How to Complete your Employment Authorization in our Online Portal

1. Go to studyabroad.uaf.edu/index.cfm?go=employment.
2. Click on the “Start Employment Authorization Paperwork” button

3. Click option 1 —“l am a UAF, UAA, or UAS student.”

Administrative User : User Identification Wizard: Step 1 M Hide Tips

e In erder to continue, you will need to be logged-in. This wizard will guide you through the steps.

Please answer the question below to determine how you will be logging in:
) 1 am a UAF, UAA, or UAS student.
) 1 am not a UA Student. I have login credentials to this site.

0 T am not a UA Student. I do not have login credentials to this site.

[ Submit |

4. Login with your UA username and password (same credentials as UAOnline)
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Help with UA Username or Password

“our pazsword is used to authenticate you at UA and enables
your access to additicnal protected services with this zingle
sign-on (550). To end your S50 session, quit your browser.




5. Click “Start Paperwork” on the page that follows:

Your Home Page = Start Paperwork

Your Home Page : Start Paperwork

e To create your application,. click on the 'Start Paperwork’ button at the bottom of the page.
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6. This is your student home page. Click on the program name “J-1 Student Employment Request” to access the
items we need you to complete.

Your Home Page > Nicole Balazs - Student Home Page

Your Home Page : Nicole Balazs - Student Home Page

e This is your homepage and it provides you an overview of your program activity. In order to complate or see the details of a pragram, you need to click on the name of the program under the 'Programs’ calumn.

Request Advising

Programs Profile

Nicole Balazs

¥ Academic Year, 2015-2016
nmbalazs@alaska.edu

J-1 Student Employment Reguest T_
Edit Profile

Preferred First Name: Nicole

7. The paperwork will be a series of forms that need to be completed. You will also have to digitally sign a
document of understanding and submit a letter of offer from your supervisor. You can always log out of the
system and return to complete the information at a later time.

Yeur Home Page > Programs > Active Pregram > Employment Paperwork (Pre-Approval)

Active Program : Employment Paperwork (Pre-Approval)

e This page shovs all of the items that are requirad for you to be zpprovad to work on campus whils you study at UAF. Tf you have any quastions, please don't hasitste to get in contact with our office.

Nicole Balazs Signature Documents

Type of Request: 1-1 Student Employment Request Click the folloving to view and digitally sign important to indicate your and

Note: Employment must take place during, and not after, the Academic Program dates as listed on your DS-2019. W
Signature of Understanding

Checklist of Other Requirements

Click the folloving ta view instructions and/or printable forms which require the physical submission of materials. This area also lists items our office will

complete.
N
Employment Authorization (completed by Erica) ]
Letter of Offer from Supervisor O

Forms to Complete

Click the title to view and complete the required online forms. You may begin = form and save it for later completion, but note that you must click Submit
in order for the information to be complate.

1 - Student Information O
2 - Position Information O




8. Whenever you wish to log back into the online portal, click on “STUDENT LOGIN” from the main page
(studyabroad.uaf.edu).
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9. Our office will send you an email when your authorization paperwork has been issued, which will then allow you
to apply for your U.S. social security number. After you have submitted your social security application, you can
begin training and employment.



