
Instructions for Work Study Forms 

You cannot begin working until the completed packet and the original photo ID’s are turned into Jennifer 
Holdren located in the Financial Services Building, located behind the Sports Center, you have been entered 

into Paylocity and have received an email from Jennifer Holdren stating you make create your user id. 

If your Paylocity account is not working you may NOT begin working. 

Permit to Work Form: 

• Fill out name, last 4 of SSN, student email address. 
• Supervisor needs to fill out their portion. 
• Student signature is needed. 

W4  

• Fill out steps 1 through 5. 
• Signature is required. 
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• First Page 
o Fill out the area below. 

 
 

• Second Page-do nothing. 
 

• Third page 



•  This page lists the ID’s that are acceptable to turn in.  This must me original based on the Federal 
Government guidelines.  List A (we only need 1 from this column) or One from list B and one from 
list C.  Again these must be originals.  No COPIES. 

 

Payroll Election Form: 

• If you choose to be paid by direct deposit, this form needs to be filled out and signed.  If not you will 
be issued a refillable debit card.  

Paylocity Registration: 

• Once all of the forms are turned in to Jennifer Holdren, you will received a email within 24 hours of 
when you turned your forms in, advising you to the next step. 

 


