UNT Supervisor Onboarding Checklist

Name: Start Date:
Position: Supervisor:
EUID: EMPLID:

Pre-Arrival Procedures

o Eqguipment & Software

e Purchase new computer or send existing computer to
IT for reimaging. Submit ticket through Service Now
for new computer setup.

e Discuss any equipment or software needs and if a site
license is needed.

e |dentify current user to mirror (shared drives, printer,
EIS — HRIS/FSS). If unsure, contact the Helpdesk for
support.

o Phone

Request phone number creation or reassign phone number
(need EUID/EMPID ID to request creation of new).

If applicable, provide phone number, order desktop phone
or headset fo feam member. (Voice Communications >
Telecommunications Request).

o Submit tickets for role-specific fechnology
access

e Human Resources (ePAR, etc.), Payroll/Timekeeping
and People Admin access: Submit the request via the
employee portal. (Employee Self-Service > Employee
Resources > Employee Access Request Form)

e Financial Systems Support (FSS): Submit a ServiceNow
ficket for access to requisitions or other person to person
fransactions, financial reporting, grants, budget
information or other financial information. (Business
Inteligence & Reporting, Financial Systems Support (FSS)
and Access Control Executive (ACE) Request).

o Team Communication

Send email to department/team/functional area to
introduce the new team member with name, start date,

role, and a brief bio. (Email & Collaboration > Email
Distribution List Request)

Employee ID Card

(¢]

To obtain an employee ID, the new team member can
email idcards@unt.edu. Include the 8-digit employee ID
number, attach a copy of the offer letter and a photo that
meets the photo requirements. See link for photo
requirements: Photo Requirements for ID.

o

Parking Permit

To obtain a parking permit, the new team member can visit
the Parking Portal. If access to the portal is not available, the
supervisor can escort the new team member to the
Transportation Services Office, located on the first floor of
the Highland Street Parking Garage, with a copy of their
offer letter.
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https://unts.service-now.com/unts
https://aits.unt.edu/support
https://itss.untsystem.edu/divisions/ets/esis/telephone/integrated-communications-platform/recommended-devices.php
https://itss.untsystem.edu/divisions/ets/esis/telephone/integrated-communications-platform/recommended-devices.php
https://unts.service-now.com/unts?id=sc_cat_item_guide&sys_id=20123d09dbb60010adc2fb051d961936
https://myhr.unt.edu/psp/ps/?cmd=login
https://unts.service-now.com/unts
https://unts.service-now.com/unts?id=sc_cat_item&sys_id=31eb6a32db10a850e6abdee5ce96195e
https://unts.service-now.com/unts?id=sc_cat_item&sys_id=31eb6a32db10a850e6abdee5ce96195e
https://unts.service-now.com/unts?id=sc_cat_item&sys_id=594a011e376eda0033a28ff1b3990e86&sysparm_category=9e0f426cdb40ef00573d7ee5bf961996
https://unts.service-now.com/unts?id=sc_cat_item&sys_id=594a011e376eda0033a28ff1b3990e86&sysparm_category=9e0f426cdb40ef00573d7ee5bf961996
mailto:idcards@unt.edu
https://sfs.unt.edu/idcards
https://unt.t2hosted.com/Account/Portal
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o

Physical Office department.

To obtain access to certain offices or buildings, complete
the Key Request Form managed by the Facilities

If ordering office furniture, please contact Faculties for
process & pre-approved furniture vendors. Facilities.

o

Preparing Your New Team Member

Verify that the new team member has received onboarding instructions and has completed prior to first day.

o

Remind team member to bring documents needed to complete new hire paperwork. |-? Acceptable
Documents. Confirm expectation to attend New Hire and Benefits orientations (Orientation details are on
offer lefter).

Call or email your new team member to welcome them and inform of:

expected arrival fime for their first day and scheduled working hours

building address, parking options (including required parking permit purchase), office amenities, building
access and maps. Printable Campus Map.

dress code requirements

work hours, pay frequency, overtime pay if applicable

any other questions regarding their first day

Consider taking your new team member to lunch sometime during their first week. Inform new team member of
lunch plans, if applicable. Ask about any food allergies or sensifivities.

Provide a confact name and phone number in the event of an emergency or delay.
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https://facilities.unt.edu/sites/default/files/key_request_form.pdf
https://facilities.unt.edu/furniture
https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
https://transportation.unt.edu/sites/default/files/unt_campus_parking.pdf

o

UNT Supervisor Onboarding Checklist

Welcome

Arrange to welcome the new team member on the first
day, and provide list of appointments/meetings for their first
week. Conduct tour of the office and other places
relevant to their job. Campus tour information is at the
bottom of this form.

I-9 Verification

Assist new team member as needed with completing and
submitting remaining new hire paperwork. Ensure |-9
verification process has been completed.

IMPORTANT: Your new team member can complete their
I-9 verification prior to their first day, but it must be
completed no later than 3 days after their first day o
comply with federal law. Contact UNT HR for assistance as
needed.

ePAR (Electronic Payroll Action Request)

Process your new team member’s hire ePAR as soon as
possible after the 1-9 documents are verified by UNT HR or an
1-9 Coordinator. Attach signed offer letter.

Shared Drives/File Structure

Provide guidance on departmental protocols.

Access, Security and Network Overview

Ensure your team member can login to their computer,
access drives and email. Provide guidance on how to
protect the confidentfiality, integrity, and availability of IT
resources. You will be notified by email fo complete the
account request when the required security training is
completed.

Microsoft Teams Chat/Meet

Welcome to Teams.

Outlook/Webmail/Office 365

Discuss email usage guidelines. Regular email, contact
management and calendaring should occurin the Outlook
application on your computer.

Add tfeam member to distribution groups/lists.

End of day

End the first day with a short meeting to gather feedback,
answer questions and make the team member feel
welcomed and valued.

Provide keys, badge and access information, as applicable.

First Week

. . - Review job description, job manuals or SOPs, org charts,
o Review job description . .
pertinent contacts and important phone numbers.
. Review team goals, strategic plans and priorities.
o Review team goals g gicp P
o UNT President’'s Cabinet Explain department and division structure; ensure new team
member is familiar with UNT President’s Cabinet members.
o Campus/External Mail Procedures Discuss with team member, if needed.
o Review Policies & Procedures Review Institutional Policies.
Employee Portal Demonstrate how to access the UNT Employee Portal and
ensure new team member is able to login.
Phvsical Offi Submit workorder through the Facilities service request
© ysica ice system to hang bulletin boards, artwork/certificates/degrees,
etc. in office space. Email work.control@unt.edu.
Drivi Uni “+ Vehicl Submit a Driver Request Form with Risk Management Services
© fiving a University venicle if the team member will be driving a University-owned
vehicle.
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mailto:askhr@untsystem.edu
https://itss.untsystem.edu/divisions/ets/ecs/microsoft-teams/
https://itss.untsystem.edu/divisions/ets/ecs/email-usage-guideline.php
https://president.unt.edu/presidents-cabinet
https://policy.unt.edu/policy-manual
https://my.untsystem.edu/
https://facilities.unt.edu/news/facilities-service-request-system
mailto:work.control@unt.edu
https://riskmanagement.unt.edu/driver-request-forms
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Review leave policies and departmental process for
approval and reporting of time worked and leave
requested in the employee portal. Leave is requested
under the Time file.

Time entry fraining guides and employee leave

guidance.

Understand ePAR and Payroll deadlines, so that your team
member is paid in a timely manner.

o Time Reporting & Submission of Leave
(Vacation, Sick Leave, etc.)

o Payroll

If applicable to the position, discuss a Flexible Work
o Flexible Work Arrangement Arrangement. Supervisor approval, completed form, and
fraining for both supervisor and team member is required.
Confirm name/credentials the new feam member would
like included. Order branded items through UNT's Printing &
Distribution Solutions.
Training modules include:

e UNT New Employee Onboarding

e Compliance & Integrity Training Program

¢ Information Security Awareness Training

e PERPA and others along with departmental specific
fraining

o Order Business Cards, Name Plates and/or
Office Signs

o New team member training completed
during first week in UNT Bridge

o Calendar Sharing Review calendar sharing needs with your team member.

. . . . It is a requirement for the new team member to attend New
o New Hire & Benefits Orientation Hire & Benefits orientation within the first month of hire.
Supervisor should make sure it's on their calendar, located in
the offer lefter to ensure they attend.

Additional Resources

Business Support Services (Payroll, Time & Labor, Travel, Procurement), 855-868-4357

UNT HR 940-565-2281. Address: Support Services Building (1500 North, IH-35, Denton, Texas, 76205)
HR Benefits 855-878-7650 option 7 or 940-369-7650

UNT Helpdesk Email: helpdesk@unt.edu, 940-565-2324

Facilities Email: work.control@unt.edu, 940-565-2700

UNT Police - Emergency: 211, Main Phone: 940-565-8788

Welcome Wednesday — New Hire Campus Tour This walking campus tour occurs the first Wednesday of each month at
10:30 AM. Click on the link and email your new team member’s name, department and month of interest.
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https://my.untsystem.edu/
https://finance.untsystem.edu/tools-and-training/time-and-labor.php
https://hr.untsystem.edu/benefits/employee-leave/index.php
https://hr.untsystem.edu/benefits/employee-leave/index.php
https://finance.untsystem.edu/tools-and-training/calendars/payroll-deadlines.php
https://hr.untsystem.edu/employee-resources/flexible-work-arrangement/index.php
https://hr.untsystem.edu/employee-resources/flexible-work-arrangement/index.php
https://printorders.unt.edu/our-product-catalog/business-cards.html
https://training.unt.edu/unt-bridge-resources
https://finance.untsystem.edu/
https://www.unt.edu/hr
mailto:HRbenefits@untsystem.edu
https://aits.unt.edu/support
mailto:helpdesk@unt.edu
https://facilities.unt.edu/services
mailto:work.control@unt.edu
https://police.unt.edu/
mailto:aubrey.rife@unt.edu?subject=Welcome%20Wednesday%20-%20New%20Hire%20Campus%20Tour

