
Employers Guide to Completing an Electronic Audit 

1. Navigate to the Annual Audit Information through the Student Employment Homepage.  

2. Under option 2-Electronic Upload, you will see a link to submit the forms. This link will being you 

to a secure form where you can upload your files. Please make sure that you have received an 

audit request from our office before completing this action. Your audit request will include the 

list of files that we are requesting.  

 
3. You will be prompted to enter your name, email, and department. Please make sure to include 

your full email (i.e. example@uccs.edu.)  
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4. Under the Materials section, you will be able to upload all requested documentation. Please 

upload all forms separately, do not upload an entire file under one category. You can upload 

multiple files under each category, so please include for all students under one audit vs 

completing a form for each requested file.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. You have the option to add any notes that you may like to pass on to our team regarding your 

documents/audit. When you have uploaded all files, you will sign and complete the CAPTCHA, 

then submit.  
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6. After submitting, you will receive a form submission confirmation. Once your audit is graded you 

will receive an email with the results. We no longer assign specific grades, it is simply a pass/fail 

notification. If you would like more information on your audit, please contact our office at 

stuemp@uccs.edu  
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