New User Checklist

MCCRDC
· Add user in Active Directory
· Create Folder on S: drive, give user Modify rights, add to Carbonite
· Add user to DL_allstaff Group
· Attribute Editor – Set otherHomePhone to email address
· Attribute Editor – Verify Google ID# in otherIPPhone


Staff Site – csPassword / Users
· Add user to csPassword on the Staff site
· Add user to Users file on Staff webserver

External Systems
· If needed, create user accounts for FMIS, IMS, Teapots

Telephone and Other
· Complete Telephone TSR to assign extension, name on phone and VM reset
· Logon to machine to establish user login and set Word save folder to S:\username

Paperwork/Documentation
· Generate MCCR Network Logon Information page
· Provide NEC Telephone pamphlet 

Time Tracker
· Create Time Tracker account and set to inactive
· [bookmark: _GoBack]Check with Isora for Leave Balances, Accruals and Restriction Date

Scanner Access
· Add user to Address Book on 10th Floor copier

