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[bookmark: _Toc470786090]Student Employment
Administrative Staff can use this document to he[image: ]lp guide student employees through what they see as they are navigating the Student Employment pages in Student eServices.

Minnesota State is an affirmative action, equal opportunity employer and educator.
	
[bookmark: _Toc470786091]How to Access Student Employment
In Student eServices > Student Employment located on the left-side navigation bar 

[image: ]
[bookmark: _Toc470786092]Enter Time Worked
The Student eTime web application is used to enter time worked by the student employee via the web or mobile device.
[bookmark: _Toc470786093]Add Time Worked  
1. Select Enter Time Worked
2. Select Add Time for the position that time worked hours should be entered. 
[image: ][image: ]
[image: ]

3. Use the Date drop-down to select the date.  All dates within the pay period will display. 
4. Use the Start Time drop-down to select the start time.  Time is rounded to 15 minute intervals.
5. Use the End Time drop-down to select the end time.  
6. Lunch and/or dinner breaks are NOT automatically calculated.  If 8:30 – 5:00 is entered the system would calculate 8.5 hours.  If a lunch was taken, the student should enter their hours as 8:30 – 12:00 and then 12:30 – 5:00.  
7. A comment can be entered up to 1000 characters and is viewable when you hover over the dialogue bubble[image: ].
8. Either hit Add Time to add the time or Cancel to be brought back to the Time Worked Details page.
NOTE: If time worked is entered during a time class is scheduled, a warning message will be given and providing a reason will be required.  The student will need to pick one of the following reasons:
· Class Cancelled
· Student Excused
· Other (requires a Comment)
[bookmark: _Toc470786094]Submit Time Worked 
The Submit Time button will display on work authorizations where time is allowed and entered and has not been submitted. If more than one position has time entered, the Submit Time button will display on each position and can be submitted all at one time or separately. 
1. Select the check box next to the statement “I certify the hours reported are correct and that I have fulfilled my job obligations” for each position to be submitted.
2. Hit the Submit Time button.
[image: ][image: ]

3. Once submitted, the system checks to see if the payroll has already been processed for the pay period.  If it has then the following informational message displays to the student:  “Time worked records submitted successfully but payroll has already been processed for this pay period.  This payment will be included the next time payroll is processed.  In most cases, you will receive payment by mm/dd/yyyy.” (Payment Date from the next unprocessed pay period) example if next unprocessed pay period is 7/29/2014 then it would display 8/8/2014.
4. If more time is added, changed or deleted after it has been submitted but before the pay period has been processed, the Submit Time button and check box will display again to be processed.
5. Once submitted, the supervisor will be able to review and approve the time worked. 
[bookmark: _Toc470786095]Modify or Delete Time Worked
NOTE: Only records that have NOT been processed can be modified or deleted by the student.  
1. Select the Date of the record to be Modified or Deleted
2. Choose Modify to update the record and Save
3. Choose Delete to remove the record
[image: ][image: ]
[image: ]

If the record has already been processed but needs to be deleted or hours reduced, the student will need to inform the Student Payroll Staff who will work with the System Office, Tax Services Unit who can process an Overpayment Reimbursement.  
Add Time Worked to an Overnight Shift 
Enter the shift with the end time midnight then go to the next day and add the remaining time worked with the start time midnight. For instance the shift is from 10 pm on 8/14 until 2 am on 8/15 - Add Time on 8/14 from 10 pm to midnight and then on 8/15 Add Time from midnight to 2 am.
[image: ]
If an overnight shift is worked on the last day of the pay period the time worked for the one day in the future pay period can be entered during that current pay period by selecting the calendar icon or clicking in the field to the right of View or Add Time for a Date within a Prior Pay Period and choosing the date. It will however, be paid with the next pay period. 
[image: ]
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View a Prior Pay Period
1. Select the calendar icon or click in the field to the right of View or Add Time for a Date within a Prior Pay Period
[image: ] 
2. Select a date within that prior pay period.
 [image: ]
The Time Worked Details from that pay period displays
[image: ]
Add Time Worked to a Prior Pay Period
If time worked was forgotten or missed getting entered, it should be entered in the pay period in which the work occurred, NOT the current pay period. The system allows students to add time to a previous pay period even if it has already been processed as long as the pay period is open and unlocked. The system will display the date and times that were previously paid but does NOT allow the student to change the date and times of these records.
The application only allows entry of new dates and times such as additional hours that need to be paid.  If the student needs to reduce the number of hours paid due to being overpaid, they will need to work with the Student Payroll Student Staff who will work with the System Office, Tax Services Unit who can process an Overpayment Reimbursement.  
1. To add time to a prior pay period, select the calendar icon or click in the field to the right of View or Add Time for a Date within a Prior Pay Period. 
2. Select the date. 
[image: ]
3. Select Add Time
[image: ][image: ]

4. Use the Date drop-down to select the date.  All dates within the pay period will display. 
5. Use the Start Time drop-down to select the start time.  Time is rounded to 15 minute intervals.
6. Use the End Time drop-down to select the end time.  
9. A comment can be entered up to 1000 characters and is viewable when you hover over the dialogue bubble[image: ].
7. Hit Add Time to add the time 
[image: ]
[bookmark: _Toc470786096]View Position Details
Select the View Position Details button to display the information.
[image: ][image: ]

[bookmark: _Toc470786097]View Daily Totals
Select the View Daily Totals button to display total hours worked by day in the pay period.  

[image: ][image: ]

[bookmark: _Toc470786098]Earnings
Student Employment Earnings PDF can be accessed by a student employee to view their electronic payroll advice when paid though direct deposit or check.
1. Click the Earnings link under Student Employment in the left hand navigation bar.
[image: ]
2. The Earnings Search page displays.
[image: ]
3. Enter the date range of advices you would like to view. The default Begin Date is one year before the current date and the End Date is the current date. The dates can be changed either by entering a new date in the mm/dd/yyyy format or by clicking the calendar icon and selecting the desired date.
4. Click the Search button to retrieve a list of that student's payroll advices within the date range. 
5. Payroll Earnings for pay periods within the date range are displayed in descending payment date order. The sort order can be changed by clicking any of the underlined column headings to be ascending or descending.
6. Select View Details next to the Payment Date to see the Student Payroll Earnings for that period.

[bookmark: _Toc415568828][bookmark: _Toc470786099]Example Earnings PDF
[image: ]
[bookmark: _Toc367349757][bookmark: _Toc415568829][bookmark: _Toc470786100]Earnings Advice Screen Fields 
	Field Name
	Description

	At the top: 

	· Institution
· Student Employee Name
· Tech ID

	Gross & Net section:

	· Payment Date: The date the payment was made to the student.
· Payment Amount: The amount received by the student after taxes and deductions.
· For Direct Deposit payments made by institutions using an external provider, the following message is displayed: 
Important: If you receive your funds electronically, verify that your financial institution has posted them to your bank account prior to using those funds.
· For Direct Deposit payments made by institutions not using an external provider, the following message is displayed: 
Important: Prior to using the funds, verify that your financial institution has posted them to your bank account.
· Payment Type: Direct Deposit, Check 
If your institution uses an external provider to distribute funds, the Payment type will display "Payment Processed via External Provider" and will contain the link to the External Provider’s website for your institution.
· Account Type: (Direct Deposit payments only) Checking or Savings
· Check Number: (Checks payments only) 
· Stub Number: Used for reference in ISRS
· Current and Year-to-Date amounts of: Total Taxable Benefit (Non-paid), Total Gross, Total Taxes, Total Deductions, and Net Pay 

	Earnings section:

	· Description: What this payment is for
· Hours: The number of hours worked (hourly positions only).
· Rate: The student's hourly rate (hourly positions only).
· Lump Sum Amount: The total amount earned (used if not an hourly position).
· Total Amount: The sum of hourly pay and lump sum pay.

	Taxes section:

	Description, Taxable Gross, Current Amount and Year-to-Date Amount of each of the following: 
· FICA
· Medicare
· Federal Tax
· State Tax

	Deductions section:

	· Child Support
· Garnishments
· Employee Paid Insurance (Health, Dental)
· Employer Contribution Insurance (Health, Dental, Basic Life, Fees)

	Federal W-4 section:

	· Marital Status
· Allowance
· Additional Withholding

	State W-4 section:
	· State
· Marital Status
· Allowance
· Additional Withholding


[bookmark: _Toc415568830]
If paid by check the student also receives a paycheck stub.
Student Employee Paycheck Stub Example Screen Print
[image: ]
[bookmark: _Toc415568831]Student Pay Stub Screen Fields 
	Field Name
	Description

	At the top: 

	· Institution
· Institution’s Phone Number
· Date
· Pay Period
· Student Employee Name
· Tech ID
· W-4 Tax Information
Federal W-4 section:
· Marital Status
· Allowance
· Additional Withholding
State W-4 section:
· State
· Marital Status
· Allowance
· Additional Withholding

	Earnings Section:

	· Earnings Description: What this payment is for
· Hours: The number of hours worked (hourly positions only).
· Lump Sum Amount: The total amount earned (used if not an hourly position).
· Gross
· Total Amount: The sum of hourly pay and lump sum pay.

	Deductions Section:

	· Deduction Description
Employee Deductions
Examples:
· Child Support
· Garnishments
· Employee Paid Insurance (Health, Dental)
· FICA
· Medicare
· Federal Tax
· State Tax

Employer Contributions
· Employer Contribution Insurance (Health, Dental, Basic Life, Fees)

	Gross & Net section:

	· Current and Calendar Year Payment Amount: 
· Check Number: (Checks payments only) 
· Stub Number: Used for reference in ISRS
· Current and Calendar Year-to-Date amounts of: Total Gross Pay, Total Gross Non-paid (Taxable Benefit), Total Employee Deductions, and Total Employer Contributions
· Net Pay: The Current and Calendar Year-to-Date amounts received by the student after taxes and deductions.


[bookmark: _Toc470786101]Direct Deposit Account Setup (non BankMobile schools only)
A student employee can setup and maintain their direct deposit account through Student eServices.
Adding a Direct Deposit Account
1. To add an account select Direct Deposit Setup
2. Select Add Direct Deposit Account
[image: ]
The New Direct Deposit Account page appears
[image: ]
3. Enter the requested information
[image: ]
4. Select the [Save] button
Once added the account will be in a Pending Status until the next day. It should then become Active.
[image: ]
Changing a Direct Deposit Account
[image: ]
Click the [Change] button for the record to be updated. 
[image: ]
Enter the corrected information. Note that the Re-enter Account Number field will display if a change to the account number was made. 
Re-enter your password
Click [Save] and the system redisplays the Direct Deposit Account screen. 
A message displays noting the update has been applied. 
[image: ]
NOTE: The changes will be effective the next day. Once you have made the update, the changed version of the account will be the active record. If there were deposits made under the old version, it will be listed as an expired record, as seen above in Image 2. If there were no deposits made under the old version, it is replaced by the new version and will not be listed. 
Ending a Direct Deposit Account
Click the [End Direct Deposit] button on the record to be ended. 
[image: ]
Re-enter your password
[Save]
[image: ]
A Confirmation box is displayed: 
Click the Ok Button to end direct deposit. 

[image: ]
A message displays noting the account ended. 
[image: ]
[bookmark: _Toc470786102]Payment Preference Selection (BankMobile schools only)
Schools serviced by BankMobile will not have the option to select Direct Deposit and maintain their account.  They will see a Payment Preference Selection. 
[image: ]

When selected will take them to a page with the option to Visit BankMobile’s Website

[image: ]

[bookmark: _Toc470786103]Tax Forms - W-2 and 1098-T
Students can sign up to receive their W-2 Wage and Tax Statement and 1098-T Tuition Statement electronically.
Action Items will appear on the Student eServices Dashboard
[image: ]
Also under Student Employment
Select W-2 Tax Form

[image: ]
Then Enrollment for Electronic Tax Form(s)

[image: ]
Select and [Confirm]
[image: ]
Enrollment completed

[image: ]
Select View Tax Forms Online to view the forms or from the Student eServices Dashboard under Bills and Payment select 1098-T Tax Form
[image: ]
[bookmark: _Toc470786104]1098-T Tuition Statement
[image: ]





Tax Form 1098-T
[image: ]



Tax Form 1098-T Details
[image: ]
Tax Form 1098-T Information
[image: ]
[bookmark: _Toc470786105]W-2 Wage and Tax Statement
[image: ]
Tax Form W-2
[image: ]




Tax Form W-2 Instructions
[image: ]












Select Click here for information on electronic tax forms.
[image: ]

Need Help?
For additional assistance, please submit a ticket via the Minnesota State IT Service Desk portal: https://servicedesk.minnstate.edu
[bookmark: _GoBack]Minnesota State is an affirmative action, equal opportunity employer and educator.
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New Direct Deposit Account

Account Type
Routing Number
Account Number

Re-enter Account Number

Payment(s) to be Direct Deposited

Re-enter your password

‘This should be a checking or savings bank account number and NOT
[10745555 credit card account number.

Financial Aid/Refunds
Student Payroll

By entering your bank account information, you are requesting that the above types of payments be.
direct deposited into this bank account.

Important: Prior to using the funds, verify that your financial institution has posted them to your
bank account.
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New Direct Deposit Account

Account Type
Routing Number
Account Number

Re-enter Account Number

Payment(s) to be Direct Deposited

Re-enter your password

Cresing[ v
s1se01s1
[esssssss58

‘This should be a checking or savings bank account number and NOT
EEEEEEEEET) credit card account number.

Financial Aid/Refunds
Student Payroll

By entering your bank account information, you are requesting that the above types of payments be.
direct deposited into this bank account.

Important: Prior to using the funds, verify that your financial institution has posted them to your
bank account.
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Direct Deposit Account

Payment(s) to be Direct Deposited: Financial Aid/Refunds.
Student Payroll

Important: Prior to using the funds, verify that your financial institution has posted them to your bank account.

Direct Deposit Account added.

Account | Routing Number [—
Type Account Number Date. SR LT

= Change JE— pending | 03/13/2015 12:40

L st | Checkime | ZEEISL o | oavsanois = Hiderman, i
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Type Account Number Date Date. o i

12/28/2015 14132

051000015
« Change ssckin e
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Maintain Direct Deposit Account

Account Type Checking [ G - ‘
Routing Number 51000014 e [ “"I
Account Number Fresssserrazag —
This should be  checking or savings bank account numbar and NOT a credit card account number.
Payment(s) to be Direct Deposited

Financial Aid/Refunds
Studant Payroll

By antering your bank account information, you are requesting that the above types of payments be direct deposited into this bank
sccount.

Tmportants Prir to using the funds; verity that your financial instiution has posted thern to your bank accourt.
Re-enter your password [ —
Save | _Cancel
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Direct Deposit Account updated.

Tvpe ‘Account Number Date Date = O
P posi o= 2, pending arnum, is Florence.
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End Direct Deposit Account

This vill stop your payments from being diract deposited.
Importants This vill take affect the next day.

—

Save | _Cancal
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Are you sure you wantto end direct deposit?

oK Cancel
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Direct Deposit Account ended.

‘Add Direct Deposit Account

Account | Routing Number
Type Account Number

«Change | Checang | 021000013

Effective
Date

o08/07/2012

Expiration
Date.

1272872018

Status  Last Updated

Active.

12/28/2015 14132
Barnum, Beatris Florence
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/1
< Minneapolis
Community

o

Dashboard

Home.

Account Management

Courses & Registration

Grades and Transcripts

Financial Aid

5ills and Payment

Student Employment
Enter Time Worked
Earnings.

Payment Preference

Selection
W-2 Tax Form

Contact Us

11452971 | Logout

Student Employment

Options

Enter Time Worked - Add or change the time you worked within a pay period.

Earnings - View your earnings.

Payment Preference Selection - Select how you would like to receive your payments, for example, directly deposited into a bank account.

W-2 Tax Form - View/Download your W-2 tax forms.
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Tamera Malles MCTC ID 11452971 | Logout.

Payment Preference Selection

DV-Minneapolis Community & Technical Col uses an external payment provider, a financial services company to disburse your Financial Aid
overage/refund and Student Employment payments to you. Please use the link below to visit the external provider and select how you would
like to receive your payment(s). NOTE: Clicking the link will open a browser window or tab and bring you to an external website.

A unique personal code will be or has been mailed to you. Once you receive your personal code, you wil need to log into the secure website:
below to choose your payment preference. You have two options:

1. ACH Direct Deposit - have the money transferred to your bank account
2. External provider account - open a checking account with the external provider

1f you do not select a payment preference, you willstil receive your money. DV-Minneapolis Community & Technical Col will transfer the
money to the external provider who will mail you a paper check within 21 days.

Visit the External Provider's Website

Questions/Comments - Email an MCTC employee at: business.services@minneapolis.edu
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My Dashboard Anthony Benami MSU Tech ID 12716358 | My Profile | Logout
Welcome to Minnesota State Colleges & Universities eServices.

Action Items

Sign up now to get your year-end tax form for tuition - online.
Tax Form W-2 Wage and Tax Statement - to receive it online, enroll now.
You have an unpaid balance of $907.74.
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Student Employment

Options
Eater Time Worked - Add or change the time you worked within 3 psy period.

Earnings - View your earnings.

Direct Deposit Setup - Enroll in direct deposit. Make changes to your direct deposit account.

Tax Form - View/Download your W-2 tax forms.
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WINONA

‘Skip to navigation Warrior ID 10745555 | Logout

Dashboard

Account Managemant

Courses & Registration

Grades and Transcripts

Financial Aid

Housing and Dining

Bills and Payment

Student Employment

Enter Tima Worked

Earnings

Direct Deposit Satup.

W-2 Tax Form

Contact Us

Tax Forms

Enrollment for Electronic Tax Form(s) - Sign up now to access your electronic tax form(s).
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Enroliment for Electronic Tax Form(s)

Required Disclosures.

Disclosure Statement for Electronic Access to 1098-T Tuition Statements
General
© Your Tax Form 1096-T Tuition Statement can be accessed by you online after you give your electronic consent. If you
do not consent to electronic delivery, your Tax Form 1098-T Tution Statement will be furnished to you on paper via U.S.
Mail and the electronic version will NOT be available.
© You will only need to consent one time. This consent applies to ALL Minnesota State Colleges and Universities at which
you are a student. The consent will be effective for all Tax Form 1098-T Tution Statements issued to you by Minnesota
State Colleges and Universities for current and future years unless you withdraw your consent as noted below. You will
be noified in your Student e-Services dashboard when Tax Form 1098-T Tuition Statement is available electronically.
The notification will state "IMPORTANT TAX RETURN DOCUMENT AVAILABLE."
© 1f you wish to obtain a paper copy of your Tax Form 1098-T Tuition Statement, you can do so by sending a written
request (including your full name, your student identification number, and your college/university)

1 consent to receive my Tax Form 1098-T Tuition Statement electronically. @

@ ves No

1 consent to receive my Tax Form W-2 Wage and Tax Statement electronically. ©

@ ves No

[Confim ]
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Enrollment for Electronic Tax Form(s)

Options saved successfully.
1098-Ts have been printed for calendar year 2015, you will receive a printed copy in the mail in addition to having access to the electronic copy.

W-25 have been printed for calendar year 2015, you will receive a printed copy in the mail in addition to having access to the electronic copy.

/ You have consented to receive your Tax Form 1098-T Tuition Statement electronically.

¥ You have consented to receive your Tax Form W-2 Wage and Tax Statement electronically.
View Tax Forms Online

Cliek here for information on electronic tax forms.
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Tax Forms

- Galendar Year 2016
10957 Tuition Statement

Doy o e The 1098-T Tuition Statement s an informational tax form filed with the IRS on behalf of a

Bill and Payment

 Detail student by their college or university. The form includes payment and scholarship information for
[ — the tax year that may be useful in determining any educational tax benefit.
e Tax Form 1098:
T Tax Tax Form 1098-T Details
Tax Form 1098-T Information

+ Calendar Year 2015

» Calendar Year 2014
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Tax Forms

~ Calendar Year 2016

1098-T Tuition Statement
The 1098-T Tuition Statement is an informational tax form filed with the IRS on behalf of a
student by their college or university. The form includes payment and scholarship information for
the tax year that may be useful in determining any educational tax benefit.

Tax Form 1008-T

Tax Form 1098-T Details
Tax Form 1098-T Information

» Calendar Year 2015

» Calendar Year 2014
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Minnesota State Colleges & Universities. ownessT Tyition

307" Street East, Suite 350 [connecre 2016  Statement
St Paul, MN 55101 ]
Filrs Federal Igentiication Number. 41-1687554 Form 1088-T Copy B
OV-Minnesata State University, Mankato.
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‘You, or the person who can claim you s a dependent, may be able 0 caim an educaton cedit on Form 1040 o Form
10404, This statement has been fumishe 10 You by an elibi educatinsl insttuon in which you are enrold, or by an
insurer who makes reimbursements or refunds of ualfed ion and related expenses 1o you. This statement may helpyou
‘i an education credi. To see i you qualy for a credi and fo help i caculating the amouri of your credil, see Pub. 970,
Form 8353, and the Form 1040 or 10404 iniruclions. You insttuon s nclude s name, address, and infcrmation contact
telephone rumber on tis statemen. t may alsoinclude contact information fo a servie provider. Aough e fler or the
service provider may be able o answer cortain questons aboul he satement, do ol conacithe fler or the senvice provder
for explanatons of the reqiremerts for (and how o iure) any education cre thatyou may s Students
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1 o box 2 may represent an amount other than the amount acually paid n 2016. Box 4. Shows any adjustment made for
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‘nacted afo hey were publshed. go o www . goullorm 1098 Please Nole: Sudents who atended more than one.
Minnesota State colege or university vil receive a single 1098-T Tuiion Statement combining al reporiable transactions.
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2016 Tax Form 1098-T Tuition Statement Details

BEATRIS F BARNUM

DV-Minnesota State University, Mankato - ID 11007763

1 4 6
Payments Received for | Adjustments to tuition | s | Adjustments to Scholarships
qualified tuition and | and related expenses | > °C/>NP or Grants for a
related expenses for a prior year prior year
1,665.00 0.00 916.00 0.00
Schol/
Payment Schol/  Grant
College/ Year Adjust  Grant  Adjust
University Term  Credits Description Payment Amount Amount Amount
DV-Minnesata State University, Mankato  Spring 2016 12.00
HSUSA Fee 649
Student Fees 108.00
Minnesota State Grant 51600
N State College Facuty Tuition Waiver  -1,901.62
M Resident Undergrad Tuition 3,452.29
SUBTOTAL 1,665.16 916.00
Total 1098-T Reportable 1,665.16 916.00
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Student Tax Information: 1098-T Tuition Statements

1098-T Tuition Statements are issued in January. Students may consent through their Student eServices account to receive their
1098-T Tuition Statements electronically rather than by U.S. mal. Reprints of 1098-T Tuition Statements can be obtained by
contacting your college campus directly or by consenting to electronic delivery.

In addition to 1098-T Tuition Statements, the 1096-T Tuition Statement Detailreport is also available with electronic consent or
through your campus 1098-T contact. The 1098-T Tuition Statement Detail report describes by campus and by term the amounts
reported in each box of the student’s 1098-T Tuition Statement.

1098-T Resources and Information

IRS Publication 970 - Tax Benefits for Education

1098-T Tuition Statement Frequently Asked Questions
1098-T MnSCU Object Codes - Qualified Tuition & Fees
IRS Tax Benefits for Education Information Center

IRS: Parents & Students - College Tax Benefits information
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W-2 Wage and Tax Statement
The W-2 Wage and Tax Statement is used to report a student employee's annual wages and the
amount of taxes withheld. The W-2 form may be required when filing your income tax return.
Tax Form W-2

Tax Form W-2 Instructions
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b Employer identiication number (ET)
411687554

‘e Employer's name, address, and ZIP code
MINNESOTA STATE COLLEGES & UNIVERSITIES.

‘Safe, accurate,
OMB No. 1545-0008  FAST! Use:

T Wages, Ups, ofher compensation | 2 Tederal mcome tax withheid
10287.00] 591.40}

T Socil securty wages

Visit the IRS website at
wwwirs goviefile

@ Social securty tax wihheld

DV-MINNESOTA STATE UNIVERSITY, MANKATO

& Medicare wages and tips.

& Modicare tax withheld

f Employee's address and ZIP code

236 WIGLEY ADMIN CENTER
MANKATO MN 56001
T Social securty ips 8 Alocatod tps

d Gontrol number 9 Verifcation code 0 Dopendent care bents
‘o Employee’ frst name and el Last name. Suff [ 11 Nonualiied plans 12a Soo insructions for box 12
LUCIENNE F NUDELMAN H |
46570 ANY STREET USA #72465 13 Sy e Ty | 126
MANKATO MN 56001 0 o 5 o |

14 Other 1z

Benefits included inBox1 | § |

342450 =

§

75 S Employer’s state ID number
mN | 1746999

7 State income tax
316.60.

16 St wages, ps, otc.
10287.00°

18 Local wages, ts, olc. 20 Locaiy nam|

Wage and Tax
Statement

o W 2017

Copy B To be filed with the Employee's FEDERAL Tax Return
Copy C for EMPLOYEE'S RECORDS. (See Notice to Employee)
Copy 2 To be filed with the Employee’s State, City or Local Tax Return

Department of the Treasury—Intemal Revenue Service:

Department of the Treasury—
Internal Revenue Service

This information is being furnished
to the Internal Revenue Service. If
you are required to file a tax return,
a negligence penalty or other
sanction may be imposed on you if
this income is taxable and you fail
to report it.
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Notice to Employee

Do you have to file? Refer to the Form 1040 instructions
to determine if you are required to file a tax retum. Even
if you don’t have to file a tax retur, you may be eligible
for a refund if box 2 shows an amount or if you are
eligible for any credit.

Earned income credit (EIC). You may be able to take the
EIC for 2017 if your adjusted gross income (AGI) is less
than a certain amount. The amount of the credit is based
on income and family size. Workers without children
could qualify for a smaller credit. You and any qualifying
children must have valid social security numbers (SSN).
You can't take the EIC if your investment income is more
than the specified amount for 2017 or if income is eamed
for services provided while you were an inmate at a penal
institution. For 2017 income limits and more information,
visit www.irs.gov/eitc. Also see Pub. 596, Eamed Income
Credit. Any EIC that is more than your tax liability is
refunded to you, but only if you file a tax return.
Clergy and religious workers. If you aren’t subject to
social security and Medicare taxes, see Pub. 517, Social
Security and Other Information for Members of the Clergy
and Religious Workers.

Corrections. If your name, SSN, or address is incorrect,
correct Copies B, C, and 2 and ask your employer to
correct your employment record. Bé sure to ask the
employer to file Form W-2c, Corrected Wage and Tax
Statement, with the Social Security Administration (SSA)

to correct any name, SSN, or money amount error
reported to the SSA on Form W-2. Be sure to get your
copies of Form W-2c from your employer for all
corrections made so you may file them with your tax
retum. If your name and SSN are correct but aren't the
same as shown on your social security card, you should
ask for a new card that displays your correct name at any
SSA office or by calling 1-800-772-1213. You also may
visit the SSA at www.SSA.gov.

Cost of employer-sponsored health coverage (if such
cost is provided by the employer). The reporting in box
12, using code DD, of the cost of employer-sponsored
health coverage is for your information only. The amount
reported with code DD is not taxable.

Credit for excess taxes. If you had more than one
employer in 2017 and more than $7,886.40 in social
security and/or Tier 1 railroad retirement (RRTA) taxes
were withheld, you may be able to claim a credit for the
excess against your federal income tax. If you had more
than one railroad employer and more than $4,630.50 in
Tier 2 RRTA tax was withheld, you also may be able to
claim a credit. See your Form 1040 or Form 1040A
instructions and Pub. 505, Tax Withholding and
Estimated Tax.

(Also see Instructions for Employee on the back of Copy C.)
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Electronic Tax Forms

Great news - you can now consent to receive your Minnesota State Colleges and Universities tax forms electronically!
Instead of receiving a paper form by United States mail. the forms will be made available in PDF format in your Student eSenvice
‘account. Signing up for this student service is easy. Log into your Student eServices account, if you are eligible to receive a 1098-T
Tuition Statement and/or Student Payroll W-2 Wage and Tax Statement, you will see a message in the Action Item area on your
dashboard. Simply click on the message to consent to receive the tax form electronically. When the 1098-T Tuition Statements and/or
Student Payroll W-2 Wage and Tax Statements are available electronically. in January of each year, you will receive notice in your
Action Item area and by email with the following subject line: IMPORTANT TAX RETURN DOCUMENT AVAILABLE.

To check on whether you have consented to electronic delivery. click on My Profile in the upper right hand comer of your Student
eSenvices dashboard and then click on the Opt In/Opt Out ink

Other Resources
Visit the Student Tax Information page at: http://www.finance.mnscu.edultaxinformation/studentiindex.html to find links to IRS
‘education related tax information and for information on Minnesota State Colleges & Universities 1098-T Tuition Statement reporting.

For more information on the W-2 Wage and Tax Statement and income tax retums, please vist the Intemal Revenue Senvice web site
‘at wwww.irs.gov and/or consult your tax advisor

Electronic W.2 Wage & Tax Statement Disclosures =

Foreign (Nonresident Alien) Student Workers and Form 1042-S
At ths time the Intemal Revenue Service (IRS) does not allow the electronic delivery of 1042-S Foreign Person's U.S. Source Income
‘Subject to Withholding forms

If you are a foreign student that claimed a tax treaty benefit exempting all or a portion of your Student Payroll wages from Federal and
state income tax withholding, you will receive a paper 1042-S Foreign Person's U S. Source Income Subject to Withholding form in the
mail. Please contact your campus Student Payroll office for reprints of current and prior year 1042-S forms.

For more information about foreign students and U.S. taxes, please visit the IRS Foreign Student and Scholar web page at
http:/iwww.irs.goviindividualsiinternational-Taxpayers/Foreign-Students-and-Scholars

Another important tax resource is the IRS Publication 519, U.S. Tax Guide for Aliens that can be found by entering the phrase "Pub
519" into the search engine on the IRS website at www.irs.gov.

If you have questions or comments please e-mail us at tax@so.mnscu.edu or refer to the staff directory link at the top of this page
for additional contact information.
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