


Step by Step Student Appointment

Step one:

e You will receive an email from the Fiscal Office when your appointment
letter is ready for your signature.

Step two:
e Complete your hiring documents either at ISSS or the Fiscal Office.

 (International students must bring back their hiring authorization
from ISSS)

Step Three:
e Email the Fiscal Office once you have completed registration.

Step Four:

e Your paperwork will be submitted to payroll once all of the above is
complete.



Graduate Appointment

State

TA/RA:

You must be registered for at least 9 credit hours for fall and
spring.

You must be registered for at least 3 credits in the summer.
Your I-9 must be up to date.

It takes about a month or so for payroll to process your
paperwork once you have registered and completed your hiring
paperwork. (Please see chart for due dates)

Tuition waivers generally are posted to your account
approximately 10 days after receipt in the Office of Graduate
Studies. (The CS department does not post your waiver to your
account. This is done by a different department, so please allow
time for processing).

U.S. citizens can complete their new hire paperwork at the CS
Fiscal Office. International students will need to take their
appointment letter to ISSS to complete these documents.

In order to be hired during the summer, you must be registered
for both summer and fall.

Tuition waivers are generally as follows:
e Graders receive 50% waiver for up to 6 credits.
e TAs receive 75% waiver for up to 6 credits.
e PhDs receive 100% for up to 9 credits.

If you elect to register for CS69o you will receive an additional 1
credit waiver.

Research Foundation

RA:

You must be registered for at least 6 credit hours for fall and
spring.

You must be registered for at least 3 credits in the summer.
Your I-9 must be up to date.

It takes about two weeks for payroll to process your paperwork
once you have registered and completed your hiring paperwork.
(Please see chart for due dates)

Tuition waivers generally are posted to your account
approximately 10 days after receipt in the Office of Graduate
Studies. (The CS department does not post your waiver to your
account. This is done by a different department, so please allow
time for processing).

U.S. citizens can complete their new hire paperwork at the CS
Fiscal Office. International students will need to take their
appointment letter to ISSS to complete these documents.

In order to be hired in the summer, you must be registered for
the fall.

Tuition waivers are generally as follows:
e RAsreceive 75% waiver for up to 6 credits.
e PhDs receive 100% for up to g credits.

If you elect to register for CS69o you will receive an additional 1
credit waiver.



~—— Undergraduate/Hourly

Appointment

State Research Foundation

You must register for at least 6 credits (U.S. citizens)
and 12 credits (International students) during the fall
and spring.

You are not required to register for the summer.

Your I-9 must be up to date.

It takes about a month for payroll to process your
paperwork once you have registered and completed
your })1iring paperwork. (Please see chart for due
dates

You must complete your time sheet online through leo
by the due date. Please enter your time into leo daily
once your hours are complete. You may not enter and
submit your time sheet in leo before you have
completed time worked, except for the days time
sheets are due. Only on the 15" and the last day of the
month may you submit your time sheet early if you are
scheduled to work after 3:30 pm on those days.

U.S. citizens can complete their new hire paperwork at
the CS Fiscal Office. International students will need
to take their appointment letter to ISSS to complete
these documents.

In order to be hired in the summer, you must be
registered for fall.

You must register for at least 6 credits (U.S. citizens)
and 12 credits (International students) during the fall
and spring.

You are not required to register for the summer.

Your I-9g must be up to date.

[t takes about a month for payroll to process your
paperwork once you have registered and completed
your })1iring paperwork. (Please see chart for due
dates

You must complete a RF paper time sheet by the due
date.

U.S. citizens can complete their new hire paperwork at
the CS Fiscal Office. International students will need
to take their appointment letter to ISSS to complete
these documents.

In order to be hired in summer as a student you must
be registered for the fall. If not registered, you may be
hired as a casual employee, but you will be subject to a
higher tax rate.



e Description | ____Payperiod | _Timesheetdue | _All docs due

/ Hourly 01/16/11-01/31/11 2/1/2011 111 2/16/2011

Salaried 01/25/11-02/09/11 1/14 2/16/2011

Hourly 02/01/11-02/15/11 2/16/2011 121 3/1/2011

Salaried 02/10/11-02/24/11 2/2 3/1/2011

Hourly 02/16/11-02/28/11 3/1/2011 2/8 3/16/2011

St 3 t e Salaried 02/25/11-03/09/11 217 3/16/2011

Hourly 03/01/11-03/15/11 3/13/2011 2/22 3/31/2011

P R I e D e Salaried 03/10/11-03/24/11 3/2 3/31/2011
Hourly 03/16/11-03/31/11 41/2011 318 4/15/2011

Salaried 03/25/11-04/09/11 3/17 4/15/2011

Ti h bmissi Hourly 04/01/11-04/15/11 418/2011 323 412912011
Ime sheet submission to Salaried 04/10/11-04/24/11 41 4/29/2011
approver through Leo Hourly 04/16/11-04/30/11 5/2/2011 417 5/16/2011
Date completed paperwork will SS(I)aLr::ed 04/25/11-05/09/11 415 5/16/2011

: A y 05/01/11-05/15/11 5/16/2011 4121 6/1/2011

result in pay check distribution Salaried 05/10/11-05/24/11 4129 6/1/2011
Date pay will be received Hourly 05/16/11-05/31/11 6/1/2011 5/6 6/16/2011
Salaried 05/25/11-06/09/11 5/16 6/16/2011

Hourly 06/01/11-06/15/11 6/16/2011 5/23 7/1/2011

For example: Sijlaried 06/10/11-06/24/11 6/1 7/1/2011
ourly 06/16/11-06/30/11 7/1/2011 6/7 7/15/2011

If you signed your appointment Salaried 06/25/11-07/09/11 6/16 7/15/2011
letter on August 9th, you received Hourly 07/01/11-07/15/11 7/18/2011 6/21 8/1/2011
- Salaried 07/10/11-07/24/11 6/29 8/1/2011

your work authorization from Hourly 07/16/11-07/31/11 8/1/2011 716 8/16/2011
ISSS on August 21%, and Salaried 07/25/11-08/09/11 714 8/16/2011
completed your registration on Hourly 08/01/11-08/15/11 8/16/2011 7119 9/1/2011
September 10%, you will receive Salaried 08/10/11-08/24/11 7128 9/1/2011

: Hourly 08/16/11-08/31/11 9/1/2011 8/5 9/16/2011

your first pay check on October Salaried 08/25/11-09/09/11 8/15 9/16/2011
30th, Hourly 09/01/11-09/15/11 9/16/2011 8/22 9/30/2011
#1f Loy 1 1 Salaried 09/10/11-09/24/11 8/31 9/30/2011
you are an hourly employee, please Hourly 09/16/11-09/30/11 10/3/2011 7 10/14/2011
keep time sheet submission dates Salaried 09/25/11-10/09/11 9/16 10/14/2011
in mind as well. Hourly 10/01/11-10/15/11 10/17/2011 921 11/1/2011
Salaried 10/10/11-10/24/11 9/30 11/1/2011
Hourly 10/16/11-10/31/11 11/1/2011 10/6 11/16/2011
Salaried 10/25/11-11/09/11 10/13 11/16/2011

Hourly 11/01/11-11/15/11 11/16/2011 10/20 12/1/2011

Salaried 11/10/11-11/24/11 10/31 12/1/2011



—Research
Foundation

The chart details due dates for:
Hiring documents due

Time sheet submission in Fiscal

Office
Pay date

For example:

If you completed your new hiring
documents at the Research
Foundation on August 10",
signed your appointment letter
on August 15", submitted your
work authorization on August
21%, and completed your
registration on September 21%
you should receive your first pay
check on October 16,

If you are an hourly employee, please
keep time sheet submission dates
in mind as well.

Pay Period
12/19/10-01/01/11
01/02/11-01/15/11
01/16/11-01/29/11
01/30/11-02/12/11
02/13/11-02/26/11
02/27/11-03/12/11
03/13/11-03/26/11
03/27/11-04/09/11
04/10/11-04/23/11
04/24/11-04/30/11
05/01/11-05/07/11
05/08/11-05/21/11
05/22/11-06/04/11
06/05/11-06/18/11
06/19/11-07/02/11
07/03/11-07/16/11
07/17/11-07/30/11
07/31/11-08/13/11
08/14/11-08/27/11
08/28/11-09/10/11
09/11/11-09/24/11
09/25/11-10/08/11
10/09/11-10/22/11
10/23/11-11/05/11
11/06/11-11/19/11
11/22/11-12/03/11
12/04/11-12/17/11

All documents

Due

12/13
12/22
1/13
1/27
2/10
2/24
3/10
3124
417
4/17
4/17
5/5
5/19
6/2
6/16
6/30
7/14
7/22
8/11
8/25
9/8
9/22
10/6
10/20
11/3
11/17
11/23

1/2/2011
**1/13/2011
1/28/2011
2/11/2011
2/25/2011
3/11/2011
3/25/2011
4/8/2011
4/22/2011
5/6/2011
5/6/2011
5/20/2011
6/3/2011
6/17/2011
**6/30/11
7/15/2011
7/29/2011
8/12/2011
8/26/2011
9/19/2011
9/23/2011
10/10/2011
10/21/2011
11/4/2011
11/17/2011
12/2/2011
12/16/2011

Time sheet Due

1/7/2011
1/21/2011
2/4/2011
2/18/2011
3/4/2011
3/18/2011
4/1/2011
4/15/2011
4/29/2011
5/13/2011
5/13/2011
5/27/2011
6/10/2011
6/24/2011
7/8/2011
7/22/2011
8/5/2011
8/19/2011
9/2/2011
9/16/2011
9/30/2011
10/14/2011
10/28/2011
11/11/2011
11/25/2011
12/9/2011
12/23/2011



/

/

Graduate Tuition Waivers

The tuition waiver awarded by Computer Science is
approved as below:

e Graders: State-50% for 6 credits

e TA’s: State-75% for 6 credits

e RA’s: State-75% for 6 credits RF-75% for 6 credits
e PhD’s: Both State and RF-100% up to 9 credits

« An additional 1 credit hour will be approved for all appointments if
CS69o0 is taken.

**It usually takes up to 10 business days, after all documents are
submitted to payroll, for your waiver to be applied to your account. If
the required 10 days has passed, please email the Fiscal Office with
your name and UIN regarding your waiver.

**If you received a late fee due to a late waiver, please email the Fiscal
Office with your name and UIN. The late fee will be removed from
your account.



Online Resources

State

There are several documents
you may need to complete.
Please use the link below for
all state documents and
additional information.

Research Foundation

There are several documents
you may need to complete.
Please use the link below for
all Research Foundation
documents and additional
information.


http://www.odu.edu/af/finance/facultystaff/facultystaff_forms.shtmlhttp:/www.odu.edu/af/finance/facultystaff/facultystaff_forms.shtml
http://www.researchfoundation.odu.edu/forms/forms.htm

