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​This is a flowchart covering the steps for completing TA onboarding logistics visually. If you are​
​unable to view it, please see the table of contents to skip to your desired section.​

​General Requirements of Becoming a TA​
​This section is very loose, as each school has a different requirement for its TAs. You must​
​consider the actual TA requirement for your role before applying. That being said, there are​
​patterns shared by almost all TA roles.​

​1.​ ​Maintain a Good Academic Standing​
​○​ ​All instructors want academically excellent and experienced students to become​

​their TA. Usually, you want to have a good GPA, have taken some hard courses,​
​and have gotten an A in the course you are about to TA for. These requirements​
​vary by major.​

​■​ ​The School of Computing Instructions (SCI) requires a minimum GPA of​
​2.5 overall, and 3.0 for CS/ECE courses, as well as an A or B in the​
​course you wish to TA.​

​■​ ​Similarly, the School of Biological Sciences requires an A or B in the​
​courses you teach, but the general GPA minimum is raised to 3.0.​

​■​ ​The School of Math requires mostly A’s in 1000-level courses, not a first​
​year, and has already completed Multivariable Calculus or Calc III.​

​■​ ​Other schools are not listed as their requirements cannot be easily found.​
​○​ ​Any academic misconduct may also disqualify you (even if you only have one​

​misconduct and it isn’t showing on your official record).​
​2.​ ​Capable of Performing Duties​

​○​ ​TAing isn’t an easy job, and many TA positions are not just about grading​
​homework and exams.​

​○​ ​Math TAs, for freshmen and sophomore level courses, often have to deliver​
​recitation sections of the 4-credit-hour courses every week.​

​○​ ​Science TAs, like those for introductory Physics or Chemistry courses, often have​
​to organize and sit through lengthy 3-hour lab sections.​

​○​ ​Electrical and Computer Engineering (ECE) TAs often need to be familiar with​
​equipment outside of the course’s main curriculum, as they need to fix broken​
​equipment or debug issues with instructional devices.​

​3.​ ​Avoiding Conflicts of Duties​
​○​ ​You can be disqualified if you hold existing duties that could interfere with you​

​being a TA, including but not limited to:​
​■​ ​Cannot co-op, nor have an internship​
​■​ ​Cannot be a tutor for any subject​
​■​ ​Cannot be a paid Research Assistant, or have a paid research job​
​■​ ​Cannot be a Resident Assistant (RA) nor a peer-leader (PL)​
​■​ ​Cannot work at other on-campus facilities (like the CRC)​
​■​ ​Cannot TA more than one course​
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​○​ ​Some of these disqualifying duties can be allowed if you TA for Credit Hours only.​
​You should check with your instructor or the TA-Coordinators of your school for​
​these technicalities.​

​Processes of Applying for a TA Position​
​1.​ ​Ask the Instructor for Opportunities​

​○​ ​Before Applying for an TA, you should always tell your instructor your intent to​
​become their TA, and check with them on the specific application procedure of​
​their course. Meet in-person if possible, and attempt to make a good impression.​

​○​ ​Beforehand, begins with discussion about interesting course related topics if​
​possible, and show genuine interest in the course material. Then when time is​
​appropriate, discuss:​

​i.​ ​Whether the instructor needs a TA​
​ii.​ ​How to become their TA specifically​
​iii.​ ​What are the responsibility​
​iv.​ ​What kind of problems are you going to encounter​
​v.​ ​We recommend against discussing pay as the first topic, but you can ask​

​about it later once the instructor shows interest in you.​
​○​ ​There are several reasons why asking the instructor early is beneficial:​

​i.​ ​Many courses, like ECE2031, do not follow the standard procedure of​
​application, and instead mainly hire top students from the current course​
​in the on-going semester.​

​ii.​ ​Even if a course, like CS 4510, appears to follow standard SCI application​
​procedure, they may not actually use it to select candidates, but use it​
​merely as a screening process.​

​iii.​ ​You must be familiar with the instructor’s hiring preferences. Asking the​
​instructor will make a positive impression, and will save you hours of​
​research if they are non-standard.​

​2.​ ​Complete School-Specific Applications (If One Exists)​
​○​ ​If the course you are applying to uses standard application procedures for the​

​school, then you must follow those steps. These applications usually require you​
​to fill out some forms and upload your transcripts.​

​○​ ​Some programs require significantly more materials. School of Math in particular,​
​requires references from your past instructors, and a clean solution to a math​
​problem-set.​

​○​ ​School of Math and some other courses, like CS2110, have an interview process​
​for application. These interviews are more likely if your duty contains some​
​teaching component. The interviewer may ask you to solve a problem and​
​explain your solution.​
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​TAing for Course Credit​
​TAing for credit is a significantly easier process, and is a great way to start TAing. If you need​
​free elective credits, then TAing is a great way to fulfill that.​

​1.​ ​Understanding Registration of TA Courses​
​○​ ​The TA “course” is only there for registration purposes. It is not a course you​

​take, but a dummy course that appears on your transcript for credit.​
​○​ ​Confirm your duty with your instructor before getting started. These courses do​

​not reflect your working hours. It is your responsibility to ensure you can be​
​available during your duty times.​

​○​ ​Different TA positions may have different courses they need to register for.​
​Usually, these courses are Guided Research with course numbers 2699 or 4699,​
​regardless of major (eg, CS2699 and ECE2699 are all valid combinations). In the​
​rare case, these courses may be Special Topics courses with numbers 480# or​
​490# (where # can be any digit).​

​2.​ ​Request a Permit from Your Instructor​
​○​ ​Ask your instructor for the permit. They will request the permit on your behalf​

​through the registrar’s office.​
​○​ ​DO NOT attempt to request this permit yourself through filing a Registration​

​Override or through the Undergraduate Research Request Form.​
​○​ ​You will receive an automated email after your permit is processed. In this email,​

​you will be told which dummy course you need to register for.​
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​○​ ​If you did not receive this email, you can check the permit status via the Prepare​
​for Registration feature in Banners.​

​3.​ ​Register for the TA Course​
​○​ ​During an active registration period (Phase 1 or Phase 2), you can simply​

​register for this course. Do not attempt to find this course manually, as there​
​could be hundreds of sections of these dummy courses.​

​○​ ​You can simply enter the CRN (Course Registration Number) to register for the​
​exact course in your permit.​

​1.​ ​Click the “Enter CRNs” button in the “Register for Classes” view​
​2.​ ​Enter the CRN exactly as mentioned in the email​
​3.​ ​Click the “Add the Summery”​
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​○​ ​Registering for the dummy course isn’t urgent, as they effectively have unlimited​
​seats, so take your time making things right.​

​TAing for Pay for Domestic Students​
​1.​ ​Orientation (in person or virtual)​

​a.​ ​At the very start of the semester, you will receive an email about the mandatory​
​orientation session that you must attend​

​i.​ ​Attend this 1-hour session​
​Important: You cannot start working until all the onboarding steps have been completed​
​and you can sign into OneUSG​

​2.​ ​Pre-Onboarding (online documents)​
​a.​ ​You will receive an email from Georgia Tech Administrative Services Center​

​(ACS)​
​i.​ ​If you haven’t worked for GT in ~2 years, you must do onboarding and I-9​

​again​
​ii.​ ​You might not need to do onboarding and I-9 if you’ve worked for GT​

​recently​
​b.​ ​ACS email will tell you if you should expect to receive two emails from Equifax​

​(​​DONOTREPLY@Equifax.com​​) in the next 24-48 hours​
​i.​ ​One has login ID and link to USG Employment Center onboarding portal,​

​the other has the password​
​ii.​ ​Complete all onboarding forms in portal including tax withholding forms,​

​disability survey, lots of acknowledgements, and anything else it requires​
​3.​ ​Onboarding (in person ASC appointment and training)​

​a.​ ​Equifax will email you again from​​donotreply@equifax.com​​.​​That email should​
​include two pieces of information:​

​i.​ ​Right to Know training link​
​ii.​ ​Receipt code for ACS appointment (do not share)​

​b.​ ​Complete the Right to Know training​
​c.​ ​Use ServiceNow to book an in-person appointment at ACS at 755 Marietta Street​

​NW, Atlanta, GA 30318​
​i.​ ​To appointment, bring original documents from their acceptable​

​documents list​
​ii.​ ​At the appointment, complete I-9 Section 2 and security questionnaire​

​d.​ ​Send any questions to​​support@asc.gatech.edu​
​e.​ ​You will get emails from various sources with online trainings to complete,​

​complete all of them​
​i.​ ​These may include, but are not limited to: New Hire Learning and​

​Compliance, Biannual Compliance Training, etc​
​4.​ ​OneUSG Setup​

​a.​ ​About 24-48 hours after your ACS appointment you will have access to OneUSG,​
​login to confirm (​​https://oneusgconnect.usg.edu/​​)​
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​b.​ ​Set up your direct deposit information​
​i.​ ​You will get confirmation from​​donotreply@usg.edu​

​c.​ ​Update mailing address and phone number​
​5.​ ​Timekeeping + Web Clock​

​a.​ ​Clock in and clock out on OneUSG Connect website​
​i.​ ​OneUSG Connect -> Time and Absence -> Report Time -> In/Out​

​ii.​

​iii.​
​b.​ ​Make sure not to exceed approved limits for clocking in specific to your​

​department​
​c.​ ​Do not work on institute holidays​
​d.​ ​Report time clock errors to scirequests@gatech.edu​

​TAing for Pay for International Students​
​Congrats on being hired as a Teaching Assistant at the Georgia Institute of Technology!​
​This section contains onboarding instructions for international students who choose to serve as​
​Teaching Assistants for pay.​

​1.​ ​Fill out the Online Onboarding Documents for USG​
​○​ ​You will receive 2 emails from​​DONOTREPLY@Equifax.com​​:​

​■​ ​One contains your LoginID and a link to the online onboarding documents​
​■​ ​Second contains the Password to your account​

​○​ ​Access the USG Employment Center via the link and log in using your LoginID​
​and Password​
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​○​ ​Fill out the onboarding documents:​
​■​ ​Tax Withholding Forms​
​■​ ​Survey Voluntary Self-Identification of Disability​
​■​ ​Security Questionnaire​
​■​ ​Academic Freedom and Freedom of Expression Acknowledgment Form​
​■​ ​Intellectual Property Agreement​
​■​ ​Foreign National (GLACIER)​
​■​ ​Worker's Compensation​
​■​ ​Affordable Care Act​

​2.​ ​Fill out International Tax Compliance documents via GLACIER​
​○​ ​Global HR will add you to GLACIER​
​○​ ​You will receive an email from​​support@online-tax.net​​.​​It will contain:​

​■​ ​Link to your GLACIER account​
​■​ ​Temporary UserID​
​■​ ​Temporary Password​

​○​ ​Follow the link to access GLACIER and fill out the necessary documentation​
​within​​5 business days​​of receiving the email​

​3.​ ​Upload the GLACIER documents to iStart​
​○​ ​Upload the documents generated by GLACIER to​​iStart​​under “GLACIER Tax​

​Document Upload (New Employees)”​
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​○​ ​Documents needed for upload include: Tax Summary Report and W-4​
​(Employee’s Withholding Certificate)​

​○​ ​If GLACIER does not provide an 8233 or W-9 for you, it is not needed, and you​
​do not have to upload anything to those spots​

​4.​ ​Complete in-person onboarding​
​○​ ​You will receive another email from​​DONOTREPLY@Equifax.com​​that will​

​contain:​
​■​ ​The link to the “Right to Know” Training​
​■​ ​The Receipt Code for your appointment​

​○​ ​Use the link to complete the “Right to Know” Training​
​○​ ​Use the Receipt Code to make an in-person appointment with the Administrative​

​Service Center (ASC) via the​​link​​.​
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​○​ ​Bring the following documents:​
​■​ ​Your foreign passport and your I-94(printed), bearing the same name as​

​the passport​
​■​ ​Refer to the list of other accepted documents via the​​link​​.​

​○​ ​Visit ASC at 755 Marietta Street for your scheduled appointment​
​○​ ​At the appointment, you will complete I-9 and Security Questionnaire​
​○​ ​Note:​

​■​ ​The remote onboarding option is available for employees working outside​
​of the Metro Atlanta Area​

​■​ ​Make a virtual appointment by following the​​instructions​​.​
​■​ ​If you are located outside of the United States, you will need to wait until​

​arrival in the U.S. to complete onboarding​
​5.​ ​Complete the training materials​

​○​ ​Employee Self Service Training for OneUSG Connect is generally accessible via​
​https://gatech.geniussis.com/Registration.aspx​

​○​ ​“New Hire Learning and Compliance” Training​
​■​ ​You will receive an email from​​help@training.gatech.edu​​containing the​

​link to the course​
​○​ ​In addition, you may be required to complete the “Biannual Compliance” Training.​

​■​ ​You will receive an email from​​annual-compliance@gatech.edu​​with the​
​link to the course​

​6.​ ​Access OneUSG Connect​
​○​ ​Follow this link to access OneUSG Connect:​​https://oneusgconnect.usg.edu/​
​○​ ​Click “OneUSG Connect” button to login with your Georgia Tech account and​

​password​

​○​ ​Confirm your job record is activated:​
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​■​ ​From the Employee Self Service screen, click the ‘Company Directory’ tile​
​and enter your name to see if the correct job is activated​

​○​ ​Verify Direct Deposit. Follow the​​instructions​​.​
​○​ ​Verify your mailing address. Follow the​​instructions​​.​
​○​ ​Verify your phone number. Follow the​​instructions​​.​

​7.​ ​Apply for a Social Security Number (SSN) if you do not have one​
​○​ ​Log in to iStart at​​https://login.gatech.edu/cas/login​
​○​ ​Under SSN and Taxes, submit the “OIE On-Campus Employment Letter​

​Request” e-form​
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​■​ ​You will need the job offer letter into the e-form​
​■​ ​For further information on requesting SSN, follow the​​instructions​​.​

​○​ ​When approved, a support letter will be generated and you will be notified of​
​pick-up options​

​○​ ​Once you receive your SSN card, submit the “Social Security Number Update”​
​e-form in iStart​
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