New Hire Information

For Students

Apply for jobs at https://jobs.nku.edu. Go to Financial Aid Work Study to find out your work eligibility.

Once hired, you are required to complete the New Hire Paperwork process. Below is a list of tasks you will
need to complete and additional information regarding time-entry and payment.

New Hire * You will receive an email from notify@teamdynamixapp.com to
Paperwork complete the paperwork.

¢ You will receive an email from
NKUCandidate@screening.services to complete section 1 of the
-9 Form.

e |-9 Verification (section 2): Bring your IDs to Human Resources to
complete the verification of your IDs.

Background
Check

* You will receive an email from
I9Compiance<services@formi9.com to complete section 1 of the
[-9 Form.

* |-9 Verification (section 2): Bring your IDs to Human Resources to
complete the verification of your IDs. (See list the acceptable
documents for types of IDs to bring)

List of Acceptable Documents

Time Entry:

Enter time worked through your employee self-service tab MyNKU.nku.edu. Click here for instructions.

Students are strongly encouraged to input time worked on a daily basis. This will ensure you will be paid in
a timely manner.

Payment:

| am a new employee; when will | receive my first check?

Bi-weekly employees are paid 2 weeks behind. Depending on your start date it may take up to a
month to receive your first pay check.


https://jobs.nku.edu/
https://inside.nku.edu/financialaid/programs/workstudy.html
https://inside.nku.edu/content/dam/humanresources/docs/Employment/StudentEmpoyment/List%20of%20Acceptable%20Documents%20exp%207-2026.pdf
https://adfs.nku.edu/adfs/ls/?SAMLRequest=fZHRasMgFIZfJdjrRGOaLpEkUFYGhW2Mtexid1ZNK0u08xiyvv1sVmhvuhvh6Hc45%2FutloM%2FmHf1PSjw0Soc2nCvranRwfsjMIy5bCExX0Oi5DAVuAOMovWqRhu54It0l4lYEFnEc1FkMacki3dtVpY8f1BlrgIKMKi1Ac%2BNrxElNI8JjSnZpgUjOUtJkhXFJ4o%2BlINpNE0Iin76zkCNBmeY5aCBGd4rYF6wzfLlmQWGHZ31VtjuAjMD9P8GDqDcWe%2FaMf8zDaLjOCZjlli3x5SQFJM5DpAyYnalszs0waQ80xL0foaaKmzCJm3X9KdzeJcAK3zzUr2GBderN9tpcYqWXWfHR6e4VzVqeQchuSfreu7vO6VJOt1oGbcTygYDRyV0q5VEuKnw7f82vw%3D%3D&RelayState=ouccfchfkhmpa&SigAlg=http%3A%2F%2Fwww.w3.org%2F2000%2F09%2Fxmldsig%23rsa-sha1&Signature=w6NLJMP8apL14XIgHKR5PX6YY30sr3JD%2Fqx1QCkns9vIoCFpHYR0gVEZZBezCz86BOI3tbNhC2qLS8N6RaJW9awzRzLsQqdZeze8S0pSpWTSwNgCkBBHamvd4Ri8IVipfXRQbbmOtqojmLLSwY4ko5m798INsZAZzhZfEHM8%2BPNW0Fwl9K%2BdrMEiVYlKnLJRx6c70uDrSxHB43Jg5DBchMKhD1iVHSGxLchKzV63bOWCcQwiHJxE5jo%2BMcKzSypmu1rL8IvJ4AXnnTLNf3XVrVHwsh9uvBlgNyQ97fU9SF8jOd%2BszyXAe8W5TP0AsnsvBM9wCVdHX85dCMs2xHlhQQ%3D%3D
https://inside.nku.edu/content/dam/mynkuhelp/docs/hcm/HR200/QRC_HR_ESS_Time_Student.pdf

How do | get my check if | don’t direct deposit?

If you choose not to have direct deposit, your check is mailed from NKU on pay date to your home
address. Checks that are lost in the mail will not be reissued until 10 business days after it was
originally mailed.

How long does it take for my direct deposit to go into effect?

Direct Deposit Authorization forms are due to HR/Payroll 10 days prior to payday to become
effective with the next payroll. Please be aware that your bank has until midnight on payday to post
your direct deposit.

When should my deposit be in my account?

Direct Deposit is sent to the bank with our pay date as the effective date. Banking institutes have till
midnight on pay date to deposit the funds into your account. Do not assume the funds will be there
prior to pay date.

Note:

If you do not receive a paycheck, contact your supervisor to see if your time was in a timely manner.
If your time was approved before the payroll deadline, contact the Payroll Department

at Payroll@nku.edu to ensure your deposit information is correct.

Note: If you do not receive a paycheck, contact your supervisor to see if your time was approved in a timely
manner. If your time was approved before the payroll deadline, contact payroll to ensure your deposit
information is correct.

Employee Self Service:

Where can | go to access my pay stub?

You will need to access our Employee Self Service at https://mynku.nku.edu/irj/portal.

What is my password?

Your username and password are the same as you use to log into the computers here on campus.

Tax Information:

Where can | find information about W2s?

To receive a paperless W-2, select the. online W-2 statement option through the myNKU Employee
Self-Service portal no later than December 31st. You will be notified when W-2s are available. For
additional information on W2s go to: ONLINE W2s located on the Payroll site.
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