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Unit checklist for new NON-BENEFITS faculty 

Welcome to ASU Wrigley Institute and the School of Sustainability (SOS) 
Description: As a new employee in our department, this checklist is provided to help you get started. Please review the items below and consult with your supervisor/mentor as needed.
Checklist 
· Set up email account through https://cfo.asu.edu/bts-staff-user-setup. You must choose Outlook (not Gmail).
· Our concierge Kimberly.Grout.1@asu.edu  can help schedule meeting rooms and provide paper, pens and writing pad to get you started. Contact 4th floor reception at 5-2975 to order additional office supplies. (Wrigley Hall only)
· Use an on-campus computer to log on and activate your unique ASURITE User ID and obtain an ASU e-mail account after you receive your Employee ID number. You need an

ASURITE User ID to access services at ASU. www.asu.edu/asurite Call the ASU Help Desk at 855.278.5080 if you need assistance.
· Parking Permit - around 1.5 weeks after your start date, go to parking office to purchase a parking permit if you plan to drive to campus. You must have a valid ASU ID number and license plate information. Parking rates and locations are found at: https://cfo.asu.edu/pts-parking. Call ahead to make sure they can see your payroll record: 480.965.6124 press 1.
· Set up voicemail by following instructions in this link: Voicemail Instructions.
· Set up your ASU profile by logging into http://my.asu.edu/.  >Click on “Profile” and add contact details including work phone number and work address. You must click “preferred” for your work number to appear on the ASU directory and in Outlook. 
· Request external service tickets for main ASU HR and main ASU IT by logging into http://my.asu.edu/. >Click on “Service” then choose IT Support or HR Support.

· Request internal ASU Wrigley / SOS service tickets for facilities, communications, IT, and equipment at: https://sustainability.asu.edu/internal/index.php. 
· Phone conference call set up guide is located at: http://www.asu.edu/courses/oasis/Movius/MoviusConfBridgeSubscriberGuide.pdf.
· Videoconferencing choices at ASU Wrigley Institute/ SOS are provided at https://support.gios.asu.edu/front/knowbaseitem.form.php?id=52 (first log into MyASU to access the link).
Confirm with your Supervisor or Mentor:
· You were added to unit’s shared folder and appropriate email distribution lists. Discuss file saving and naming conventions for files, if any.
· Door access was added to your Sun Card and keys were provided (if applicable)

· Building tour, Sustainability Scientist Café (break room) and introductions to colleagues

· Initial tasks and any training needed

· Will you be traveling for business? If yes, contact Lenrae.Baity@asu.edu for overview of travel process.

· Review basics on travel and P-cards and access to budget information (if applicable).
Mandatory Training:

The following trainings must be completed in the timeframes below, based on start date.

FIRE & SAFETY (30 days) 
INFORMATION SECURITY (30 days)

WORKPLACE BEHAVIOR (30 days)
TITLE IX (30 days)
SERVICE (30 days)
Other Training:

http://sustainabilityeducation.asu.edu/
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