UTEP

OFFIGE OF YOUTH PROGRAM
DEVELOPMENT AND SUPPORT

EXTENDED UNIVERSITY

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

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

CBC INSTRUCTIONS FOR
YOUTH PROGRAM DESIGNATED INDIVIDUALS

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
o If the Designated Individual DOES NOT currently work for UTEP, select Non-UTEP Employee
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| Staff | Faculty

lgy Youth Program Participant

I Current UTEP Employes

Background Check Cost Center / Project ID Appraoval Form

1 Afiliates / Other

The University of Texas at El Paso

| Student

1 ‘Violunteer

I Nan UTERF Emplayee

Step 2
o Enter the Direct Supervisor's name
o Enter the CAO's name (if applicable)

» Enter the Business Center Manager's name (if applicable)

« Enter the Department name

Direct Supenvisor: I
CAD :

Business Cenler Manager.

Depariment I

Step 3
o Enter the Cost Center/Project ID
¢ Click Submit

Cost Centar / Project ID I
Account Tithe

“SALARY ACCOUNTS AND WAGES ACCOUNTS CANNOT BE USED TO CHARGE THESE FEES.

Approver

| (b Mo ditabase records were faund malehing the request
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CBC INSTRUCTIONS FOR YOUTH PROGRAM DESIGNATED INDIVIDUALS

Submitting the CBC Request to Human Resources

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

”ﬁ OFFICE OF HUMAN RESOURCES

ABOUT = WORS AT UTER = EMPLOVEE RESDURCES = BEMEFITS, WELLMESE, AND LEAVE = LEARNIMG AND COMTINUOUS IMPROVEMENT = Q. MY UTER RESOURCES FOR = GUISCK LINKS +

OUR
MISSION

Step 2
+ Search "Background Check Request”

_ o

HR Miner Connect = Technolofy services =

dome ¥ HR Miner Cannect

Step 3
» Select “Background Check Request”

Home » Search

Filters Hide filters 12 results for Background Check Request ()

£ Source @ Request - HR Miner Connect.General HR Services HR Service Center

Lonkincany Selected Background Check Request (Affiliates, Youth Program Participant,

] Catalog Item {1+) Volunteer)
Background Check Request (Affiliates, Youth Program Participant, Volunteer)

| Knowledge (12+)
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CBC INSTRUCTIONS FOR YOUTH PROGRAM DESIGNATED INDIVIDUALS

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

Background Check Request (Affiliates, Youth Program Participant, v
Volunteer)
Background Check Request (Afhliates, Yauth Program Participant, Volunteer)

i) Save as Draft

A request to conduct a background check for individuals serving as affiliates, youth program participants, or
volunteers.

Required information

Mote: Background check must clear before individuals are allowed to obtain access or participate on campus,

® Indicales reguired

*Please indicate the classification for the background check request

| Youth Program Participant | " |

*Tentative Start date

| MM-DD-YYYY | E |

* Projected end date

| MM-DDYYYY | & |

*Complete Legal Name ( First Name, Last Name)

L “

| Provide the email address of the individual for whom the background check is being requested.

*Enter the Background Check DTN Number:
| | Required information

For Youth Program Participants (Indicate the Program Name)

For Youth Program Participants (Indicate the name of the Program Coordinator)

Add attachments

Choose a fileor drag it here.
Copy and paste clipboard files here.

3/3


https://www.utep.edu/extendeduniversity/office-of-youth-program-development-and-support/youth-program-notification-form.html

