
October 1, 2019 
 
 
Hi all, 
 
Please see below for the October newsletter items. Please distribute to those in your area who 
would benefit from this information. 
 

1. Welcome Ashley! Ashley Albertson is the ERO Marketing and Communication 
Specialist. She started with ERO at the end of September and is supporting ESL, 
CDME, CEMAS and the ERO team. She is seated at the Electroscience lab, room 144. 
Welcome Ashley! 
 

2. FY20 Sexual harassment training: “Report = Support!,” is the mandatory sexual 
misconduct prevention online course, which is available in BuckeyeLearn. The deadline 
to complete the training is June 30, 2020, and merit-eligible employees who do not 
complete it by that date, will not be eligible for annual merit increases that take effect 
September 2020.  
 

3. eTimesheet Process Change: Beginning Sunday, October 13, non-exempt users will no 
longer have the ability to enter only the number of hours they worked. Personnel should 
record start time and end time, as well as time-in and time-out for lunch, if they take a 
lunch break. Supervisors, please make sure to check is that the AM and PM is filled in 
correctly for the timesheets you approve, or the hours will be very inaccurate. 

 
4. Travel Approval: As a reminder, whenever you are traveling for Ohio State business, a 

travel request in eTravel must be approved prior to the trip. This applies even if another 
traveler or a third party will be covering your expenses. If you are splitting costs with a 
traveler funded on a project, your travel request needs to be reviewed and approved by 
the OSP office. Please reach out to your fiscal associate or business manager with 
questions. 
 

5. Inclusive Excellence Certificate (IEC) Program: The Office of Diversity and Inclusion has 
created this program which will foster an environment that values inclusive excellence 
and advances equity.  Faculty, staff, and students can earn the IEC by completing a total 
of six activities, such as workshops, diverse learning activities and community 
outreach.  Those who earn the certificate will be honored at the college’s Inclusive 
Excellence Recognition Ceremony in the Spring. More information on how to get 
involved can be found here. 

 
Thank you, 
 
 
 

https://engineering.osu.edu/diversity-inclusion/inclusive-excellence-certificate

