How to Become a Notetaker

1. Visit: https://app.joinhandshake.com/emp/jobs/5589248

2. Sign into your “MyColumbia” account by entering your Columbia College Chicago email address
(ID#@colum.edu, ex: 123456@colum.edu)

3. Onthe following screen (Pictured Below) enter your Columbia email (ID#@colum.edu, ex:
123456 @colum.edu) and password, and click “Sign In”
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Please sign-in with your Office 365 credentials
Faculty/Staff: username@colum.edu

Students: MyC alD@colum.edu

If you are having password problems, please visit

(guide continues on next page)
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4. Enter your Columbia ID number into the “School ID” box and click “Continue to Step 2”

Co!umbia Services for Students with Disabilities l

Homa » Online Notetaker Application

_ ONLINE NOTETAKER APPLICATION

» Onling Services Home
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5. Complete the Notetaker Application, then click “Register as a Notetaker”

MLINE NOTETAKER APPLICATION
STEP D SPECEVING PERSCHAL MECRMATION
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6. Once you complete the application, you will be directed to the “Notetaker Home” page
(Pictured below). Once on the Notetaker Home page, you need to enter the following
information for the class that you wish to be a notetaker: Enter the term that you are applying
to be a Notetaker, input your Course Subject (ex. ENGL), add the Course Number (ex. 111), and
Section Number (ex. 49). This information can be found on your schedule or syllabus. Click
“Search” and make sure that the correct course appears, then hit “Select”

» Request and View Assignments
» Neweaker Agresmans

Thank t ¢ insacest in being & rote taker in your class.

» Upload and View Notes Bk yOu For your inteest g you
The basic note taker responsibilites ase to attend every class. take legible and accurate notes. and than upload the notes o MySSD within
4E hours after each class. Note takers will be paid a supend of §75 at the end of the semester for providing copes of their notes.

“ ¥ intereszac. please compless the apglication balow. If you have questions. plaass coneace S50 at S5DScolum.adu or caling 312 369-829.

Plaase note that you will be notfied by email i you have been assigned as a note taker in a class

ANNOUNCEMENT

U firish with

o ot Fongat 6 iy Ok
i Close Your Browser
Log Out Previous Tem Term: Fall 2020 ez Tem
r—
| Search Fora Course |
E——————

Important Note: Sysemn will only search 10 classes at a time. Please enter ar lzast course subject and number.

seremmocason Ters (B0 Fall %]
Course Subjec: | ENGL
CouseMumben [121 |
Section Number: 49—]

[ Search | | Start Over |

Number of Records Found: 1 Show Umiz: | 100 ¥ | zer Page | Update

Showing Records: 1- 1

[0 [ oo [ xc. G e o | s
EnGL 1

45 Writing and Rhetoric 1 09/08/2020 Select
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7. Review the contract, then type your name in the “Required Step” field at the bottom. Click
“Submit Your Notetaker Contract”

Home ® Notetaker Access » Hotetaker Contract

NOTETAKER CONTRACT UscAl Ad Nen Agreement

» Reguest and View Assignments
> Nowemaker Agresments

NOTETAKER CONTRACT FOR Fall 2020

3 Upload and View Notes Plaase e aw tha folowng rights 1~8 respontibiites of & note taker and indicate your consent Sacw.
Dear Nooe taier,
Thank you for agreeng to be & note takar. Please review the following rights and responsbilties as 2 note taker,
1. Nets takers rmust confirm thair asEgmant within 72 hours after 55D malkes the note taker assgrment.

DO you finvsh with yuor sesson 2. The note taker must be decendable - one who attends class on a regular basis and takes thorough and legibie notes. If the note aker s
e do not & absent. thay must amange for an alternative person to taka notes and provide tham to S50

3. Note takers must deliver copes of their course notes by uploading them to MySSD (ebert sccessibislsaring. comy/Colym) within 48 hours
#%er the end of aach class. If there are no notes for the week. the note taker must upicad te reason for no noees 1o MySSD. Note takers should
contact the SSD office ¥ notes cannot be provided within 48 hours after the end of a specific class pericd. Freguent delays and absences may
result in canceliation of a nots taking assignment without payment of the stipend and another note taler will be found.

4. Note takars are responsitia for uploading all notes wo MySSD (ebet accessibielearning com/Colum) using one of the following Fia formans:

= Microsoft Word 1997-2003 Compatible Documant (®.dec)
* Adoba Acrobat POF (™)

*  Rich Text Fle (")

5. Scanners are avalable in the 550 office at no-com for note takers during business hours. Scanners are also svalable in the Columbia College
Chicago Library. MySSD is accessible 24 hours » cay from 3 computer with an internet connecton

6. Note takers are paid 52 the end of the semester a §75.00 stipend for providing copies of their notes. Note takers ace responsible for signing
the gecronc invoice 3t the end of the semester. Falure 1o sign the invoice will resul in payment deing withhald. Note talars will receive the
stipend by eher a chack maded to them or via direct deposis into their account. It an ke up 1o 4-6 weeks for the payment to be

7. S50 suudents are responsitia for varifying tha receipt of notes by signing the elacvonic invoice. IF tha note taker provided notes and is urable

0 Gain & Sudent signature. please contact 55D at ssd@colum.ecu durng the last weel of the semester. S50 may process invoices without a
student sigrature i 55D can verify that notes were provided using our online sy notes were provided. your
paymesz may be withhald pencing verfcaton.

Full Name *: [ ]
Hote: Paase sgn wacy i Joe Columbia

The undersigned note taker has read and agrees to the note taker rights and responsibs

Eedeis Voo Btctale Ftas |

8. |If selected, SSD will reach out to you via email to confirm your notetaking assignment. Once
confirmed, select “Upload and View Notes” on the Notetaker Home Page. There will be a
button that says “Upload”

Guide complete!
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