Viterbo University
New Permanent Employee Office Checklists
Completed By Supervisor/Dean

Employee Name: _________________________	Start Date: ___________________	Office Location: ______________________

Datatel ID#:  _________________________		Date Office Space needs to be ready: _____________________

Supervisor: ____________________________	Date Completed: ________________	Date Sent: _____________________

Work Area Setup								Needed
Item								Contact  	Yes/No	Comment			               Done
1. 4 Drawer File Cabinet (dept. pays)			G McCurdy	______	______________________________   ____
2. Bookcase (Faculty only)					G McCurdy	______	______________________________   ____ 
3. Bulletin Boards/White Boards (dept. pays)		G McCurdy	______	______________________________   ____
4. Chair mat							G McCurdy	______	______________________________   ____
5. Cube  Extension (Optional)				G McCurdy	______	______________________________   ____
6. Desk							G McCurdy	______	______________________________   ____
7. Guest Chair						G McCurdy	______	______________________________   ____
8. Office signage						G McCurdy	______	______________________________   ____
9. Task Chair							G McCurdy	______	______________________________   ____
10. Trash can							G McCurdy	______	______________________________   ____
11. Under desk keyboard/mouse tray				G McCurdy	______	______________________________   ____
12. Under Desk Ped (drawer style)				G McCurdy	______	______________________________   ____
13. Business Cards						S Bartel	______	Prepare PO for Business Cards             ____
14. Name insert for office sign				S Bartel	______	Inform S. Bartel of need for insert       ____
15. Name Tag							S Bartel	______	Inform S. Bartel			   ____
16. Office Cleaning						B Quinones	______	______________________________   ____
17. Office Equipment Instruction				Supervisor	______	______________________________   ____
18. Office webpage update					Supervisor	______	______________________________   ____
19. Post Office Mail Box					Sr Loretta	______	______________________________   ____
20. Photo ID							L Kneifl	______	______________________________   ____
21. Office and Building Key					L Kneifl	______	______________________________   ____
22. Viterbo Issued Credit Card				T Ericson	______	______________________________   ____

*Room condition to be reviewed by Physical plant to determine extent of upgrades needed:
	-Carpet, Painting, Lighting, Window treatment


Work Supplies								Needed	
Item								Contact       	Yes/No	Comment				   Done
1. Office Supplies					Supervisor	______	Order supplies                                       ____
2. Procedure Guides					Supervisor	______	______________________________   ____

Technology Needs							Needed
Item								Contact     	Yes/No	Needed By Date:			
1. Email Access						Chad
a. Active Directory (Created automatically)			Y		______________________________   ____
b. Create mailbox						Y		______________________________   ____
c. Add User to appropriate mailing group			Y		______________________________   ____
2. VitNet Access						Jeff
a. List automatically generated					Y		______________________________   ____
b. Create accounts						Y		______________________________   ____
c. Add to Resource Database					Y		______________________________   ____
3. Blackboard						Jeff/Chad
a. Add to appropriate assembly					Y		______________________________   ____
4. File Sharing						Chad (supervisor determines access)
a. Setup permissions on share					______	______________________________   ____
5. Datatel Access						Jeff
a. UI Access							______	______________________________   ____
b. Query access							______	______________________________   ____
c. My Budgets							______	______________________________   ____
d. UI Web							______	______________________________   ____
6. EMS Access (Room Scheduling)			M. Ranscht	______	______________________________   ____
7. Workstation Setup					Ed
a. Add appropriate network share				 ______	______________________________   ____
b. Add appropriate printer share					Y		______________________________   ____
c. Install Datatel UI 						______	______________________________   ____	
d. Install Raiser’s Edge						______	______________________________   ____
e. Install other appropriate software				______	______________________________   ____
8. Learning Center Database (LuCy)			Jeff		______	______________________________   ____
9. Raiser’s Edge						Mary		______	______________________________   ____
10. Update directories					Chad
11. Phones	 						S. Wenger	 
a. Landline							______	______________________________   ____
b. Cell	(Blackberry)						______	______________________________   ____
12. Copier set up						K. Hurtgen	______	______________________________   ____

Other
Item								Contact			  
1. Parking Permit (Optional)				Business Office		Inform employee to purchase permit.
2. Add to campus directory				S Bartel	______	______________________________   ____

