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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.  
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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.  




