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Stage 1:

Application

Create Account

P Apply

Register for an applicant sccount

The TECHNATION Career Ready Prograim uses

all funding requests fram
utilise Ia plateforme Survey Monkey Apply
pour géror toutes los apalications

Regicter with

Create a username,
password and enter

edamalar your email address.
--------- -]
Career Ready Program B Programs WAty Appications @ = EN = Employer Empioyenr
.k 4
N\
Career /TReady
Programs « B=
Summer 2020 Fall 2020 Ensure you're applying
for the correct placement
This peogam is clssed JICNJ\’:AP!I‘:H&Y{ t3king piace enween Saplemesr 131 period.
CA$5,000.00 to
CA$1.00 to

GAS7,000.00 [ wosz > | CAS$7,500.00 ==

Click MORE, then APPLY.
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Task 1: Find out if you're eligible

Caresr Ready Program B Programs MWy Applications @ = EN - Cmployer Dmplayeur =

F20-0000002206

Carear Ready Prograr Beogams  WhlyApplcators @ = EN ~  Employer €

Comgiess this sligibiiy QU 10 rRCeive pre-qual

Pre-Qualification Quiz

Review the questions below to find out if you
gt bl are eligible for our subsidy!

the student 1am

Did you answer Yes to all of these questions?
Then mark this task as complete to receive an email with

Hine b mamiin famuned lmaliadlnm bas fo mateb swdbh o sbsdant

Task 2: Tell us about your company

Career Ready Program

Pre-Qualification Qulz

Review the questions below to find out if you
- are eligible for our subsidy!

Did you answer Yes to all of these questions?
Then mark this task as complete to receive an email with
. " wasi#

Hrme #a mamia famiraed lnalidling ot ba matab it o sbadan

Notice your four tasks.

Begin your first task
by selecting “Find out
if you're eligible.”
Mark as complete
after review.

Green check marks
throughout the interface
indicate that you have
successfully completed
a task.

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.

Select your second
task, “Tell us about
your company.”
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Net new calculator

The spirit of Career Ready Program funding is to grow and help scale 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:

Career Ready Program

A, April 2016 - March 2017 203 €. Forecast Apai 2020 -
- Trats could b 0. EHEPARCRES M) ALY March 2021

Below, enter the lower number from A and B. This will calculate
the number of net new positions you are eligible for this year.

Complete the remainder of this page, then click NEXT.

Task 3: Tell us about the student

O 2 youre eigible [F20) Empioyer Elgibility Criteria

®Progams MMyApghcsticns @ = EN = Esmployer Employeur

Input your student’s name, email, school, the wage you will pay them, hours per week
and number of weeks they will work for you. We understand that wages and hours
worked may change. We decide your subsidy based on the salary you input here,

but this is just an estimation—we subsidize strictly on the final gross earnings of the
student after the end of the placement, within the Final Gross Student Earnings task.

Next, upload a job description.

A: Enter the
number of students
your company hired
in 2016-2017.

B: Enter the number
of student hires you
had “last year.”

C: Enter how many
students you plan
on hiring this year.
This does not need
to be exact.

Select your third task,
“Tell us about the
student.”
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Task 4: Invite the student to participate

Career Ready Program APmgueen WMy Applicstions 0« BN = Emplayer Employeur
£ Buack i apekoaon e = Tall us aboun the student [F20]
= Compbnd 0t 18:2000 1224 P EOT

Ea2000

S — 0 Tansh instnuctions Hide

10: #200000002200 Viithin zhis task you will entor simpia momation rogarding the studert you ars hiring, Thair name,
sthodl, pasition al your company. wage, wosks planned on warking ole. You wil abo upioad a job

Pra-Approval: Find cun description axplaining e ol they will be filling and the technalogy ey wil be immassed in while

@ © oo sigin r20) Sa il Select your fourth
Mote: [ you have mare tan one student 1o apply for, you will create mew, indivi dunl )
appications for each of thee. You won't need to reanter the company Informatica, and final task of the

Tl us about your company

By Application Stage,

Ploasa note that the student must

Tall s aibosut s atidant .
@ Oy > « 8o sfior a Canadsan Gz, pormanandrasklont or @ protecied porson defined by 1o “Invite the student
immigraticn and Refugen Prosection Act .. ”
, lvite. the shudent 1o = Dt rgistored as a full e student n an accrsdited Canadian post-sscondary imstitution tO partICI pate-
° parbcpata |F20) = Not bo an nternational student with 3 work pamit.

= Nod bo an irenadiats lamily moenbor of the amglcyer

2ol 3 requrd asks complein Click REQUEST A
e e e RECOMMENDATION.

Tell us about the student [F20]
1

SUCT e unur mhurdant an intsrnaSicnal hidess?

Your student is referred to as a Recommender during the application process.

wou wil be

Last rae

Faudian
fru
SwdentGetudiant com

Message

Lol yonur sluddeesl kroow bt TECHNATION's Gareer Rissdy program,

Send a personalized
message to the student
if you'd like, then click
SEND REQUEST.

m SEND REQUEST

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

Career Ready Program & Pogams MMy Aopications @ = EN +  Employer Employeur
< B o @ & il the stcers o parscste (720 Begin another
tala O Task imstrucsienn Hds app“catlon at
F20.0000002308.. 48 Shudacity may b mfaenad 19 a5 “Hpccenmongors ~ any pOInt'

O U000
I this Lk @ st ation e-maill wil b Bonl 15 e shadent t comphein e goition of B
apgiication process. Thay wil nesd to toll L & s bz shout thamaakes 23 wel a8 upisad 8

PreApproval: Find out i
reswema, proat of ofizanshin, and proal of anrolmant

© & voura nigicie [F20]

. Oince they regier, they will be inked automatically 1o his appication. and you will be notifed

Q- ol it ot yeur company ance they have completed teir tasks - then he Subm butlon will become active o you
F20)

° B Tall i aboudt tha atudint

[Faa]
© o e —— The half-filled circle
o v e E— means you are now

—— waiting for the student

to complete their task.
MASMTE

R You can begin additional
applications by returning
to the Programs
homepage. On your
second application, tasks
1 and 2 will autofill for
your convenience.
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Submit application for Initial Review

¢« B O F & 0 & BB ” e
Student Task Completed / Tache du stagiaire terminée F20-0000002206 b « & You will receive an email
when your student has

Career Ready Program <carcers acytechaasorcanada cas ——_ & =

completed their task.

Career v'Ready

—— PROGRAM ——

Student  Etudiant has submitted their information to us
Please ensure that all required tasks from the Application Stage

application for approval

Click here to return to the application portal. Now you can return to the
online application portal and
submit the application for Initial
Review.

Carear Ready Program & Programs My Apphcatiens @ - EN - Employer Employsu
g ! '

All Applications - u =

F20-DO00002206

[ comes | Log in again if

necessary and select the
appropriate application.

Click CONTINUE.
Notice all your tasks are complete with green check marks. If you see a half-filled
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.
A Programs W k E Emplayer Empiory
—_— e
o Click SUBMIT.
Q & St >
E . W ° Tell bout pany [F21 3
Qo e PRIV, »
o &, e o stdery o participate [F20] 3
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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 start 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!

Career Ready Program 2 Prox A MyAppicatiors. @ > EN »  Employer Employour =

Your application will look like this until the Career Ready review team has reviewed
your application. It usually takes 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.

-]

Career Ready Program & Progeams. it My Appicatian

All Applications - ﬂ

F20-0000002206
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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.
From there, log in to your account.

Career Ready Program R Progams W MyApplicatons @ = EN = Employor Employou

All Applications - n =

F20-0000002206 Select the appropriate
application.

Notice it reads, “0 of
3 tasks complete.”
This means you have
three new tasks.

Click START.

TECHNATION is formerly the Information Technology Association of Canada 9



Task 1: Placement Agreement

Career Ready Program & Programs i My Appiications

F20-0000002206

Download

Task 2: Student Learning Plan

Notice that your first task is marked complete.

Employer Placement Agreament [F20]

o e Thom Enplyet Agroes That

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

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.

Select your second task,
“Student Learning Plan,”
and complete this task.

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

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

& Programs W My Applications @ = EN = Employer Employeur

Sign and date.

Date

Remote work resources

= Tips for supervising students remotely

Click MARK

AS COMPLETE.

Task 3: Proof of First Payment

Notice that your first two tasks are marked as complete.
Select your third and final task in this section, “First Proof of Payment.”

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, wages earned,
deductions taken, etc.

Carear Raady Program

@ e IF
[ W amrsg 1 b
o Select “Proof of
N First Payment.”
]

TECHNATION is formerly the Information Technology Association of Canada
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Career Ready Program ®erograms Wy Applcations @ -

EN - Emgloyer Employour

Click ATTACH A FILE.

ATTACH FILE

Submit for Secondary Review

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

Career Ready Program

£ Mok 10 ¢ O Proct of First Payment [F20]

company's name and address, dates and wages paid.

@ © Pacemant Agrasment [F20]

dional payrol system, we leave & g u i show ws hat knd

& Prograrms R My Apolications.

e s first pay stubs i show thay hawn Bogue

wor plag any. This document must include the student's name, the

Click MARK
AS COMPLETE.

- EN - Employse Employeur

Congratulations—your approved application is now in Secondary Review.

You will be notified via email once your application has been assessed.

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

TECHNATION is formerly the Information Technology Association of Canada
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Stage 3:

Payment

Forms

Log back into our online portal.

Carear Ready Program & programs W MyApplications @ =~ EN - Employer Employeu

All Applications - B

sy Select the appropriate
application.

Notice your two

? new tasks.
Click START.

TECHNATION is formerly the Information Technology Association of Canada 13



Task 1: Deposit and Bank Information

Career Ready Program & Programa. M MyAppiications @ = EN +  Employer Empicyeus

F20-0000002206

o
Dep 20]
= ‘
Career Ready Program S Programs W MyApglications @ ~ EN - Emgloyer Employau
[EFT) cnly = sometimes referred 1o as Automatic Glearing House [AGH]
i F al Institutian Fank al Aanks

b Bar

Cenarie =

Sign and date.

If you need someone from your finance team to authorize
the signature, you can add them as a collaborator.

Click MARK AS COMPLETE.

Click “Deposit and
Bank Information.”

Fill in banking
information.

Upload a void cheque
or a document

from your financial
institution confirming
your company’s
banking info, and enter
the required fields.

TECHNATION is formerly the Information Technology Association of Canada
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Task 2: Final Gross Student Earnings

Caresr Ready Program & Prograns MMy Appbcaters @ - EN - Empleyer Employes

Notice your
“Deposit and Bank
Information” task is

@ = Daposh and Bars etoimaton [F20

= o i
B PR SO This 5.2 repeatakie fask - vou will saly_need o finish It once when creating multipe marked Complete by
. the green check mark.
Select “Final Gross
Deposit and Bank Infermation [F20] Student Earnings ”

= o o ke oo

Banking information
eane @2 net erter cosedinates for wire tracrater, W pay by Dlectrons Punds Transdes (16 7] by -
womatimes Telwred b a% Aulomatic Chearing Hiuse EACH

Career Ready Program SPrograms  MMysppicators @+ EN - Drphye Emplyeur

Final nusmber of weeks worked in this placement

Piscament period range kisted above.

Enter your student’s

Fimal nsmber of hours worked this placement period for this student hours and weeks
R R Ty worked, as well as their
00 total gross earnings.

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 (ie: Final pay
stub or Record of Employment (ROE).

Payment document(s) must contain: Student’s full name, dates, gross amounts, 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, amounts
paid, deductions taken, etc. Please complete this task at your earliest convenience so that we

can process your subsidy in a timely manner.

Career Ready Program S Fogams M MyAggicatons @ = EN = Employer Emgloym

Menimum: 1 Maximum: §

Upload proof of gross

o pay document.

Click MARK AS
COMPLETE.

TECHNATION is formerly the Information Technology Association of Canada 15



Submit for Final Review

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

Caresr Ready Program 8 Programs . W MyApplicatiors @ = EN »  Employsr Employeur =

S pal Notice your two
complete tasks with

eck e hones 1 S By o A o green check marks. If
these are half-circles,
simply click on the task
again and complete it.

Documenlisy misst comtain the student's full name, dates, 3mounts and company name and

- Click SUBMIT.

1F o0 @re NOT usIng o Iradizional payroll System and do not have a ROE or T4 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 likely be 75% 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.

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 LPograns MiyApplcations @« EN =  Employer Employes
I F20-0000002206
o 3 L]
a 0 andg Ba F }
a8 o ,
Click “Add
Collaborator.”

TECHNATION is formerly the Information Technology Association of Canada 16



Collaborators

s 10 view of Gontribute bo your appkcation
i — Enter the collaborator’s
Cof %m?\'il"u"'l’v'ﬂ'-' o email address-

Ty of meeams

0 Viow 5ok Select their access to
e iy either “View & edit”
or “View only.”

SEND T Click SEND INVITE.

The collaborator 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 an account, then they can see the application exactly how you see it.

Caraer Ready Program & Programs MMy Appicatons @ = EN - Employer Empioyews

PYPTT— Farne

o —

F20-0000002206

APPLICATION  ACTRATY

s
Lo -

ur tasks Instnsctions
Yo o
e B Depesit and Bank information [F20] >
[ P eabmtctiel
L e o = Final Gross Studend Eamings [F20) 3
= e o 0 i
Calaberators [ nas |
Frovious lasks
hy Pre-Approval: Finvd out if you're sligitie [F20
[ (V] R il >
Charge access » Toll us about your company [F 20 3
Remove
Resand invite « Toll us abowt the student [F20] 5

e ha student o paricipate [F20]

000

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
Carear Ready Program & Programs WMy Applicatisns @ = EN = Employe Employeur
€ Back o aopkcaton o 5 Firusd Giross Enrmings [F 20}
o - o . If you’ve made a mistake
o B 9 Tk erwctons i5a - and want to change
i this task you will ckaim your studant's final hours and weeks worked, as W . .
T0: Fe D00, gross sarnings. You will ales uslead a documentis) to suppert the ameurt ol Edit someth | ng .
oot Click the three dots
ideal prool of eannings is a simple document that shows the gross pay of the student from this
| ° 2 E.-v Gw.sf E;}.m.m 3 placsmant period and Se|eCt “Edit-”
i ol i, Examples
A9t3 i ot b S, If you would like to clear
all the information within

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

a0, the task and start over:
[ - | v
Click the three dots and

select “Reset.”
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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.

Click the three dots
and select “Download.”

CIGCUMENS[S) MUST CORTN the Student's full name, dates, AMOUNTS BNd CompPany name and
address,

fyou Bre RO USING & racitcnal payroll S anc do not have a RO or T4 et

If you wish to download the entire application, make sure you're on your main page.

Gareer Ready Program erogams  WitgAgpicaions @ = EN +  Employor Emplayesr

This means you are on

=i the main page and about
R A to download the entire
, @ B e ? application.
B © & st canon X

Click the three
dots and select
“Download.”

Provicus taks

F20-0000002206 p— Notice your application #.

TECHNATION is formerly the Information Technology Association of Canada
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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

£ ik s i Qe Fina J”\ ,'c."...l:.'l'_'l':>!|.":| CI|Ck “PI'OgI'amS.”

Documentie) MUt contain the Student's full nanve, d4%s, amounts and compary name and
address.

If you are not trsing a iraditional payroll system and do nol have a ROE or 74 eic.

Career Ready Program RPmgams Wiy Appicaiors @ - EN - Emplayer Empioye

HA

Career v Ready

Programs o E=
Summer 2020 Fall 2020
CAS$5,000.00 to CA$1.00 to
CAS$7,000.00 )
CAS7,500.00 m

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.

TECHNATION is formerly the Information Technology Association of Canada



Transfer an application to a co-worker

If you are going on leave or are 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 tecHnaTiON

Funded by the (T4 |
covernment | (Canada

TECHNATION is formerly the Information Technology Association of Canada
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