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Supervisor New Hire Checklist

Employee Name: ______________________________
**Employee ID Number:________________
Start Date:____________________________________
**HR will assign an employee ID number at least 2 weeks before start date and will email the number to the supervisor.
PRIOR TO ARRIVAL

· Set up computer accounts at http://www.lbl.gov/IT/CIS/accounts.html  
      Check following boxes:
· IMAP4 E-Mail

· Lab Email Address (EPO)

· Scheduling System (Calendar)

· Novell
· Windows Domain

· Computer Hardware/Software – Contact IT Help Desk x4357 or http://help/
· Contact Linda Brown x6545 for following:


· Keys 
· Telephone
· Building Access

· Parking 

· Supplies – Contact Dept. Administrator
ON ARRIVAL

· Greet new employee

· Show work area

· Tour group area, Division office
· Provide employee with Position Description

· Review web sites:

· LBNL Home Page

· OCFO Home Page

· RPM Home Page

· Train in Letslite or arrange with Timekeeper

· Remind employee to complete JHQ

· Remind employee to register for New Hire Orientation on Employee Self Service
* LETS - All employees are automatically enrolled in LETS.
* LDAP will be assigned at Site Access Office at time of badging.
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