
COMPLETING THE REVISED STUDENT EMPLOYMENT 

STATUS INFORMATION SHEET 

Departmental Information 

Step 1 

Go to the Student Employment Forms webpage and select “Links to Required Paperwork.” You can reach it 

through the Student Employment Forms tab on the Financial Aid and APS Positions login page or through the 

Financial Aid webpage. 

https://www.etsu.edu/finaid/forms/emp_forms.php
https://etsupws.etsu.edu/FinAidJobs/Login


 

 

Step 2 

Select “Student Employment Status Information” 

 

 

Step 3 

Login on the Single Server Sign-On Screen:  

 

 



 

Step 4 

Select “Complete This Form” 

 

 

Step 5 

The first page of the form provides instructions for completing the form as well as prompting you to input the 

Student’s first name, last name, and email address. As the student will also login using the single server sign-

on, please only use their official ETSU email address ending in “@etsu.edu” Please do not use personal email 

address, goldmail, or the “mail.etsu.edu” address. This will cause the student’s identification not to match 

when they try to complete the form. 

 

 

 



Step 6 

Complete the contract and departmental information. Pay close attention to the notes throughout the form. 

You will notice the boxes for Student Name, E-Number, and Email Address are gray and you cannot select 

them. These will be completed by the student upon signing into the form via the link you just emailed them 

from the previous page. Students should be on the lookout for an email from forms@etsu.edu. 

You will also notice you cannot enter the E in the Department Account # or the T in the Time Keeping Location. 

Only the numbers are needed. If you happen to be using an account that does not start with an E, please email 

Sarah Shanks at shankssa@etsu.edu. 

The latest additions to this form are the fields to enter Supervisor Name, Supervisor Phone, and Supervisor 

Email. After listening to many suggestions, we have added these fields as a way to help track the progress of 

the employment process. By completing these optional fields, the supervisor will also receive emails regarding 

the status of the student’s contract, including Golden Ticket and approval emails.  

 

 

mailto:forms@etsu.edu
mailto:shankssa@etsu.edu


At the bottom of the page, you can select either Save Progress, to save the form and return to it at a later 

time, or Next to continue. 

 

Step 7 

The final step for Departmental Representatives is to sign the form. It is recommended that you sign 

electronically by entering your name in the boxes as they appear and selecting Sign Electronically. Electronic 

signature is preferred as it allows for optimal efficiency of the hiring process. However, you do have the 

option to opt out of electronic signature and print the form. If you opt out and print, you will need to sign the 

form by hand and submit the original to the Office of Financial Aid for processing. 

 

Step 8 

Once you sign electronically, you will be taken to the screen below where you can print the form as is. Note: 

This will not show the student’s information as it has not been completed at this time. 

 

 



STUDENT INFORMATION 

Step 1 

Student will receive an email from forms@etsu.edu similar to the one below. Student will need to select the 

link within the email to be taken directly to the form. 

 

 

Step 2 

Student will login via the Single Server Sign-on. 

 

mailto:forms@etsu.edu


Step 3 

Once logged in, the student’s information will prefill in the Student Name, E-Number, and E-mail Address 

fields.   

 

  

Step 4 

The student will select Next. 

 

  



 

Step 5 

The final step for the student is to sign the form. It is recommended that you sign electronically by entering 

your name in the boxes as they appear and selecting Sign Electronically. Electronic signature is preferred as it 

allows for optimal efficiency of the hiring process. However, you do have the option to opt out of electronic 

signature and print the form. If you opt out and print, you will need to sign the form by hand and submit the 

original to the Office of Financial Aid for processing. 

 

 

*Once the student has completed their section, the department will receive an email from forms@etsu.edu 

stating the student has complete their portion. This does not mean that the student is approved to begin 

working. This means the form will now be queued for Financial Aid review.* 

mailto:forms@etsu.edu

