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Stage 1:

Application

Stage

™% Apply

Register Toe an spplicant scotu

—— . Create a username,
. password and enter
your email address.

Career Ready Program S rrogams My 0 -
A
Programs a H=
Summer 2020 Fall 2020 » Ensure you’re app|y|ng
for the correct placement
This progeam is ciosed. o shwes: period.
CAS$5,000.00 to CAS$1.00 to
GART000I00 MOEE CAS?ISOU.UO

MORE >

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

Career Ready Program & Programs ¢ My Applications @ = EN = Employor Employour =

I

F20-0000002206

e Notice your four tasks.
> Begin your first task
o s s ikl : by selecting “Find out
|  Tolus about th stsont (720 3 if you’re eligible.”

Mark as complete
after review.

Career Ready Program & Progams % My Applications @ = EN = Employor Employeur

Green check marks
throughout the interface
indicate that you have
successfully completed
"~ Pro-Qualification Quiz a task.

Review the questions below to find out if you . .
are eligible for our subsidy! Completing this

eligibility task triggers
an email. You will
receive an email with
info on what is required
of your student during

Did you answer Yes to all of these questions? the application process,
Then mark this task as complete to receive an email with and tIpS on how to
tine ta macra fanauar ine inm hauae tn mateh with o otodant

recruit a student if
you haven't yet.

Task 2: Tell us about your company

Career Ready Program

Complata this aligibdity quiz ta receiva pro-qualificatian for the Careor Ready Program subsidy.

Pre-Qualification Quiz

Review the questions below to find out if you
are eligible for our subsidy! Select your second

task, “Tell us about
your company.”

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

LIRMIT tine tn mova fanward includina how ta mateh with 2 ctidant
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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 R Progams W My Applications @ =  EN = Employer Employsur

Baseline for Net New Placements

Eritor the
rumber you antic

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

B: Enter the number

of student hires you
had “last year.”

partular numbar write "

AApIZONG-MArCh 201T | o o g | G- Forecast April 2920 -

« This coutd be 0, March 2021 C: Enter how many
students you plan
on hiring this year.

; This does not need
to be exact.

Enter the kower number from either column A or B

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

Career Ready Program & Programs ¥ My Applications @ ~ EN =  Emgployer Employeur

Select your third task,
“Tell us about the
student.”

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.
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Task 4: Invite the student to participate

Career Ready Program

€ Euck 10 apgibeaton

Enll 2020
F20-0000002206
1D: F20-0000002208

Pre-Appraval: Find out if

. Toll us about the studont [F20)

= Compieted Oct 14 2020 12 08 PULEDT)

£ Programs M MyAgplications @ »  EN = Employer Employeur

© Task inatructions Hide

‘Within this task you will onter simple information regasding the student you ane hiring. Thai name,
school, postion at your company, wage, weeks planned on working olc. You wil also upload a job
doscription axplaining the role they wil ba filing and the technology thay will be immarsed in while

on the job,

© & yours aigiis [F20)

° B Toll us about your compary
= [F20y

Nate: If you have more than one student to apply for, you will create new, individual
‘applications for each of them. You won't need to reenter the company Information.

Ploase note that the student must

Select your fourth
and final task of the
Application Stage,

° o Toll ws about the student
] » Ba eithar a Canadian Ciizen, permanant resident of a protected persen dafined by the
Imenigration and Rohugos Prosection Act.

« Bo rogistered as a full Sme student in an accrodited Canadian post-secondary insstution.

« Mot bo an intermational stusdont with 3 wark pormi.

» Mot ba an immadiate family membss of the amglayer,

“Invitethestudent

to participate.”

Click REQUEST A
RECOMMENDATION.

. Invita tha shudant to
= participate [F20]

2 of 3 roqured tasks complete.
I

Tall us about the student [F20]
1
I8 your stugent an Intemational Ssudeen?

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

First rame.

Stucent

Last nama

Etuciant

Emad

SwdentBotudiant com

Massage
Lot your student know about TECHMNATION's Careor Ready program.

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

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 &Pwmgams  WMyAppicasons @ ~ EN = Employer Employour -

I

€ Buack 10 apgicaton @ &5 Imvito o studons to paricipate [F20] Begin another
application at

any point.

ey © Task instructions Hido
F20-0000002206 2%

1D: F20-0000002208

Students mary b roferrod ta as "Recommanders.”

I this task & registrasion 0-madl will be 5801 10 the student 16 complote thaif portion of the
application process. They will need 16 tell us a ltte bit about thomselves as woll as upload a

Pre-Approval: Find out
rusumo, proaf of citizorship, and proof of aneclimart.

@ & youro olgbio [F20]
Onco thay register, thay will be linked automatically to this application, and you will be notifled

° 5 Toll it o your . once they have completed their 1asks - then this Submit butten will became active 1o you.
= [F20)

X Tall us about the studsnt
* [F20)

Q¢ Invite the student ta Rvcommandaians

= participat [F20]

‘Wiou Wil b able 43 sevew the condents of receved recommendations

The half-filled circle
means you are now
waiting for the student
to complete their task.

Student Etudiant

StudentiBotudiant com Floquested: Oct 20 2020

2 0f 3 cocpmved Lvsks commpletn

SUBMIT

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

TECHNATION is formerly the Information Technology Association of Canada



Submit application for Initial Review

¢« O 6 §F & 0 € B =

¥ - -
Student Task Completed / Tache du stagiaire terminée F20-0000002206 Fborx  » &2
Career Ready Program <carcerready@technationcansda cax F -
( ‘ ,r
K /
Career v'Ready
—— PROGRAM ——
Student  Etudiant 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.
Career Ready Program & Programs W My Applcations @ ~ EN - Employer Employour

All Applications - H =

F20-0000002206

Deadline: Dec 12020 11:89 PM [£5T)

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.

Career Ready Program & Progams MMy Applications @ = EN = Employor Employour =

F20-0000002206

‘Your tasks @ Instructions

o » Pro-Approval: Find out if you'ne eligiblo [F20]

»

[ Q © Toll us about your company [F20] 3
Q © Toll us about tho shadant [F20] 3

0 Irvvite the studen to participate [F2 N

You will receive an email
when your student has
completed their task.

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

Log in again if
necessary and select the
appropriate application.
Click CONTINUE.

Click SUBMIT.
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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 B Programs MMy Applications @ ~  EN = Employor Emplayeur =

Appication Subemitiod

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 & programs W MyApplications @ » EN »  Employer Employeur «
All Applications - n =
F20-0000002206
@ susuTTED

ViEw
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Stage 2:

Approved

Stage

Career Ready Program & Programs 4 My Applications @ = EN = Employer Employeur

All Applications - E-

Select the appropriate
application.

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

Click START.
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Task 1: Placement Agreement

Career Ready Program 2 programs & My Applications

F20-0000002206

Your tasks @ Instructions

Provious tasks

tead only v

Download

Task 2: Student Learning Plan

Notice that your first task is marked complete.

Career Ready Program & Programs % My Applications

£ Buack 1o applca XS Placomsnt Agroamant [F20]

Employer Placemant Agreement [F20]
The Eevtoyer Agrees That

@ - EN =~ Employer Employeur

T

Clause 2. W gaaly

— Clause 3. TEC

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,
“StudentLearningPlan,”

and complete this task.

TECHNATION is formerly the Information Technology Association of Canada

10



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 M My Applications @ » EN = Employer Employeur «

Sign and date.

Date

Ot 15 2020

Remote work resources

Wee understand that onboarding new staff within remote working environements can be tricky.
Pleasa check out these tips and tricks for a smooth and confident supervisory experience.

« Tips for onboarding students remotely

= Tips for supernvising students remotely

o 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.

Career Ready Program & Progams A My Applications @ = EN = Employor Empioyeur

< Biack 1 npphcae Q- Student Loarning Flan [F20]

@ © Studont Loaming Plan [F20] >

# First Paymant
2 .

Select “Proof of
First Payment.”

TECHNATION is formerly the Information Technology Association of Canada
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Career Ready Program & Programs MMy Applications @ »  EN - Employer Employour

It

st Agroamont [F.
draamant [F20) I you aren't using a v

panroll systom, we lean show us that indoed they

ara on your payrol as a log
O [B Studont Loarning Ptan [F20]

_ Proof of First Paymant
1 F201 srings”. which takus place ahor
ross eamings and then upload

ditional payroll system and do not

abid ST
i oy

SUBMIT

Click ATTACH A FILE.

Show

AETRASCONRLET Click MARK
AS COMPLETE.

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 & Pogams W MyAppications @ ~  EN »  Employer Emplayour

< Back 1o applcaton

0 Task instruct

5 Hide

o 1o upload your students first pay stub to show thay have bogun their
company. This document must Include the student's name, the

company's name and address, dotes and wages pald,

[F2a]

that inoad thay
I o pary thaen by ch
o transactions have bagun &

ing Pan [F20]

° [ Student Loa

I Q- Proaf of First Payment 5

oenpary name ad acdnss,

[ eeven B s | Click SUBMIT. 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.

TECHNATION is formerly the Information Technology Association of Canada
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Career Ready Program & Programs WMy Applcations @ = EN ~  Employer Employour -

All Applications -

F20. Select the appropriate
application.

Notice your two

new tasks.
Click START.
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Task 1: Deposit and Bank Information

s @~ EN -~ Employor Empioyeur

Career Ready Program & Programs W My Appiicatior

F20-0000002206
Veur tasks -
 Daoposit and Bank information [E3)] ClICk “Deposit and
@ o 3 Final Gross Stuent Earrings [F20] > Bank Information.”
Pravious tasks
]
V]
&)
Career Ready Program £ Programs

[EFT) onily - sometimies referred to as Automatic Clearing House [ACH).

Name of Financial Instinstion Bank of Banks Fl” |n bank|ng
Sranch Addrsas information.
MEKIB
Branchs s gits) E5555
Financil o o € i) Upload a void cheque

or a document

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

Accourt Number (7 ta 12 digits|

Void Cheque or Document from Finan

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.
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Task 2: Final Gross Student Earnings

Career Ready Program

&rogams W My Apgications 10«

EN = Empioyer

ns Hiske

This is 8 repeatabie task - you will only need to finksh it once when creating multiple
applications,

Deposit and Bank Infarmation [F20]

Hew would yeu Bhe 1 ba payed?

% measures, we highly recommend you select the dirs

posit method. The logistics.
cheque with the temparary <iosurs of our office m igrin

grificant delays 1o

Banking Information
Please do not enter cocrdinates Sar wire tranafer. We pay by Elsetranic Funds Tramater (EFT) anly -
somatimes referred to as Automatic Clearing House [ACH).

Career Ready Program
Final numiber of weeks worked in this placement periad for this student:
Plpzamant pariod range iizled above

16 .

Final number of hours worked this placement period for this student

Plscement pericd range listed above.

& Programs M My Applcations @ -

EN »  Employer Employour +

Notice your
“Depositand Bank
Information” task is
marked complete by

the green check mark.

Select “FinalGross
Student Earnings.”

Enter your student’s
hours and weeks
worked, as well as their
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.

& Programs ¢ My Apg

Career Ready Program

Minimum: 1 Maximum: &

oc. docx, s, xdsx. png. jpg. jpeg

EN =  Employer Emplayeur

play a direct robe in combating COVID-19 (eg. development of essential
opment/contributions: for COVID awareness materials, etc.)

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

Y

Upload proof of gross
pay document.

Click MARK AS
COMPLETE.

TECHNATION is formerly the Information Technology Association of Canada
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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.

Career Ready Program

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

Documentis) must contain the student’s full name, dates, amounts and company name and

i Click SUBMIT.

vo 8 ROE o T4 s

you are nat using a traditional payroll system and

A pop-up will ask you
if you wish to review or
oo aric ; 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

Addacollaborator — 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'l
want to add them as a collaborator. You can do this at any point during the application process.

Career Ready Program & Programs MMy Apphcations @ »  EN - Employer Employou

I

F20-0000002206
- m Wour tasks L]

o », Deposit and Bank information [F20] N

n ) Studont Eamings [F 5

g Click “Add
Pravious sk
o Collaborator.”

)
]
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Collaborators

Add collaborators to view of contibull 10 your application
(et nadress of CoRBbONION Separte sodesses by LS
Colloaguad@employaur com

Types of access
i View & ot

Viow only

Massag0 {optional)

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.

Career Ready Program

F20-0000002206

& Programs ¢ My Applications @ »  EN = Employor Employour

APPLICATION  ACTIAT

.04 2 tasks comploln Fal 2000 (2
I
Your tasks

. E-v.vkw Evfghirpingt :D-nuff:

° 1z Final Geoss Seudort Eamings [F20]
e - |
Provious tasks
nshrobgmad com — y
. Pre vl 04t i you're elgibie
Invied: Oct 15 2020 0 ) st ke
iew oo a—
Change access a . Toll us about your company [F20]
FRomave
Rosond invise ° = Tl 115 Bibout th student [F20]
° 2 Invite the student ta pasticipate [F20]

= Deposit and Banik information [F20]

@ Prevow
ThATY
0 Irstructions
>
>
[F20) 5
2
>

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

% Bac 10 appicaton

a o Final Gross Student Eamings [F20]
= Completed Oct 15 202008 09 PU {EDT)

£ Programs MMy Applications @ = EN -

Empicyer Employiur +

Eal 2020 Daowmload
© Task instructions Hide
F20-0000002206 2 Feosat
. In this task you will claim your student's final hours and weoks worked, a3 w
; F 200000002
L 24 gs. You wil 1o support the amourd of  Edit
dlaimod,
= Deposit and Barik
5 intoemation [F20]
Idoal prool of @amings is a simple documaent that shows the gross pay of the student from this
°  Final Geoas Stadent v placomnt pericd.
= Eamings [F20]
Examples.
04 2 thshs cemmplotn » Pay stub
e S il + Record of Employment (ROE)
3 o 2:14
Documentis) must contain the student's full name, dates. amounts and company name and
e =
SUBI

Enter the collaborator’s
email address.
Select their access to

either “View & edit”
or “View only.”

Click SEND INVITE.

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

Click the three dots

and select “Edit.”

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

Click the three dots and
select “Reset.”

TECHNATION is formerly the Information Technology Association of Canada
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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.

Career Ready Program & Programs WMy Applcations @ -~ EN = Employ

Click the three dots
and select “Download.”

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

SUBMIT andress,

f you are not using & traditional payroll system and do nol have a ROE or T4 atc

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

Career Ready Program 2 Programs 4 My Applications @ =~ EN = Employer Emplayour
o Downioad Notice your application #.
e This means you are on
== Vourtasts the main page and about
o . . to download the entire
. Doposit and Bank Indormation [F20] . .
e ’ application.
u e e 0 ., Final Gross Student Eamings [F20) 3
Collaborators Add . e CI|Ck the three
© o Poont Fotu ot gt ) dots and select
“Download.”
@ :

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

Click “Programs.”

a5 wall a5 ther final tota
85 By you

Documents) must contain the stucent's full name, dates, amcunts and company name and

SUBMIT acdress,
f you are not using a traditional payroll system
* Wo loave il up 10 vou 10 show us prool of pay
Carear Ready Program S erogams M MyAppicatons @ - EN -
ey
Programs Q H =
Summer 2020 Fall 2020
This program is ciosed. ace b
CA$5,000.00 to N
CA$7,000.00 CAsiLoota
= MOEE CA$7,500.00 s

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
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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 technationcanada.cal/careerready for more information.
Visit our FAQ page or reach out to careerready@technationcanada.ca

Funded by the

m T E c H N ATI 0 NCA Government of Canada’s

Student Work Placement Program

i~l

Canada




