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A thorough step by step guide through our application process.
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Stage 1: Application Stage
Create Login

€ Return to Career Ready Program Already have a SurveyMonkey Apply account? LOG IN

Register for an applicant account

OR

First name Last name

Myriad McGee
Email

werera1553@wwrmails.com

.......... &
Confirm password

.......... o

Career Ready Program & programs M My Applications @ + EN ~  Myriad McGee ~

Career v'Ready
== PROGRAM ——
Programs Q B =
Winter 2020 Summer 2020
A ting applications from Nov 4 2019 09:00 AM (EST) to Apr 10 2020 Accepting applications from Mar 2 2020 09:00 AM (EST) to Jun 20 2020
:: M (ED 59 PM (EDT)
For work placements taking place between January 1st and April For work term placements taking place between May 1st and
30th, 2020, August 31st, 2020
CA$5,000.00 to CA$7,000.00 CA$5,000.00 to CA$7,000.00
1-2 of 2 Programs

_



e Ensure you are applying for the correct placement period.
o Click MORE, then APPLY

Task 1: Find out if you're eligible

Career Ready Program 8 programs MMy Applications @ - EN ~  Myriad McGee ~

0 of 3 required tasks complete 72020 [2 @ Preview

$20-0000000472

SUBMIT
Your tasks
B) Find out if you're eligible (opt <: >

B Tell us about your company [520] >

APPLICATION  ACTIVITY
—

= Tell us about the student [S20] »

Add collaborator a N
{5 Invite the student to participate [S20] >

Copyright © SurveyMonkey | Privacy | Terms | vB4.9

¢ Notice your 4 tasks
e Begin your first task by clicking Find out if you’re eligible (this task is optional)
e Mark as complete after review

Notice green check marks

Career Ready Program & programs M My Applications @ + EN ~  Myriad McGee ~

< Backto application ®-o Find out if you're eligible

Completed Apr 82020 12:55 PM (EDT)

Summer 202

$20-0000000472 O Task instructions Hide

ID: S Within this task you will find cut if your company or enterprise is eligible for the Career Ready
Program subsidy!
o . Find out if you're eligible >
-, Tell us about your company Pre-Qualification Quiz
-~ [s20) Hf you answer yes to the following statements, you could be eligible for up to $7000.00 towards sach
student you hire within a 4 month placement period - and you can apply again in the next cycle!
. Tell us about the student

[$20:

Invite the student to

participate [520]

s enrolled in studies at an a«
gy, etc Al fields of study are

ited Canadian post-secondary institution

0013 required tasks complete d_ Note that international students are not

& the student in technology

ing a meaningful, paid work experience, which will immi

workplace s standards

Mark this task as complete to receive an email with tips to move forward, including how to match with a

SUBMIT
student!

e Green check marks mean that you have successfully completed a task.



o Completing this eligibility task triggers an email. You will receive an email with info on
what is required of your student during the application process, and tips on how to recruit
a student if you haven't yet.

Task 2: Tell us about your company

Career Ready Program & programs MMy Applications @ ~ EN ~  Myriad McGee ~

< Back to application B Tell us about your company [520]

Summer 2020 10 Task instructions Hide
520-0000000472

— Within this task you will sign the privacy statement, answer some questions regarding your

company, and report how many "Net New" students you might hire this year.

o _, Find out if you're eligible
= Employer Eligibility Criteria

_ Tell us about your company Your company must be a registered Canadian business and operate in Canada.

= s20] > = The student must be hired by your company. Students are not to be hired as contractors or
consultants. The employer must pay the student’s salary throughout the duration of the

-, Tellus about the student placement. The subsidy will be paid 3-5 weeks after the student's gross earning have been

= [s20] verified at the end of the placement period,

+ The position must provide students with an opportunity te develop skills within their field
o Invite the student to

b N N of study, while utilizing a form of technology in the role
participate [S20]

You must have general liability insurance.

You must comply with all applicable federal and provincial human rights and labour

01f3 required tasks complete legislation, regulations, and any cther relevant standards including the Occupational Health
and Safety Act and the Employment Standards Act.
= Anemployer is not eligible if:
o The student is an international student.
o The Employer is a federal or provincial government body. Municipalities and hospitals
SUBMIT

are now acceptable
o The Employer submits an incomplete application and/or does not provide supporting
documents as required

Note: Funding can be stacked/combine with provincial sources of funding; we recommend -

e Click your 2nd task Tell us about your company

Net New Calculator

Career Ready Program & programs A My Applic:

EN v  Myriad McGee ~

Net New Placements

The Career Ready Program reports "Net New" growth of student work placements to the

Government of Canada. We compare this year to previous years to determine your growth.

Baseline for Net New P!

Enter the number of students your organization hired in the years listed below, as well as the

number you anticipate for the entire fiscal year (April - March). Do not count:

« Students you have receiving our funding for in the past

sgydents
i @ [ ]
ltiple offices, departi g locations, an accurat BY could be challenging

bars back. If this is the ase use numbers for yp office, team or even

depa r the sample. For last the forecast, please ef mber as accurate as

If you howi a particular num “unknown” and proce
A. April 2016 - March 2017 - C. Forecast April 2020 -
o o B. April 2019 - March 2020 bty
This could be 0. March 2021
otal
umber
f
tudents
ired

]

The spirit of Career Ready Program funding is to scale and help grow Canadian companies and
to incentivize companies to hire post-secondary talent. We compare “this year” to “last year” or
“this year” to the year Career Ready started (2016-2017) to determine your growth as an
eligibility factor.

This is how we determine your net new positions available for subsidy:



A. Enter the number of student hires your company hired in 2016-2017

[ )
o B. Enter the number of student hires you had “last year”
e C. Enter how many students you plan on hiring this year. This does not need to be

exact.

o Below, enter the lower number from box A and B. This will then pop out the humber of
Net New positions you are eligible for this year.

o Complete the remainder of this page then click NEXT

Task 3: Tell us about the student

0 Programs [ My Applications 7 ~ EN v Myriad McGee ~

Career Ready Program

$20-0000000472

1D: §20-00000004

Q _, Find out if you're eligible wlln

. Note: If you have more than one student to apply for, you will create new, individual
ell us about your company
o 5 s applications for each of them. You won't need to reenter the company information.

l:> | Tell us about the student hasenciethabihe Stslent onuei
o Be anent resident or a protected person defined by the
articipate [S20] e Be anadian post-secondary institutior:

SUBMIT

Is your student an International Student?

e Click your third task Tell us about your student

¢ Input your students name, email, school, wage you will pay them, hours per week,
number of weeks they will work for you. We understand that wages and hours worked
may change. We decide your subsidy based on your salary inputted here, but this is just
an estimation as we subsidize strictly on the final gross earnings of the student after the
end of the placement within the Final Gross Student Earnings task.

e Upload a job description




Task 4 - Invite the student to participate

Career Ready Program # programs ¥ My Applications

©® - EN - Myriad McGee ~

< Back to application f5 Invite the student to participate [520]

e © Task instructions Hide
520-0000000472

1D: 520-0000000472 Students may be referred to as "Recommenders.

In this task a registration e-mail will be sent to the student to complete their portion of the

° Find out if you're eligible application process. They will need to tell us a little bit about themselves as well as upload a
(optional) resume, proof of citizenship, and proof of enrollment.
° Tell us about your company Once they register, they will be linked automatically to this application, and you will b notified
[s20] once they have completed their tasks - then the Submit button will become active to you.
° B Tell us about the student
[s20]
5 Invite the student to N REQUEST A RECOMMENDATION
participate [520]
2 of 3 required tasks complete Recommendations You will not be able to review the cantents of received recommendations.
I

Last edited: Apr 9 2020 02:15 PM (EDT)

Deadline: Jun 20 2020 T1:59 PM (EDT)

MARK AS COMPLETE

-

¢ Click your 4th and final task of The Application Stage, Invite the student to participate
e Click REQUEST A RECOMMENDATION

In this task a registration e-mail will be sent to the student to complete their portion of the
application process. They will need to tell us a little bit about themselves as well as upload a
re 0of of citizenship, and proof of enrollment.

Once they register, they will be linked automatically to this application, and you will be notified
once they have completed their tasks - then the Submit button will become active to you.

First name
Last name.

Email

Message

CANCEL SEND REQUEST

e Your student is referred to as a Recommender during the application process
¢ Send a personalized message to the student if you'd like
e Click SEND REQUEST

The student will receive an email with detailed instructions as to how to proceed. They will also
receive a document explaining our privacy rules and the value of the Career Ready Program.



Career Ready Program ®programs M My Applications @ ~ EN «  Myriad McGee ~

< skt opcaton P~ Y R ——— Begin another
- licat t y
O sk nsrucions kise application at an
520-0000000472 )
1D+ 520-0000000472 Students may be referred to as "Recommenders. p 0Ol nt
In this task a registration e-mail will be sent to the student to complete their portio
o my Find out if you're eligible application process. They will need to tell us a little bit about themselves as well as upload a

onal resume, proof of citizenship, and proof of enrallment

o —, Tell us about your company
= [s20)

Once they register, they will be linked automatically to this application, and you will be notified|
ce they have completed their tasks - then the Submit button will become active to you.

= Tell us about the student
[520]

O . Invite the student to 5
= participate [520] . )
Recommendations You will not be able to review the contents of received recommendations.

20f 2 required tasks complete

I Bing Bang McGavin Requested: Apr 9 2020

BBMcG@testtesttest.com
edited: Apr 9 2020 07:03 PM (EL

Notice the half-green circle, this means you are now waiting for the student to complete their
task. You can begin additional applications by returning to the Programs homepage. On your
second application tasks 1 and 2 will autofill for your convenience.

Submit application for Initial Review

ITAC Emails Date:
careerready@itac.ca 09-04-2020 22:36:15

IE

Subject:  Student Task Completed (EN/FR) S20-0000000472

Career Ready Program

Bing Bong has submitted their information to us. Please ensure that all
required tasks from the Application Stage are complete, then, click the

Submit button to send your application for approval.
Click here to return to the application portal.

L'étudiant a soumis ses informations. Veuillez vous assurer que toutes les taches
requises a |'étape de la demande sont terminées, puis cliquez sur le bouton
Soumettre pour envoyez votre demande pour approbation

Cliquez ici pour revenir au portail d'application.

Merci / Regards,
The Career Ready team
careerready@itac.ca

You have received an email because your student has completed their task. Now return to the
online application portal and submit the application for Initial Review.



https://itac-careerready.smapply.io/

Log in again if necessary and select the appropriate application

Career Ready Program & programs M My Applications @ -~ EN +  Myriad McGee ~

All Applications ~ E

$20-0000000472

Deadline: Jun 20 2020 11:59 PM (EDT)

e Click CONTINUE

Career Ready Program & programs MW My Applications @ ~ EN ~  Myriad McGee ~

: 2000 [2
30f 3 required tasks complete k er 2020 [2 @ Previes

I
$20-0000000472

M (ED
: : APPLICATION  ACTIVITY

® - Fwn.d DL\ifyTJu.'r'E?ngib‘e Pt 5
m T-i‘,,'la»d u;cee: "?TW ° B Tell us about your company [5?0] 3
1 o @ Tellus aboulfhfstudent _S:’JJ‘ 5

o & Invite [,hg stud-er\t to r.:a't\tipa.té Ls%nj 5

Notice all your tasks are complete with green check marks. If you see a green half-circle it
means the task is missing information, or the student has not yet completed their task. Reach
out to them via your own methods to remind them.

e Click SUBMIT



Career Ready Program ®.programs My Applications @ ~ EN +  Myriad McGee ~

Application Submitted!

OR

AAPP"}' Copyright © SurveyMonkey | Privacy | Terms | v.40

Congratulations! You have submitted your first application for Initial Review. You can now “go to
your applications” or “view more programs” if you would like to commence another application.
You can start multiple applications at the same time. You do not need to wait to submit your first
before you start your second. And yes, every student you hire needs a separate application.
You won’t have to redo tasks 1 and 2. They will automatically fill in as ‘repeatable tasks,” so
additional applications are quick!

Application awaiting review

Career Ready Program & programs My Applications @ ~ EN +  Myriad McGee ~

All Applications ~

$20-0000000472

@ susmiTTED

VIEW

Your application will look like this until the Career Ready review team has reviewed your
application. Usually within 10 business days. You will receive an email once your application
has been reviewed notifying you of your awarded subsidy and directing you back to your
application for your next tasks.



Stage 2: Approved Stage

You will know you've been approved once you receive an email congratulating you on your
approved subsidy. This will direct you to log back into our online portal.

p 0

Career v'Ready

—— PROGRAM ——

Career Ready Program

Developing the next generation of tech talent

Welcome to the Career Ready Program Application Portal
You can earn up to $7000.00 in wage subsidy per student in each placement period!

Students are an ideal source of people-power for short-term projects. Employing work term students is an effective recruiting
tool, and supports the development of skills in the next generation of Canada’s workforce.

An eligible employer must be willing to employ a student in a tech-immersive role. Tech and non-tech focused organizations are

encouraged to apply.
Employer Eligibility Assessment

1. You are a registered Canadian business or organization

2. You are not a post-secondary institution, federal or provincial government group

3. You have the financial capacity to hire a student for a part of full time work term, pay them consistently and provide a
meaningful work experience

e Login

Career Ready Program L programs My Applications @ -  EN +  Myriad McGee ~

All Applications ~ H =

$20-0000000472

e Select the appropriate application
¢ Notice it reads 0 of 3 tasks complete. These are your 3 new tasks.
e Click START


https://itac-careerready.smapply.io/

Task 1: Placement Agreement

Career Ready Program L programs W My Applications @ - EN +  Myriad McGee ~

[

®
$20-0000000472
APPLICATION ACTIVITY
Your tasks
B Placement Agreement [S20] >
[ Student Learning Plan [S20] >
[#] Proof of First Payment [S20] >

Previous tasks

o Complete and sign the Placement Agreement by clicking on the task

Placement Agreement [S20
O = =2 L ] Read only b
completed Apr 14 2020 08:40 P (EDT)

Download
@ Task instructions Hide

Im this task you will read, date and sign the employer placement agreement.
Employer Placement Agreeament

You can download a copy of the Agreement for your records by clicking the options box at the
top right of the completed task. You can download any completed task in the same manner.



Task 2: Student Learning Plan

Career Ready Program & programs M My Applications @ -~ EN +  Myriad McGee ~

< Backta application - Placement Agreement [S20]

ompleted Apr 14 2020 08:40 PM (ED'
Summer 2020
$20-0000000472 © Task instructions Hide

ID: $20-0000000472 I this task you will read, date and sign the employer placement agresment.

@ B Pacement agreement [s20] >
Employer Placement Agreement

[ Student Learning Plan [520] The Employer Agrees That:

Clause 1. Work term employment agreements are between the student and the employer. The
_ Proof of First Payment Information Technology Association of Canada (ITAC) is not a party to these agreements and assumes

no financial or legal responsibility with regard to events or actions by either party that affect the
employment situation for any co-op student (e.g. layoffs, intellectual property issues, confidentiality
agreements, strikes, stc.)

= [s20)

10f 3 tasks complete
— Clause 2 Where legally required, the employer is responsible for Workplace Safety and Insurance
Board (WSIB) or alternate workplace insurance coverage.

Clause 3. ITAC makes no representation as to the adequacy of student’s’ skills or abilities. The selection
of appropriate students to fill available positions is entirely the decision of the employer.

SUBMIT
Clause 4 The Employer will provide access for ITAC andior Government of Canada representatives to

the business premises where the Student is working to manitor the work experience.

Clause 5 The Employer is not hiring the Student to fill a position left vacant due to an industrial dispute,
or one where the worker was laid off, or a position that displaces another worker in the company.

Notice your completed first task is marked by a green check mark.

e Click your 2nd task Student Learning Plan
e Complete Student Learning Plan

Career Ready Program & programs M MyApplications @ ~ EN v  Myriad McGee ~

Be understanding that | have a really busy wrestling schedule on Wednesdays and I'm going -
to need some flexibility. Not just in my wrestling unitard

Employer Signature

The employer agrees to provide the aforementioned learning opportunities

C

Date

Apr 14 2020

SAVE & CONTINUE EDITING MARK AS COMPLETE @

Meet with your student to discuss the goals they hope to achieve and the skills they hope to
attain during their placement. This is a wonderful opportunity to really map out expectations of
their student and areas that their supervisor could support them in growing their skillsets.

We recommend completing the learning plan as soon as possible as it helps to establish a
meaningful learning experience for the student early on.

¢ Sign and date
e Click MARK AS COMPLETE



Task 3: Proof of First Payment

Career Ready Prog) & pPrograms MMy Applications @ ~ EN v  Myriad McGee ~

o % Learning Plan [S20]

$20-0000000472 © Task instructions Hide

1D: $20-0000000472 Within this task you will enter information regarding the student, their role, and their
supervisor/manager. You will also develop a learning plan along with your student to map out a

meaningful learning experience for them while employed at your company
0 ) Placement Agreement [$20]

A learning plan is  personalized action plan, between an employer and a student, designed to
@ & studentLeamingPlan(s20] > help set and meet work term-related goals. This should be completed before or very shortly after
the start of the placement.

_ Proof of First Payment
: We suggest the learning plan be composed by the employer during or after meeting with the

"~ [520]
student to discuss their placement expectations and goals
2 of 3 tasks complete This should clearly demonstrate the knowledge, competencies or skills that the student will
——————————— acquire over the course of their employment, and how these skills will support future

employment in the sector or mobility to other sectors/regions.

Learning plans should address the following questions:

« Where am | now and what do | want to learn from this placement?
« Which skills and competencies do | need to succeed?

at |

rning activities will help me acquire these skills?

w can my supervisor and organization support me?

Notice your two completed tasks by the two green check marks.
e Click your 3rd and final task of this section Proof of First Payment
Career Ready Program S programs MMy Applications @ -~ EN -~  Myriad McGee ~

< Backto application [F] Proof of First Payment [$20]

Summer 2020
$20-0000000472

0 Task instructions Hide

Within this task you will need to upload your students first pay stub to show they have begun
their work term placement at your company. This document should include the student's name
the company's name, a date, and wage/funds payed out.

ID:

o

B Placement Agreement [S20]

f you aren't using a traditional payroll system, we leave it up to you to show us how you arrived
at the amount you are claiming. If you paid by cheque or e-transfer for example, we expect oficial
documents that show those transactions have begun taking place.

[ Student Learning Plan [$201

o

__ Proof of First Payment
[520

2 of 3 tasks complete

ATTACH FILE

Show accepted formats

SUBMIT

Upload a document to show the student has begun their work term placement at your
company. This document should include the student's name, the company's name, a date,
and wages earned, deductions taken etc.

e Click ATTACH FILE
e Click MARK AS COMPLETE



Submit for Secondary Review

Career Ready Program rograms i My Applications @ ~ EN +  Myriad McGee ~

< Back to application o — Proof of First Payment [S20]

Completed Apr 14 2020 09:32 PM (EDT)

Summer 2020

520-0000000472

O Task instructions Hide

Within this task you will need to upload your students first pay stub to show they have begun
their work term placement at your company. This document should include the student's name,
the company's name, a date, and wage/funds payed out.
° [2) Placement Agreement [$20]
If you aren't using a traditional payroll system, we leave it up to you to show us how you arrived
@ B student Learning Plan [520] at the amount you are claiming. If you paid by cheque or e-transfer for example, we expect official
documents that show those transactions have begun taking place
— Proof of First Payment
° — [s20] ’

. PAY_STUB.1
Filename: d Added: Apr15 2020

= <

Notice your 3 new tasks are marked complete by the green check marks. If at any point they are
a green half-circle, simply click on the task again and complete it.

e Click SUBMIT
e A pop-up will ask you if you wish to review or submit, click SUBMIT again

Congratulations, your approved application is now in Secondary Review. You will be notified via
email once your application has been assessed.

Stage 3: Payment Forms Stage

Log back into our online portal
EN ~ LogIn o -

0

Career v'Ready

PROGRAM ——

Career Ready Program

Developing the next generation of tech talent

Welcome to the Career Ready Program Application Portal

You can earn up to $7000.00 in wage subsidy per student in each placement period!
students are an ideal source of people-power far short-term projects. Employing work term students is an effective recruiting

tool, and supports the development of skills in the next generation of Canada’s workforce.

An eligible employer must be willing to employ a student in a tech-immersive role. Tech and non-tech focused organizations are

encouraged to apply.
Employer Eligibility Assessment

1. You are aregistered Canadian business or organization
2. You are not a post-secondary institution, federal or provincial government group
3. You have the financial capacity to hire a student for a part of full time work term, pay them consistently and provide a

meaningful work experience



Select appropriate application

Career Ready Program S programs M My Applications @ ~  EN ~  Myriad McGee ~

All Applications ~ E

Summer 2020
$20-0000000472

Copyright © SurveyMonkey | Privacy | Terms | v6.4.10

Notice your 2 new tasks.

e Click START

Task 1: Deposit and Bank Information

Career Ready Program & programs MMy Applications @ + EN ~  Myriad McGee ~

20 [2 .
520-0000000472

APPLICATION  ACTIVITY

Your tasks
[ Depesit and Bank Information [$20] <: >
[ Final Gross Student Earnings [520) >

Previous tasks

e Notice your 2 new tasks
e Click Deposit and Bank Information



Career Ready Program & programs MMy Applications @ ~ EN v  Myriad McGee ~

S0V Banking Information &
Name of Financial Institution Bank of Possibilities
Branch Address 555 Yellow Brick Rode
City Toronto
Province Ontario v
Postal code 555555
Branch/Transit Number (5 digits; 55555
Financial Institution Number (3 digits 555
Account Number (7 to 12 digits. 5555555

Characters entered: 7
Min: 5 Max: 5

Void Cheque or Document from Financial Institution

e Fill in Banking Information
e Upload a void cheque or a document from your financial institution confirming your
company’s banking info, and enter the required fields
e Sign and date
o If you need someone from your finance team to authorize the signature, you can

add them as a collaborator.
Click MARK AS COMPLETE

Task 2: Final Gross Student Earnings

This task can only to be completed after the end of the placement period, or when they finish
working for your company. Whichever comes first.

Career Ready Program & programs MMy Applications @ ~ EN ~  Myriad McGee ~

< Back to application —. Deposit and Bank Information [520]
= completed Apr 14 2020 10:42 PM (£DT
Summer 2020
$20-0000000472 0 Task instructions Hide

1D: $20-0000000472 Provide information to receive the subsidy.

. Deposit and Bank

| @z Information [$20]
Deposit and Bank Information
 Final Gross Student How would you like to be payed?
= Earnings [520)
Direct Deposit

10f 2 tasks complete
| Banking Information

Name of Financial Institution Bank of Possibilities
Branch Address 555 Yellow Brick Rode

S City Toronto
Province Ontario
Postal code 555555
Branch/Transit Number (5 digits) 55555

Financial Institution Number (3 digits)

Account Number (7 to 12 digits)

Notice your Deposit and Bank Information task is marked complete by the green check mark.

e Click Final Gross Student Earnings



Career Ready Program & programs A My Applications @ ~ EN +  Myriad McGee ~

Gross Student Earnings

Placement Periods

* Winter: January 1- April 30

+ Summer: May 1- August 31

* Fall: September 1- December 31

Total of hours worked this placement period for this student:

640

Number of weeks worked in this placement period for this student:

16

Gross earnings of this student

Enter the gross amount the student earned during the placement period.

The number that you claim here will be the amount for which we base the subsidy you receive.

s/ 10240.00

Enter your student's hours and weeks worked, as well as their total gross earnings.

Career Ready Program £ Programs ¢ My Applications ~ EN - Myriad McGee -

Document(s) must contain the student's full name, dates, payments (gross) and bare your
company's name.

Note: if you can't provide the documents above, we leave it up to you to show us hew you arrived
at the amount of gross wages you're claiming. If you paid by cheque or e-transfer for example, we
expect as many supporting documents necessary to confirm your claim. These could include
bank reports, cheque receipts, acknowledgement of payment signed by student or accounting
prime, etc.

If you are uploading multiple documents, you may want to include a table/chart to show your
work to avoid us having to ask fer clarity.

Minimum: 1 Maximum: &

2, upload afile Accepted formats: .pdf, .doc, .dacx, xls, .xlsx, .png, .Jog, .jpeg

Did this student work remotely as a direct result of the COVID-19 crisis?

T T <::|

Upload a document(s) to support the amount of gross pay you claimed. Ideal proof of earnings
is a simple document that shows the gross pay of the student from this placement period.
Examples:

Yes

No

e Final pay stub
¢ Record of Employment (ROE)

Payment document(s) must contain

e Student's full name
e Dates
e (Gross amounts



e Company name

If you are not using a traditional payroll system and do not have a ROE or T4 etc, we leave it
up to you to show us proof of payment transactions, and a totaled summary. Our review team
will not total a collection of pay stubs, so please do any accounting on your end prior to
submitting. A spreadsheet or table, totaled and signed, containing the student's full name, the
company name, dates, and amounts paid, deductions taken etc. Please complete this task at
your earliest convenience so that we can process your subsidy in a timely manner.

e Click MARK AS COMPLETE

Submit for Final Review

Career Ready Program & programs My Applications @ - EN ~  Myriad McGee ~

< Back to applicatio I Final Gross Student Earnings [S20]

$20-0000000472 © Task instructions Hide

1D: 520-0000000472 In this task you will claim your student's hours and weeks worked, as well as their total gross
earnings. You will also upload a document(s) to support the amount of gross pay you claimed
_, Deposit and Bank
~ Information [S20] Ideal proof of earnings is a simple document that shows the gross pay of the student from this

placement period
o . Final Gross Student N
= Earnings [S20]

Examples:

« Paystub

+ Record of Employment (ROE)

Dogument(s) must contain the student's full name, dates, amounts and company name.

g a payroll system, we leave it up to you to show us how you arrived at the
Laiming. If you paid by cheque or e-transfer for example, we expect official
=e'show those transactions

Gross Student Earnings

Placement Periods

* Win anua

er 31

Notice your 2 complete tasks with green check marks. If these are half-circles simply click on
the task again and complete it.

e Click SUMBIT
e A pop-up will ask you if you wish to review or submit, click SUBMIT

Congratulations! Your application is now in Final Review. You will receive notification via email
of your final approved subsidy (which will be either 50% or 70% of your student’s gross pay,
depending on their eligibility decided in the Initial Review)

You will receive a receipt via email, and a copy will be sent to the remittance email you supplied
in the Payment Forms Stage. The funds will be transferred into the specified account or you will
receive a cheque

Refer to the Payment Schedule on our website to learn when to expect payments; usually 2-4
weeks after the end of the placement period.



http://www.itactalent.ca/careerready

Other

Add a collaborator — Link a co-worker to the application

Whether you want to link your accounting department to the application for the Deposit and
Bank Information task or you want to have a co-worker aid in the application process, you'll
want to add them as a collaborator. You can do this at any point during the application process.

Career Ready Program S programs MMy Applications @ ~ EN +  Myriad McGee ~

4+ Return to admin You are currently logged in as: Myriad McGee

Summe 2
© suomines Summer 2020 2 © Preview
Submitted on: Apr 14 2020 11:21 PM (EDT) 520_0000000472

APPLICATION  ACTIVITY
—

Previous tasks
m Myriad McGee (Owner)
wereral563@wwrmails.com

—, Find out if you're eligible
© & i >
Add collaborator
o . Tell us about your company [$20] 3
o = Tellus about the student [S20] 5
Q a Invite the student to participate [S20] 3
° o Placement Agreement [520] 5

e Click “Add Collaborator”

Collaborators

Add collaborators to view or contribute to your application
Email address of collaborators separate addre;

Deedee@megdadew.dew

Type of access
© view & edit View only

Message (optional)

e Enter their email
e Select their access to either “View & edit” or “View only”
e Click SEND INVITE

They will receive an email from ITAC Emails (or TECHNATION, we are under a rebrand) with
the title “Request to Collaborate” which will direct them to create and account, then they can see
the application exactly how you see it.



Career Ready Program ® pPrograms M My Applications @ ~ EN «  Myriad McGee ~

+ Return to admin You are currently logged in as: Myriad McGee

2

10f 2 tasks complete ®r
I

$20-0000000472

APPLICATION ACTIVITY
SUBMIT
“Your tasks

o _. Deposit and Bank Information [$20] N

m Myriad McGee (Owner)
wwrmal [ Final Gross Student Earnings [$20] >

D

Change access

Remave Tell us about the student [S20

Resend invite

Notice your collaborator(s) are listed on the left. You can edit their access to and from “View &
edit” or “View only” by clicking the three dots, then selecting “Change access”. You can remove
them as a collaborator, or you can resend the invitation.

Reset or Edit Task

Career Ready Program

& Programs i My Applications @ ~ EN -

4 Return to admin You are currently logged in as: Andre Piccolomini

< Back to application o . Final Gross Student Earnings
Winter 2020 Download
W2020-00000¢ @ Task instructions Hide
Reset
1D: W2020-00000¢ In this task you will claim your student's hours and weeks worked, as well a
earnings. You will also upload a document(s) to support the amount of gros  Edit
o —, Final Gross Student >
~ Earnings Ideal proof of earnings is a simple document that shows the gross pay of the student from this
placement period
10f1 tasks complete

I Examples
. M * Pay stub
« Record of Employment (ROE)

X

Document(s) must contain the student's full name, dates, amounts and company name

If you are not using a traditional payroll system and do not have a ROE or T4 etc.:

If you've made a mistake and want to change something

e Click the three dots
e Select “Edit”

If you would like to clear all the information within the task and start over

e Click the three dots
e Click “Reset”



Note that if you have already submitted the set of tasks you wish to change for review you will
need to contact careerready@technationcanada.ca and have our team reopen your application
internally. This might not be possible if what you are trying to change is your student information
after we have approved you and your student. But leave a detailed email so our team can best
access how to move forward.

Export a task or application — download for your records
If you wish to download a particular task, first enter the task by clicking on it.

Career Ready Program ®programs M My Applications @ ~ EN «  Myriad McGee ~

4 Return to admin You are currently logged in as: Myriad McGee

< Backto application o ., Placement Agreement [S20]
B completed ape 14 2020 08:40 pM (20T

Dowinload

2 @ Task instructions Hide
$20-0000000472

1D:520-0 In this task you will read, date and sign the employer placement agreement.

000472

= Deposit and Bank

= Information [S20
nrermation ! Employer Placement Agreement

. Final Gross Student The Employer Agrees That:

Earnings [520] Clause 1 Work term employment agreements are between the student and the employer. The
Information Technology Assoclation of Canada (ITAC) Is not a party to these agreements and assumes
10f 2 tasks complate no financial or legal responsibility with regard to events or actions by either party that affect the
— employment situation for any co-op student (e.g. layoffs, intellectual property issuss, confidentiality
agreements, strikes, etc.)

Clause 2. Where legally required, the employer is responsible for Workplace Safety and Insurance
Board (WSIB) or alternate workplace insurance coverage.

SUBMIT
Clause 3 ITAC makes no representation as to the adequacy of student's’ skills or abilities. The selection

of appropriate students to fill available positions is entirely the decision of the employer.

Clause 4 The Employer will provide access for ITAC andior of Canada repr to
the business premises whers the Student is working to monitor the work experience

itac-careerready.smapply.ioftsk/ 16806 778/frm/6904054¢ Clause 5 The Employer is not hiring the Student to fill a position left vacant due to an industrial dispute, .

e Click the three little dots
e Click “Download”

If you wish to download the entire application. Make sure you’re on your main page.

& pPrograms &t My Applications @ ~ EN +  Myriad McGee ~

Career Ready Program

4 Return to admin You are currently logged in as: Myriad McGee

10f2t: t i [E4 @ pr

$20-0000000472

APPLICATION  ACTIVITY

SUBMIT
Your tasks
o = Deposit and Bank Information [520] N
st . M (ED
m My d M e (Owner) _
. rmail: =) Final Gross Student Earnings [S20] >

Collaborators m Previous tasks



mailto:careerready@technationcanada.ca

Notice your application #. This means you are on the main page and about to download the
entire application.

e Click the three dots
e Click “Download”

Career Ready Program ® programs @t My Applications @ ~ EN ~  Myriad McGee ~
4 Return to admin You are currently logged in as: Myriad McGee
Career v'Ready
—— PROGRAM ——

o The selected applications (48.6 KB) are available for download

DISCARD DOWNLOAD

e Click DOWNLOAD

download_nmrzHRvgQhF5vw8MMht2PSmBPVPISm.pdf

Demande : S20-0000000472

Myriad McGee - wereral 553@wwrmails.com
Eté 2020

Résumé

ID : S20-0000000472
Derniére soumission : avr. 14 2020 09:43 PM (HAE)

Accord de subvention [S20]

Terminé - avr. 14 2020

Dans cette tache, vous lirez, daterez et signerez 'accord de subvention.

Entente de stage avec I'employeur

L'employeur convient de ce qui suit:

Clause 1.

¢ Click the downward facing arrow icon in the top right to download a PDF to your device



Begin another application

You can commence another application at any point. You don’t need to wait until your first one
is submitted before commencing the second and third.

Career Ready Program ® programs My Applications @ ~ EN +  Myriad McGee ~

4 Return to admin You are currently logged in as: Myriad McGee
. e )
102 tasks complete 2020 2

$20-0000000472

APPLICATION  ACTIVITY

SUBMIT
Your tasks
° — Deposit and Bank Infermation [$20] 3
m » McGee (Owner
werera wwr [ Final Gross Student Earnings [520) >

e Click “Programs”

Career Ready Program % Programs M My Applications @ - EN ~  Myriad McGee ~

Career v'Ready

—— PROGRAM ——

Programs Q H

Winter 2020 Summer 2020

Accepting applications from Nov 4 2019 09:00 AM (EST) to Apr 10 2020 Accepting applications from Mar 2 2020 09:00 AM (EST) to Jun 20 20
9PM (ED :59 PM (EDT

For work pLacements :akmg place between Jér‘uary 1st and F\pfi. For work term p\acemer\ts takmg pLa:e between Ma, 1st and

30th, 2020. August 31st, 2020

CA$5,000.00 to CA$7,000.00 CA$5,000.00 to CA$7,000.00

Select the appropriate program for the time period you are looking to have subsidized. If your
student’s employment with you is overlapping between two or three placement periods, you will
need to create separate applications within both programs. Two applications for the same
student within different time periods. You are eligible for our full subsidy during every four month
long placement period.



Transfer an application to a co-worker

If you are going on leave or changing positions you can transfer your applications to someone
else to manage by adding them as a collaborator (instructions above). After you have done this
please reach out to Careerready@technationcanada.ca with the title “Transfer Application
Request” in the subject line. Our admin team will be happy to assist you.

If you are an employee who is trying to gain access to applications you know exist but cannot
find because the employee who commenced the applications has moved on, please reach out
to Careerready@technationcanada.ca with the title “Retrieve Application Request” in the subject
line. Our admin team will be happy to assist you.

QUESTIONS?
Visit us online at itactalent.ca/careerready for more information. Visit our FAQ page or reach out
to careerready@technationcanada.ca

[N Canada

cA Funded in part by the Government of Canada’s
TECHNATION StudentWork Placement Program



mailto:Careerready@technationcanada.ca
file:///C:/Users/probb/Documents/Careerready@technationcanada.ca
http://www.itactalent.ca/careerready

