
NEW STUDENT EMPLOYEE 

Step-by-Step Guide Employment Guide 



  

 

 

 

Step 1 
 Pick up a Student Employment Packet and Student Employee Handbook outside 

of the Office of Human Resources located at 103 Bush Hall 

 Clearly write your information on the forms. If the Human Resources staff 

cannot read your handwriting, it will delay processing of your paperwork, 

resulting in delayed payment and potentially sending incorrect information to 

the government. 

 Forms must be filled out in blue or black ink pen only. 

 You must satisfy ALL requirements before you can begin work 



 

 

 

 

 

 

  

 

 

 

SUNY Delhi 
Student Employee Profile & Orientation Checklist 

 Complete all of the fields within the “Employee Profile” and “Job Data” sections 

 Permanent Home Address| this is your home address, not your college address 

 Date of Hire| leave blank if unknown 

 NYS Rehire| please respond ‘Yes’ if you have ever been on NYS or SUNY payroll (ex: SUNY 

student assistant, SUNY federal work study student, NYS Parks & Recreation Camp 

Counselor/Lifeguard etc.) 

 Campus Title| see title examples below 

• Example titles: lifeguard, water safety instructor, PSI, help desk assistant, peer tutor, 

cleaner, student call center, snow shoveler, library assistant, ambassador, resident 

assistant, shuttle driver, night host, sustainability advocate, student communicator,  

phonathon supervisor etc. 



SUNY Delhi 
Confidentiality and Security Compliance Agreement 

 Read this form completely 

 Sign and date form 



 

  

   

  

 

 

Federal and NYS Tax Forms| Tax Exemption 

You may be eligible to claim exempt from having federal taxes withheld 
IF: 

 If you are a resident of the U.S.A. AND 

 Full time student AND 

 Under the age of 25 

 Refer to the Instructions section of the IT-2104-E to see if you are qualified to be exempt from having taxes 

withheld as you must meet all specifications 

 If are qualified from having taxes withheld from your pay, please note that your tax exempt status will expire 

every year on February 15. You must refile the new year’s federal tax form W4 and the NYS tax form IT-2104 

 Please send these completed forms to the Office of Human Resources by February 1. Tax forms are 

available on the Student Payroll Information webpage at https://www.delhi.edu/mydelhi/hr/student-

payroll/index.php 

 SHRED! the NYS tax form you are not submitting to the Office of Human Resources as it contains your 

personal identifiable information! 

https://www.delhi.edu/mydelhi/hr/student-payroll/index.php
https://www.delhi.edu/mydelhi/hr/student


 

 
 

 

 
  

  
 

 

Form W-4 (2018) 

 Only the bottom part of this form is 
required 

 All fields in yellow are required 
 You must complete either box 5 OR 

box 7 
 If you are eligible to be exempt from 

having federal taxes withheld from your 
pay, please write the word “exempt” in 
box 7 

 If you are not eligible from having taxes 
withheld, use the worksheet above to help 
you determine the number of allowances 
that you will claim put the number of 
allowances in box 5 

NOTES: 
• The higher the number of allowances you claim, the less taxes you will have withheld from your pay. 
• The lowest number of allowances you can claim is zero (this is not the same as being “exempt”). 

Claiming zero will take more taxes from your pay, this typically results in a tax credit when filing end 
of the year taxes. 



Form IT-2104 

 Only complete this form 
if you elect to have taxes 
withheld from your pay 

 Only the top part of this 
form is required 

 All fields in yellow are 
required 

 For the complete IT-
2104 form with 
instructions visit: 
https://www.tax.ny.gov/pdf/current 
_forms/it/it2104_fill_in.pdf 

NOTES: 
• The higher the number of allowances you claim, the less taxes you will have withheld from your pay. 
• The lowest number of allowances you can claim is zero (this is not the same as being “exempt”). Claiming zero 

will take more taxes from your pay, this typically results in a tax credit when filing end of the year taxes. 

https://www.tax.ny.gov/pdf/current_forms/it/it2104_fill_in.pdf


Form IT-2104-E (2017) 

 Only complete this form if you are 
claiming tax exempt status 

 Only the top part of this form is 
required 

 All fields in yellow are required 



 

 

 
 

Employment Eligibility 
Verification USCIS Form I-9 

 All sections highlighted in yellow are 
required 

 Fields highlighted in green are optional 

 Click on the image to the right for the 
interactive PDF 

 The interactive PDF allows users to click on 
the question marks for detailed information 

https://www.uscis.gov/sites/default/files/files/form/i-9.pdf


 

 

Employment 
Eligibility 
Verification 
USCIS Form I-9 
 You must supply 

supporting documents to 
prove your identity AND 
eligibility to work in the 
United States 

 All documents must be 
ORIGINAL and 
UNEXPIRED 

 Choose one selection from 
List A OR 

 a COMBINATION of one 
selection from List B AND 
one selection from List C 



 

  

Confidential Employment Questionnaire 

 This form is required for entering you into the payroll system 

 Information will only be used for statistical reporting 

 Personally identifiable information will not be released 

 For question 3: If you select ‘Hispanic’ you must also select a race for 

question 2 

 Please feel free to choose what you feel best describes your race, 

there is no wrong answer 

 For question 4: please respond ‘Yes’ if you have ever been on NYS or 

SUNY payroll (ex: SUNY student assistant, SUNY federal work study 

student, NYS Parks & Recreation Camp Counselor/Lifeguard etc.) 



 

 

  
  

State University of New York 
Retirement Program Election Form 

 As a NYS employee, you are eligible for membership into the NYS 
Employee’s Retirement System, commonly referred to as ERS 

 Please complete the Retirement Program Election Form whether you 
decide to enroll in ERS or not 

 If you do want to enroll in ERS, please complete the below: 
 NYS ERS Membership Registration 

 Do not sign your name unless in the presence of a Notary Public.  Bring valid 
government issued photo ID when having documents notarized such as 
drivers license or passport. 

 Designation of Beneficiary with Contingent Beneficiary 
 A beneficiary is someone who is entitled to receive monies or other 

benefits in the event of your death 
 Sign up to view your ERS account online (optional) 

http://www.osc.state.ny.us/retire/forms/rs5420.pdf
http://osc.state.ny.us/retire/forms/rs5127-i.pdf


  
 

  
 

  

State University of New York 
Retirement Program Election continued… 

 View your ERS account on the web with Retirement Online (optional) 
 Retirement Online is a secure area where members can access their personal 

retirement information, contribution balance, beneficiary designations, 
estimated service credit and other important membership information. To 
sign up: 

 Visit Online Services Enrollment 
 Choose Individual 
 Review Terms 
 Click Next 
 Create a user ID (6-32 characters. It cannot contain your first or last name, or 

any special characters) 
 Enter all other requested information 
 Confirm all data entered 
 Click Finish 
 You will be mailed a password via the US Postal Service. This password will 

expire 45 days from the date of the letter. Keep your user ID and password 
secure and confidential. 

https://portal.osc.state.ny.us/Enrollment/register?1


Direct Deposit Form For NYS Employees 

We encourage all employees to set up direct deposit, why? 

 Direct deposit is more secure than a paper check 

 Its reliable, mail delivery is variable and paper checks can be delayed a 

day or more 

 Its convenient, no need to stop at your student mailbox to pick up your 

check or travel to the bank to cash it 

 Save the environment by opting out of receiving a paper stub 

 Some banks also deposit your check into your bank account the night 

before payday, so you have direct access to your funds whenever and 

wherever you are! 



  

Direct Deposit Form For NYS Employees 

 Complete all of Section A| 

 Minus the NYS EMPLID # N__________, [you will be issued this number 

once you are entered into the payroll system] 

 Complete all of Section B| 

 Choose the first box: ‘New or Additional’ 

 Write out the full name of your bank(s) 

 Please write clearly your account number(s) 

 Note how much of your pay you would like direct deposited into 

each account, ex: 100% 



 

Direct Deposit Form For NYS Employees continued… 
 Section C| You can satisfy this section in 1 of 3 ways: 

 Your bank may complete OR 

 You may attach a VOID check OR 

 If this is an online bank, log into your account, select and print the 

direct deposit screen and attach to your form 

 Section D| All individuals listed on the account must sign and date this 

form, ex: parent, spouse, guardian etc. 

 You can change your direct deposit information at any time by completing 

a new form and submitting it to the Office of Human Resources located in 

Bush Hall 

 Check out the Student Payroll Information webpage to download this 

form and find other payroll related information 

http://www.delhi.edu/mydelhi/hr/student-payroll/index.php


  

 

Voluntary Self-Identification of 
Disability 

 Read carefully and check one of 
the boxes on page 1 

 Print your name and date the 
form 

 If you select “Yes, I have a 
disability…” please complete 
page 2 



 
 

 

 

Invitation to Self-Identify for Veterans 

 Everyone must read this form, even if you 
are not a veteran 

 A response is required on page 2 

 Print your name, date the form, and choose 
“I am a current employee” 



 

 
  

 
 

 
 

If you are going to be employed as a 
Lifeguard or Water Safety Instructor 

You must complete ALL of the Child Protection Policies requirements below: 
 Read  

 SUNY Child Protection Policy 
 SUNY's Mandatory Reporting Policy 
 SUNY Delhi Procedure 
 Key Contact Information 

 Complete 
 Child Protection Policy Acknowledgment Form 

[submit this form to Ruth Ehrets, Office of Human Resources, Bush Hall, ehretsrh@delhi.edu] 

 Child Protection Policies training in Vancko Hall 
[takes approximately 1-2 hours to complete, if you require accessibility or learning accommodations 

please contact Mary Morton x4430 or Bush Hall Office of Human Resources or mortonmb@delhi.edu] 

a) sign into Vancko Hall using the link above 
b) in the upper right corner, type into the search bar Child Protection, search 
c) click on the course SUNY Delhi Child Protection Policies Training 
d) click Enroll Me 
e) begin the course by clicking Start Here 

http://www.delhi.edu/mydelhi/faculty-staff/administration/human_resources/pdf/Policy on Mandatory Reporting and Prevention of Child Sexual Abuse.pdf
http://www.suny.edu/sunypp/documents.cfm?doc_id=762
http://www.delhi.edu/mydelhi/faculty-staff/administration/human_resources/pdf/ProceduresForActivitiesInvolvingChildrenUnderAge17.pdf
http://www.delhi.edu/mydelhi/faculty-staff/administration/human_resources/pdf/KeyContactInfoREVISED02282017.pdf
http://www.delhi.edu/mydelhi/faculty-staff/administration/human_resources/pdf/Child Protection Policy Acknowledgement Form.pdf
mailto:ehretsrh@delhi.edu
https://moodle.delhi.edu/course/search.php?search=child+protection
mailto:reckewjm@delhi.edu


 

Step 2 

SUNY Human Resources Portal 
AKA SUNY HR Portal 

 Time & Attendance| access your timesheet 

 Self-Service| update your permanent home address 

 NYS Payroll Online Services| access training guide 
 View & print your pay statement 
 Opt out of receiving paper pay statements 
 View & print current and prior year W-2s 
 Update your e-mail address 
 Change your tax withholdings 

http://www.delhi.edu/administration/human_resources/pdf/StudentTimeandAttendancePresentationREVISED04132017.pdf
http://www.delhi.edu/administration/human_resources/announcements/presentation/index.htm
http://www.delhi.edu/mydelhi/faculty-staff/administration/human_resources/pdf/NYSPayrollOnlineSelfServiceTrainingGuide.pptx


Step 3 

 Student Payroll Calendar| view time sheet deadlines & pay dates 

 Introduction to Getting Paid by NYS| understand payroll documents 

http://www.delhi.edu/mydelhi/hr/pdfs/StudentPayPeriodCalendar.pdf
http://www.osc.state.ny.us/payroll/files/gettingpaid_2013.pdf


 

Step 4 

Final Steps 

 Submit completed new employee paperwork to the Office of Human Resources 
Monday through Friday between 2 and 4 pm 

 Resources, Save these links| 
 Student Payroll Information webpage 
 SUNY HR Portal link 
 Office of Human Resources, Payroll and Affirmative Action 

Located: 103 Bush Hall 
Hours:  Monday through Friday 2p – 4p during academic year 
Phone: 607-746-4495 
E-mail: humanresources@delhi.edu 
Fax: 607-746-4158 

http://www.delhi.edu/mydelhi/hr/student-payroll/index.php
https://www.suny.edu/security/login/loginForm.do?redirectUrl=https://www.suny.edu:443/time/flow/home-flow
mailto:humanresources@delhi.edu
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