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6 reminders before we get started...

1. Use a device where you can interact with the chat.

2. You'll need to sign in through a link in the chat for initial attendance and attend the
breakout room with your Point of Contact at the end to obtain full completion credit.

3. Make sure you are at a stationary location with minimal distractions so you can focus, take
notes, and ask questions.

4. If you have a printed copy of your #3 checklist, sent to you by your POC, now is a good
time to get that ready.

5.  You will hear from five different areas that support your internship with time to ask
guestions at the end of each section.

* Please use the chat if you have a question while they are presenting, and
then you are welcome to take yourself off mute as we pause after each
section for you to ask your questions verbally.

6. Cameras can be off during the large group session, but please turn
on the breakout rooms with your POC.
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Today’s Agenda

Welcome by Career Center

Human Resources

Payroll

Financial Aid

Tuition and Book Stipend

Career Center and Breakout Sessions
Wrap Up and Next Steps
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Human Resources

Febra Pendleton-Gray
Coordinator, Talent Acquisition

Cuyahc
Commu
Colle;
She
7,"\¢ °'l' In partnership with
. KeyBank Foundation




Hire Document Overview

* Employee Code of Conduct Policy
* Human Resources Document Checklist &
Overview
* Biographic/Demographic Form
e Auditor’s Fraud Acknowledgement
Confidentiality Statement
Ethics Acknowledgement
Remote I-9

Make sure forms are returned to the
correct person on or before your start date iy &n cCr
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Employee Code of Conduct

3354:1-43-02 Employee code of conduct policy.

(A)  Employees must exhibit a hugh degree of personal mtegrity at all times.
This requires sincere respect for the nghts of others, and refraining from
any behavior that might be harmful to one’s self, other members of the
College community, or the College. Employees must also refrain from
behavior that would cast the College in an unfavorable light in the view of

the communities served by the College.
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Document

Checklist

Cuyahoga Student Employee Hire Document Checklist

Community

College

The following checklist will help guide you through the critical paperwork that is required of naw

b
%"r&' employees of Cuyahoga Community College. Please use the Secure Messaging System instructions

——— ({inciuded) ta return your hire documents.

Your employee |D will be your Student 5# EXCEPT for the “Statement of Employment in a Job not Coverad by Social

Security” document. As mentioned below, your employee

|D for that document will be your Social Security Number.

ALL HUMAN RESOURCES AND PAYROLL DOCUMENTS MUST BE RETURNED TO THE CORRECT CONTACT PERSON ON OR
BEFORE YOUR START DATE.

FOLLOW THE LISTED DATES OF COMPLETION IN THE COMMENTS SECTION FOR THE 1-9.

Documents to be Completed and Emailed to Human Resources

Mail to:

Required New Hire Forms
o Employee Biographic/Demographic Data Survey Form

Comments
To be completed by all new hires.

O Acknowledgement of receipt of Auditor of State frawd
reporting system information

Te be completed by all new hires.

o Confidentiality Statement

To be completed by all new hires.

O Ethics Acknowledgement

To be completed by all new hires.

Documents to be Completed and Emailed to Payroll

Mail to: Gretchen.McGinnis

Required New Hire Forms
o'W-4

i-c.edu AND Todd.Prusha@tri-c.edu

Comments

O State of Ohio Employee’s Withholding Exemption
Certificate

o Direct Deposit Authorization

You must include in your email a blank voided check or an
official document from your individual institution that
includes valid account and transit routing numbers.

o Statement of Employment in a Job not covered by
Social Security (354-1945

Required New Hire Forms

O Electronic I-9 Employment Eligibility Instructions

after your start date to comglete the document. (If your
start date is May 30, three days later would be June 2.}

Federal I-9 Authorization to Work Form

Your Employee |D will be your Social Security Mumber on
THIS DOCUMENT ONLY.

Comments
You will receive a separate email with a link to complete
the electronic |-5.

Follow the step-by-step instructions. This form can be
completed anytime before the deadlines below.

Section 1 of the electronic Form I-8 should be finished on
or before your start date in your offer letter. An
appointment should be made no later than three days




Biographic
Demographic Form

* This form is designed to collect
information necessary to complete
the creation of your work profile,
including emergency contact
numbers.

* Complete the fields that pertain to
you — you do not need to use “N/A”
in fields you have no information for.

Cuyahoga
Community

College Employee Biographic/Demographic

Data Survey Form

Legal Name: First :| M Last:|

Preferred Name:

Previous Name/Alias:
/ [thiz name will e uzed for your amail addresz)

Address:

Street City 51 zip
Cell Ph: Other Ph: Personal Email:
Soc Sec #: Citizenship: OUS O Permanent Resident Other

Date of Birth:l:l Gender: CFemale OMale ON/A | Ethnicity: Hispanic or Latino{() Yes (7 No

Race (checkalithatapplyl:  American Indian/Alaskan Native []  Asian [[] Black or African American []
Native Hawaiian or Pacific Islander [  White [

Marital Status (Non-Tax): O Married O Single O Divorced O Separated O Widowed

Veteran Status (Choose One Status below):
O Mot a Veteran
O Protected Veteran but choose not to self-identify
(O) Neta Protected Veteran

O Protected Veteran {Choose one or mare protected clazsification below).
Date of Discharge:

[if date is within past three years, and this option is selected, then you are selecting a classification of “Separated
Weteran”

O Disabled O Active Wartime/campaign Badge O Armed Forces Services Medical

Education (higher education only}:

Degree

Institution Name City, 5t, Country (B4, A, etc)

Major Graduation Date

Emergency Contact Name: Relationship: Ph:

Employment Type: |:| Full-Time |:| Part-Time |:| Student |:| Part-time Faculty

Campus/Work Location: DEastern D Metro D Western D Westshore D Cther

Are you a former student or employee of Tri-C? O Yes O No




Auditor’s State Frau
Acknowledgement

e Covers the required
Ohio Revised Code
Provisions for State
Employees

Acknowledgement of Receipt of
Ohio Auditor of State Fraud-Reporting System

Pursuant to Ohio Revised Code 117.103(B)(1), a public office shall provide information
about the Ohio fraud-reporting system and the means of reporting fraud to each new
employee upon employment with the public office.

Details about how to report suspected fraud can be found at: https://
ohicauditor.gov/fraud/

Protections provided to employees who use the fraud-reporting system can be
found at: https://codes.ohio.gov/ohio-revised-code/section-124.341

Each new employee has thirty days after beginning employment to confirm receipt of
this information.

By signing below, [ am acknowledging Cuyahoga Community College District provided
me information about the fraud-reporting system as described by Section 117.103(4) of
the Revised Code, and that I read and understand the information provided. I
acknowledge [ have received and read the information regarding Section 124.341 of the
Revised Code and the protections [ am provided as a classified or unclassified employee
if you use the fraud-reporting system.

I, the undersigned, have read the information provided by my employer regarding the
fraud-reporting system operated by the Ohio Auditor of State's office. I further state that
the undersigned signature acknowledges receipt of this information.

PRINTED NAME:
SIGNATURE:
DATE:

Please complete, sign, and return the form to mail to:
Febra.Pendleton-Gray@tri-c.edu

Cuyahoga
Community
. College
tri-c.edu sy
}f\\'
Cuyahoga Community College District | 700 Carnegie Ave | Cleveland, Ohio | 44115 216-897-6000



Confidentiality Statement

* Tri-C takes your privacy and the privacy of others very seriously,

and every student employee must sign a confidentiality
agreement.

* Form outlines Tri-Cs confidentiality responsibilities as stated in:
* College Policies
* Ohio Revised Code

* HIPAA
Cuyahoga
. Community eer
FERPA t (%n
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Ethics Acknowledgement
Form

* Acknowledges that
you have received an
electronic copy of the
Ohio Ethics Law

Acknowledgfment of Receipt of
Ohio Ethics Law Statement

Public officials and public employees at Cuyahoga Community College District (Tri-C)
are subject to the requirements and restrictions of the Ohio Ethics Law. Tri-C must pro-
vide each new employee or appointed or elected official with a copy of the Ohio Ethics
Law and obtain written acknowledgement of receipt. Please acknowledge receipt by
signing the form below.

The most current version of the Ohio Ethics Law and related statutes are available on-
line at:

https://www.ethics.ohio.gov/education /factsheets/ethicslaw.pdf

This link includes Chapter 102., and Sections 2921.42, 2921.421, and 2921.43 of the Re-
vised Code.

Also, see the document Overview of the Ohio Ethics Law for further explanation of the
law with examples and other helpful resources at:

https:/ /www.ethics.ohio.gov/education /factsheets/EthicsLawOverview.pdf

I hereby acknowledge that [ have received from the public agency [ serve, Cuya-
hoga Community College District (Tri-C), a copy of the Ohio Ethics Law and related
statutes, Chapter 102., and Section 2921.42, of the Ohio Revised Code, in accord-
ance with Section 102.09(D) of the Ohio Revised Code.

PRINTED NAME:
SIGNATURE: &===
DATE:

Please complete, sign, and return the form to:

Febra.Pendleton-Gray@tri-c.edu Cuyahoga

mmunity
i College
tri-c.edu

Cuyshoga Commurity Callege District | 700 Camegie Ave | Clevelsnd, Ohio | 24415 216-897-6000
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Confidentiality - HIPPA

Healthcare Insurance Portability and Accountability Act (HIPAA) is an
attempt by Congress to:

* Improve efficiency in healthcare

e Eliminate wastage

 Combat fraud

* Ensure that health information that can be tied to an individual and
would allow them to be identified is protected and kept private and
confidential

It is enforced through the U.S. Department of Health oo
and Human Services, Office for Civil Rights. °(':'L'1'1'é'g’l“” &n car




Confidentiality - FERPA

The Family Educational Rights and Privacy Act of 1974 (“FERPA”) was enacted by
Congress to protect the privacy of students and their parents. The act is designed
to ensure that:

e Students and parents of students may obtain access to the student’s
educational records.

* Students and parents of students may challenge the content or release of
such records to third parties.

FERPA was not enacted to preclude the disclosure of educational records simply
because the records identify a student by name; rather, it was designed to protect
the student’s educational information and status as a student. P
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Human Resources Documents

Please send all completed documentation to:
Febra.Pendleton-Gray@tri-c.edu.

* Use Subject Line: Summer Intern Program

Required New Hire Forms

o Employee Biographic/Demographic Data Survey Form
o Acknowledgement of receipt of Auditor of State fraud reporting

system information
0 Confidentiality Statement
o Ethics Acknowledgement

* All documents can be completed electronically, or
they can be printed then scanned or photographed.

Community
the documents (instructions were included in your ke nte
7"#\( \pT. npwm

* Please use the Secure Message System to return Cuyahoga | & eer
€

document packet email).


mailto:Febra.Pendleton-Gray@tri-c.edu

Form |9 — Employment
Eligibility Verification




What is the I-9 Employment Eligibility
Verification Form?

The 1-9 Employment Eligibility Verification form is required by
the Department of Homeland Security/USCIS, and is used to
verify an individual’s eligibility to work in the United States by
examining an individual’s identification and employment
authorization documents.

C%lgxnl:::ﬁ?y é: eer
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Form |-9, Section 1 - Employee

— Completed by the Student
- _ Intern being hired to attest to

ms form.
m s ek thorzid v Errcioyers CANNOT spmcity which ocursertis) an .

srmicyes ray ressrt i aatsbiah miicyment suthoezeson wl dentty. The retoasl 2 ire of continue i smpioy an indvicuel Bece.sa the

s lat crerted b o ey aheo o= .

Saction 1. Employes nand A and sign Seckon 1of

than e st day of but not befors acceptng a,job afer) .
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il vt e I * Work Authorization Status

= DEADLINE: Must be completed

— by vour first day of

employment — May 30, 2023.
You can also complete it before

| your start date.

I
Tatinct, under penalty of perjury. that | n the Tegtion 1 of hi

knowledge the Informastion i true and oomeat.
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Form -9, Section 2 - Employer

e = Completed by an authorized
e — representative to attest to the
Student Intern’s:

Z:-::::uv.'n---nmm; Exiaton Date (7 y) griviiiyyyyd Emmr.b--nr:iw::tiy.‘ ° I d entity
il | e Work Authorization Status
T DEADLINE: This must be

12t sbova it documesiis |-wu it anc 1 elate 15 thes smpkcyws named, and (3] £ e Best of my knowhedge the
e ploryes i mBeoeizid to woek in the U i S,

e completed on or before 3 days

List Ko of Erplcper o AufPeiond Fiogroertation | First Noem of Erploper of Autfuriond Fisprasartatve |=_“=w..- Eusirurms o Cvgrization Nasse

T after your start date — June 2,

2023.
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Form 19 — Completing Section 1

Check your Tri-C New Student Intern email for the following user guide:

Remote I-9 User Guide — Employee

ND

Look for an Email from Truescreen with the subject: Remote I-9 Request
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Register Online

The remote I-9 process starts when you receive an email with a link to the registration website
and a code that is specific to Cuyahoga Community College. Upon receiving the email, click
the link provided in the email and follow the step-by-step instructions below to schedule your
appointment to complete the I-9 process remotely.

To begin, register using a valid email address. Returning users can sign in using their email
address and previously created password.

Dfieldprint

Need More Help?
[ call 677-614-4364 or @) Email Us

New Users | Sign Up Existing Users | Sign In

— C;:l:l%ge en

. KeyBank Four




Completing Section 1 Online

As you enter your information in the online site, your information will
automatically transfer to Form I-9.

i 1 % We value your perzonal informaton and kesping it securs at ALL Your informaton e ssved 8¢ you complete each ctep. You can login
I9 Venﬁcatlon WL tmes. Frivacy Stalament and continue at any fime.

Employee Information and Verification

Please enter your personal information below.

Last Name: First Name: Middle Inial. (3 FormerName: ()
sno aa I — —

Date of Birth: @

Address (Street Name and Number): @ Apt. # @ o Day aai
[123 Broaa st ] L ] [May [“]/[os [~]/[ier0 [~]
city: @ state: (3) Zip Code: (3)

[Philadephia | [PA [~]

lam: @

| am aware that federal law provides for imprisonment and/or fines for false
statements or use of false documents in connection with the completion of

(® A citizen of the United Staies
O A noncitizen national of the United States

O A lawful permanent resident
his form, O An alien authorized to work
Phone: Allernate Fhone E-mell:
3308551212 1@ | | @ [ismitn@testcompary.com 1@

Preferred Contact Method:

QO Fnone @ E-man @

Continue

| &
A ReyBank Fotnca
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Completing Section 2 Anywhere

After you complete Section 1, you will be instructed to schedule your in-
person appointment at a local Fieldprint Office to have Section 2 completed.

= % We value your personal information and keeping it secure at ALL Your information is. saved as you complete each siep. You can log in
Schedule Your Visit [ i s oyl

IMPORTANT DATES Find a Fieldprint Location v s sdbe = :I 3m o [map___~]
Please enter your home, work or other address below and click the Find button. @ Pl Solon
TO REMEMBER [100 Main St_Hudson, OH ] Nuﬂﬂ- ﬁ‘ﬂ

toyalton
"""""’“‘ o
- T hioson Istsbor
Locations W -

*  Yourstart date is WD o :
May 30, 2023. DN it s

PowERID

. Schedule and

complete your
. ©Once an appointment is made, you may not make a change or cancel less than 24 hours before the appointment time without incurring a charge.
appointment no he jons hast
your appointment.

Iater tha n 5 pm On Location Name Distance Hours of Operation Notes

ip units and can your app ly. Please enter your preferences for the date and time of

HE® 1. Fieldprint Site - Tallmadge Ship 9.7 mi M TUW TH F 10:00 AM - 05:00 PM No Additional Fee

Frld ay, J une 2, [EVESCAN]  center SA 10:00 AM - 12:00 PM Preferred Site
164 West Avenue Select for Expedited Processing
2023. Talimadge, OH 44278
3 Cuyahoga
@® 2 Fieidprint Site - The Mail Hub 1mi MTUWTHF 09:30 AM - 03:00PM  No Addtional Fee :
[CvEscan]  Plus Books . Preferred Site Comrﬂunltv
Schedule Appointment

8934 Brecksville Road Select for Expedited Processing
College

(Next to Shell Station)
Uity
Sy
s
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List of Acceptable Documents

LISTS OF ACCEPTAELE DOCUMENTS
All documents must be UNEXPIRED

Employees may present one selection from List &

or a combination of one selection from List B and one selection from List C.

State or outlying possession of the
United States provided it contains a
phatograph or information such as
name, date of birth, gender, height, eye
color, and address.

2. Permanent Resident Card or Alien
Registration Receipt Card (Form |-551)

3. Foreign passport that contains a
temporary |-551 stamp or temporary
1-551 printed nefation on a machine- 2. 1D card issued by federal. state or kocal
readable immigrant visa government agencies or entities,

provided it contains a photograph or

LISTA LISTB LISTC
Documents that Establish Documents that Establish Documents that Establish
Both ldentity and Identity Employment Authorization
Employment Authorization OR AND
1. 5. Passport or U.5. Passport Card 1. Driver's license or |D card issued by a 1. A Social Security Account Number

card, unless the card includes one of
the fiollowing restrictions:
{1} NOT VALID FOR EMPLOYMENT

{2) VALID FOR WORK OMLY WITH
NS AUTHORIZATION

{3) VALID FOR WORK OMLY WITH
DHS AUTHORIZATION

4. Employment Authorzation Document
that contains a photograph (Form

o gender, height, eye color, and address

information such as name, date of birth, | 2-

Certification of report of birth issued
by the Department of State {Foms
DS-1250, FS-545, F5-240)

3. School ID card with a photograph

to work for a specific employer 4. Voter's registration card

3. Fora nenimmigrant alien authorized R

Original or certified copy of birth
certificate issued by a State,

VR S N T S Y

* Present your original

document(s) from the List of
Acceptable Documents that
show your identity and
employment authorization at
your scheduled appointment.
* ListA OR ListBANDC
Photocopies and expired
documents will not be

accepted.
ng%l:l‘:;gi?y eer
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Acceptable Documents | rmame- g ccen er'

Employment Authorization | % et

o . U.S. Passport or U.S. Passport Card
entit mplovment [
Registration Receipt Card (Form 1-551)
3. Foreign passport that contains a

] (]
temporary 1-551 stamp or temporary
1-551 pl'in_ted notatlon on a machine-

readable immigrant visa

| =

4. Employment Authorization Document
that contains a photograph (Form

Documents on List A establish BOTH 1765)

. . 5. Fora nonimmigrant alien authorized

your_identity and employment bbb i

authorization. b o 54 o o 154 it s
the following:

(1) The same name as the passport;
and

If you provide one of the documents on " oo ss = g 2
. . . not yet expired and the
this list, you WILL NOT need to provide proposed empiomert s o i
limitations identified on the form.

documents from List B or List C. P ———————

of Micronesia (FSM) or the Republic
of the Marshall Islands (RMI) with
Form 1-94 or Form I-94A indicating
nonimmigrant admission under the
Compact of Free Association Between
the United States and the FSM or RMI




(9 eer
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Acceptable Documents - Identity —E# o=

LIST B

Documents in List B establish Documents that Establish
your identity. If you provide one ey

of the documents on this list, T+ Qpere Icense of D o eeuea ov 2
you will also need to provide a phtooah o lomaton s z=
document from List C. color.andaddress

2. ID card issued by federal, state or local
government agencies or enfities,
provided it contains a photograph or
information such as name, date of birth,
gender, height, eye color, and address

Your Stomp Card can be ‘ 3. School ID card with a photograph

accepted as a List B document. 2. Volers registration card

5. U.S. Military card or draft record

6. Military dependent's 1D card
7. U.5. Coast Guard Merchant Mariner




Acceptable Documents
Employment Authorization — mzmemess

1. A Social Security Account Number
;]aeﬂtame:;; gmtcaurgn i:_cluoes one of
Documents in List C establish (1 NOT VALID FOR EMPLOYMENT

(2) VALID FOR WORK ONLY WITH

INS AUTHORIZATION

your employment A

DHS AUTHORIZATION

2. Certification of report of birth issued

authorization. If you provide oy ne et St e

DS-1350, FS-545, FS-240)

3. Original or certified copy of birth

one of the documents on ceicate sued by 2 S,

county, municipal authority, or
territory of the United States

this list, you will ALSO need s L -
a document from List B.

5. U.S. Citizen ID Card (Form I-197)

6. Identification Card for Use of
Resident Citizen in the United
States (Form I-179)

7. Employment authorization
document issued by the

Department of Homeland Security




Important Date to Remember

* Your start date is Tuesday, May 30th, 2023.
e Schedule and complete your appointment for

Section 2 I-9 no later than 5pm on Friday, June
2nd, 2023.




Human
Resources

Questions?

tri-c.edu


mailto:Febra.Pendleton-Gray@tri-c.edu
mailto:Judy.Karpowicz@tri-c.edu

Payroll

Todd Prusha
Manager, Payroll
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BANNER 9 Time Sheet Entry

Objectives:

* Find Time Sheet
 Complete Time Sheet

e Copy Time (Edit, Delete)
e Submit Time Sheet

e Return for Revision




Log into My Tri-C Space

* Open the Employee Dashboard.

Employee Dashboard P A




Click Time Sheet in My Activities

Employee Dashhoard
Employee Dashboard i

Full Leave Balance Information

Open the Time Sheet

Pay Information -
y #° My Activities
Latest Pay Stub: 09/03/2021 All Pay Stubs. Deductions History
Earnings ~
Benefits ~
Approve Time
Taxes ~ Approve Leave Report
Approve Leave Request
Job Summary ~
Electronic Personnel Action Forms (EPAF)
Employee Summary -~

Faculty Load and Compensation
Salary Planner

Effort Certification

é? eer
ente
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Click on the Pay Period

TEST SYSTEM CCC L X
Employee Dashboard = Timesheet
Timesheet
Approvals Timesheet Leave Request
Pay Period v
Pay Period Hours/Uniits Submitted On Status
€0) Prior Periods
10/04/2021 - 10/17/2021 In Progress @®

Review Status

and Information

Select the Pay

Period for the job
that you are
submitting for

é? eer
e Cente
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Click the Day, Select the Earn Code

2 TEST SYSTEM CCC

Employee Dashboard - Timesheet «

O RestartTime £ Leave Balances

09/20/2021-10/03/2021 (1) & InProgress  Submit By 10/10/2021, 11:59 PM
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
19 24 25
< >
£am Code Select the
Select Earn Code calendar day
that you are
recording
Sick Leave
Personal Leave
Consulting Leave
Then select
Unpaid Hours the Earn
Code
Cancel Save Preview

Exit Page

é? eer
ente
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Enter Hours, Click Save

TEST SYSTEM CCC #* 2
Employee Dashboard - Timesheer -

- ) Restart Time {7 Leave Balances
09/20/2021 - 10/03/2021 ‘\'p = InProgress  Submit By 10/10/2021, 11:59 PM
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
19 21 22 23 24 25
(@) Add Earn Code
Add more
Earn Codes /
Earn Code Hours
: Hours to the
Vacation v 75
| o day as needed
Exit Page Cancel Save Preview

é:‘ eer
- Cénte
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Complete Time Entry

Employee Dashboard « Timesheet «

@ Timesheet data successfully saved.

O Restart Time {0 Leave Balances
09/20/2021- 10/03/2021  7.50 Hours ()

SUNDAY

InProgress  Submit By 10/10/2021, 11:59 PM
TUESDAY WEDNESDAY FRIDAY SATURDAY
9 & Use the arrows to
< scroll to other weeks | >
/ days in the pay
Save your time sheet period
after each entry (notice
Vacation ©7.50 Hours the succesfully saved /s 0
message). Total: 7.50 Hours | Account Distribution
Record additional days
and / or take actions as Need to make a change or copy
hours? Use the action tools:
necessary.
/" Edit
D Copy
S Delete
Exit Page ance! Save Preview

é? eer
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Copying Time (Optional)

Employee Dashboard « Timesheet « ® Timesheet data successfully saved.
- - ) Restart Time {0 Leave Balances
09/20/2021 - 10/03/2021 ~ 7.50 Hours (i) ¢ In Progress  Submit By 10/10/2021, 11:59 PM
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
19 21 22 23 24 25
< >

(@ Add Earn Code

Vacation ©)7.50 Hours.
Total: 7.50 Hour: Bunt Distribution
Copy this time
entry to other
days, as
appropriate
Exit Page Cancel Save Preview

S é: eer
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Notice Time to Be Copied

@ All entries, including Time In and Out data,
hours, and Account Distribution override
changes you have made for this earning code
will be copied.

Employee Dashboard « Timesheet « o 8 s - g - - -
D n— " — — - -

09/20/2021-10/03/2021 = 7.50Hours (i) &
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
19 21 22 23 24 25
Copy Time Entry X
vacation : 7.50 Hours (03/20/2021, MONDAY) Pay Period: 09/20/2021 - 10/03/2021 ®
Select Options . B o B _ .
N s uE WED W e -
e ©' [ copyto the end of pay period 19 20 1 2 3 24 25 s 0D O
Incide Saturdays Notice the t“_ne N L ] . - . . rs | Account Distribution
Include Sundays you are copying
3 4 5 & 7 8 s
Cancel

Cancel Save Preview

Exit Page
) € eer
College en
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Select Days for Copied Time

— —— - gy -

Employee Dashboard « Timesheet «
— e O D Sge— — - -

) Restart Time () Leave Balances

In Progress  Submit By 10/10/2021, 11:59 PM

09/20/2021-10/03/2021  7.50Hours (i) &
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
19 21 22 23 24 25
Copy Time Entry X
Vacation : 7.50 Hours (09/20/2021, MONDAY) Pay Period: 09/20/2021 - 10/03/2021 ®
select Options
i sun U vED WU sa
e © P copyrotheendofpayperioa | OT use the options to - /s 0O ©
Include Saturdays copy a full pay o -
eriod N rs | Account Distribution
Include Sundays p

Click on days for

copy, then click
Save

2]
Exit Page Cancel Save Preview C
rnat & eer
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review Time Sheet

Note @ The entry has been successfully copied.

Employee Dashboard « Timesheet «
successful O)RestartTime £ Leave Balances

. - -
copy
09/20/2021 - 10/03/2021 | 75.00 Hours (3 message InProgress  Submit By 10/10/2021, 11:59 PM
SUNDAY MONDAY TUESDAY WEDNESDAY FRIDAY SATURDAY
19 21 22 23 24 25
(@ Add Earn Code
Vacation @ 7.50 Hours s 0N
Total: 7.50 Hours Account Distribution
Preview Time
Sheet
Exit Page Cancel Sa Preview
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Review Time Entry Details

TEST S

INE

BEE i

Employee Dashboard « Timesheet - Preview

Timesheet Detail Summary

Pay Period: 09/20/2021 - 10/03/2021  75.00 Hours In Progress  Submit By 10/10/2021, 11:59 PM

Time Entry Detail
Date Earn Code shift Total
09/20/2021 03, Vacation 1 7.50 Hours ‘
09/21/2021 03, Vacation 1 7.50 Hours :
0972242021 03, Vacation 1 7.50 Hours : Review the time
09/23/2021 03, Vacation 1 7.50 Hours L] entry details
09/24/2021 03, Vacation 1 7.50 Hours :
0972712021 03, Vacation 1 7.50 Hours :
09/28/2021 03, Vacation 1 7.50 Hours .
09/2972021 03, vacation 1 7,50 Hours :
09/30/2021 03, Vacation 1 7.50 Hours :
10/01/2021 03, Vacation 1 7.50 Hours .
o
Summary - You may need
Earn Code Shift Week 1 Week2 Week 3 Total : to scroll to view
03, Vacation 1 37.50 3750 75.00 Hours. L) the ]'eSt Of [he
Total Hours 3750 3750 : time sheet
L]
Routing and Status .
Name Action Date & Time '

|
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eview Time Entry Details Cont’d

TEST SYSTEM CCC i

Employee Dashboard - Timesheet -« « Preview
09/23/2021 03, vacation i FRTIUUE S -
09/24/2021 03, Vacation 1 7.50 Hours
09/27/2021 03, Vacation 1 7.50 Hours
09/28/2021 03, Vacation 1 7.50 Hours
09/29/2021 03, Vacation 1 7.50 Hours
09/30/2021 03, Vacation 1 7.50 Hours
10/01/2021 03, vacation 1 7.50 Hours
Review the time
Summary entry details
Earn Code shift Week 1 Week 2 Week 3 Total
03, vacation 1 37.50 37.50 75.00 Hours
Total Hours 37.50 37.50

Routing and Status

Name Action Date & Time
originated 09/2012021, 12:03 PM
In the Queue

Comment (Optional):

Add Comment

‘---.- R R R LR L L L} .-'

2000 characters remaining

| | certify that the time entered represents a true and accurate record of my time. | am responsible for any changes made using my ID.

I |
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ubmit the Time Sheet

TEST SYSTEM CCC :

Employee Dashboard « Iimesheet « « Preview

0972312021 03, vacation 1 7.50 Hours -
09/2412021 03, Vacation 1 7.50 Hours

09/27/2021 03, Vacation 1 7.50 Hours

09/28/2021 03, Vacation 1 7.50 Hours

0972672021 03, Vacation 1 7.50 Hours

09/30/2021 03, Vacation 1 7.50 Hours

10/0172021 03, Vacation 1 7.50 Hours

Summary

Earn Code shift Week 1 Week 2 Week 3 Total

03, Vacation 1 3750 3750 75.00 Hours
Total Hours o 37.50 37.50
#d  Addan (2]

na|  optional Action
Comment Criginated .
P Check to certify your

me (you used to
enter your PIN), then
click Submit

Comment (Optional):

Two week vacation, yay!

1977 characters,

| certify that the time entered represents a true and accurate record of my time. | am responsible for any changes made using my ID. e

Return

é?a eer
College en er

h In partnership with
. KeyBank Foundation




Submit the Time Sheet Cont’d

Employee Dashboard « Timesheet «

Preview ® Theii h has been successfully submitted.
0972172021 03, Vacation 7.50 Hours Notice the
vor2212021 03, Vacation 750 Hours successful
o9r232021 03, vacation 750 Hours submit
082472021 03, vacation 1 750 Hours message
082712021 03, Vacation 7.50 Hours
09/28/2021 03, Vacation 7.50 Hours
082972021 03, vacation 750 Hours
09/30/2021 03, Vacation 7.50 Hours
10/01/2021 03, Vacation 7.50 Hours
Summary
Earn Cade shift week 1 Week 2 Week 3 Total
03, Vacation 1 37.50 3750 75.00 Hours i
Total Hours 3750 37.50 NOtlce
Routing and
Routing and Status Status
Name Action Date & Time information
Originated 091202021, 12203 PM
Submitted 10/09/2021, 03:31 PM Use REturn
Pending Approval to go back to
Time Sheet
Entry Detail
Added on 10/09/2021 (03:31 PM) Page

Two week vacation, yay!

‘ Return

o] eer
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Check Status, Information, Comments

TEST SYSTEM CCC * L
Employee Dashboard = Timesheet
Timesheet
Approvals Timesheet Leave Request

Pay Period -

Pay Period Hours/Units Submitted On Status
€0) Prior Periods

10/04/2021 - 10/17/2021 7.50 Hours In Progress ® *
09/20/2021 - 10/03/2021 75.00 Hours 10/0972021 Pending 0]

List of Appravers

Originated On 09/20/2021, 12:03 PM by

Submitted On 10/09/2021, 03:31 PM by
Check Status, Approve by 10/11/2021, 11:59 PM
)
Information, or
Comments Sequence 1.00
(optional] Pending Approval
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2023 Pay Dates

2023 Reporting Schedule, Deadlines & Pay Dates

All Other Faculty
P;" Start End Timesheet Due P;" Start End
1 121222 | 1208022 12125 116723 1 12026122 11823 106123
2 12/26/22 18 118 1120623 2 1/9 1122 1120023
E] 1/9 1122 1122 213723 3 1123 275 213723
4 1123 215 2/5 217123 4 R 2110 723
5 216 2r19 219 333 5 2r20 a5 313123
3 2120 A5 305 3723 [ G 310 723
T A BT ang 3131723 T 320 42 a3
B 370 42 412 414{23 [ 473 4116 411423
] 43 4118 4116 4128123 ] 417 4/30 4128723
10 417 4730 4730 51223 10 501 514 E12723
1 51 514 514 BI26I23 11 515 28 Er2623
12 {15 5128 5/28 BIRrZ3
13 520 a1 611 6123123
14 812 825 625 TITIZa
15 arza 7] 710 7121123
16 710 7123 7123 81473 12 TI24 BIG Bi4/23
17 7124 B a/8 BI1E23 13 BT BI20 arE23
18 BT a2 B0 [RIFE 14 21 FE 01123
13 a1 @3 93 B/15/23 15 e 8Ny 91523
20 o4 917 a7 /208123 16 gI18 101 91223
21 9/18 1001 1001 1001323 17 1062 10015 10/13/23
22 102 10715 10415 10027123 18 10716 10028 10127123
23 10716 1028 10728 111023 19 10730 1112 11/10/23
24 10720 1112 Watch for yearend | 11/24/23 20 1113 11726 11/24/23
25 11/13 11126 calendar containing | 12/3/23 21 1727 1210 127823
76 11127 12110 timesheet deadlines | 7/72/23 22 12011 12724 12122123
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The Basics:

Membership in OPERS for College Students

Many student jobs at public colleges and universities are covered by the Ohio Public Employees Retirement
System, a public pension plan that provides retirement income and benefits to its members.

If you've noticed a deduction for “OPERS" on your pay stub, your job is an OPERS-covered position.

That means you've accumulated service credit with OPERS during your college career. You can find out how
much by visiting opers.org and registering for an enline account.

Membership in

‘You are not obligated to refund your account when you terminate your OPERS-covered job. You can keep your account on deposit
with OPERS, as many students do who are planning a career in local, county or state government. If you think you might return to

O P R f work in the public sactor in the future, you should consider leaving your money on account as it represents sarvica credit you have
E S O ' eamed.

Requesting a refund

You can apply for a refund any time after you terminate your

OPERS-covered position. Two months must pass from the date

O e e u e n S you terminated public employment before your refund will be How to apply for a refund
issued. If you refund your account, you may receive your employes
contributions and interest on those contributions.

You can apply for a refund
through your online account.
Returning to an OPERS-covered position You have two options:
If you retum to an OPERS-covered position after refunding your 1. Roll overall ora portion
account you'll lose the time you accrued and will start at zero service of your account to an
credit earned. You might be eligible to purchase this time back, but it individual retirement
is typically very expensive to do so. account or a qualified
If you keep your account on deposit with OPERS, you can pick up = D
where you left off and continue o buting to the same 2. Have a refund sent directly
plan. to you.
What if | requested an exemption?
Students are eligible to be exempt from OPERS membership
while they're taking a specific amount of classes. Before you sign a
student exemption, consider that the service credit you earn while Where do I turn for hdp?
in coll nts toward it tif you becom: loyed
N0 egs cou I your you Refer to the “Temminating Public

in the public sactor duri areer,
ntep seclorduringyoure Employment” leaflet on opers.org.
You might have filed for a student exemption from OPERS

membership when you began your job, yet still have saen money You may contact OPERS at
deducted from your paycheck. If you did not register for classes 800-222-7377.

while working the exemption is not valid, and you must contribute

to OPERS during this period. .




Payroll

Questions?

tri-c.edu



Financial Aid

Mary Grega
Interim Campus Director, Student Financial Aid and Scholarships — Metro Campus

Sarim Spetz
Associate Director, Student Financial Aid and Scholarships — Awarding and Processing
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Federal Work Study Funding

What is Federal Work-Study?

Federal Work-Study funding is part of the student’s eligibility
when the Free Application for Federal Student Aid Application
(FAFSA) is completed.

This fund is determined by the federal government and the
College which allows the student to participate in on and off
campus employment opportunities that are provided by the

College or its external Partners. -
cé,.m.ﬁﬁty élalieer
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Federal Work Study Funding

What do students need to do to receive this funding?

* Be registered for at least 6 credit hours in the academic year
(Spring and Fall) in their course program of study

* In good standing for federal aid eligibility

* Have financial eligibility for both 2022-2023 and 2023-
2024 based on their FAFSA

C h
o é]alieer
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Federal Work Study Funding

* Students who are qualified to receive this funding will be
awarded through their financial aid package. Students will
be notified via email of their financial aid awards.

e Students in the Summer Internship Program using work-
study funds will be paid at the same hourly rate provided
by the Career Center.

e Students who are not qualified for federal work-study will
be paid through institutional dollars.
Cuyahoga
coé,ﬁlﬁw élalieer
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Financial Aid Contacts L o

O hmmmm.

Campus Work-Study Representative:

* Metro: Mary Grega, Mary.Grega@tri-c.edu, Phone: 216-987-4132

* East: Renee Francia, Renee.Francia@tri-c.edu, Phone 216-987-2376
* West: Kai Torres, Kai.Torres@tri-c.edu, Phone 216-987-5107

* Westshore: Lisa Wolff, Lisa.Wolff@tri-c.edu, Phone: 216-987-3585

Project Lead
* Mary Grega, mary.grega@tri-c.edu, Phone: 216-987-4132



mailto:Mary.Grega@tri-c.edu
mailto:Renee.Francia@tri-c.edu
mailto:Kai.Torres@tri-c.edu
mailto:Lisa.Wolff@tri-c.edu
mailto:mary.grega@tri-c.edu

Financial Aid

Questions?

tri-c.edu



Tuition and Book Stipend

Debbie Peterson
Accountant, Student Business Services

(&Eﬁﬁfﬁﬁfy eilll %%l‘
“ollege

ity

&S Ox [,




rocess

Tuition and Book Stipen

i |
Career Center ! Student Accounting i Barns & Noble
| 1
! |
' |
| Complete setup to allow ]
Prepare/Send initial \ .| student registration |
student list. I 7| within 2BD of receiving '
l' the student list. !
! |
| |
| i
¥ ! Complete setup to allow i Complete setup to allow
Prapare/Send finalized list | student bock purchase ' .| book purchase within 1
of students who met all i " within 2BD of receiving 1 - BD of Student
requirements, passed H the student list, | Accounting setup
background check, etc. | )
' |
| i !
| Pay tuition balance from i
H registration activities . Charge book purchase
! within 1 BD for receiving Pay off book purchase |, | incrﬁarred to zidsm
[ the finalized list daily i accounts daily
| r
| I
! |

Cuyahaga
Community
College

e
£

& areer

In partnership with
. KeyBank Foundation




Frequently Asked Questions

1Q. Why do | have a balance?

1A. SIP only pays one class up to 4 credit hours and no fees. For example, the student signed up for a 5-credit hour class,
SIP will pay 4 and the remaining 1 credit hour and fees will be the student balance. On rare occasions, a student may be
approved for SIP but later on failed the background check or other requirements. The result is that the student will not
receive any SIP benefits and will be responsible for tuition, fees, book charges incurred.

2Q. | was at B&N to buy books using my SIP benefits but was told by B&N that there was no available SIP fund for me.
2A. Several possibilities:

SIP book fund is not on your Stomp Card. You must tell the B&N cashier to look up your SIP fund in the B&N POS system.
The merchandize you want to purchase is not a permissible item for SIP fund. SIP can only be used for text books.

You showed up at B&N too early. You must wait at least 3 BD after Career Services submitting your name to Student
Accounting to purchase books. Please check with Career Services for time of submission.

You showed up outside of the book voucher window. For Summer 2023, the window is from 5/19 through 7/21.

3Q. I purchased a book for my spring class. The same book can be used for the summer class as well. Can | use my SIP
for the book | purchased?

3A. Yes. Please complete the attached Student Book Reimbursement Form Cuyahoga E : eer

according to the instructions (listed on the form) and submit it to bursar@tri-c.edu Co(':'(':]'l':glfty

%% In partnership with

. KeyBank Foundation



mailto:bursar@tri-c.edu

FAQs Cont’d

4Q. | already bought and paid for my book. How can I still get the SIP benefit for books?
4A. Two different ways to handle this:
1. If you bought the book from the campus B&N and it is now still within the book voucher window
(as stated in Q&A #2), take you book and receipt back to B&N and ask them to charge your SIP
fund and refund your original method of payment.
2. If you bought the book outside of B&N, please follow the steps in Q&A #3 to get reimbursed.
Note: No reimbursement request allowed if you missed the book voucher window as stated in Q&A #2.

5Q. | am trying to register for a class but it is asking for payment. Shouldn’t SIP cover my tuition?

5A. Your SIP benefits will only kick in after Student Accounting received notification from Career Center
regarding your SIP participation. If you want to get started early and register for classes, you will need to

sign up for a payment plan or use other scholarship to pay for it.
é? eer
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Stipend

Questions?




Career Center

Career Center Team
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Ways to Rock Your Internship

Dress for Success BUSINESS CASUAL BUSINESS PROFESSIONAL
(1 Have a conversation with

your supervisor about &“?:,\

appropriate attire for the

role.

B.H ——
Match shoa color

 You never know who you
will interact with day-to-
day.




Ways to Rock Your Internship

Request Feedback

dSchedule/attend one-on-ones with your supervisor.
* Create an agenda of items you’d like to discuss and share it
with them the day prior to your meeting.

* Include: updates on work/projects, questions you have, requests for
on-the job learning opportunities, suggestions for how you might be
useful during your time.

* Ask for feedback and practice receiving it positively.

* Apply the feedback and check-in again.
i é]alieer
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Ways to Rock Your Internship

Daily Professionalism
JArrive on time (or early) to your internship.

(d Be sure to check your email daily (even on the days you are not
working).

dUse your Outlook/Gmail calendar to schedule time for meetings,
assigned projects, time off, tasks that are on a deadline, etc.

dContinue to update your supervisor on work/projects.
JExtra time? Offer to help! Take initiative and ask your supervisor

if they have any projects or tasks you can assist with.
Gy élalieer
College




Professional Development

Attend at least one of the following sessions:

(dOption 1 - Virtual: Thursday, June 8%, 1:00-2:30 pm / Judy
Karpowicz: Whole Life Balance and Time Management

(dOption 2 - Virtual: Wednesday, July 12t", 2:00-4:00 pm / Dr.

Brad Imhoff: Managing Anxiety Throughout Your Education
and Career

(dOption 3 - In-Person (Metro Campus): Thursday, July 13th,
1:00pm-3:00pm / Renita Jefferson: StrengthsFinder
iy arcer
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New this year...

Required to attend the following event:

dIn-Person: August 15, 3:00-5:00pm, Jerry Sue Thornton
Center - Ford Room(Downtown Cleveland): An Afternoon

with the Presidents

If you cannot attend:

JYou must submit a written request to your supervisor and
Career Center point of contact. Cuyahoga &n eer

Community
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Ways to Rock Your Internship

Leaving a positive impression
dWrite an individualized thank you note to your supervisor

and any other influential staff members you worked with.

* Thank them for time they spent working with you, teaching
you, and for the opportunity itself.

e Share with them what you learned, what skills you
developed, and what experiences you most enjoyed and why.

(JConnect with them on LinkedIn
1Give a Kudos

Cuyah E j
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Ways to Rock Your Internship

Update your resume and Handshake/LinkedIn Profile

dMake an appointment with a Career Coach to update your
resume with your internship experience and newly
developed technical skills.

JAdd your newly updated resume to your Handshake profile.
JUpdate your experience in both Handshake and LinkedIn.

Cuyah E :
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Ways to Rock Your Internship

Stay connected to your Career Center Point of Contact
JWe are here for you all summer!

(JReach out if you have questions, comments, concerns or
things to celebrate.

As your internship wraps up, send them a note about what
you learned, things you achieved, and how this experience
will help you moving forward.

Cuyah E :
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Ways to Rock Your Internship

Complete Internship Evaluation

(dPlease complete the online Career Center’s internship
evaluation at the end of your internship.

dYou will receive this via email within the last couple weeks
of your internship.

JWe want to hear from you and continue improving this
experience each year.
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Your Career Center Points of Contact

Felicia Barker Alison lvey
Felicia.Barker@tri-c.edu Alison.lvey@tri-c.edu
Bethani Burkhart Robin Pijor

Bethani.Burkhart@tri-c.edu Robin.Pijor@tri-c.edu

Vincent Consiglio Miguel Sanchez
Vincent.Consiglio@tri-c.edu Miguel.Sanchez@tri-c.edu

Natalie Harrington Maya Walsh e
. . . . ommunity eer
Natalie.Harrington@tri-c.edu  Maya.Walsh@tri-c.edu oo (Fen
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mailto:Felicia.Barker@tri-c.edu
mailto:Bethani.Burkhart@tri-c.edu
mailto:Vincent.Consiglio@tri-c.edu
mailto:Natalie.Harrington@tri-c.edu
mailto:Alison.Ivey@tri-c.edu
mailto:Robin.Pijor@tri-c.edu
mailto:Miguel.Sanchez@tri-c.edu
mailto:Natalie.Harrington@tri-c.edu

Breakout Rooms

* Breakout Rooms are with your Career Center Representative who
will be your Point of Contact throughout the summer for SIP
guestions. Sessions will be between 10 — 15 minutes.

* Attendance is being taken for payroll purposes.

* Click the JOIN button next to your POC. If you don’t remember
your POC, please let us know and we can remind you.

* You will be dismissed once your Breakout Room is done — no need
to go back to the group.
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