
Financial Aid Workshop Agenda
I. Set-Up (FA Student Ambassadors)
A. Set up signage (A-frames)

1. in circle in-front of CCI

2. in circle in-front of INC
3.  In front of LRC 104 to show students which door to enter.

B. Run the Student Services PowerPoint inside the presentation room, so as students are checking in and are being seated they can view the special programs available.

C. Counseling tables: Set Smart Start forms on computers in the back area for counselors to work with students.
II. Check-In-LRC 104 (FA Student Ambassadors)
A. Have students sign in on sign in sheet.
B. Student Ambassadors cross off names on SARs Grid Roster. 
1. Add any names/ids of students who are walking in.
2. For all students with names highlighted (no smart start on file), you must highlight the powerpoint handout you are giving them and instruct them they will need to meet with a counselor.

C. Once all students are checked in go to the Library computer lab and make sure there are several computer turned on and ready (10-12) for students to receive assistance and turn on computers (4-6) in the south west corner (square table with 2-4 computers on them) so counselors can assist students with Smart Starts.
III. Financial Aid Presentation-LRC 104 (FA Rep) 30-35 minutes
A. Review the Agenda for participants-FA presentation, Student Service programs presentation, counseling and handson assistance with email and webadvisor
B. FA PowerPoint Presentation
C. Q&A 

IV. Student Service Programs-LRC 104 (FA Rep) 5-10 minutes
1. Use the Student Services PowerPoint as a reference to make participants aware of various support programs (i.e., EOP&S, CalWORKS, STEM, etc.)
2. Support Service Reps
a. If support program reps (counselors) are available introduce and have them speak about program breifly
b. If support program reps(counselors) are not available refer participants to the RC website/online orientation
3. FA Rep informs the group they will be divided and that for any specific questions representatives will be available for assistance later on. Then divide group up by instructing:

a. All students with a highlight on the powerpoint handout to please stand and go with the counselors to the computer lab to receive counseling and complete a Smart Start form. Take student out the exterior door from LRC 104 to the computer lab.

b. Once the first group is gone. Explain to the remaining students the importance of email activation and accessing WebAdvisor to access direct deposit, review fA award, etc. Then clearly direct the students to the computer lab to receive assistance accessing and viewing email/webadvisor. Take student out the exterior door from LRC 104 to the computer lab.
V. Counseling (Counselors) and Computer Access (Outreach Staff/FA Student Ambassadors/FA rep)
A. Students with Smart Start

1. Email

a. Activate email

b. Check SCCCD emails
c. At this time we would prefer not to encourage forwarding emails to personal account because there are too many problems with forwarding, SPAM, Junk mail. Etc. 

2. WebAdvisor

a. Log into WebAdvisor

b. Reset Password. Have student write down new Password.

c. Shows students how to access FA Awards and review

d. Show students where to access direct deposit.

e. Review if needed how to access class schedule/waitlist/fees due/fee due date/etc. 

B. Students without Smart Start

1. See Counselor

a. Review current schedule on webadvisor/datatel.

b. Counsel the student.

c. Use the students schedule to fill in smart start.

d. Complete a smart start.

e. Copy Smart Start on copier (keep copy and submit to FA Rep and give student original). 

2. Email

d. Activate email

e. Check SCCCD emails
f. At this time we would prefer not to encourage forwarding emails to personal account because there are too many problems with forwarding, SPAM, Junk mail. Etc. 

3. WebAdvisor

f. Log into WebAdvisor

g. Reset Password. Have student write down new Password.

h. Shows students how to access FA Awards and review

i. Show students where to access direct deposit.

j. Review if needed how to access class schedule/waitlist/fees due/fee due date/etc.
VI. Checkout-NO OFFICIAL CHECK OUT TABLE.
VII. Breakdown

A. Turn off all computers

B. Turn off all projectors

C. Bring in signage and place inside LRC computer lab
