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Welcome to Douglas College!

This User Guide provides information that will help you navigate through the records section of the Douglas College Employment
Portal during your onboarding process.

L2

¥ How to Log-in

-

Please make sure to use the guest user log-in section (the red highlighted on the screenshot with your username and password you
used to apply. If you happen to receive a Password Reset Link email, please reset your password and use the username noted in the
email.

Site URL: https://www.douglascollegecareers.ca/hr

DOUGLAS COLLEGE

To access the Employment Portal:

Login with Your Douglas @
College Network Access "\

Problems with access?
Contact HR at humanresources@douglascollege.ca with issues related to your user permissions.
If you have issues with College Network Access (CNA), please contact servicedesk@douglascollege ca.

If you have an issue to log in, please send a screenshot of the error message to humanresources@douglascollege.ca.



https://www.douglascollegecareers.ca/hr
mailto:humanresources@douglascollege.ca
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v’ Your Douglas College Network Access (CNA) login credentials are provided to you through the Employment Portal. The title
of the task is Setup your DC Login/Network Access (this provides access to your computer login, Outlook, Employee Self-
Service, campus Wi-Fi, Blackboard, and more). This login may take up to 3 business days to receive.

v/ The diagram below is a recommended timeline to guide you while completing your onboarding tasks/e-forms.

To Review On or
Before Due Date

Review Position
Details & Onboarding
Information E-Form
(1 minute)

}

Review DC Log-in/
Network Access
E-Form

(2 minutes)

!

Review New to DC
Onboarding Page
(10 minutes)

Please note: it may take
up to 3 business days to
receive your leg-in

NOTE: Register for
MAKING CONNECTIONS-

New Employee
Welcome Event
{Occurs in September and March)

elpful Tips

To Provide On or
Before Due Date

Complete Direct
Deposit, TD1 &
TD1BC Tax E-Forms
{10 minutes)

I

Complete Human
Resources Data Input
E-Form

(3 minutes)

:

Complete Work
Permit and SIN
Confirmation E-Form
(3 minutes)

!

Provide Educational
Credentials and
Transcripts

(if applicable)

(3 minutes)

!

Register for “New
Employee JumpStart
Session”

{2 minutes)

To Review
Within 7 Days of
Start Date

Review “New to
Douglas” DC Connect
Page for more info
about the College

(15 minutes)

}

Review Blackboard
E-Form (opplicable to
Faculty only)

(5 minutes)

!

Review Academic
Technology Services
E-Form {applicable to
Faculty only)
(2 minutes)

H
v/ Use the DUE DATE column to filter the tasks by their due dates.
v

DC Log-in will be
required to access
some items listed
in these sections.

To Review

Within 30 Days
of Start Date

Review HR Policies
E-Form and Complete
Online Training

(45 minutes)

!

Review College
Policies, Procedures
& Information
E-Form

(90 minutes)

!

Review BCGEU Union
Dues E-Form
(applicable to Staff
and Auxiliaries anly)
(2 minutes)

!

Review BCGEU C.A.
Article 33.3 Memo
(applicable to Staff
and Auxiliaries only)
(2 minutes)

Review Faculty-
Specific Policies,
Procedures &
Information
E-Form

(120 minutes)

To complete a task, click into the task by clicking VIEW or SIGN/APPV/REV. When you open the form, some e-forms
default to the bottom of the form. To view the content, please scroll up.

<

To remove a task from your list, review/complete the task and click SAVE FINAL (some forms require a typed electronic

signature at the bottom). If necessary, then click SUBMIT. You can view all of your completed tasks on the Completed

tab.

Meeds Artention Completed




