ONBOARD CHECKLIST FORM
EMPLOYEE INFORMATION
[bookmark: Text1][bookmark: _GoBack]Name:	     						Start Date: Click here to enter a date.
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*Please note the Onboard Checklist action items are to be completed in the first five (5) business days of employment. The new employee’s Department Business Administrator (DBA) must sign this form once complete for the employee file. See bottom of form for signature requirements. 

ADMINISTRATIVE PROCEDURES


Please complete all of the following:

	☐   A Criminal History Record Investigation (CHRI) has been completed.
	☐   ePar has been completed
	☐   ePerformance criteria has been established.

	☐   Employee reported to HR customer service to complete the I-9 and direct deposit.
	☐   Employee has been registered for Registration Orientation and Review (ROAR).
	    

	☐   Employee returned the I-9 completion receipt.
	☐   Ensure UH email address is assigned.
	



DEPARTMENT PROCEDURES


Please complete all of the following:

	☐   Organizational review and organization chart.    
	☐   Review of UH website and where to find UH Policies (MAPPS/SAMS)
	☐   Review Department/College Standard Operating Business Procedures

	☐   Tour department and meet colleagues, staff, faculty, and deans.   
	☐   Review Department/College website and where to find resources
	☐   Review general computing policies 

	☐   Review expectations: Discuss weekly, monthly priorities; most important responsibilities. 
	☐   Review time reporting policies
	☐   Order business cards and name plate

	☐   Review safety and emergency guidelines and procedures
	☐   Review leave reporting policies
	☐   Update department web directory 




PEOPLE SOFT ACCESS AND SYSTEMS PROCEDURES


Please complete all of the following:

	☐  Finance
	☐  Payroll Approver
	☐  Cash Handling

	☐  HRMS   
	☐  Applicant Tracking System (OJS)
	☐  Procurement Card

	☐  Student Services 
	☐  Blackboard
	☐  Travel Card

	☐  Citibank Global Card Management System
	☐   RD2K for grant supporting positions
	



COMPUTER AND ACCESS


Please complete all of the following:

	☐  Office location has been identified
	☐   Department Staff Listserv
	☐   Office keys ordered

	☐  Computer hardware/software identified
	☐   Finance Listserv
	☐   Mailbox assigned

	☐  Card access has been granted 
	☐   HRMS Payroll Listserv
	☐    Lync phone system requested

	☐  College Staff Listserv
	☐    Share drive access
	☐    Long distance code – support personnel only
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