LISTS OF ACCEPTABLE DOCUMENTS
All documents must be UNEXPIRED

Employees may present one selection from List A
or a combination of ane selection from List B and one selection from List C.

LIST A LISTB LISTC
Documents that Establish Documents that Establish Documents that Establish
Both Identity and _ Identity Employment Authorization
Employment Authorization OR AND
1. U.S. Passport or U.S. Passport Card 1. Driver's license or ID card issued by a 1. A Social Security Account Number
= State or outlying possession of the card, unless the card includes one of
2. Permanent Resident Card or Alien i ; A dit
Registration Recelpt Card (Form |-551) United States grovldedllt contains a the following restrictions:
photograph or information such as (1) NOT VALID FOR EMPLOYMENT
name, date of birth, gender, height, eye
3. Foreign passport that contains a color, and address (2) VALID FOR WORK ONLY WITH
temparary I-551 stamp or temporary INS AUTHORIZATION
I-551 pl‘lf'l_tEd !}Otatiorl. on a machine- 2. 1D card issued by flederal, state or local (3) VALID FOR WORK ONLY WITH
readable immigrant visa government agencies or entities,
DHS AUTHORIZATION
T provided it contains a photograph or
4. Employment Authorization Document information such as name, date of birth, | 2. Certification of report of birth issued
that contains a photograph (Form gender, height, eye color, and address by the Department of State (Forms
1-766) DS-1350, FS-545, FS-240)
— = 3. School ID card with a photograph = 7 5
5. For a nonimmigrant alien authorized 3. Original or certified copy of birth
to work for a specific employer 4. Voter's registration card certificate issued by a State,
because of his or her status: 5 U5, Mislary oard or el venowd county, municipal authority, or
i LS e i i -
. Foron passpor and el
b. Form 1-94 or Form 1-94A that has G- “Milkary/depandante L) card
the following: 7. U.S. Coast Guard Merchant Mariner 4. Native American tribal document
(1) The same name as the passport; Card 5. U.S. Citizen ID Card (Form 1-197)
k| 8. Native American tribal d t
nonimmigrant status as long as 9. Driver's license issued by a Canadian Resident Citizen in the United
that period of endorsement has government autharity States (Form 1-178)
not yet expired and the —
proposed employment is not in For persons under age 18 who are | 7- Employment authorization
conflict with any restrictions or unable to present a document document issued by the ;
limitations identified on the form. listed above: Department of Homeland Security

6. Passport from the Federated States

of Micronesia (FSM) or the Republic 10, School fecard orrepati cand

of the Marshall Islands (RMI) with 11. Clinic, doctor, or hospital record
Form 1-94 or Form 1-94A Indicating
nonimmigrant admission under the 12. Day-care or nursery school record

Compact of Free Association Between
the United States and the FSM or RMI

Examples of many of these documents appear in the Handbook for Employers (M-274).

Refer to the instructions for more information about acceptable receipts.
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Mosaic: Prevention Discrimination and Harassment: Faculty and Staff (NON-SUPERVISORS)

As an employee of The College of Idaho, it is important that you complete the online training for

Harassment Prevention. The training should take 30-45 minutes and will need to be completed no later

than two weeks after your first day of work, Please follow the instructions below and contact HR
(208.459.5256) if you have questions.

https://learn.ue.org/RW5Z8396075/CollegeofldahoNonSupervisor
The URL above will take you to the Login/Registration page. On your initial visit, you will need to
Register. i

U= EduRisk
Login to the Learning Portal

Fargot password?

Registration

e Qo s L gy Portal T Cpeate yaun acoonint below,

It Maaru ’ Lt n |
Tl g e ® ’ Epshirsal Towdd ¢ ,

By clicking on registes, you sgreewith our Usage Tenmms,

Rogister
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Mosaic: Prevention Discrimination and Harassment: Faculty and Staff (NON-SUPERVISORS)

Scroll down to Registration and enter the required fields of First Name, Last Name, and Email address
(the email address will also serve as your username so enter one that you will remember!) Next click

Register.

Registration

Hew to the Learning Partal? Create your account below.

Ol iestval Fleh

By clicking on register, you agree with aur Usage Terms.

When you click Register, you will receive an email with the subject Learning Portal Account Creation

Notification. This email will contain their login credentials and a link to the Learning Portal.

Learning Portal Account Creation Notification wie «

7 noreply leamingporal@ue.com 12:33 P (2 hows 330)
ai 1o e [l
Hello Exarrpie.
Walcoma to the Leaining Poitalt

You @ moeing s grmal due Lo a tramag otialve undersay al your acadeic inshiulon

paskased upon inftia! login: Pleass now that passsceds must b+ 8 leant B charactens long have one captal letter one lowercass letler one numbsr and one speclal character

Youd urerrenma i your wedilulon sl acddress
ananpliseayree 7Sl s

Your temparary password in
[ A

To logen and ehandges pour paAkAOEE thik hee

Rake o Momat 1o Test You Systend

Clhick bisss 19 run & queck dlagroahic 1eal of your computen and intomet biressss 1o see i o masts all of ow system requsrents You will nesd to snabis pop-upas to successfuty launch the
coiresale

Heed Help?
Plesises corrael o bl frea Halp D ol {1243 381 0] b aesazlancs

Thanks for training with us!

This email tontans yaur usemare and a temporary password. Pleass kesp his email a8 it tomans impanant saformanicn about how to access our system You will be prompted 10 charge jour

- -
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Mosaic: Prevention Discrimination and Harassment: Faculty and Staff (NON-SUPERVISORS)

You will then visit the Learning Portal and log in with the provided credentials.

(I'EduRlsk

‘J'..l'l‘fl

Login to the Learning Portal

Emall/username

Passward

Forgot password?

Upon your first login, you will be required to create a new password and establish a security
question/answer used for resetting your password.

“.EdURISk

el P

Change Password

Ol Passwiord®

Neow Passveord®

Continr New Password

What is your favorite fruit?

Strawborries

— —_— e ———

Change Password
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Mosaic: Prevention Discrimination and Harassment: Faculty and Staff (NON-SUPERVISORS)

Once logged in, you will see the course tied to the Learning Path for non-supervisors. Click “Access
Course” to open the course,

“'Eduﬁl;k e £
e A

Welcome to the Learning Portal

DELIVERING SOLUTIONS FOR SAFE AND THRIVING ACADEMIC COMMURNITIES

My Courses

- Mosale: Prevent
Ggﬁ; Diserimination and
Harassment: Faculty

My Completions

Chick tha buttan belaw to view a record of your training hictary as wall a1 your
cuntent coune enmlbnents

o Afcess your tralning history
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Mosaic: Prevention Discrimination and Harassment: Faculty and Staff (NON-SUPERVISORS)

Click Launch to begin the training.

Mosgr Prevent Discroie st s Harsiseent Faeury & 30f L e

Maosaic: Prevent Discrimination and Harassment: Faculty & Staff

Alang with your inftitvtion, each of us plays 3 partin preventing discrimination and harassment. This coune coven the basicy, Inchuding scenanot detigned to help
Yo navigate commen trouble areas. Audience: Fasulty and Staff | Duration: 40 minutes

Need Help?

Do 66 your ailgned courie]
Can't locate your complelion eenifieatal
Keed help with reghtering a new account?

UZEduRisk

The program will attempt to launch a new page. If you receive the following Popup Blocked message,
scroll down and click on “Always allow”.

Popup Blotked

Voo anerrened 1o burch your Bas Blocken 4 prevertsg A fi Heéaie duustie b fou thes e
[ st |

Need Help?

Don'T 46c your assigned course?
Can't le<ate your eompletion cerificater
Bieed help with reglstering a now sccount?

Ve our Sppon Mte

Micrasoft Edge blocked a pap-up from ue.blackboard.com, Allow onee Always allow X
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Mosaic: Prevention Discrimination and Harassment: Faculty and Staff (NON-SUPERVISORS)

Once the program is fully launched, you will see the following screen. After reading, click “Next” to
advance forward. :

Mosaic: Prevent Discrimination and Harassment Together - Staff

Examine these key concepts
from college and university
mission statements
Institutions of higher learning
are labaratories for ideas, a
unique and vital part of our
society

derStand‘\ \ Beyond a commitment to
D'E.'.'iﬂmsﬁ.'.!ﬂ oray, ; educate students, your
i ¥ T AL
mﬂ’{ﬁ’ﬁiﬁ‘m;lanmcqrf(;h. institution has a duty to
I ET nMin protect its employees from a
Fi LA\ pIoy
vanety of dangers, including
workplace harassment

/

Once you have completed reading the introductory slides, you will arrive at the main menu. View each
module in the following order indicated below.

NEXT »

Maosaic: Prevent Discrimination and Harassmem Together - Staff

P Main Menu

1 INTRODUCTION DISCRIMINATION

B8 O Ve

HARASSMENT CONCLUSION

View View
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Mosaic: Prevention Discrimination and Harassment: Faculty and Staff (NON-SUPERVISORS)

NAVIGATION TIPS:

Click “Prev” to move backward, click “Next” to move forward.

Masaig: Preveni Discnmination and Harasament Together - Stafl

- = 5

Click the icon to continue.
Posaic: Prevem Discrimination and Hatassment Together - Stafl

If Samantha gives clues that
comments or behaviors sre

unwelcome, then people shoylisbe
sensitive to them,

Be Unwelcome .

The conduct must...

4 PREV

Click the appropriate radio button and then click Submit.

Moasic: Preveni Duscrimination and Hamasmenm Togeifier - Siaff

p What should Tiana do?

What should Tiana da?

“What's the best way
to handie this? I've @
already spoken with .
Robin about it." NS WF

@ fgnore the hugs

BT
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Mosaic: Prevention Discrimination and Harassment: Faculty and Staff (NON-SUPERVISORS)

Once you have completed the last segment, close the course, O

S Frerend B

You will receive an email (to the address you used as your login) advising you that you have completed
the course and providing a link for downloading a certificate of completion for this course. No need to
send this email or your downloaded certificate to HR — we will see your completion on our

administrator’s report,

2 i @

\ * LT ¥ g A < I
T A o e e e (3 [P d P~ Q
Poe By By fe A B h i * e Mot e S R s [
By Y B ae i frosi ™ A
tvan ar T 9 w "y “ oy = -
| :
) e
U o Conarie Completinn Cortimathon
Boss Xaney,
Learntalilonl
Youss i Fyone socet cconph tha Mmuads J Tugethsr: Ticalry & Siafl coursa
Conrra Namus: Moase- Frenena Dy Marnsumant Togrber Facalry & Sl

Complriion Dis & 292017
Dscdpland yvar Cintafli o5 bhive i bam o mx Cortific sty auri BOD-AN X thakers

el Yeme T
ama will 66y ¢ 0 ] B s Boah iy g i 10 b o @ptvene Wking Mlasabe Pivyont Disavissinition dnd Harmimant Togeibiri Fainliy & S1afl saol sevhung folack on the comn mabemnal imad swhethes s el iht Wasmnng bo e 4 4 shiabls minmg paprninis.
Tk v om el o ¢ fon bakwng i timme Sen ey 3 0w cnnpressmns with con femn !

ool Ul

Ehordd o eaperiovs amy difwulny dennboshng yow complerim corufise, poase oot o Wil fiee Fip Dok o (100 1E 3859 or annstamce

Thaak jom fisr trababug mhio wid

The course vendor will send you a separate email at a later time inviting you to share your feedback on
your learning experience and the course material. You are encouraged to share your experiences —
good and back!
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THE COLLEGE
"7 IDAHO (®)

The College of Idaho
Guideline Name: Self-Service Leave Request and Timesheet Approvals
Originator: Jaymee Johnson, IT Department
Approved By: Nancy Johnson-Cassulo, Marie Schlake

Approval Date: December 14, 2020

Summary/Purpose: The purpose of this document is to provide instructions to student employees and their supervisors
on the steps and process they should use to complete a time sheet each week with approvals for timesheets in the Self
Service on-line application.

Readers are encouraged to send questions regarding the contents of this document to their supervisor or the Help Desk;
helpdesk@collegeofidaho.edu.

Contents
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Self Service Timesheets for Student Employees
TIME ENTRY

1. Login to Self Service using your YoteNet |D at https://selfservice.collegeofidaho.edu.
2. Access the “Employee” menu.

Heéllo, welcome 1o Self Service

i

6 BEankirg nformation
Ve il LEOMR i Dandng

3. Select “Time Entry.”

Welcome to Colleague Employee Self-Service!

Elo Tax Information
Change your consent for e-delivery of tax information.

m Bankin

View and

Time Entry M Time A

= =
Fill out your timecard, = Approve
@ Earnings Statements Leave
View your earnings statement history. Here you

4, Time entry is now completed for each week of a pay period so you will submit time weekly. Select the week that
you would like to complete. You will still be paid monthly on the last day of the month.

TEST Self Service

[e—rry
i e AN VIR M

AR eI
. i i

L TR T rete
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Entering Time

5. To enter your time for a specific day use the start time drop down menu (first row) to select your start time.

|

5 '

]

€5 .

6. Select the time you completed your workday in the end time drop down menu (secand row). The total hours
worked will calculate in the day total and week total.

e e frm——

7. If you have a day where your working hours are split, like you went to class or had lunch during a shift, use the
“+" icon below the day to add additional time.

Self-Service Timesheets for Student Employees 3 12/15/2020




8. If you need to removed additional hours you can use the “-“ icon to remove them.

€ of | Warkyiwdy

Po=uttion 1ot al Moy

9. Continue to enter hours for each day that you worked.
10. Once your time is entered, you can either “Save” your timesheet ar can click the “Submit for Approval” button if

your timesheet for that week is complete,

Autosave Feature

NOTE: your timesheet should auto-save when you make changes, and you can watch the “Save” button to ensure
your changes are saved prior to exiting the form if you are not ready to submit your timesheet for the week.

1 Y0 @11 S04 oy 1 U
woul bromthear £ wis
mil-ares walih Vi
thangss tarss teae st
Dl sy M unge

11. The timesheet for the specified week will now be available for your supervisor to either “Accept or Reject.”
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Corrections after Submit

12. If you realize after you submitted your timesheet that you made a mistake you can click the “Return Timesheet
to Edit” button.
a. This feature will only work if your supervisor has not already approved your timesheet. If your
supervisor approved your timesheet, they can use the new “Unapprove” button to remove their
approval and return it to you for editing.

Gy

13. If you choose to return the timesheet to edit your supervisor will be notified that your timesheet is no longer
available for their review. You must re-submit it for them to approve it.

e

Self-Service Timesheets for Student Employees 5 12/15/2020




14. If you are doing multiple weeks at one time you can page between weeks using the arrows along the top, just
above the position title and details.

Pay Period 08/24/2020 - 09/23/2020
¢ All Timesheets

‘ 4 ’ Week 08/24/2020 - 08/29/2020 ’ >
— 10.00 Total hours —

10.00 | | Submirzed

Earn Type sun 8/23

Work Schedule

|
NOTIFICATIONS:

You will receive various email notifications depending on your supervisor’s decision.

e Approved—means that your timesheet is ready for payment.

Timesheet Approved

o nareply@calleaeofidaho.edu
To

Your timesheet for 08/24,/2020- 08/29/2020 for position has been approved.

e Rejected—means that your timesheet needs to be corrected. You must sign back in to Self Service, open the
specified week, and make corrections. Make sure to Submit for Approval again when you’re done.

Timesheet Rejected

. g ]
v e Py W calisgeofiosha ad

Yomsr Dmuesbel Tor DA/ 00 DR FGD b postion Fas buen repscied. Hosio loge bo sl Sanis and oorrect your Levschest praw 10 The desdiine
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e No Longer Approved—means that your timesheet moved from the approved status to the unapproved status. If
you did not initiate this action with your supervisor then you should reach out to ensure your timesheet is ready
prior to the deadline.

Timesheet No Longer Appioved

Yeus previausly apprived trmeakeet for 00,/14/2020: DR/29/ 2020 fov positsen 15 na forger spproved and may need (o ke corrected In orde for you to be paid correctly.  vou huve rot sresdy
done 1o, plerse resch out to yeur supervaor to ersure your timeshesd i compiried belore ihe desdine

e No Longer Rejected—means that your timesheet moved from a rejected status to an unrejected status, If you
did not initiate this action with your supervisor then you should reach out to ensure your timesheet is ready
prior to the deadline.

Timesheet No Longer Rejected

° noreply@collegeofidaho.edu

Your previously rejected timesheet for 08/24/2020- 08/29/2020 for position is no longer rejected.

If you have not already done so, please reach out to your supervisor to ensure your timesheet is approved before the deadline.

VERSION CONTROL
| Version Modifiedby Modification date TR D R
Jaymalee Johnson 10/12/2020 Initial Draft
Keith Bower 12/14/2020 | Updated Header styles and added
' Headings, Cover Page and Table of
| Contents
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Setting up your Direct Deposit in Self Service

1. Log into Self Service (https://selfservice.collegeofidaho.edu/) using your WebAdvisor username

and password
THE COLLEGE {:

‘-éjﬁ?IDAHO ‘

Sign in

Enter your user name and password to sign in.

[ rburch ] [ eseseesees | signin

2. Click on the Banking Information tab

=8 /
Banking Information

wi=de

B

Here you can view and update your banking information.

3. On the top right of the Active Accounts page, click the + Add an Account button

[ + Add an Account ]

a. Please note that if you already have a bank account setup or have had one in the past,
you will be required to enter that account number as a way of verification:
3 ——

Confirm your bank accocunt number

Wells Fargo Bank Account Ending: ... ...

Bank Account Number

You must confirm a pre-existing account number to continue,

Cancel Confirm

b. If you do not know your old account number, you will need to visit the Payroll Staff
Accountant in the Business Office to manually remove that account.




4. Onthe Add a Bank Account page, you will be asked to click the Off switch to turn it On:

Banking Information
< Back
New Deposit Add a Bank Account
&
Bank Account Usage
Payroll Deposit :m
_ —

5. Next, enter the Effective Date you wish the direct deposit to start:

a.

Keep in mind: If this is entered before the 15" of the month, your changes will be
included in the current month’s payroll; If this is entered after the 15" of the month,
your changes will not be included until the following month’s payroll and may result in
a manual paycheck being issued if it changes an existing direct deposit record.

|
Payroll Deposit

Effective Date I R I

End Date @® No end date
O End on:

[mrdryyyy |

i

If this was entered In before the 15th of the meonth, your changes will be
included in the current month's payroll.

6. The default for your Deposit Details section will have Entire Balance selected as the option.

d.

If you add additional accounts for Direct Deposit, you will have the ability to select
Specific Amount as an option, and split part of your paycheck to go into as well.

Deposit Details

Select the amount of your paycheck to be deposited

® Entire Balance

) specific Amount r




7. At the bottom of the page, select the Next button

8. On the Edit Bank Account Details pop-up screen, enter the following:

Edit Bank Account Details

Naw Account £

Account Nickname

[cheeing |
Country of Bank a | ninea seates & |
Routing Number m, 7%

Schools First Fed CR Unio I
Bank Account Number |....% 5k ] -
Re-enter Bank Account Number [""""iﬁ i
Account Type | Chesiing [Zl |

v T s and Conditions

I hereby authorize The College of Idaho to directly deposit into the Financial Institution account number listed
below, as well as autherize the Institution to post the payment to the below listed account. | autharize The
College of Idaho to Initiate debit entries to below designated account as may be necessary to correct
erroneous credit entries and authorize the listed Financial Institution to subtract such entries from the below
designated account. This agreement will remain In farce untll The College of idaho recelves notice of change
or cancellation from me. Any notice of cancellation must be received by The College of idaho in such a manner
as ta afford The College of Idaho reasonable oppartunity to act en it. | understand and approve the
authorization or cancellation as indicated below. The agreement supersedes il previous Direct Deposit
Information,

FA1 agres to the terms and conditions

Cancel Back v

a. Enter an Account Nickname (something easy for you to differentiate it from other
accounts if you have multiple accounts)
b. Enter the Routing Number for your Bank
i. If you are getting this info from your check, it is the first string of numbers at the
bottom of the check

m Nationwide' 123

YOUR NAME DATE

1234 Main Street \

Anywhere, OH Q0000 |

PAY TO THE $ |

CRODER OF ‘
DOLLARS |

ll:DhloD'i'i’!ihlIlEDDDlE!LEB?B‘i“ ] | !

| 1
ROUTING ACCOUNT CHECK
NUMBER NUMBER NUMBER




ii. If entered correctly, the name of your financial institution will appear under the

field.
iii. If you do not have a check to pull this number from, you will need to log into

your online banking portal at your Bank or visit your Bank in person.
c. Enteryour bank account in the Bank Account Number field
i. This is the second string of numbers from the bottom of your check, as

illustrated above
iil. Re-enter this info in the Re-enter Bank Account Number field ©

. Select your Account Type (Checking or Saving)
e. Read the Terms and Condition policy, and check the box showing acceptance

f. Click the Save button

9. You will then be taken back to the Banking Information Active Accounts page where you can

now see the account you added listed.
a. If you wish to add an additional account to put part of your paycheck into, you just need

to repeat steps 3 — 8

10. You have now completed the process.



