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Welcome to Collin College! 
 
This document provides access to vital resources for employees. Click on subjects of interest to 
access linked content online. You must be logged in to CougarWeb to access some links. Items 
marked in red are likely to be useful during onboarding. 
 
Please email professionaldevelopment@collin.edu with any questions or access issues. 
 

Accounts Payable 
Request a T-Card (Credit Card) - Authorized Users Only (contact Kathleen Bouchez) 
T-Card Procedures Manual 
Travel Procedures - including mileage reimbursement, local travel, professional travel 
 

College Information 
ACCESS Disability Services 
Athletics Events 
Board of Trustees 
Bookstore, Spirit Shop 
Communications 
District Calendars 
District Master and Strategic Plans 
Executive Leadership Team 
Fine Arts Events 
How to Report a Concern  
ID Badges 
Institutional Research Office 
Library 
Mission and Values 
Red Room 
Student Career Center 
Student Conduct Office 
Student Counseling Services Office 
 
All Campus Locations  
Celina Campus McKinney Campus 
Collin Higher Education Center Plano Campus 
Courtyard Center Public Safety Training Center 
Farmersville Campus Rockwell Center 
Frisco Campus Technical Campus 
iCollin Virtual Campus Wylie Campus 

 

http://www.collin.edu/
mailto:professionaldevelopment@collin.edu
http://inside.collin.edu/workday/accounts_payable.html
mailto:KBouchez@collin.edu
http://inside.collin.edu/businessoffice/District%20Credit%20Card%20Procedures%20June%202022.pdf
http://inside.collin.edu/businessoffice/localtravel.html
https://www.collin.edu/aboutus/index.html
http://www.collin.edu/studentresources/disabilityservices/index.html
https://athletics.collin.edu/landing/index
https://www.collin.edu/leadership/board_of_trustees.html
https://collin.spirit.bncollege.com/
http://inside.collin.edu/communications/
http://www.collin.edu/hr/hr_calendars.html
https://www.collin.edu/aboutus/strategic_goals.html
https://www.collin.edu/aboutus/strategic_goals.html
https://www.collin.edu/leadership/LeadershipTeam.html
https://collin.universitytickets.com/w/default.aspx
https://www.collin.edu/studentresources/deanofstudents/reportaconcern.html
http://www.collin.edu/hr/employment/ee_id_card.html
http://inside.collin.edu/iro/irolinks/IRO%20flyer_20190109-Updated.pdf
http://www.collin.edu/library/
http://www.collin.edu/aboutus/index.html
https://www.collin.edu/community/redroom/Index.html
https://www.collin.edu/community/redroom/Index.html
https://www.collin.edu/studentresources/career/index.html
https://www.collin.edu/studentresources/career/index.html
https://www.collin.edu/studentresources/deanofstudents/studentconduct.html
https://www.collin.edu/studentresources/counseling/index.html
https://www.collin.edu/campuses/
https://www.collin.edu/campuses/celina/index.html
https://collin.oudeve.com/campuses/mckinney/index.html
http://www.collin.edu/chec/index.html
https://collin.oudeve.com/campuses/plano/index.html
https://www.collin.edu/campuses/courtyard/
https://www.collin.edu/campuses/pstc/
https://www.collin.edu/campuses/farmersville/
https://www.collin.edu/campuses/rockwall/
https://collin.oudeve.com/campuses/frisco/index.html
https://www.collin.edu/campuses/technical/index.html
https://www.collin.edu/campuses/iCollin/index.html
https://www.collin.edu/campuses/wylie/
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Faculty Resources 
Center for Teaching and Learning 
Council on Excellence (COE) 
Curriculum Office  
Faculty Council  
Faculty Handbook (left column)  
Faculty Load Compensation Guidelines Document 
Faculty Starting Line Orientation Course 
Full-Time Faculty Overload Compensation Chart and Payroll Schedule  
Full-Time Faculty Hiring Salary Charts  
Professional Travel  
Syllabus Depot 
 
 

Foundation 
Lift Up Employee Giving Campaign 
 

Human Resources 
Contact Us 
HR A-Z Resources Page 
HR Forms 
Orientation PowerPoint Slides 
Who is My Campus HR Consultant? 
 
Benefits 
Benefits How to ... 
BenePlace: Employee Discount Purchase Program 
Dental Benefits 
Employee Assistance Program 
Job-Related Accommodations 
Medical Benefits 
Part-Time Employee Benefits  
Retirement Plans - 403B, Texa$aver 457, ORP, TRS, FICA Alternative Plan  
Time Off and Leave Benefits - including vacation, sick, personal time, jury duty, bereavement 
Workers’ Compensation 
 
Compensation  
Job Descriptions 
Salary Ranges 
Job Description Change Request 
New Position Request 
Position Reclassification Request 
 

http://www.collin.edu/
https://www.collin.edu/foundation/
http://inside.collin.edu/tl/profdev.html
http://inside.collin.edu/tl/profdev.html
http://inside.collin.edu/committees/coe/
http://inside.collin.edu/curriculum/
http://faculty.collin.edu/facultycouncil/
http://inside.collin.edu/tl/profdev.html
http://www.collin.edu/hr/hrcompensation/index.html
https://collin.instructure.com/enroll/E3RLKL
http://www.collin.edu/hr/hrcompensation/index.html
http://www.collin.edu/hr/hrcompensation/index.html
http://inside.collin.edu/committees/coe/professional_travel.html
http://inside.collin.edu/curriculum/Syllabus_Depot.html
https://www.collin.edu/foundation/
https://www.collin.edu/foundation/give/Employees.html
http://www.collin.edu/hr/
http://www.collin.edu/hr/Contact_Us.html
http://www.collin.edu/hr/site_map.html
http://www.collin.edu/hr/hr_forms.html
https://inside.collin.edu/hr/newemployeeresources/HR%20New%20Employee%20Orientation%20Slides%20Jan.%202024.pdf
https://inside.collin.edu/hr/newemployeeresources/HR%20New%20Employee%20Orientation%20Slides%20Jan.%202024.pdf
http://www.collin.edu/hr/hr_consultants.html
http://www.collin.edu/hr/benefits/
http://www.collin.edu/hr/benefits/specialinstructions.html
https://www.collin.edu/hr/benefits/empdiscounts.html
https://www.collin.edu/hr/benefits/empdiscounts.html
http://www.collin.edu/hr/benefits/dental.html
http://www.collin.edu/hr/benefits/eap.html
http://www.collin.edu/hr/benefits/ADA_accommodations.html
http://www.collin.edu/hr/benefits/medicalplan.html
http://www.collin.edu/hr/benefits/ptbenefits.html
http://www.collin.edu/hr/benefits/retirement.html
http://www.collin.edu/hr/benefits/leavebenefits.html
http://www.collin.edu/hr/benefits/workerscomp.html
http://www.collin.edu/hr/hrcompensation/index.html
https://c0ebv245.caspio.com/dp/57b13000a52d44f428e5422d89a4
http://www.collin.edu/hr/hrcompensation/index.html
http://www.collin.edu/hr/hrcompensation/JobDescriptionReviewReq.html
http://www.collin.edu/hr/hrcompensation/CompRequestForm.html
http://www.collin.edu/hr/hrcompensation/CompRequestForm.html
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Compliance Resources/Training and Complaints Process 
Clery Act 
Complaints Process 
Compliance Training provided by Vector Solutions. Notifications by email.  
Cybersecurity Training provided by KnowBe4. Notifications by email. 
District Dean of Students Office  
Federal Educational Rights and Privacy Act (FERPA) 
How to Report a Concern  
Modification Requests for Pregnant and Parenting Students  
Reporting Form (CSA, child abuse/neglect, Senate Bill 212 incidents) 
Reporting Incidents of Prohibited Conduct 
Texas Abuse Hotline Website 
Title VI 
Title IX 
 

Data Management 
Change Work or Personal Contact Details 
 
Employment  
Board Policies  
Campus HR Consultant Contacts 
Checking in and out (Time Entry for Hourly Employees) 
Coaching and Discipline  
Employment/Income Verification – Information for Employees 
Employment/Income Verification – Instructions for Verifiers 
Instructions for Applying as an Internal Candidate 
Recruitment 
Resignation Process 
Student Employment 
Transcript Guidelines 
 

 
 
 
 
 
 
 
 
 

http://www.collin.edu/
https://www.collin.edu/studentresources/deanofstudents/cleryact.html
http://www.collin.edu/hr/complaints/index.html
http://www.collin.edu/studentresources/deanofstudents/
http://www.collin.edu/hr/profdev/ferpa.html
https://www.collin.edu/studentresources/deanofstudents/reportaconcern.html
file://Instructional/I/HR/PROFESSIONAL%20DEVELOPMENT/Orientation%20(by%20PD%20Team)/Pregnant%20and%20Parenting%20Students%20Modifications%20Request%20Form
https://collin.guardianconduct.com/incident-reporting?incident_type=Campus%20Security%20Authority%20%28CSA%29%20Crime%20Reporting%20Form
https://www.collin.edu/titleix/ReportingIncidentsofProhibitedConduct.html
https://www.txabusehotline.org/Login/Default.aspx
http://www.collin.edu/CMVOST-Related%20Activities%20And%20The%20Title%20VI%20Program.pdf
https://www.collin.edu/titleix/
http://inside.collin.edu/workday/job_aids/change%20home%20address.pdf
http://www.collin.edu/hr/employment/index.html
https://pol.tasb.org/PolicyOnline?key=304
http://www.collin.edu/hr/hr_consultants.html
http://inside.collin.edu/workday/time_entry.html
http://www.collin.edu/perf_mgmt/ee_discipline.html
http://www.collin.edu/hr/WorkNumber%20Employee%20Flyer.pdf
https://collin.oudeve.com/hr/WorkNumber%20Message%20to%20Verifiers.pdf
https://collin.oudeve.com/hr/WorkNumber%20Message%20to%20Verifiers.pdf
http://www.collin.edu/hr/employment/Internal%20applications.pdf
http://inside.collin.edu/workday/recruitment.html
https://www.collin.edu/hr/employment/resignations_and_exit_information.html
https://www.collin.edu/hr/employment/resignations_and_exit_information.html
http://www.collin.edu/hr/employment/StudentEmployment.html
https://collin.oudeve.com/hr/Official%20Transcript%20Guidelines.pdf
https://collin.oudeve.com/hr/Official%20Transcript%20Guidelines.pdf
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Training and Development 
Collin Scholars Program  
Continuing Education Professional Development 
Credential Reimbursement  
Endowed Chairs 
Leading for Excellence Academy  
LinkedIn Learning (Hover over My Workplace, and select Professional Development) 
Performance Appraisals (General Information) 

 Overview of Staff Annual Appraisal 
 Overview of Staff 90-day Appraisal 
 Overview of Faculty Annual Appraisal 
 Overview of Faculty 90-day Appraisal 
 Overview of Administrator Annual Appraisal 

Professor Emeritus  
Sabbatical Leave  
Starlink Training Network  
Tuition Reimbursement 
UT Dallas Doctoral Scholarship Program 
 
Wellness Program  
Burnalong Wellness Platform (Free for full-time employees; access available at the beginning of 
the following month after joining Collin College.)  
Fitness Centers 
Fitness Class Schedule 
Newsletters 
How to Record Wellness Time in Workday  
Wellness Website 
 

Payroll 
Check your Pay Stub 
Payroll Quick Reference Guide 
Timesheet Cut-Off and Direct Deposit Dates 
Update/Add Direct Deposit 
Update W-4 
Workday Time Entry Directions 
 

Purchasing 
 
 
 
 

http://www.collin.edu/
http://www.collin.edu/hr/profdev/index.html
http://www.collin.edu/hr/profdev/index.html
https://www.collin.edu/hr/profdev/collin_scholars.html
http://www.collin.edu/hr/profdev/index.html
https://collin.oudeve.com/hr/profdev/credential_reimbursement.html
http://www.collin.edu/hr/profdev/endowed_chair.html
http://inside.collin.edu/hr/professionaldevelopment/index.html
http://inside.collin.edu/hr/professionaldevelopment/index.html
https://cougarweb.collin.edu/web/home-community/profdev
http://www.collin.edu/perf_mgmt/index.html
https://inside.collin.edu/hr/newemployeeresources/Overview%20of%20Staff%20Annual%20Appraisal.pdf
https://inside.collin.edu/hr/newemployeeresources/Overview%20of%20Staff%2090-Day%20Appraisal.pdf
https://inside.collin.edu/hr/newemployeeresources/Final%20Faculty%20Annual%20Review%20template%2001.13.23.pdf
https://inside.collin.edu/hr/newemployeeresources/Overview%20of%20Faculty%2090-Day%20Appraisal.pdf
https://inside.collin.edu/hr/newemployeeresources/Administrative%20Appraisal%20Overview.pdf
https://www.collin.edu/hr/profdev/faculty_emeritus.html
https://www.collin.edu/hr/benefits/sabbatical.html
http://www.collin.edu/hr/profdev/starlink.html
https://www.collin.edu/hr/profdev/tuition_reimbursement.html
https://www.collin.edu/hr/profdev/tuition_reimbursement.html
http://www.collin.edu/hr/profdev/utd_scholarship.html
http://inside.collin.edu/wellness/index.html
http://inside.collin.edu/wellness/index.html
https://join.burnalong.com/collincollege
https://www.collin.edu/intramurals/
http://www.collin.edu/hr/wellness/index.html
http://inside.collin.edu/wellness/WellnessNewsletters.html
https://inside.collin.edu/wellness/How%20to%20Record%20Wellness%20Time%20in%20Workday.pdf
http://inside.collin.edu/wellness/index.html
http://inside.collin.edu/businessoffice/payroll.html
http://inside.collin.edu/workday/job_aids/get%20payslip%20mobile.pdf
http://inside.collin.edu/hr/newemployeeresources/Quick%20Reference-Orientation%20-%20Payroll.pdf
http://inside.collin.edu/businessoffice/payroll.html
http://inside.collin.edu/workday/job_aids/To%20update%20or%20add%20a%20bank%20account.pdf
http://inside.collin.edu/workday/job_aids/ChangeW4Elec-JA-2020R2.pdf
https://inside.collin.edu/workday/time_entry.html
https://inside.collin.edu/workday/time_entry.html
http://inside.collin.edu/purchasing/general_procedures.html
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Safety and Mandatory Reporting 
Active Shooter Training Video (warning: content may be triggering for some viewers) 
CougarAlert – sign up for this safety warning system 
District Dean of Students Office  
Emergency Management Resources 
Evacuation Locations 
How to Report a Concern 
Police Department 
Reporting Form (CSA, child abuse/neglect, Senate Bill 212 incidents) 
Shelter Locations 
Strategies of Behavioral Intervention (Information) 
Strategies of Behavioral Intervention (Reporting Form) 
Student Conduct Office 
Student Counseling Services Office 
Texas Abuse Hotline Website 
 

Technology Support 

CougarWeb or OneLogin Trouble 
eLearning Center (Faculty and Staff Resources) 
Office 365 Resources 
 

Workday Resources 

Workday Resources for Supervisors 
Requesting Time Off 
 
Please email professionaldevelopment@collin.edu with any questions or access issues. 

http://www.collin.edu/
https://www.collin.edu/campuspolice/
https://www.youtube.com/watch?v=QvI-aMm5QSo
https://www.collin.edu/cougaralert.html
http://www.collin.edu/studentresources/deanofstudents/
https://www.collin.edu/campuspolice/OEM/index.html
https://www.collin.edu/campuspolice/OEM/Evacuation%20Response.html
https://www.collin.edu/studentresources/deanofstudents/reportaconcern.html
https://www.collin.edu/campuspolice/CCPD_Main.html
https://collin.guardianconduct.com/incident-reporting?incident_type=Campus%20Security%20Authority%20%28CSA%29%20Crime%20Reporting%20Form
https://www.collin.edu/campuspolice/OEM/Shelter%20Response.html
https://collin.oudeve.com/studentresources/SOBI/index.html
https://collin.guardianconduct.com/incident-reporting?incident_type=SOBI%20Care%20Team%20Referral
https://collin.guardianconduct.com/incident-reporting?incident_type=SOBI%20Care%20Team%20Referral
https://www.collin.edu/studentresources/deanofstudents/studentconduct.html
https://www.collin.edu/studentresources/counseling/index.html
https://www.txabusehotline.org/Login/Default.aspx
https://www.collin.edu/aboutus/helpdesk.html
https://www.collin.edu/academics/ecollin/onelogin.html
https://inside.collin.edu/elc/
https://inside.collin.edu/elc/
https://www.collin.edu/academics/ecollin/office365currentstudentresources.html
https://www.collin.edu/academics/ecollin/office365currentstudentresources.html
http://inside.collin.edu/workday/index.html
http://inside.collin.edu/workday/untitled.html
http://inside.collin.edu/workday/time_off.html
mailto:professionaldevelopment@collin.edu

