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New Hire 

 Services Package

Computer Services Help Desk

An Employee Service Access Authorization form (ESA) form may be completed once an employment contract is signed before the employee begins work. The ESA form is used to establish accounts and services provided by the Business office, various cost centers and Computer Services.
 Keep in mind that it takes up to 5 business days or more before a new employee’s business accounts and technical services are fully established.  Authorization of services often involves a number of offices, and Computer Services must individually configure each office computer and phone.  In addition, there are services – database access, share drive connections, secondary email boxes, and/or special software - that need to be added or adjusted once the new hire begins work.  

Therefore, if at all possible, please provide an ESA form and any required database access forms before the new employee’s official start date. Otherwise, they may not have access to complete their job duties during their first few days on the job.
Forms Check List for New Hire Services

	
	 FORMCHECKBOX 
  
	Employee Service Access Authorization form (ESA) Pages 2&3
Business office, cost center accounts and technical services. Submit before employee arrives – Requires one supervisors signature.




INB Banner Class Access
Standard employee Banner database access - Self Service Banner (SSB) – is predetermined and automatically created through Human Resources.  However, Internet Native Banner (INB) and Finance budget forms will be submitted by CSD if accesses to these systems are required as indicated upon the ESA form.
Contact the Computer Services Help Desk if you have any questions.

Room C219A

Phone (615) 353-3678

Fax (615) 353-3702

Employee Service Access Authorization (ESA) 
	Employee Name: 
	
	“A” Number: 
	     

	
	         First                  /             Middle                  /           Last
	
	

	Preferred Name: 
	
	Department:
	

	Title:
	
	Account # (FOPAL):
	

	Office Location #:
	
	Employee’s Phone #:
	


Please indicate the type of services that are to be authorized for the named employee by completing the appropriate sections below.  All cost center authorizations are to be listed on page 2. 



	 FORMCHECKBOX 
 Name Change* Previous Name:
	     
	Email will be received under former and new address

	 FORMCHECKBOX 
 Update Account Numbers Only* Please list new account numbers on page 2.

	 FORMCHECKBOX 
 Correction Required* Please circle or highlight the information that is to be corrected. 

	


	 FORMCHECKBOX 
 New Employee – Please select employee type below then select the required technical services in the next section.

	
	 FORMCHECKBOX 
 Full Time Faculty
	 FORMCHECKBOX 
 Term Faculty
	 FORMCHECKBOX 
 Part-time Faculty
	 FORMCHECKBOX 
 Other Faculty: 
	

	
	 FORMCHECKBOX 
 Adjunct – Note: Set to expire at the end of each semester - renew via email - Starting Semester   FORMCHECKBOX 
 Fall    FORMCHECKBOX 
 Summer   FORMCHECKBOX 
 Spring

	
	 FORMCHECKBOX 
 Full-Time Staff
	 FORMCHECKBOX 
 Part-time Staff


              
    

 

	
	 FORMCHECKBOX 
 Temp/Contract – Contract Expiration Date:
	     
	(Set to expire at the end of the semester if no date is supplied)

	
	 FORMCHECKBOX 
 Student Worker - Note: Expires at the end of each semester - renew via email
	 FORMCHECKBOX 
 Other:
	     




	 FORMCHECKBOX 
 Technical Services - Unless otherwise specified below, all employees receive computer logon and personal email. 

	  FORMCHECKBOX 
 NO Email           FORMCHECKBOX 
 NO Network Login Required          FORMCHECKBOX 
 NO Phone Services Required

	Note: Please provide as much lead time as possible. Technical service setup may require three days or more to fully complete!

	Office Computer Tag Number: NT
	
	This computer is shared by others?  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No


	
	 FORMCHECKBOX 
 Email IS Required
	 FORMCHECKBOX 
 Phone & Voicemail Service IS Required

	
	 FORMCHECKBOX 
 Secondary Department Sponsored Mailbox 
	 FORMCHECKBOX 
 No phone currently exists in this office

	
	Mailbox Name:
	     
	 FORMCHECKBOX 
 Multiple-lines, extension positions setup needed

	
	 FORMCHECKBOX 
 Add to Distribution Group – Group as named in
	 FORMCHECKBOX 
 Add to Automated Call Distribution Group (ACD)     

	
	Outlook Address Book:
	     
	 FORMCHECKBOX 
 Long Distance Code Required 
	

	
	 FORMCHECKBOX 
 Use only non-NSCC email address
	 FORMCHECKBOX 
 Departmental Share Drive Access IS Required

	
	Specify email address:
	     
	Share Drive Name:
	     

	
	 FORMCHECKBOX 
 Internet Native Banner (INB) IS Required – INB forms will be initiated by CSD with the proper Banner class listings.**

	




	 FORMCHECKBOX 
 Employee Department Transfer or Position /Title Change*

	Official Change Date:
	     
	All former database access – Banner & Admin - will be removed on this date! 

	
	Department Transfer From:
	     
	to:
	     

	
	
	(Former Department)
	
	(New Department)

	
	Position/Title Change From:
	     
	to:
	     

	
	
	(Former Position/ Title)
	
	(New Position/Title)

	
	 FORMCHECKBOX 
 Relocating Office- Important! Employee’s new department must submit an Employee Office Move Authorization form**

	
	 FORMCHECKBOX 
 Retaining Office – Employee will retain existing office location (No changes will be made for computer and extension number)

	
	 FORMCHECKBOX 
 New Office - Employee had no previous office computer or phone number prior to this change. (Select the required technical services in the “Technical Service Requirements” section above) 
 FORMCHECKBOX 
 Moving Out of Existing Office – Employee will have no assigned office space.  Existing email & login accounts will be retained.  (Place phone & computer tag numbers and select the required technical services in the “Separation” section below. Do not mark the Separation check box.)  

	




	 FORMCHECKBOX 
 Separation* – Official Separation Date:
	     
	Access to all systems will be removed upon this date!

	Separating Employees Computer Tag & Office Phone Number- 
	Tag #:
	NT     
	Phone:
	     

	Authorization must be obtained from an area vice president if the employee is to retain access to any services beyond the official separation date.

	Archived email and personal computer data will be backed up by CSD and files will be given to the department head.  

	
	 FORMCHECKBOX 
 Delete remaining voicemail, reset password & reassign to whom?
	     

	
	 FORMCHECKBOX 
 Retain voicemail & reassign password to whom?
	     
	

	
	 FORMCHECKBOX 
 All files have been moved by employee; Backup of email and data files IS NOT required.  

	
	 FORMCHECKBOX 
 Backup of email and data files IS REQUIRED. Provide backup to whom?
	     


Account Authorization Page
Account Authorization Instructions

1) By placing an account number(s) in the account column, you are authorizing the employee to make charges against the account.  Do not place an account number in this column on lines in which the employee is not authorized to charge.  If the employee is not authorized to charge, write "none" in this column.

2) The beginning date is the date on which the authorization begins. 

3) The ending date is the date that the authorization ends.  If the authorization is permanent, the word "continual" should be placed in the ending date column. 

4) The service department notes column is used by the department that provides the service.  Travel authorizations (items 4 and 5) require the approval signature of the Vice-President in the service department notes column.   The purchasing office will verify that the employee has attended purchasing training before LPO’s will be issued to them.

5) Each supervisor must maintain a file of these authorizations for subordinate employees, and update them as changes occur.  It is recommended that they be reviewed at least quarterly.  

Please list account numbers that the employee is authorized to make charges against.

	General Accounts

Approval Type
	Account Numbers 
	Beginning Date
	Ending Date
	Service Dept Notes

	1
	Bookstore Purchases
	
	     
	     
	

	2
	Print Shop Purchases
	     
	     
	     
	

	3
	Motor Vehicle Pool Use
	     
	     
	     
	

	4
	Blanket In-State Travel 
	     
	     
	     
	

	5
	Blanket Out-of-State Travel 
	     
	     
	     
	

	6
	Receiving Copy Approval 
	     
	     
	     
	

	7
	Long Distance Phone Account
	     
	     
	     
	

	Access to finance accounts listed below are secured through the Banner database management system and requires that a Banner Finance Database Access form is submitted to the Office of the VP of Finance ** 

	8
	Requisition Submission Authority
	     
	     
	     
	

	9
	Requisition Approval Authority
	     
	     
	     
	


	Services and Account Authorization 


	I have authority to request services and allow or disallow the above service items to be charged to the listed accounts by the named employee.



	Supervisor (please print): 
	
	

	Supervisor’s Signature:
	
	Date:
	     


Send a copy to each service department listed below.

Original:   Immediate Supervisor 
Copy:  VP of Finance Office  
Copy:  Bookstore   

Copy:   Computer Services 
Copy:    Security 

Copy:   Print Shop                                     

The original document is to be kept by the employee’s Immediate Supervisor or Department.

2
*The original form may be reused rather than completing a new one for this section. Check and fill in the section then circle or highlight the section heading. A newly signed and dated second page is still required and copies sent to all the cost centers. 
** INB is required for departmental administration and is therefore normally only issued to Deans, Directors, Coordinators, Department Secretaries and Finance staff.  Note: Self-Service Banner (SSB) “A” numbers are issued to all employees by Human Resources.
*The original form may be reused rather than completing a new one for this section. Check and fill in the section then circle or highlight the section heading. A newly signed and dated second page is still required and copies sent to all the cost centers. 
** INB is required for departmental administration and is therefore normally only issued to Deans, Directors, Coordinators, Department Secretaries and Finance staff.  Note: Self-Service Banner (SSB) “A” numbers are issued to all employees by Human Resources.
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