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)
upload transfer sheet or CPR etc)

6. Sign and Submit
7. Print/Save as PDF if you need

Hourly Student Employee Offer Letter

Student ID Student First Name Student Last Name
Student Email
Start Date Hourly Salary Stipend Salary Job Code -
- Iy e ——
s ety
Department |D Department Name Department Contact Email

Department Area:

Supervisor ID Office Admin ID Job ID

Dear |
Welcome and Congratulations en your pasition!

In accepting the offer of student employment, you Boknowledge that your employment will be st-will on 8 semester by semester basis and that neither you nor any University
representative has entered into & contract regarding the terms or the duration of your employment. Student employess may be dismissed due to changing institutional needs such as
budgetary CONCEMNS, redrganization, position elimination, etc.

This job offer i contingent upan the satisfactory completion of & background check, along with verification of enrollment at UNT, and docurmentation of any other required item such as
certifications, traiming, or & valid Driver License. You will be required to provide documentation that establishes your identity and employment eligibility to satisfy form -9
reguiraments.

You will receive an invitation to onboard email within 24-72 hours of signing this offer letter. You must complete on-boarding before your 1I-9 can be completed. Instructions on where
o complete your -9 verification are located in your invitation to anboard email. You must complets your I-9 no later than 3 days after the start date on this offer letter. Plehse Keap

n mind, you cannot complete yo -5 th ame day you recs he anboarding em, U must wa n he followin ness day to complete
werification.

Students have 7 days after their start date to cormplete New Student Employese Orientation during work hours. You will receive an email to leg-in and access the orientation via Bridge.
Please note that the Bridge enline training is not activated until your department processes your ePAR.

You can print this decument if needed for your records. Please save this decument for your records before submitting it.

Ir you heve any guestions or CONCErns pertaining to this document, feal frée to contact us for clarification. Pleass visit our website and Student Employes Handbook Tor more
infarrnation.

Student Employment Application

Upload files (NOTE: This is optional and attached to each step so if student wanted to upload resume or Department can

File Comments

Cupartram Admaarmat Duta Upload
By chacking this Box, | at |, 3 and have resd the Sspervisor Stedant Emeloymaent Handbook
File Comments
LTy rre— Coim Upluad

By chacking fis box | scknowledge that | the sludent employes, understand and have resed the Siocesi Erployes Hadboos.
File Comments

Zhidani Drpioprart Taam Cim Upluad



https://qafederation.ngwebsolutions.com/sp/startSSO.ping?PartnerIdpId=https://sso.unt.edu/idp/shibboleth&TargetResource=https%3a%2f%2fdynamicforms.ngwebsolutions.com%2fSubmit%2fStart%2fb91ce2dc-7280-470d-8efa-a4b382b86fda
https://qafederation.ngwebsolutions.com/sp/startSSO.ping?PartnerIdpId=https://sso.unt.edu/idp/shibboleth&TargetResource=https%3a%2f%2fdynamicforms.ngwebsolutions.com%2fSubmit%2fStart%2fe8ca6c2f-865a-4c26-94c9-91b261e71a66

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.

Student Employment Offer Letter 12345678 test morgan

Repl | < Reply All —> Forward aee
donotreply@eforms.untsystem.edu 53 Reply | 5 Reply ‘
To @ Perez, Karla Wed 7/13/2022 2219 PM

Department Administrator
Your offer letter has been sent to test morgan 12345678 for signature. You will be receiving an email when the student has uploaded the application, signed the offer
letter, and forwarded to Student Employment.

Thank you for all the work you do for our student employees!

Please log onto teams folder Student Employee |19 Completion

9. Your student employee will receive the following email

Student Employment Offer Letter

Repl & Reply All —> Forward wee
donotreply@eforms.untsystem.edu 3 Reily | % Resly l ‘
To @ Perez, Karla Wed 7/13/2022 12:29 PM

Karla Perez

Congratulations on your student employment position with (C3reer Center. We are excited you are going to be part of the team.

This form serves as your offer letter. Please print a copy for your records. You will need to upload a student employment application found at this Link. You must
upload the application before submitting your signature

Click here to complete your section of the form.




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

8 -
€ o N = o %
. * B %0 Dwieg - & e o losttis 4 3
b- 4802 8922 1015 34 StSsection =4 711 29 / s T [~ : R
Gupaets = Do S -9
T -
& Ot & e s Tr e 7‘ = PRI
"o —
- 2 Tecngouwnd Chacks Divvrsmy ' ’

E R e T T S VAL A A P s
P Dowe 2 et trotiy " »

- ey VISION OF
i Sovinh UDENT AFFAIRS

o ireer Center
3 W

. Pitewm

. -

& S € o Offer Letter

e B

Student Last Name
. Vownt " N -

- Vgt
. . Job Code
R L i Lol -
! Departrmert Contact Emall
Supervisor 10 Office Admin 1D
Copge S

P e G AR A pAS et

Mun b fher o Somt Pagerd wpon Haw Raw BIury Lamuenern of & I Sgroand Check, Snru) wel e ROt of swaioert o LT, el SeETertamen o ey SN Ceglaed BT WS A CRTERCRTEIe DAy @ & eanc SYTee LABTie Yeu Wil be reeemd L e
SOCAMPEIENNT THAT ASIIDNTAES g LINTTY AW HVGAV IOt EIJBATY 1D Mty T | B NepeEETrTE

Yo vt soorpiets on Soartieg bofose year Sethgruond check arad 15 can Se Sovpietet You Wil IECEVE MY LESOTE SR RSN W BN SEPOTrS to corechete yinr 1. Vi st Commiene waer 300 o dster than 3 dave e She maet Sete on s offer letter - Aowever
WL A gt o £-8 o Tad e ahvann a4 Seavaet

I ACCRptig Our ot of ML ETTROYTINIE. FPu ASIOWRAGE Ty ATt Wl D el ) & ReTeter By et B S St Pt you O S LIS its ST Tt et Pee SrRared R0 & COTPrRcE regRing e s of the Sutenon of g

Susert —ay be B O NENGHNG TR e et 38 Doopetary
B = _ sodschees
Student Employment Application
Pt st

et S erptengrnes
File Upload

P ferey e e f e | -

wm— Comments
Aanda Penes Laani
Ot Aesicats [~
e e h _
oot Bompimiyes =
1 =

If F 1 wvisa holder and you need to apply for a Sodial Secunity Numnber, the following
School Offical (DSO) signature i requared and can Do oStaned in Marguis Mall
110 in the Intermational Student and Scholar Services Office. The original DS0 signature
below verifies valid F-1 immigration status. You must print this form and have your
supervisor and DSO signature.
DEO Ngrature Date

Fax
Traatrve Acton Irekhdon
Sen Supwm | Sty

11. Your student will receive the following email



Student Employment Offer Letter 11111111

Ry | 6 RegyAl | = Fonvrd || o
donotreply@eforms untsystem.edy b il bl _—> ==

To O Perez Karla Tue2/15/2022 10:56 AM

Karla Perez
Congratulations on your student employment position with Career Center, We are excited you are going to be part of the team,

Your information has been forwarded to the student employment team. You will be receiving an emal with subject fine "Invitation To Complete Onboarding" which will have the finks you need to complete onboarding and
make an appointment with the career center for your 19 appointment,

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

Student Employee 11111111 Morgan Vance onboarding registration completed

Repl & Reply All F d
@ donotreply@eforms.untsystem.edu S ey | ) Reply ,—> i

To @ Perez, Karla Wed 7/20/2022 3:38 PM

The student employment team has completed registering your student 11111111 Morgan Vance for onboarding. Please visit your Dynamic Forms to see status of
offer letter.

Don't forget, you can see the 19 status of your student by joining the Student Employee 19 Completion Team folder with code ei55aab

Please visit your Dynamic Forms home page by clicking here.

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

E 3

MyFoms» Admnr & @&

This page offers you access to your Pending / Draft Forms and your completed Forms History.

If you need to start a new form, please go to your callege or university website to access a link to the proper form. Thank you for using Dynamic Forms!

© Pending/ Draft Forms

D Forms History

& Manage your Account




