Orientation Outline for 
	Topic Areas

	Date

Scheduled
	Time

	Person Responsible
	Date
Completed

	Prepare office and replenish supplies
				
	Set up username for network
				
	Set up e-mail account (Outlook)
				
	Update who’s who, e-mail distribution, access data base, birthday list, hire dates list, contact list
				
	Update Web Site

				
	Update Intranet Site

				
	Set Up Intranet account & password
				
	Take Picture and make ID

				
	Setup Access Database User ID & Password

				
	Personnel Manual (distribute and explain)
				
	Hire Packet

				
	Payroll
· Monthly Time Record
· Leave Accrual

· How to read check stub

· Vacation /Sick time

· Holidays

				
	Health Insurance

				
	Dental Insurance
				
	Simple IRA

				
	Out of Office Notification
				
	Organizational Chart
				
	Expense Reimbursement
				
	Conference Expense Reimbursement
				
	Security-Business Office

				
	Court Personnel

				
	Office Key

				
	Office Space(frig, water,coffee,lunch area)

				
	I.D. Badge
				
	Network Orientation 

				
	Printer/Scanner/Fax/Copier/Mail (In & Out)
				
	Outlook / E-mail
				
	Network /password

				
	Saving documents

				
	Basic word orientation

				
	Training/classes

				
	IT Resources and coordination
				
	Access data bases
				
	COMET

				
	Palm Pilot

				
	Copier

				
	Phones (password, voice mail)

				

	


