Preparation prior to first day

« 1. Ensure workspace has been identified and all necessary equipment/supplies are prese
in working condition.
« 2. Inform colleagues and emorkers of new employee’s start date.

« 3. Makenecessary ecommodations under the Americans with Disabilities Act (ADA) have
been made through the Benefits Manager (if appropriate).
« 4. Add employee to email distributions and listservs


https://www.iup.edu/mapanddirections/
https://www.iup.edu/mapanddirections/
https://www.iup.edu/financialoperations/services/travel/
https://www.iup.edu/humanresources/policies/inclement-weather-policy-and-procedures/
https://www.iup.edu/police/

Introduction to technology and systemisaining
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Review network login procedures. (Instructions provided to eewloyee in NEOGOV on
how to activate their network access.)
ReviewlUP websitecontents and search capabilitiesich as & Indexand Find People

Introduce thelT Support Centanebsite

Review login and contents of university intrangty IlUP
Introduce theHuman Resources websitecluding the following pages:

a. AskHR webfornfor general inquiries which are routed to the Office of Human
Resources
b. Employee Resources websfta address changes$oliday schedule, employment



https://www.iup.edu/humanresources/benefits/
https://www.iup.edu/itsupportcenter/
https://www.iup.edu/myiup/
https://www.iup.edu/humanresources/employee-resources/
https://www.iup.edu/humanresources/ask-hr/
https://www.iup.edu/humanresources/employee-resources/
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