
 

Dynamic Form Directions 

1. Click on Dynamic Form Here, sign on with SSO 
2. This Dynamic Form is also the offer letter. You no longer have to upload an offer letter.  
3. Fill out the Student Employee Information 

a. Demographic Information (8 digit id, First and Last name and email (NOTE: Must my the my.unt.edu email) 
b. Job Information (Start date, Salary, Job Code, Department ID and Department Name 

4. Fill out hiring manager information 
a. Supervisor ID (8 digit ID, this is mandatory for onboarding) 
b. Office Admin ID (NOTE: This is optional, if you have an Office Administration who inputs ePAR or offer letters they 

will receive the same notifications that supervisors do) 
5. Upload files (NOTE: This is optional and attached to each step so if student wanted to upload resume or Department can 

upload transfer sheet or CPR etc) 
6. Sign and Submit 
7. Print/Save as PDF if you need 

 

https://qafederation.ngwebsolutions.com/sp/startSSO.ping?PartnerIdpId=https://sso.unt.edu/idp/shibboleth&TargetResource=https%3a%2f%2fdynamicforms.ngwebsolutions.com%2fSubmit%2fStart%2fd85cd530-be17-4aeb-b214-012be3ff8c1a


8. You will receive the following email. Supervisor on file will also receive an email upon i9 completion and they can see it in the 
Teams folder listed below. 

 

 

 

 

9. Your student employee will receive the following email 

 

 

 

 

 

 

 

 

 

 

 



10. The student will log in to the form, upload their student employee application, and sign and submit 

 

 

11. Your student will receive the following email 

Student Uploads Application 

Student Signs 

Student Submits form 



 

 

12. You will receive the following email when the student employment team has registered your student into Work Force Admin.  

 

13. You will be able to view all offer letters and applications submitted and processed through My Forms on Admin Portal here 

 

https://qafederation.ngwebsolutions.com/sp/startSSO.ping?PartnerIdpId=https://sso.unt.edu/idp/shibboleth&TargetResource=https://dynamicforms.ngwebsolutions.com/AdminPortal

