may qualify for  exemption from 
withholding.”

To help determine what you’re withholding should be, use The Withholding 
Calculator  as a tool on IRS.gov. When you use the Withholding Calculator , it 
will help you determine if you need to adjust your  withholding and submit a 
new Form W- 4 to your  employer .

Your  status as a full- time student doesn’t exempt you from federal income 
taxes.

You can update your W - 4 form when you want through the year on 
UCPath. If you claim Federal Tax Exemption, remember to fill out a new 
W- 4 at every beginning of the year.

Tax information

Form W- 4, Excess FICA, Students, Withholding

Student Responsibility After Orientation:
UCPath Tax Withholdings

https://www.irs.gov/individuals/irs-withholding-calculator
https://studentstaff.as.ucsb.edu/tax-information/
https://www.irs.gov/faqs/irs-procedures/form-w-4-excess-fica-students-withholding/form-w-4-excess-fica-students-withholding


Employees have the option to 
receive their  W- 2 form 
electronically, rather  than 
receiving a paper  statement.
(If you choose to have your  W2 
mailed make sure your  cur rent 
address is up- to- date.)

Employees who wish to receive 
their  W- 2 electronically will need 
to enroll.

Student Responsibility After Orientation:
UCPath Enroll to receive your W2 online



Electronic Timecard

Kronos



A. Be sure to be on your  session
B. Workspace
C. The Accruals widget on the r ight of the screen displays the cur rent accrual balances available.
D. When you log in clock your  time. When you log out clock your  time. 

- Access Kronos via the Por tal page, Timekeeping Login link: timekeeping.ucsb.edu

- Log in with your  UCSBNet ID and password.

Kronos 
Electronic Timecard

http://timekeeping.ucsb.edu


1. Click in Pay Code > Hours worked
2. Enter  the number  of hours worked
3. Click on Save

If multiple pay codes are needed for  one day, click on + to add a row

If multiple 
appointment jobs on 

campus:
Click in Transfer

Choose the 
appropr iate job 
transfer  code

Kronos Hours Worked



1.  Verify timecard is in the correct pay period by checking the Time Period
menu.
2.  Review timecard and ver ify information is cor rect.
3.  Click on “Approve Timecard” then “Approve”

Approve every 2 weeks after 
the end of the pay period

Kronos 
Approving your timecard



- Payday is every other  Wednesday

- Timecard approval is every other  
Saturday 

- New Pay Per iod begins every other  
Sunday

Kronos & Paychecks
Calendar



PAYDAY!!!

This is how you view 
your paycheck, 

review, and 
download  



PAYDAY!!!



PAYDAY!!!



STOP!
ARE YOU WORKING A SECOND JOB 

ON CAMPUS?
If you are working in another 

department, your combined hours 
CANNOT EXCEED 18 HOURS PER 

WEEK. 

If for any reason your status as a student 
changes, please let your supervisor know 

immediately. This includes if you are 
taking a quarter off or if you are 

graduating. 



Report any injury to your supervisor within

24 hours
In order for the paperwork to be processed. 

Student health services available.

UCSB Student Health - Home

JOB INJURY

http://studenthealth.sa.ucsb.edu


If you have any questions please feel free 
to contact:

Lili Har tounian
Assistant Director  of HR & Payroll Analyst

lilih@as.ucsb.edu

And 

Kather ine Kosearas
Administrative Suppor t Specialist

kather inek@as.ucsb.edu

QUESTIONS?

mailto:lilih@as.ucsb.edu
mailto:katherinek@as.ucsb.edu
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