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OCFO New Hire Checklist – Supervisor Tasks

This checklist is to help you, the supervisor or manager, in the new hire process. Please complete the items below to prepare the way for the best possible orientation of a new employee into the OCFO. 

Employee Name: ______________________________
*Employee ID Number:________________
Start Date/Time:_______________________________
PRIOR TO ARRIVAL

· Computer Set-Up: arrange for Computer Hardware/Software to be set up prior to start date by contacting OCFO IT Services: cfo-it@lbl.gov. Provide at least 5 business days advance notice when possible.
· **Computer Accounts: Request computer accounts at http://www.lbl.gov/IT/CIS/accounts.html  
      Check following boxes:

· IMAP4 E-Mail

· Lab Email Address (EPO)***
· Scheduling System (Calendar)

· LBL Windows Active Directory

· Telephone Set-Up: Contact OCFO Telephone Coordinator, Linda Brown x6545, to request phone set up

· Key Request: go to Facilities Lock Shop  site https://isswprod.lbl.gov/Lockshop and select Key Request Form
· Office Supplies: Arrange for basic office supplies and desk keys through group/department administrator

· Verify computer and phone services are set up at least one day prior to start date

· B971 Only

· Building Access to 971 (after hours): Send email to Site Access Manager, Linda Brown
· Parking Access to 971 (if needed):  Send email to Linda Brown, employee to get card from her on 1st day.
ON ARRIVAL

· Greet new employee

· Show work area

· Provide employee with Position Description

· Direct employee to attend OCFO New Employee Orientation (NEO) with NEO team member on afternoon of start date.  You will receive an email of the team member and location for orientation prior to the start date. Contact Phil Weiss, OCFO NEO Team Lead @ x7873 with any questions. 
* HR will assign an employee ID number at least 2 weeks before start date (or as soon as the employee completed the mandatory paperwork needed) and will email the number to the supervisor with logistical details.
** Will need employee ID number before can request computer accounts. See Above *
*** LDAP user ID and password will be assigned at Site Access Office at time of LBNL ID issuance.
**** LETS - All employees are automatically enrolled in LETS.


