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CONNECTING PEOPLE AND INFORMATION

Student Employment Application 1 Step-by-Step Assistance

Navigation

Use your Web browser to go to Wolverine Access (https://wolverineaccess.umich.edu), select Student
Business, authenticate, and then select Student Employment Application.

@ Important Information

This document details the steps for completing or updating the Student Employment Application pages in
Wolverine Access. Ann Arbor students need to complete this application to be eligible for temporary
employment at U-M.

Preparing for Temporary Employment i

Getting Organized Page

Prepare for Campus Employvment 1. After reading the overview on the page,

Getting Organized click MNEX

If you are a University of Michigan student and you plan to work in a temporary
employment position at the Ann Arbor campus, use this site to:

Record and track pre-employment information

Check employment-related document status

Provide information about your work history and experience
Affirm the State of Michigan Oath

Provide Employment Certification

The employment information you enter and certifications that vou make can be
used by hiring departments across campus. Additionally, if at any time you wish to
make changes, vou can return to the Student Employment Application link in
Walverine Access and make updates with yvour current information. You are
encouraged to keep all your employment information as up-to-date as possible.
Completing this online application does not guarantee you will be granted an
interview or hired.

What you will need before you begin:
« A list of your former employers including their contact information

« A list of your relatives who currently work at the university (if any)

entire employment preparati 255 in one sitting. The approximate time to

Please note: It is strongly enned that you set aside the time to complete the
complete the process is 10 minutes.
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Prepare for Campus Employment

Employment Documentation Sta

Item Item Status || Additional Information

1|Direct Deposit Recaive d

Vievd
2|1-3 Employment Eligibility Verification Form  [Needed 1-9 Information

Once you have accepted a position, ask your super you need to contact to finalize your
appointment, including completion of the 1-9 farm. T be done before your first day of work.

@Eral W-4 Tax Information Michinan State W-4 Tax Infcrmat®

PREVICUS NEXT E

2 of 6

Human Resources
Student Employment Application
Step-By-Step Assistance

2. Review the Item and Item Status values:

Direct Deposit: This item is listed for
all students. The status is Received
when you have direct deposit, or it is
Needed when you do not.

19 Employment Eligibility
Verification Form: This item is listed
for all students. The status is Received
when you have an active 19 form at
U-M, Expired when your 9 form
expired, or Needed when you have not
submitted an 19 form.

Social Security Card Application:
This item is listed only for students who
do not have Social Security Numbers
recorded at UM. The status is Needed.

3. If desired, click the link(s) in the Additional
Information column to open the related
transaction or website in a new browser
window:

View/Update Direct Deposit: If you
have charges or credits on your
student account, you can use this link
to open the Direct Deposit page in
Wolverine Access to review, enter, or
update your direct deposit information.

19 Information and SS Card
Application Info: These links open the
Office of Recruiting and Employment
Services website at:
http://www.umich.edu/~hraa/empserv/e

mployee/stutempa2.html

4. If you have active W-4 links on the Student
Business menu, you may want to click the
Federal W-4 Tax Information or Michigan
State W-4 Tax Information link to open
the associated Wolverine Access
information page in a new browser window.

5. Click M

Note: This is an informational page. You can

continue regardless of any Iltem Status
value.
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Eligibility and Conduct Page

Prepare for Campus Employment

Eligibility and Conduct

Are you legally eligible to work in the United States? W yes Ty

For foreign national students, information related to eligibility can be found at the

International Center's website:

htte:// v umnich.edu/ vicenter/immia/friss/fi emplcampus.html
Have you ever been convicted of = misdemeancr or felony? Cves ® No
Do you have any felony charges pending?  ves ™ No

e last two questions, a yes response does not automatically disqualify a job applicar
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6. Answer the questionthatasks i Ar e y ¢

legally eligible to work in the United

States?o0

Notes:

e Ifyoua n s we rothéihitiag
department cannot hire you.

e Foreign national students can find
information related to eligibility on the
I nternational Cent
http://www.umich.edu/~icenter/immig/fv
isa/fi_emplcampus.html

Answer the question t
ever been convicted of a misdemeanor or
felony?0

Answer the question t
have any felony char

Click — &7
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Employment History Page
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Employment History

or a job you are listing, the Employed To (end da

Enter your non-UM employment history in the fj w. You may add or delete rows 3s necessary by u:
labeled buttons. If your employment has not yd 10

can be left blank. If you have no work history t{

vou may continue and leave all fields blank.

—

Employer Name: Adecco

Employed From
Employer Address: 213 Big Bear Dr

Supervisor Name:

: [02/13/20C 3]

To: [08/23/20C[3]

\ delete

Supervisor Name: Martha Pstrain

Employer Telephone:  [313/555-12] Your Job Title: [Customer Support Representativ

Employer Telephone:  |734/555-12 Your Job Title: [Various

delete
Employer Name: [Accenture Employed From: [06/14/20C (5]
Employer Address: 2525 Salmon Dr To:[09/12/20C ]

Employer Name: |Airplane Logistics

Employer Address: Southfield, MI

Employed From: [08/08/20C 5

To: [08/11/20C[3]

delete

Supervisor Name: Branch Sold
Employer Telephone: Your Job Title: |Sales Assistant
delete

Employer Name: BestBuy Employed From: [05/25/13¢[5
Employer Addrass:  [Dstroft, MI To: [09/10/20¢ 5
Supervisor Name: Sally Pstrain
Employer Telephone:  [313/555-12 Your Job Title: |Sr. Technical Support Reprasan

ADD EMPLOYMENT HISTORY 11

PREVIOUS

NEXT E
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Enter information in the fields to describe
your non-UM employment history, unless
you have no work history to report.

If necessary, click

ADD EMPLOYMENT HISTORY | to

add a set of fields for each additional
employer or time frame.

If necessary, click __delete | (0 delete a
set of fields.

Click M
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Relative Employment Information Page
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Relative Employment Information

If vou have any relatives now employed by the University of Michigan enter them in the fields
below. You may add or delete rows as necessary by using the labeled buttons. If you have no
relatives currently employed by the University, you may continue and leave the fields blank.

Relative Name Relative Department

delete

NANCY PSTRAIN College of Enginsering

ADD RELATIVE EMPLOYMENT
PRE'."ISLS‘ NEXT
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Certifications Page

50f 6

14.

15.

16.

17.

18.

19.
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If you have any relatives currently

employed by U-M,

complete the Relative

Name and Relative Department fields.

If necessary, click

ADD RELATIVE EMPLOYMENT

to add a row for each additional relative
and complete the fields.

If necessary, click
row.

Click M

__delete | to delete a

Read the information on the page, and then
select the checkbox to certify you will
adhere to the conditions.

Click M
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