


Payroll Information for 
Student Workers, Work Study, 

and Temporary Employees 
 

Timesheets 
 

 Brand new employee 
• Visit the Payroll Office as soon as possible for payroll orientation and first timesheet 
• Submit a paper timesheet to your supervisor for your very first pay period of 

employment. Going forward you will submit your time electronically. 
 Electronic timesheet 

• Available to employees in Banner Web My Info (see below) after your first paycheck 
has been processed. 

• All employees are required to submit an electronic timesheet for supervisor approval 
directly following the end of a pay period. 

• Deadline for submission of timesheets is Monday at 5:00 pm following the end of a 
pay period. Timesheets can be started any time during the pay period, after the 3rd 

day of the pay period, and submitted for supervisor approval as soon as all hours in 
the two-week pay period have been worked. 

• Please contact the Payroll Office with questions and for assistance with timesheets. 
• Paper timesheets must be filled out and approved if the employee misses the window 

for submission and approval of the electronic timesheet, or to make corrections after 
payroll processing has begun. Contact the Payroll Office regarding paper timesheets. 

 
Payroll Distribution 

 
 Please see the attached Payroll Calendar for paydays, pay period end dates, and holidays. 
 You may elect direct deposit or a payroll check, with direct deposit being the most 

convenient method. 
 Paychecks with a Great Falls address are held in the Business Office until retrieved by the 

payee. Be prepared to show identification. 
 Paychecks with an out-of-town address are mailed at the end of the day on payday. 
 Direct deposit is a paperless process. 
 Pay stubs are available to all employees for viewing or printing in Banner Web My Info (see 

below) prior to payday. 
 
Banner Web My Info 

 
 Payroll history, W-2s, personal contact, and emergency contact information can be viewed 

or modified from Banner Web/My Info. 
 Go to www.gfcmsu.edu, click on Banner Web [My Info], and click Enter Secure Area. 
 Follow the User Login directions. 
 Your initial PIN is your birth date DDmonYYYY (example: 01jan1990) and it is case sensitive. 

You will be asked to change your PIN the first time you log on. 
 
Tax Questions 

 
 The Payroll Office cannot offer tax advice. 
 Federal tax questions should be addressed to the IRS at 1-800-829-1040. 
 State tax questions should be addressed to the Montana Dept of Revenue at 1-406-444-6900. 

 
 
 
 
 
 
 
 
 
 

Updated: January 8, 2018 
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http://www.choices.mus.edu/


Name 
Title / Department 

Phone Number 
Email 

www.gfcmsu.edu 

Marketplace Insurance Coverage 

By signing below, I acknowledge that I have received the notification explaining about health 

benefit options under the Health Insurance Marketplace (Marketplace).   

_________________________________ 
Print Name 

_________________________________ 
Signature  

http://www.gfcmsu.edu/


Last First M.I.

Street Address Apartment/Unit # 

City State ZIP Code
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Last First M.I.

Date of Birth Sex Disabled 

Please check one of the descriptions below corresponding to the ethnic group with which you identify.
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Direct Deposit Pay Distribution Authorization 
For use at MSU-Billings, Bozeman, Great Falls and Northern 

The payroll-processing schedule governs when direct deposit can be implemented or changed.  Please consult 
with Payroll Officer to understand timing and/or before closing a direct deposit bank account.

Name:_________________________________________________________    
Last               First                     MI

Department _______________________________    Phone No. _____________ 

Employee I.D. (GID) or Social Security Number: __________________________ 

 
 
 
 

 

Complete the following section(s) with a maximum of three accounts.  Please attach documentation such as a voided check 
that provides routing and account number.  Deposit slips are not acceptable for this purpose.  Your financial institution will 
provide documentation if you do not use checks. 

   
Dollar Amount or 

    Percent of Pay
osit       to Deposit 

 _______________ 
___________ 

□ Checking Acct

□ Savings Acct

   Dollar Amount or 
    Percent of Pay
      to Deposit  

 _______________ 

□ Checking Acct

□ Savings Acct

  
Dollar Amount or 
 Percent of Pay
    to Deposit  

______ _  ____________ 

□ Checking Acct

□ Savings Acct
 
 

MSU Administrative Use Only:  Date of Test Entry    ________________        Date of Active Status  ____________________  
             Date of Inactivated DD _______________      Date of Change Existing DD_______________

With Direct Deposit, I understand that all of my net pay will be deposited in the bank account(s) as shown below.  I 
understand that if I change bank services, I must inform the Payroll Department about any changes before accounts are 
closed.  This authorization will remain in effect until changed in writing or I terminate employment at MSU.  I further 
understand that a pay detail report will be available for review and printout through Employee Self Service on the campus 
website. 

I hereby authorize MSU to distribute my pay as indicated herein.  

Cancellation of Direct Deposit:     
I hereby authorize cancellation of Direct Electronic Deposit of my net pay for the above bank account(s): 

          Signature ________________________________________________     Date:  __________________________

#1 Financial Institution Documentation 

#2 Financial Institution Documentation 

#3 Financial Institution Documentation 
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TO RECEIVE DECEDENT’S WARRANTS

Provide designee’s full legal name ( “Mary Lynn Smith” or “To the Estate of Jane Smith”
“Mrs. John E. Smith”

No erasures or corrections in the designee’s name 

when designee’s address

Beneficiary Designation For Decedent’s Final Warrants

Place document in employee’s file.

Carefully follow the checklist for Deceased Employee available on the 
MINE website.

original in employee’s file
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Check one:

�

�

To register with the Selective Service or to obtain more information, visit the Selective Service System at 
www.sss.gov, call 1-847-688-6888, or write to:

Selective Service System
Registration Information Office
P. O. Box 94638
Palatine, IL 60094-4638
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I-9 Verification Documents 
Additional Information for New Employees 

 
Great Falls College MSU Human Resource Office is unable to accept photo copies of the 
documents listed under columns A, B, or C  on the Form I-9 that are used to verify identity. 
However; in order to facilitate the process of onboarding you as a new employee, it is beneficial 
to have the payroll packet you received with this offer packet filled out and returned to Human 
Resources as soon as possible.  We realize that not every new employee will be conveniently 
located in Great Falls, MT at the time they are offered a position of employment.   
 
Please contact Human Resources directly regarding options available to you. 
 
Mallory Antovel 
Human Resources Generalist 
mallory.antovel@gfcmsu.edu  
Phone: 406-268-3701 
 
 
 
 
 
 

mailto:mallory.antovel@gfcmsu.edu
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