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New Hire Paperwork Overview 

Congratulations on your employment with Sac State! As a new student employee, you are required 

to submit new hire paperwork in order to complete your Human Resources onboarding. This user 

guide is designed to help you complete your new hire paperwork by highlighting all the required 

fields you must fill out. Though we suggest reading through the paperwork thoroughly for 

understanding, some notes have also been provided for fields that we receive questions about most 

frequently.  If you have any additional questions, please feel free to reach out to Student 

Employment by email at hr-studentemployment@csus.edu.  

 

Required Documents*: 

1. I-9 Employment Eligibility Verification 

2. Employee Action Request 

3. Oath of Allegiance  

4. CALPERS Self Certification 

5. Supplemental Application Form 

6. SSA 1945a 

7. Student Employee Agreement 

Additional Online Submissions:  

A. Emergency Contact 

B. CSU Paycheck Designee 

C. Direct Deposit** 

D. Self-Identification of Disability**  

E. Veterans Survey** 

F. Self-Identification Form** 

* Fields on the forms that are highlighted yellow are required. Fields that highlighted blue should 

be filled out if applicable.  

** Students can choose to submit these voluntary documents at any point during their 

employment.  

 

 

 

 

 

 

 

mailto:hr-studentemployment@csus.edu
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I-9 Employment Eligibility Verification  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Notes 

• Sac State uses a 3rd party vendor called Tracker I-9 Complete to create and track I-9 

employment eligibility verification forms electronically. New employees or returning 

employees who have been separated from the campus for a year or more will be asked to 

complete this process.  

• Steps to complete I-9 verification process:  

1. You will receive an email from trackeri9@i9.calstate.edu requesting you to 

complete the front page of the required form. 

mailto:trackeri9@i9.calstate.edu
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2. You will follow the link in the email, input the required information, and sign. 

3. Review acceptable documents for section two of your I-9 verification here. Gather 

your original, unexpired documents.  

4. Bring your documents to our office Del Norte Hall room 3009, between 9:00 am 

– 4:00 pm, Monday through Friday. Our staff will complete section two of your I-

9 verification in person.  
 

* International Students are required to provide the following documents along with this form: 

• Passport & Visa  

• Social Security Card 

• I-94 

• I-20 
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Employee Action Request Form 

 

 

 

Notes 

Section B: Check box 01 – New Employee   

Section C: Social security number and legal full name.   

Section E: This section is regarding how you want to be taxed on your paychecks. 

• Box I: This box indicates your Federal withholding. 

o I.01 (required, if applicable) - If you are a non-resident alien, check this box.  

o I.02 (required) - Select Single, Married, or Head of Household.  

o I.03 - If you are claiming exemption from Federal withholding, write EXEMPT.  

▪ This exemption does not include State withholding.  

▪ If you would like to claim exemption from both Federal and State 

withholding, please fill out Box IV.  

 

o I.04 (required) – Select either “Yes or “No”.  

▪ If “No”, move forward to Box II.  
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▪ If “Yes”, it will result a higher amount of tax withholding.  

• “Yes” may be necessary if your spouse also works of if you hold 

multiple jobs or sources of income. 

o I.05 - Indicate number of dependents by a dollar amount – If your total household 

income will be $200,000 or less ($400,000 or less if married filing jointly):  

▪ Multiply the number of qualifying children under the age of 17 by $2,000. 

▪ Multiply the number of other dependents by $500.  

▪ Add these two numbers together and enter total in this box.   

o I.06 - If you have income from other sources, you can have additional taxes withheld 

from your paycheck by completing this box.  

o I.07 - Indicate any additional deductions you expect to claim other than the basic 

standard deductions.  

• Box II: This box indicates your State withholding. 

o II.08 (required) - Select Single, Married, or Head of Household.  

o II.09 (required) - Indicate the total number of allowances you are claiming.  

o II.10 (required) - Indicate any additional allowances you are claiming.  

• Box III: If you would like to claim any additional deductions, indicate how much you would 

like to claim for your Federal and State tax. 

o The number must be a dollar amount.  

• Box IV: Writing EXEMPT in this box states that you are claiming exemption from Federal 

and State tax withholding.  

o You will not have any income tax withheld from your monthly paycheck because you 

are claiming no tax liability.  

o This certification expires each year and you must submit a new EAR form stating 

“exempt” by January 31st of each year for it to continue.  

• Box V: Claiming nontaxable wages indicates the funding source of your paychecks is coming 

from one of the sources stated in box 5.  

o Typically, students are funded either by the state or by federal work study, so this 

section may not apply.  

Section F: This address indicates where your W-2s will get mailed to at the beginning of the 

incoming year.  

Section G: If you have worked on another college campus or for a state agency, please indicate that 

previous employment here. You may leave this section blank if you have never worked for 

another campus or state agency.  

Section H: Date of birth.   

Section I: Sign and date. 
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Oath of Allegiance Form 

 

 

Notes 

• Part 1 is to be filled out if you are a U.S. Citizen 

• Part 2 is to be filled out of you are NOT a U.S. Citizen 

• Part 3 must be completed by all 

• Employing State Agency is CSUS 

• Division/Unit is the department you will be working in 

 



8 
 

CalPERS Self Certification Form 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Notes 

• Scenario 1: If you have not invested into a retirement program, you must fill out section 1 and 3 

of this form. In section 1, you must provide us with your personal information, but you can leave 

the CalPERS ID blank. Then select “no” for the two check box questions, indicating that you are 

not a member of any retirement system.  

• Scenario 2: If you have been previously employed prior to being offered a position at Sac State 

and have only invested into CalPERS retirement, you must fill out section 1 and 3 and provide 

your CalPERS ID. Then you will need to answer the first check box questions regarding your 

CalPERS funds, and select “no” for the second question in section 1.   

• Scenario 3: If have previously been employed prior to being offered a position at Sac State and 

have invested into a retirement program other than CalPERS, you must fill out section 1, 2, and 3. 

Fill out your personal information in section 1. You can leave the CalPERS ID blank and answer 

“no” to the first check box question regarding your CalPERS funds. Then you will need to answer 

“yes” to the second question in section 1 and move onto section 2 to provide information about 

the reciprocal retirement system. The retirement system must match the name on the list of 

retirement systems and the required information must be completed with exact dates. Finally, you 

will complete section 3. 



9 
 

Supplemental Application Form 

 

  

 

Notes 

• This form is a supplement to the previous CalPERS form 

• Employee ID number is your Sac State Student ID number 

• Highest Level of Education Completed 

o  Ex. High School Diploma, Associates, Bachelors, Masters, etc. 
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SSA 1945a Form 

 

  

 

Notes 

• Employer ID # can be left blank 
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Student Employee Agreement 
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Additional Online Submissions: CHRS CSU Personal Details 

 

 

 

 

 

 

 

Notes  

• Once your employment has been processed and you get access to your MySacState’s 

Employee Center, you can submit the following forms through the CSU Personal Details 

tile in CHRS. Instructions on how to submit these forms online are linked below. 

 

o Emergency contact form 

o CSU Paycheck Designee form  

o Voluntary Self Identification of Disability form   

o Voluntary Veterans Status form 

o Voluntary Ethnic Self-Identification Form 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://csuchrs.screenstepslive.com/a/1794986-add-or-update-emergency-contacts-employee
https://csuchrs.screenstepslive.com/a/1794989-final-paycheck-designee-employee
https://csuchrs.screenstepslive.com/a/1794988-disability-status-employee
https://csuchrs.screenstepslive.com/a/1794992-veteran-status-employee
https://csuchrs.screenstepslive.com/a/1900379-update-your-ethnicity
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Direct Deposit 

 

 

 

 

 

 

 

 Notes  

• Direct deposit can be set up through the Cal Employee Connect website after you receive 

your first paper paycheck. Instructions on how to register to Cal Employee Connect can 

be found here.*  

o You will need to pick up your paycheck from the Bursar’s office in Lassen Hall 

1001. Please bring a form of ID in order to pick up your paycheck.  

• Instructions on how to set up and change deposit through Cal Employee Connect can be 

found here.* 

o To cancel your direct deposit, please contact your payroll technician.  

• Direct deposit information may take 30 to 60 days to process once submitted.  

• Payroll direct deposit is not the same as e-refund through your MySacState account. 

*Please login to ServiceNow using your SacLink account to view this internal Sac State 

knowledge base article. 

 

 

 

 

 

 

 

 

 

 

https://connect.sco.ca.gov/
https://csus.service-now.com/service?id=kb_article_view&sysparm_article=KB0012487&sys_kb_id=3e8696831b506ed00c058732604bcb18&spa=1
https://www.csus.edu/administration-business-affairs/bursar/payroll-check-disbursement.html
https://csus.service-now.com/service?id=kb_article_view&sysparm_article=KB0012485&sys_kb_id=8513013a1baf7510833886e0604bcb1a&spa=1
https://www.csus.edu/administration-business-affairs/human-resources/payroll/_internal/_documents/payroll-staff-09.23.pdf
https://csus.service-now.com/service?id=index
https://csus.service-now.com/service?id=kb_article_view&sysparm_article=KB0010483



