
 

Guide to Accepting Work-Study  

1. Verify that you have been offered work-study by logging into your Student Portal  

(see screen shots below)  

2. Create an Account in Purple Briefcase – this is where you will look for job postings. It is 

recommended that you look for something that is related to your declared major.  

(See instructions below) 

3. Prepare for your interview  

4. If hired, complete and sign Work-Study Contract with your supervisor 

5. Submit Student Employee Packet (provided by your supervisor) to Human Resource Services 

6. Await notification from your supervisor on when you may begin working  

 

How to find my work-study offer 

 

 

 

 

 

 

 

 

 

 

           

 

 

        

 

 

 

 

          

 

myPPCC Portal Login 

https://www.ppcc.edu/ 

From the Dashboard  

Select Financial Aid Award or  

the $ symbol  

Select- 

Accept Your Awards  

https://www.ppcc.edu/


 

       

 

          

 

 

 

  

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

Please note: your offer status will not change from offered to accept until your work-study contract is 

complete.  

Contact Financial aid at 719-502-3000 or email us at financialaid@ppcc.edu if you have any work-

study questions. 

Click on the Financial Aid Tab  

Select Aid Year:  

Hit Submit  

Click on the Accept Award Offer  

*If you have not completed Terms & 

Conditions, this tab will not show.  

Take not of your Satisfactory 

Academic Progress  

If you are ineligible, you may need to 

appeal to receive your financial aid 

awards. 

Verify that you have a Work-Study 

Offer. 

Print this page and upload into 

Purple Briefcase or take with you 

to your interview.  

mailto:financialaid@ppcc.edu


 

How to Create a Purple Briefcase Account 

                                                                                                     

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PPCC Purple Briefcase link 

https://app.purplebriefcase.com/pb/account/login?s=PPCC 

New to Purple Briefcase  

Click on New Student under the New user section. You will be 

prompted to enter your information and create a pending account.  

Returning User? 

Login with your PPCC Assigned email and password you created 

when your setup your account.  

 

If you forgot your password, click on “Forgot your password” to reset 

your password.  

Questions? Contact Career & Retention Service @ 719-502-2360 

 

Fill out your information and click “Find me.” 

You will be prompted to create a pending account.  

Career & Retention Services will need to approve your 

account.  

 

Fill out your account information and create a Purple 

Briefcase password.  

 

https://app.purplebriefcase.com/pb/account/login?s=PPCC


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your account will be added to a pending account. 

Retention Services will need to approve all 

accounts. 

 Accounts will be activated within 24 hours.  

Within 24-48 hours, you will be sent an email from 

Purple Briefcase to your PPCC Student Email 

notifying you that your account has been 

approved.  

 

Once approved, log back into Purple Briefcase to  

PPCC Purple Briefcase link 

https://app.purplebriefcase.com/pb/account/login?s=P

PCC 

 Purple Briefcase -Student View  

The home screen will allow students to:  

• Upload documents  

• View helpful job/career videos  

• View career blogs  

• Note employer history  

• Create a Purple Briefcase profile  

Purple Briefcase – Apply for a job   

Click on my jobs to view all available PPCC 

Student positions.  

Students can opt-in to receive an alert when a 

new job is posted.  

Students can also search key words  

https://app.purplebriefcase.com/pb/account/login?s=PPCC
https://app.purplebriefcase.com/pb/account/login?s=PPCC


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Contact Career & Retention Services at 719-502-2360 or email us at Career@ppcc.edu if you have 

any Purple Briefcase questions.  

Click on any job posting to view the description 

and job requirements.  

Click on Apply to begin your application.  

Students will be able to view employer 

profiles, save jobs, and apply.  

Students will be able to view the job 

description and requirements before 

applying.  

Students will be able to upload a resume, cover 

letter, award offer, and other needed 

documents. Students can use a saved 

resume/cover letter or upload a new one.  

Students will also have an opportunity to 

include an introduction to their application.   

After the student has applied to the position. 

The job posting will change from Apply to 

Applied. 

From this screen students can also view 

employer profile, save job.  

mailto:Career@ppcc.edu

