Binghamton University Foundation

Alumni and Development Information Services

New Employee Checklist
Please notify Alumni and Development Information Services (ADIS) as soon as the individual is hired. This will help to speed up the entire process. Once the individual accepts the job offer please send Michael Nostrom nostrom@binghamton.edu and Ellen Haley ehaley@binghamton.edu an email with the following information

New Employee First, Middle, Last, Name: 
New Employee Title: 

New Employee Tentative Location: 
New Employee Tentative Start Date: 

New Employee Supervisor: 
At least two weeks prior to the new employee starting please email the following information to Michael Nostrom - nostrom@binghamton.edu:

New Employee Name: 
New Employee Location:
New Employee Start Date:
New Employee Phone #:

Computing Requirements: Flat Screen? Do you have a PC for them? Will they be using multiple PCs? Laptop? Handicap?
The following Default Network shares will be given to the new employee, these being:

H-Drive (Personal Network Share)

S-Drive (Department Share)

I-Drive (Forms & Policies Share)
P-Drive (IT Usage)
Additional Network Share access required?
Please indicate what level of access will this individual need to each network share? Read Only / Write
Millennium:
New - fill in request for Millennium access and send to Director, ADIS

Replacing Millennium user – who is this user replacing?
What level of access is required?
What printer will they be using?:
Additional printer access needs:
Standard Software:
Microsoft Office Suite (Outlook, Access, Excel, Word, PowerPoint)

Adobe Acrobat

Internet Explorer / FireFox

Special Software Requirements: (Requires license purchase, or special installation)
Millennium, SmartCall, Fundware, CICS, , DreamWeaver, etc…. Please indicate
First Day:

1. Get Employee ID Card (If HR forms are filled out ahead of time it will speed up this process.

2. Once they have ID card – go to Computing Services and request Email account

3. Once you have email account – notify Michael Nostrom.

a. He will set up your Foundation Network userid

b. He will notify Ellen Haley or millhelp to set up Millennium userid.

4. Arrange time for network orientation from Michael

5. Arrange time for Millennium orientation from Ellen in next two weeks
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