
Generating the Billing Form
	 Step 1 

•	 Select Youth Program Participant (Once you click on Youth Program Participant, you will see 
the next step)

•	 If the Designated Individual is a current UTEP employee, select Current UTEP Employee
•	 If the Designated Individual DOES NOT currently work for UTEP, select Non-UTEP Employee

Memorial Gym
101 W. Robinson Avenue, Room 107
El Paso, TX 79968-0602

Phone: 915-747-6134
Email: youthprogramsupport@utep.edu

	 Step 2 
•	 Enter the Direct Supervisor’s name
•	 Enter the CAO’s name (if applicable)
•	 Enter the Business Center Manager’s name (if applicable)
•	 Enter the Department name

	 Step 3 
•	 Enter the Cost Center/Project ID
•	 Click Submit
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CBC INSTRUCTIONS FOR 
YOUTH PROGRAM DESIGNATED INDIVIDUALS
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CBC INSTRUCTIONS FOR YOUTH PROGRAM DESIGNATED INDIVIDUALS 

Submitting the CBC Request to Human Resources

	 Step 1 
•	 Access the Miner Connect homepage via the UTEP Human Resources website

	 Step 2 
•	 Search “Background Check Request”

	 Step 3 
•	 Select “Background Check Request”
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CBC INSTRUCTIONS FOR YOUTH PROGRAM DESIGNATED INDIVIDUALS 

Step 4 
•	 Enter the Tentative Start Date
•	 Enter the Projected End Date
•	 Enter the Complete Legal Name (First Name and Last Name) of the participant
•	 Enter the Personal Email of the Designated Individual
•	 Enter the Background Check DTN Number
•	 Enter the Program Name
•	 Enter the name of the Program Coordinator
•	 Click Submit
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