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WELCOME STUDENTS STUDENT LINKS

Welcome

Suggestion Box

Support Form

HiJason,
QUICK LINKS You have logged onto myCIA and this is the Student o la
Hub. I've tried to collect some key content here for you.
My Pages If you think something else should be here let me o
My Courses know by way of the Suggestion Box A-Z Quick List

https://my.cia.edu/ICS/Suggestion Box.jnz
My Groups v Title
? i If it should be a link then | will add it to the Student

i P Links in the right column. If it should be visible on this

page then that is where it will go. All requests won't

Academic Calendar
& Google Drive Students

i Creative Writing Concentration

Step 2: Finding SLC Group

i CWRU Greek Life

i Engaged Practice at CIA

i Engaged Practice Faculty
Resource Center

- On the Campus Group page scroll

i IDSA

down until you can see Student

i |llustration Club

@ Long Range Plan

Leadership Council on the left side

@ Photography and Video Club

of the page

@ Printmaking Club

i Printmaking Notes

i Strategy Game Club

- Click on tab to open SLC page

i Student Holiday Sale

il Student Leadership Council

Step 1: Go To Campus Groups
- Log into MyCIA

- From the home page locate
the Campus Groups tab on the
navigation bar

- Click on tab to open page

Who can start a Group?
Anyone may request to start a group, but the group must meet certain criteria before it can be approved.
The Group approval criteria will be based on the type of group.

Groups may be one of 3 types.
o Student
o Department
o Committee

Groups will be periodically reviewed for activity and removed for inactivity or inappropriate activity. Group lead
adequate notice.

How do | request a Group?
The most direct way to request a group is to use the myCIA Group request form

Artist For Christ BFA Exhibition Black Scholars and Artists CIA Arf

@ summer Reading at CIA

8 The Glass Guild

i Video Game Club

i Visual Arts Archive Assesment

QUICK LINKS

Getting a refund for something that you -

purchased | gdjt set

Click on the expense report and fill it out to
understand how you get reimbursed for things you
purchase for your club!

When you make a purchase, please fill out the
following form and turn it into the tresurer's
mailbox in Student Life and Housing.

df, 428K | Downloaded 12 times)

Meeting Minutes ‘Edltm - ~

Below you will find the meeting minutes from
previous meetings.

(.pdf, 155K | Downloaded 0 times)

C eae [GEEEN

Information Club

CIA Dij
CIA Gaming Club CIA Wellness CWRU Greek Life Campt

CAB
Colleague Community. Community Outreach Creative Writing Engag:
Building Initiative Team Concentration Resou
Engaged Practice at CIA IDSA Ilustration Club Long F
Photography and Video Printmaking Club Printmaking Notes Stratey
Club Stiidant Halidav Sala Stidant Indanandant SHidar

Step 3: Finding Expense Reports

- On the SLC page scroll down until
you can see the Expense Report tab

*lgnore administrative controls in

image to the left

- Click the blue link to open up
editable pdf in new tab
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Step 4: Fill Out Your Info

. . . Name First Last Street No Your Address Week Ending Saturda)
- Fill out your personal information Tit Club and Club Posiion iy, Stae 2ip_ Adcress Continued 1200712019
accura‘te|y at the top Of the form EXPENSE ITEM (12/01/2019 §§ 12/02/2019’§§ 12/03/2019’§§ 12/04/2019’§§ 12/05/2019§§ 12/06/2019’§§ 12/07/2019’§§, TOT#
Breakfast
- For title include your club and the e 5w 5@ 5@ 5@ 5@ o %
club position e
- Fill out the Saturday at the end of -
the submission week
* th t f th d t th Mileage 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000
eresto € dates on the Baggage Fees
. . Other Tips (not meal)
document with auto-fill ot
Dffice Supplies

To: 18 Enter Additional Item Here Step 5 EXp|aIn Your Expenses
Date:  12/07/2019 Miles: 19 Enter Additional ltem Here

From: 20 Enter Additional ltem H . .

Io: = - Fill out the explanations for

expenses in the large box to the

Explain by ltem Number (4-21) any Expense That May | Sub-Total (lines 4-21)
lower left of the form

be Questioned and Purpose of Trip/Expense. TOTALS:

Write out what the expenses were for. List items and general purposes here

or decribe any other expense reasoning - List the items purchased and a brief

: reasoning or event title for which
B the supplies were for

=]

Step 6: Locations & Account Code - . . - - - . oo
0.00}
. » 0.00}
- If items were purchased from f 0.00
. . . p 0.00}
different locations please list % 000
. 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.0

out the Separate locations and 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.0

N [ (Items 1-3) Detailed ion of Meal attach i sheet if Y.
eXpe n SeS fO r eaC h Item # Date || Flace Name of Person(s), Nature, and Purpose Amount
I|Location 1 Brief description of items (general) 10.00
I|Location 2 Brief description of items (general) 20.00
_ Insert your Clu bS aCCOU nt COde |nt0 ! Location 3 Brief description of items (general) 55.00
the project number space (provided

Account Number-Project Code Amount JAll Receipts Must be Itemized and Neatly
O n aCCO U nt U pd ate S heetS) 100.00| fTaped to 8.5" X 11" Single-Sided Paper

01-01-17-7600-20350-CODE

Total CIA PaAI:‘:;cEeX 0.00
- Write your total in the amount field S T
ue Employee: 0.00

next to the course code

Print Reset Form
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Step 7: Print Completed Form

- Check information for accuracy

Copies

T SV ey mewsenps sy, ey Fepeps) o] e pr—r, g More settings - Print out the completed form
SR —A—H—H—F—
& L A N S S —

1t ot wht e axpensesver o List s avd g prsesrors |
S

Josston?

e P e
[Fror7 s m%50-cooe.

[Froerss s =3

Cancel

Ste 8 . T t I OW d n d S n n ro: b Total (Lines 13) 0.00 000 0.00 000 0.00 000 0.00 00
p o. I0ta eda Igning o e o
[From: 5 Airfare 0.0(
To: 6 Taxi/ Shuttle 0.0¢
[Pate: 1210312019 Miles: 7 Rail Bus 0.00f
[From: 8 Auto Rental 0.0¢
H H Jro 9 Fual 0.0
- Sign your name in the Employee Tz 5
[From: 11 Parking 0.0
- H H To: 12 Mileage 0.0000 0.0000 0.0000 0.0000 il 0.0000 0.0000 0.0000 0. 00'
Signature section and date it i s 5
From: 14 Other Tips (not meal) 0.
[ro: 15 Phone /Fax 000
[oate: 72062019 Wies: 16 Instructional Supplies 0.00f
JFrom: 7 m}_r;l
. e &
- Cross out the $0.00 in the lower e e 2
[From: 20 Enter Additonal ltem Here 0.0
right corner where it says due to T e [ T S S B B BT
Jbe Questioned and Purpose of TripExpense. [rovas: 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.0
emp |oye e o o g s s s e | oun e TS|
— it o o -
Location 2 |Brief description of items (general) 20.00
Location 3 Brief description of items (general) 55.00|

“Account Number Project Code “Amount “Al Receipts Must be temized and Neatly
[0181-17-7600-20350-CODE 700.00] _Taped to 8.5 X 11" Single-Sided Paper
[Employeo Signature™ Date ‘Advance]
| —=
Due Gl 000

[Approving Signature” Date Due Employoe:| memmesaesie
* 1 certity that the information submitted is true and correct and the amounts

claimed comply with CIA's expense reimbursement policies. *Write Total Here*

Tl e =l i . Step 9: Attach Receipt and Submit
SR H : - TAPE ORIGINAL RECEIPTS TO A
e : SEPARATE PIECE OF PAPER (for
= pES é online purchases, printed copies of
ol = S o | —ome o |l receipts and invoices can be used)
From: 14 Othor Tips not mo) 00|
e § - Staple receipt page to the back of
S e e the completed form

— e - Leave form at desk across from
S — o Rebecca in top wire basket in
| . .
— Student Affairs Office
e sty wih L% s Fmaren po $100.00




