
 

 

On Thursday 12/28 the following changes will be released to Student Payroll 
applications to comply with the new state law effective January 1st.  

 

New state law effective January 1, 2024 - Employees in Minnesota, including student employees of 
Minnesota State are entitled to earned sick and safe time, a form of paid leave. Student employees will 
accrue one hour of earned sick and safe time for every 30 hours they work, up to 48 hours in a year. A 
year for purposes of the employee’s earned sick and safe time accrual is the State of Minnesota fiscal 
year, July 1 – June 30. 

 

Student e-time entry: 

A student’s sick leave balance will be displayed on the Time Worked Details screen and a button labeled 
Add Sick has been added to enter any sick hours they wish to use. NOTE: Non-eTime and Contract 
students can also log in here to view their sick balance. 

A link to the ESST Notice for Student Workers has also been added in the left navigation. 

 

 

Maintain Time Worked 



For student payroll supervisors and administrators, the Maintain Time Worked screen has been 
modified to display a student’s sick balance as well as the addition of the Add Sick button that can be 
used to add sick hours if the student is unable. 

 

 

 

 

 

 

 

 

PR0001UG – Payroll Controller 



A new field labeled Cost Center, located under the title “Sick Leave Account for Workstudy only”, has 
been added. The cost center entered will be the account that sick leave pay is charged to for State and 
Federal work study.  

NOTE: This field was needed because State and Federal work study funds cannot be used to pay sick 
leave. A cost center must be identified and keyed in here before you can run payroll processing. 

 

Sick time for student workers funded by institutional funds will charge to the “Primary CC” entered on 
the PR0024UG (Student Employee Work Authorization Entry)  

 

 

 

PR0101UG - Employee Timesheet Maintenance 



A new E Type – SIK has been enabled for use on the PR0101UG screen. If a student reports sick and is 
using a paper timesheet or is on a contract, staff will need to enter it on this screen. To do so, select E-
Type Sick and enter the number of hours they want to use. 

 

 

 

PR0025UG - Student Employee Contract Details 

A new field labeled Contract Hours has been added to the PR0025UG to calculate the student’s sick time 
accrual. By default, this field will be set to 40 hours (per pay period). If 40 hours is not an accurate 
representation of the estimated hours they will work per pay period against their contract, staff should 
update the number as they see fit. 

 If the school determines that the contract is not eligible to accrue sick leave, the hours field should be 
set to 0. NOTE: The hours entered are for accrual only, if sick time is used, the student will be paid based 
on their hourly rate entered on their work authorization. 



 

 

Resources: 

ESST Notice for Student Workers 

https://mnscu.sharepoint.com/sites/students/Resources/ESST_Notice_Student_Workers.pdf  

 

Student Payroll User Guides 

https://mnscu.sharepoint.com/sites/isrsproducts/SitePages/Topics.aspx?Topic=Student%20Payroll 

 

As always, please submit a ticket for any questions or issues that may arise by visiting 
https://servicedesk.minnstate.edu 
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