Averett University IT Department
New Employee Request Form for

Technology Access

To be completed by the supervisor of the new employee and emailed to Kathie Tune, VP of Human Resources – ktune@averett.edu
Name of Supervisor:
      

E-mail/Phone of Supervisor:        

Date of Request:      
Employee Information: 
* FIELDS REQUIRED FOR COMPLETION
	*Full Name:       
*Middle Initial:       
	*Home Address:     
*City/State/Zip:       

	*Home Phone:                                       
	CellNumber:      

	Alternate E-mail Address:                     
	People ID code:     


                                                                                   (Former/Current members.  Must be in P000XXXXXX format)

	*Position:                                                  
	*Office Location:      

	*Department:      
	*Starting Date:          


If Contract Employee, please check one below.
Aramark  
 FORMCHECKBOX 
                                             
Follett Bookstore    
 FORMCHECKBOX 
 

Bon Appetit  
 FORMCHECKBOX 
                                          

IPD 


 FORMCHECKBOX 

Needs Telephone Setup   FORMCHECKBOX 

Needs Copier Code   FORMCHECKBOX 

Check here if there is a computer present in the office   FORMCHECKBOX 

If computer is present, should data from previous employee be removed?   FORMCHECKBOX 

Software Install (Has to be authorized for install):
PowerCampus   FORMCHECKBOX 
                                             
PowerFAIDS     FORMCHECKBOX 
 

Raiser’s Edge    FORMCHECKBOX 
                                          

Financial Edge   FORMCHECKBOX 

List any other rights or special needs below (if replacing a previous employee, the name of the previous employee is helpful – phone numbers for existing offices are also helpful):

     
The VP of Human Resources must e-mail the completed form to Chris Hanks – accounts@averett.edu to begin the creation process.  Forms should be e-mailed a MINIMUM of 5 business days BEFORE the employee’s start Date to ensure a timely response.

Other Notes:       

FOR IT USE ONLY

Each technician is to fill in the appropriate information, date, and initial the section after completion of the task.  Completed forms are to be e-mailed to Chris Hanks – accounts@averett.edu for our records.

Once all accounts are created the log in information will be sent to the employee’s supervisor or requestor.  The computer should be set up with the appropriate log in information BEFORE the employee’s start date unless otherwise coordinated with the employee’s supervisor.

Network/E-mail/Blackboard/Self-Service
Username:      





Password:       

E-mail Address:       
Date Completed:      




Initials:      
Database Section if needed:

PowerCampus Username:                                           
Password:      
PowerFaids Username:                                                
Password:      
Raiser’s Edge Username:                                            
Password:      
Date Completed:      




Initials:      
Telephone Setup Complete:  FORMCHECKBOX 
 

Voice Mail Configured:  FORMCHECKBOX 

Telephone Number:      
Voicemail Passcode:      
Long Distance Code:      
Fax Number:      
Date Completed:      




Initials:      
Copier Code:       
Date Completed:      




Initials:      
Computer Name:      
Outlook Configured for User:  FORMCHECKBOX 

User added as Administrator (unless otherwise requested):   FORMCHECKBOX 

Printers and Shares added as User:   FORMCHECKBOX 

IF REQUESTED ONLY (see above form for request) 

Previous Users Profile Removed:   FORMCHECKBOX 



Requested to Keep:  FORMCHECKBOX 

Date Completed:      




Initials:      
Install Notes:

     
