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Intern Request Form

To provide a brief overview on how to complete an Intern Request Form

Important: Before requesting a student from OEP with this Intern Request Form, the mentor must identify prospective
interns from the DOE-WDTS intern applicant pool

Process Steps:
*Mentor must be registered in PeopleSoft Financials.

*Mentor fills out Intern Request Form, submits form for approval, and enters
Department Education Coordinator.

*System generated email notifies Department Education Coordinator which logs
on to review Intern Request Form, enters any additional information, approve,
and enters the remaining department authorized approvers.

*System generated email notifies all authorized department approvers. They log
on to review Intern Request Form, enter any additional information, and approve.

*System generated email notifies Training Coordinator (to review Intern Request
Form, complete Training form, and approve) and OEP Administrators (to review
Intern Request Form, add additional information if needed, track, and approve).

After all authorized department personnel and OEP Administrators have
approved the Intern Request Form, system generated email notifies OEP
Managers for the final review, enters any additional information, and approve
(“Completed” status).

Note: If a form has been rejected, the approval process will have to be repeated. If the form is in “Completed” Status, the OEP Manager must be

contacted to make any necessary changes.
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Intern Request Form
Menu Navigation

BNL Home Page NATIONAL LABORATORY
‘ Financials
User ID: I— Zele::t: Language: c .
English Espafiol
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Francais Francais du Canada
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¢ Emergency Information | signin | Nederlands Norsk
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Frequently Searched For - fathn
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BERA
Housing

BNL HOME PAGE > SELECT PEOPLESOFT FINANCIALS

Integrated Facility Mgmt.

Meeting Room Request

ENTER USER ID AND PASSWORD - CLICK SIGN IN

PeopleSoft HR Favorites - Main Menu

SELECT OFFICE EDUCATIONAL PROGRAMS > STUDENT
IMenu REQUEST FORM

Search:

PeopleSoft Financials

| )
> My Favorites

[> BNL Housing

[> Bnl Space Charges

> BSD Home Page

[> Commitment Control

[> BNL Mail Room

[> BNL Requisition Setup

<7 Office Educational Programs

— Student Reguest Form _
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Intern Request Form (Cont’d)

Add - Intern Request Form

Intern Request Form
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

v Search Criteria

Intern Request Number.lbegins with .

BNL Department Code: |begins with_

Mentor: |Degins with_ @
Name: |negins with_
Intern Name: Ibegins with_
Intern Request Status: I: I
Program Type: |= |
Calendar Year: |=
Semester: |= |
Intern Program: |begins with[V] | Q@
[Jcase Sensitive

Search Clear |Basic Search [gf Save Search Criteria

CLICK ADD BUTTON

Note: “Find an Existing Value”, once form has been saved,
use the Search Criteria to find an existing Intern Request Form,
Click the Search Button

To view all, just click the Search Button

Brookhaven Science Associates

SELECT ADD A NEW VALUE TAB

Intern Request Form

Find an Existing Value Add a New Value
Intern Request Number: | NEXT >

Find an Existing Value | Add a New Value

NATIONAL LABORATORY



Intern Request Form

Intern Request #:

*Dept Code:
Mentor:
Building #:

Email Address:

Intern RequestPart2 '~ Project/Activity |~ Training Form

Brookhaven National Laboratory
Office of Educational Programs
Intern Request Form

IVE T Status: Intern Request Form Open for Input

AQ 3 Information Technology Div

12573 Q, MACKGREGORY B

10058 4 Phone Extension: |7617
GMACK@BNL.GOV

Add Attachments

Program Type:  |BNL Semester: Calendar Year: 2014
Intern Program: IBrookhaven Teaching Fellows Program (BTFP)
Start Date: B EndDate: 5 Intern Extension: []
Chairperson/Head: (0020R @, RUSSELL MATTHEW

Comments:

Core Capabilities

Part 1

Funding Source

5 save

Intern Request Part 1| Intern Request Part 2 | Project/Activity | Training Form | Add Attachments | Report Page

Brookhaven Science Associates

Report Page

»

5 save

Intern Request Number displays “NEXT”. When saved,
system generated number is assigned.

Status - Intern Request Form Open for Input - form is open for
data entry

Note: Use the Tab Key and/or click in each field to advance
The remaining fields in this section display based on the Mentor
that has logged on. Fields can be changed if needed.

Data entry - make the appropriate selections using either the
Drop Down arrow ‘or Look up Icon or the following:

Program Type, Semester and Intern Program Note: Calendar Year
(display mode)

Start/End Dates — Use the Calendar Icon [‘;;: the right of field or
enter MM/DD/YYYY :

Note: Some programs may have dates set by system

Intern Extension - If this is an extension, check off box when
Copy Request Form button displays — click the Copy button and
select form to copy.

Make changes needed and i
the system to copy from for the Mentor

Copy Request Form in

Chairperson/Head - displays — based on Dept Code

Comments (optional) - enter any additional information needed
— use Expand Icon to display a larger text box for data entry

Core Capabilities and Fundiné Source — select by using the

Look up Icon

Note: To add another one, use the Plus sign

Use the Minus sigf'.) to delete, if needed.

Form navigation — _..ck the Tabs at the top to splay each page.
+

to left and a new line displays.

(=]
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Intern Request Form Part 2

Intern RequestPart1 | g Project/Activity Training Form Add Attachments Report Page

Brookhaven National Laboratory Enter the following information on Part 2 of the Intern

Office of Educational Programs Request Form
Intern Request Form

Title of Project: Enter title (required)

Title of Project: B Note: Use Expand Icon (/] to display a larger text box for data entry

RESEARCHING THE ENVIRONMENT Ed
Legal Notice: Read this section, then go to the
“Description of Assignment” section and continue with a
description of the assignment

Legal Notice:

This internship projectis intended to expose you to the science of research and further enhance E1
your academic pursuits. While at BNL, you will learn and your mentor will assist you

Suggested Reading (optional)

Description of Assignment: Choice of Intern Section

vy 3§ ¥ 33 3 3

with the four experiments that will be performed. E Enter Intern Name — Last Name’ First Name
Choice No. - Enter the number according to your choice in
the selection process (i.e., first, second , third, and so on)

Suggested Reading: - .

Optional field (] Contact Intern — Check this box - Mentors must contact Intern
about the project
Contact Date — Enter date to contact Intern. Use the Calendar
Icon to the right of field or enter MM/DD/YYYY

Choice Intern Name (Last Name, First Name) Contact Contact Date Intern e
No. Intern - Selected

— Intern Selected — Check this box for the Intern selected for the
[+]{[=] h'[Doe John 10/04/2014 5] R» program

[+ |[=] 2 |[smith, Jane 10042014 5| O

&

Note: To add additional Intern(s), use the Plus sign to the left, use the
Minus sign to delete , if needed.

An Intern ml\?st be selected before form can be submitted for approval.
Always remember to save after completing data entry on each tab.

[5] save [ Returnto Search

Intern Request Part 1 | Intern Request Part 2 | Project/Activity | Training Form | Add Attachments | Report Page
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Project/Activity

Intern RequestPart1 ' Intern Request Part 2 | Training Form E?'
: Enter how many days per week - Select the amount per day.

The system will calculate the amount received per week.
Brookhaven National Laboratory

Office of Educational Programs » Project and Activity - Enter or select using Look up lcon “
Intern Request Form

Amount Charged - Enter (for example, 100.00) and save.

Do not enter dollar signs $
er week | IV er da 0.00 perweek
: . i y : To add additional Project, Activity, and Amounts Charged

use the Plus sign [+] and to delete, use the Minus sigr[-].

‘ ‘Pro'ect ‘ Activity ‘ Amount Charged Important: The Project and Activity is required, the Amount Charged
can be entered by an authorized department approver later in the

Q ‘ @ ‘ 0.00 process.

4

NOTE: Remember to save your form. A system generated number will
be assigned. The Intern Request Form number is also needed to attach
a document. Also, if you need to exit the system to complete later, you
will be able to retrieve your saved form.

Next, is the Training Form Tab.

The Training Form is to be filled out by the Mentor prior
to the Department Training Coordinator’s edit/approval.

5 save L Add 7] UpdateDisplay

Intern Request Part 1 | Intern Request Part 2 | Project/Activity | Training Form | Add Attachments | Report Page
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Training Forms

Intern Request Part 1 Intern Request Part 2 Project/Activity Add Attachments

Report Page

Brookhaven National Laboratory
Office of Educational Programs
Intern Training Form
New Employee/Guest Orientation Form

Supervisors Section

Will Radiation Dosimetry be issued? O Yes @ No
Will Individual be working in areas belonging to another department? O Yes & No
ifyes, list working Department, Location, and Contact Name

Dept Code:

Contact Name: [

Location: |

Supervisors briefing on job - and work - location-specific hazards completed

Training Coordinator Section:

Training Coordinator briefing on training requirements.

Departmental and Job Requirements - Access, Procedure, and On-the-job Training Needs.

Check

neck | o [
|oEo01 |oEP stugent intern
Check | ,,p Key Job Title
Box
O GE-70 Laboratory Standard-Qualified Worker
1 |cE7o0a Hazara Communication-Qualified
O GE-70E Chemical Protective Clothing User
1 |ce71a Regulated Medical Waste Generator
O GE-718 Haz waste Generator - Lab Worker
Sheck | ,ob ey Job Titie
— GE-68A LOTO Affected Worker
—_ GE-68B LOTO Authorized Worker
1 |ceEsea Basic Elect Safety-Qualified Worker
—_ GE-698 Elect Safety I-Qualified Worker
1 |ceson Electrical Safety - Benchtop (Non-Energized)
bk o Key Job Title
Box
O GE-61 Radworker I-Qualified
1 |ces1a GERT-Qualified
O GE-66 Benchtop Dispersible-Qualified
1 |ces7 Radioactive Waste Generator
Cpeck | sob Key Job Title
ox
1 |GE-12 Static Magnetic Field - Qualified
1 |GE-a2 Computing Positions
(| GE-52A Noise "&" Hearing Awareness-No Training Requal Nee
[ GE-58 Cryogen-Qualified Worker
[1 |GE-59 Compressed Gas-Qualified Worker
] |GE-73 Back Safety-Qualified Worker
[ GE-74 Laser-Qualified Worker
(| GE-81A Ladder Safety-Qualified
| |z30b Kev |Job Titie
== ]

The Training Form is to be completed by the Mentor prior to the
Department Training Coordinator’s edit/approval.

The form displayed is an example of the one used by all
departments with the exception of Photon Sciences (PS) and
Center for Functional Nanomaterials (NC) which has different
forms. When Mentor logs on, the system will default the
appropriate Training Form based on their Dept Code.

The next page is examples of Photon Sciences and Center
for Functional Nanomaterials Training Forms

The fields not displayed on the Training Forms will be pre-
filled by the system from data entered on the Intern Request
Form when printed from the Reports Page Tab.

Please Note: Check off the pre-populated JTA’s listed in
each section if they are needed. Leave them blank if they
are not needed. Also, JTA’s can be added in the
Additional/Other section by using the Plus Sign.

When the Intern Request Form has been completed and
approved by all the authorized department approvers. A system
generated email is sent to the Department Training Coordinator
and OEP Administrators.

Next, is the Add Attachments Tab . Use this tab to attach a
document to the Intern Request Form.

(5] save [Sr Return to Search

BROOKHFAEN
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Training Forms (Cont’d)

An example of Photon Sciences Training Form

Brookhaven National Laboratory
Office of Educational Programs
Intern Training Form
Photon Sciences Directorate Orientation Form

v Required Job Training Assesment (JTA) - Student Interns

%izk Job Key Job Title
OE-01 OEP Student Intern
ook Job Key Job Title
O GE-100 Information Security Awareness Qualified
[0 GEss Cryogen-Qualified Worker
[0 GE-59 Compressed Gas-Qualified Worker
[0 GE-61A GERT-Qualified
[0 GE-68B LOTO Authorized Worker
[0 GE-69A Basic Elect Safety-Qualified Worker
O GE-70 Laboratory Standard-Qualified Worker
O GE-90 Safety/OHSAS Awareness
O GE-97 Hand and Power Tool Safety
O Ps-01A PS Bldg 740/747 - General Site Access
[0 Pps-01B PS Bldg 740/747 - LOB Access ONLY (No Ring Access)
O Ps-01R PS Bldg 740 RF Srvc Bldg Access (No Ring Access)
O Ps-302 P$S Tech Staff, Designer/Drafter
O Ps-m30 Power Hand Tools, Bldg 725A User Shop, Level 0
0 PsT10 Tech Work, Suspect Counterfeit ltems Awareness
[0 Ps-T60 Tech Work, Liq Nitrogen Manual Fill Proc (Rm 151A)
R
“Job Key Job Title
HEC &
[5] save [of Returnto Search

Brookhaven Science Associates

An example of Center for Functional Nanomaterials Training

Form

B National L y
Office of Educational Programs
Intern Training Form

CFN Department New Employee/Guest Orientation Form

v Required Job Training Assesment (JTA) - Student Interns

C;:ik Job Key Job Title
Ev OE-01 OEP Student Intern
v Required Job Training Assesment (JTA) - Common CFN
Check .
Box Job Key Job Title
O GE-70 Laboratory Standard-Qualified Worker
O GE-71B Haz Waste Generator - Lab Worker
O |nc-03 CFN 735 Facility Users
quired Job Training Assesment (JTA) - Other
*Job Key | Job Title
EE] Q|
5] save | [of Returnto Search

NATIONAL LABORATORY



Add Attachments

To add an attachment, click the green Add Attachment
button - Note: Form must be saved first before you can add an

Intern Request Part 1 Intern Request Part 2 Project/Activity Training Form Add Attachments Report Page
Brookhaven National Laboratory
Intern Request Form
» — — — ——
[E] Save | [EP Returnto Search Ehvaca] [Z.Upgatemispiay,
Intern Request Part 1 | Intern RequestPart2 | | Training Form | Add Attachments | Report Page

» Click the Browse button to locate the file you wish

to attach
File Attachment
@ Help
I $ Browse

Upload Cancel

Note: If the wrong file was selected in error, use the Cancel button
and start again

- Locate the file you wish to attach and click the Open
button

File name: lTest Attchmnt

| Jmrsies |
Cancel |

4

—

Brookhaven Science Associates

=) Next, click on the Upload button

File Attachment

() Help
|C:\Users\ w\Documents\Test Attchmnt_pdf Browse___
Upload Cancel

The file will display as shown below.

Note: You can view the file by clicking on the View button M.
To add additional attachments, repeat the previous steps

To delete a file, use the Trash Can Icon fj.

Training Form MdAﬂachmems Report Page

Brookhaven National Laboratory
Office of Educational Programs
Intern Request Form

Intern Request Part 1 Intern Request Part 2 Project/Activity

File Name Emplid Name Date/Time
view| [ Test Attchmnt pdf 12573 MACK,GREGORY B 12/06/2013 4:37:14PM

5] save

Intern Request Part 1 | Intern Request Part 2 | Project/Activity | Training Form | Add Attachments | Report Page

(3P Return to Search [E% Add| [ Update/Display.

NATIONAL LABORATORY



Report Page

@ Project/Activity ' Training Form  Add Attachments Hu Use the Report Page to print a form

g
]

Select the Report Name from the Drop Down

Application Code:  Office of Educational Program arrow

Sub Application Code: Student Request Form =
Click the Printer Icon —J

Report Name:

Output Type: PDF Output v A pdf of the report will be sent to you via email.

Output Destination: [Email v

5 save L4 Add ] UpdateiDisplay

Intern Request Part 1 |Intern Request Part 2 | ProjectiActivity | Training Form | Add Attachments | Report Page The Mentor, when ready, submits the Inte.rn
Request Form for approvals. See “Submit for
Approval”.

Sign Out

If you need to exit the system before submitting,
remember to “save”. Use the Sign Out Link located
in the right hand corner of the screen. To retrieve
the form, use the navigation steps to search and
continue.

BROOKHFAEN
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Submit for Approval

Mentor goes to Intern Request Form Part 1 and clicks the
Submit for Approval button = - The Mentor’s approval displays and system generates email

Status changes from Open for Input to Submitted for Approval notification to Department Education Coordinator.
Status: Intern Request Form Submitted for Approval The Appl’OVG|S Page will display as follows until all have
Note: System checks all required fields by highlighting. If missed, you approved

will need to fill them in and save. Also, if an Intern has not been

selected on Part 2 of form, you will be prompted to do so. You will need
to go back to Part 1, to submit form again. If request is not needed, you S
can use the Request Form Cancelled button. Office of Educational Programs

m) Next, you will be prompted to enter the Department —
Education Coordinator - select and click OK as shown Release No: 1 RoleLevel: 01 Entered: 10/31/2013 8:324M  Updated: 10/31/2013 8:32AM
. Role Status:  Waiting for Department Education Coordinator Approval
in the example below

Intern Request Form Part 1 ( Intern Request Form Part2  ( ProjectiActivity [l C Il Add Attachments

Comment:

Intern Request Form Part 1 Intern Request Form Part 2 ProjecUActivity »

Comments | ApprovalEmgr{ist

Office of Educational ongrams’
Intern Request Form Role Approval S:\Z (Approval Empl ID Name Approval Date Time
I a 'e" }:‘;’;‘:‘:’:“’:mmanm — t"z‘:': = }'";"C‘i — } 1|Department Mentor 00|Approved 13516 BARROW,JOAN A 10131113 8:32:20AM
2|Department Education Coordinator 01|Waiting for Approval
3|Budget Administrator 02|Waiting for Approval
4|Department Chair/Department Designee 02|Waiting for Approval
5|GIS Administrator 02|Waiting for Approval
6|OEP Administrator 03 |Waiting for Approval
‘ 7|0OEP Manager 04|Waiting for Approval
oK Gancel
System returns you 1o intern request rart 1 and
» displays a new tab “Approvals” — click the Approvals Tab Bson ) G
Intern Request Form Part 1 | Intern Request Form Part 2 | Project/Activity | Approvals | Add Attachments
_ et Mentor signs out of the system by clicking on the m
Intern RequestPart2 * Project/Activity |~ Training Form | Approvals || Add Aftachments | Report Page

link located in the right hand corner of screen

Brookhaven National Laboratory
Office of Educational Programs

Inern Request Form Next, Department Education Coordinator steps

Intern Request# 0000000052 status: Intern Request Form Submitted for Approval
correction, save, and re-submit for approval.

Brookhaven Science Associates NATIONAL LABORATORY



Department Education Coordinator

The Department Education Coordinator receives a system
generated email and logs on using link, reviews Intern Request
Form, enters any information needed

When ready to approve, go to the Approvals Tab and select
“Approved”

Intern RequestPart1 | Intern RequestPart2 * Project/Activity '~ Training Form ( Add Attachments  Report Page
Brookhaven National Laboratory
Office of Educational Programs
Intern Request Form
0 qope X

Release No: 1 Role Level: 01 Entered: 12/09/201311:29AM  Updated: 12/09/2013 11:29AM

Role Status:  Waiting for Department Education Coordinator Approval

Comment:

Comments  ApprovalEmaiList =)
Role
Role Approval Tevel Approval Empl ID Name Approval Date Time
Department Mentor 00{Approved 12573 MACK,GREGORY B 12/09/13 11:29:39AM
Department Education Coordinator 01|[Waiting for Approval V| Approvel
¢ >

Budget Administrator 02| Waiting for Approval Aoorond

GIS Administrator 02 |Waiting for Approval g

Department Chair/Department Designee 03| Waiting for Approval

QEP Administrator 04|Waiting for Approval

Training Coordinator 04 |Waiting for Approval

OEP Manager 05| Waiting for Approval

5 save "4 Add| ] UpdateiDisplay

Intem Request Part 1 | Intern Request Part 2 | Project/Activity | Training Form | Approvals | Add Attachments | Report Page

Brookhaven Science Associates

Next, the system will prompt you to enter the required authorized

department approvers (Line No. 2 on this example is not checked
because it is not required), when finished, click OK

Brookhaven National Laboratory
Office of Educational Programs
Intern Request Form

Required |Role Approval Empl ID Name
1 Budget Administrator 12573 @ |MACKGREGORY B
2 O Budget Administrator Q
3 Department Chair/Department Designee 12573 @, |MACK GREGORY B
4 GIS Administrator 12573 @, |MACKGREGORYB
5 Training Coordinator 12573 MACK,GREGORY B
0K Cancel

System generates email notifications for authorized approvers
entered on the above screen. The Department Education
Coordinator, can print forms if needed, and signs out

Each department approver logs on using email link, reviews, edits,
prints if needed, approves, as shown previously, and signs out.
After all required approvals are received. System generates email
notifications to the Department Training Coordinator and the Office
of Educational Program Administrators

BROOKHFAEN

NATIONAL LABORATORY



Authorized Department Approval Process

When authorized department approvers receive email
notification and log on to review, edit/approve the Intern Request ‘
Form. Before approving, the “Approvals” page has several

options to track and/or enter Comments. The header info SO
. . Approval Date & Time ApprovalEmail List
displays Role Level/Status, dates, times, etc.
Role
Intern Request Part1 ' Intern RequestPart2  Project/Activity | Training Form Add Attachments | Report Page Role Approval Level Approval Empl1D llame Comment
Ohen st Progas Depatment Henlr 00 Agproved 1573 |NACKGREGORYB
Intern Request Form
Department Education Coordinator (1|[Watting for Approval l ; 7 a
Release No: 1 Role Level: 01 Entered: 12/09/201311:29AM  Updated: 12/09/2013 11:29AM
Role Status:  Waiting for Department Education Coordinator Approval 2) Help
Comment: g
Comments can be entered
WS T Conments | Approvaemaiit Click Comments Tab to
Role Approval l’g’; Approval EmpliD  [Name Approval Date Time dlsplay box s click Expand
Department Mentor 00 4pproved 12573 |MACKGREGORYB 12/09/13 11:29:39AM Icon, when completed click
Department Equcation Coordinator mWamngiorAppmval Return button
Budget Administrator 02 |Waiting for Approval
GIS Administrator 02|Waiting for Approval ApprovaIIEmaiI List buttons
Depariment ChairDepariment Designee 03| Waiting for Approval Return — — use these buttons to view
OEP Administrator 04|Waiting for Approval | approvers and email list
Training Coordinator 04|Waiting for Approval
OEP Manager 05|Waiting for Approval
save [ Add| | 7] Updatemisplay
Intern Request Part 1 | Intern RequestPart2 | | Training Form | Approvals | Add Attachments | Report Page
Note: If rejected by any approvers — o |, | T
(01e Approval roval m| ame Ioval LIS Mall LISt
before “Completed” status, the . Level | i i
Mentor will receive email . o
Deparment Mentor 00|Approved 12573 MACK GREGORY B Approval List Email List

notification to correct/edit and
must re-submit the form to obtain Deparment Education Coordinator
all prior approvals

=

1 [ Wating for Approval I AoprovalList |~ EmailList

To approve — select “Approved”
from the drop down, save and sign

out BROOKHFAEN
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Department Training Coordinator

When the Intern Request Form has been completed
and approved by all the authorized department
approvers. A system generated email is sent to the
Department Training Coordinator to log on, review/edit
Intern Request Form, edit/complete the Training

Form, approve, save, and sign out. Email notification is
also sent to the OEP Administrators at the same time to
track, review/edit, and approve after Department
Training Coordinator has approved the form.

Note: Before approving, the Department Training Coordinator can
go to the Attachment Tab to add an attachment if needed, and
Reports Page to print a copy of the Intern Request and/or Training
Form. All other sections of the Training Form not shown on

the data entry portion of the page will default from previous
information entered on the Intern Request Form and will print out
the entire report when you use the Report Page option.

The form displayed is the one used for all departments with the

exception of (PS and NC) as explained previously in the Training
Forms section.

Brookhaven Science Associates

Intern Request Part 1 Intern Request Part 2 Project/Activity Add Attachments

Brookhaven National Laboratory
Office of Educational Programs
Intern Training Form
New Employee/Guest Orientation Form

Supenvisor's Section:

Will Radiation Dosimetry be issued? O Yes @ No
Will Individual be working in areas belonging to another department? O Yes @ No
if yes, list working Department, Location, and Contact Name.

Dept Code: l_

Contact Name: |

Location: |

Supenvisor's briefing on job - and work - location-specific hazards completed.

Report Page

Training Coordinator Section:

Training Coordinator briefing on training requirements

&

Departmental and Job Requirements - Access, Procedure, and On-the-job Training Needs.

{E

*Job id Job Title

*Course id Course Title

= [=

EIE] A |

==

5] save

Intern Request Part 1 | Intern Request Part 2 | Project/Activity | Training Form | Add Attachments | Report Page

BROOKHFAEN
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Office of Educational Programs (OEP) —

Approvals

The Office of Educational Programs Administrators receive
email notification at the same time as the Department Training
Coordinator. The OEP Admin reviews, adds information,
tracks input to ensure all requirements have been completed,
and can print forms as previously explained. The OEP Admin
approves the form after_the Training Coordinator has
approved. Once approved, an email notification is sent to the
OEP Managers for final review, add information if needed,
ensures all requirements are completed, can print forms, and
does the final approval. When all approvals have been
received as shown below.

Intern Request Part 1 Intern Request Part 2 Project/Activity Training Form )  Add Attachments Report Page

Brookhaven National Laboratory
Office of Educational Programs
Intern Request Form

4 )

Release No: 1 Role Level: 05 Entered: 12/09/2013 11:29AM  Updated: 12/09/2013 11:35AM
Role Status:  Approval Completed

Intern Request #:
*Dept Code: [_, Information Technology Div

Program Type:
Intern Program:

Start Date:

The Intern Request Form displays in “Completed”

Status Please Note: If any changes are required with this status,
you must contact OEP Manager. Any questions regarding the use
of this form, please contact the Office of Educational Programs.

Intern RequestPart2 |~ Project/Activity || Training Form '~ Approvals = Add Attachments | ReportPage

Brookhaven National Laboratory
Office of Educational Programs
Intern Request Form

Status: Intern Request Form Completed

12573 MACK,GREGORY B

Building #: 10058 Phone Extension: 7617

Email Address:  |mack@onl.goy

v

v Calendar Year: 2013

B
Br

v

@

Intern Extension: []

Chairperson/Head: |0020R

Comments: test £

Core Capabilities

Biological Systems Science

Funding Source

Comment:
) Comments  ApprovalEmailList [N
Role Approval f:v'; Approval Empl 1D Name Approval Date Time
Department Mentor 00|Approved 12573 MACK GREGORY B 12/0913 11:29:39AM
Department Education Coordinator 01|Approved 12573 MACK GREGORY B 12/0913 11:32:28AM
Budget Administrator 02|Approved 12573 MACK GREGORY B 12/0913 11:33:50AM
GIS Administrator 02|Approved 12573 MACK GREGORY B 12/0913 11:33:53AM
Department Chair/Department Designee 03 |Approved 12573 MACK,GREGORY B 12/09/13 11:34:01AM
OEP Administrator 04|Approved 12573 MACK GREGORY B 12/0913 11:34:51AM
Training Coordinator 04 |Approved 12573 MACK GREGORY B 12/09/13 11:34:32AM
OEP Manager 05|Approved 12573 MACK GREGORY B 12/09/13 11:35:13AM
5 save 4 Add| | 7] UpdateMisplay

Intern Request Part 1 | Intern Request Part 2 | Proj

Activity | Training Form | Approvals | Add Attachments | Report Page

Brookhaven Science Associates

Doe - National Nuclear Security Administration

|Gt Return to Search

Intern Request Part 1 | Intern Request Part 2 | Project/Activity | Training Form | Approvals | Add Attachments | Report Page
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