
We are pleased to announce that a new staff member has joined the Student Payroll team.  Priscilla 

joined our team as the Student Payroll Administrator on April 20.  She comes to us from the Law 

School where she served as payroll coordinator for seven years.  We are very excited that Priscilla has 

joined our team and we are sure that you will enjoy working with her as well.   Priscilla will be able to 

assist you with any student payroll  issue. 
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Academic Year End Reminders 

New Student Payroll Staff Member 

As the 2011 Spring semester rap-

idly winds to an end and Summer 

begins, we  want to take this op-

portunity to remind you of some 

important student payroll  

information. 

 

 2011 W-2s 

Please remind any students not 

returning to Boston University 

that 2011 W-2s will be mailed, by 

the end of January 2012, to the 

address that is displayed on their 

paychecks.  Students with direct 

deposit may view their current 

address by going to the Student 

Link, choosing the View Pay 

Stub option, and clicking on 

the “Option to Display All  

Identification” link. 

 

 2011 1042S 
 Please remind any international 

students not returning to Boston 

University that 2011 1042S form 

will be mailed by March 15, 2012 

to the address that is displayed on 

their paychecks.  Students with 

direct deposit may view their cur-

rent address by going to the Stu-

dent Link, choosing the View Pay 

Stub option, and clicking on  

the “Option to Display All  

Identification” link. 

  

Address Changes  
A student should update an 

incorrect address with the Reg-

istrar’s Office,  881 Common-

wealth Ave., 2nd Floor or by 

submitting an email to stu-

payro@bu.edu, or a written 

request to Student Payroll, 881 

Commonwealth Ave., 2nd 

Floor. All requests must include 

the student’s name, BU ID 

number and new address. All 

address changes must be made 

prior to December 15, 2011. 
  

 Direct Deposit 
Please remind students with 

direct deposit that if they are 

closing their bank account, it is 

their responsibility to also can-

cel direct deposit before their 

last paycheck is issued.  Stu-

dents may cancel direct deposit 

by choosing from one of the 

following options:  the Direct 

Deposit Authorization function 

on the Student Link, under 

“Work”; an email 

(stupayro@bu.edu) or written 

request to Student Payroll; or, 

complete and submit a Direct 

Deposit Cancellation form 

available for download on our 

website (www.bu.edu/seo/

students/forms/html). 

Student Payroll News 

Summer Hiring 
Criteria 

Students who are United 

States citizens or permanent 

residents and who have a Fall 

Semester Registration Status 

of “Eligible to Register” may 

work during the summer.   

International students who 

have a Fall Semester Regis-

tration Status of 

“Registration Processed” 

may work during the sum-

mer.  Any student taking 

summer classes who has no 

Registration Status for the 

Fall Semester may work dur-

ing the summer with the fol-

lowing stipulations: 

Students registered in 

Summer 1 only may work 

only in Summer 1. 

Students registered in 

both Summer 1 and Sum-

mer 2 or in Summer 2 

only may work for the 

entire summer. 

Students working on an 

incomplete to finish a 

graduation requirement 

are not considered en-

rolled and cannot be paid 

as student employees. 

 

A student employee should 

be active only on the SE level. 

A University employee on 

CR, FY, MD, or OT level may 

not be paid as a student em-

ployee until he or she has been 

terminated from that payroll 

level. (This does not include 

the student stipend, SC, level.) 

Please feel free to contact Stu-

dent Payroll if you have any 

questions. 

Last Academic Year Last Academic Year 

PaychecksPaychecks  
May 22 is the last week-ending 

date for the Academic Year.  Pay-

checks for week-ending May 22 

will be issued on Friday, May 27.  

Please inform your students of 

your policy regarding the mailing 

of checks for those students who 

will leave campus prior to that 

date and do not have direct de-

posit. 

 

Graduating Students 
 

Students who are graduation on 

May 22 are not eligible to be paid 

as student employees for work 

done after May 22 unless they are 

enroll in a graduate program at 

Boston University for the Fall 

semester. 
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**Dates subject to change. 

Form I-9 Compliance Reminder 

Student Payroll is now the central repository for all com-

pleted student Form I-9s at Boston University.  IMPOR-

TANT:  Form I-9s will continue to be completed at the 

department level when hiring a student who has never 

worked at Boston University.   Completed I-9s should 

then be forwarded to Student Payroll.  International stu-

dents will still complete all I-9 documentation with the In-

ternational Students and Scholars Office.  

 It is IMPERATIVE that I-9s are filled out in a complete 

and accurate manner, in accordance with federal guidelines.  

Only original documentation is acceptable.  Copies are 

NOT acceptable. 

Revised Semester Start and End Dates 

Year/Semester Hourly/Piecemeal Weekly-Salaried 

SUM1 11 05-23-11 to 06-26-11 04-25-11 to 06-26-11 

SUM2 11 06-27-11 to 09-04-11 06-27-11 to 09-04-11 

FALL 1 09-05-11 to 01-15-12 09-05-11 to 01-15-12 

SPRG 12 01-16-12 to 05-20-12 01-16-12 to 05-20-12 

SUM1 12 05-21-12 to 06-24-12 05-21-12 to 06-24-12 

SUM2 12 06-25-12 to 09-02-12** 06-25-12 to 09-02-12** 

Check reversal and adjustment requests for the 2011 fiscal year 

should be submitted to Student  Payroll no later than Friday, June 

10 to ensure that they are processed for the fiscal year close.  With 

the conversion to the SAP system it is important that this deadline 

be met so we can meet the Payroll Office processing deadline. 

Fiscal Year End Reminder 

The weekly  deadline for the final mail code approval to be 

done using the “Mail Code Approve to Pay” function is 

Tuesday at noon.  Supervisors should be given a depart-

mental deadline which will allow payroll coordinators to 

meet this deadline.  It is critically important that this 

weekly deadline is met.  We cannot guarantee that the stu-

dents in any mail code not approved by noon on Tuesday 

will be paid that week. 

 

 

Supervisors should be reminded that they need to check 

their time sheet queues each week and should approve time 

sheets prior to the weekly deadline.  Before going to the 

Mail Code Approve to Pay function each week,  payroll 

coordinators should utilize the PC Approval/Change func-

tion to ensure that there are no time sheets still pending 

approval.  No time sheet will be paid if the “Supervisor 

Approval” is missing. 

 

Holidays will necessitate early deadlines. 

Time Entry Deadline Reminder Student Payroll Problem Resolution Reminder 

A student with a payroll problem should: 

 First speak with his/her supervisor; 

 if the supervisor is not able to resolve the problem, the 

supervisor should contact  the departmental payroll 

coordinator.; 

 if the payroll coordinator is not able to resolve the prob-

lem, the payroll coordinator should contact Student 

Payroll. 

 

Students and supervisors should work 

through their  departmental payroll coordi-

nator and should not contact the student 

payroll office directly. 

  

 


