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Workspace
 Setup and clean employee office/workspace
 Setup desk, chair, filing cabinet, desk organizer and other supplies
 Order business cards

Technology
 Setup myHomeSpot email account
	 Setup email signature	
	 Add employee to relevant email groups
 Add employee email to scanner
 Setup appropriate PC
 Install printer drivers
 Add employee name to relevant Wufoo forms
 Configure Gmail forwarding rules in MHSForms
 Establish phone extension
 Update company PBX/phone directory
 Setup Propertyware account
	 Setup email signature	
 Add employee to relevant drop down lists
 Setup TribeHR account
 Setup FMLS, Zoho, or Quickbooks accounts, if necessary

Orientation and Office Access
 Inform staff of employee’s arrival
 Introduce employee to staff on first day.  Bring on tour of building/office/facilities
including lunchroom, emergency exits, and restrooms.
 Show location of fax machines, copiers, printers etc.; provide instruction and any
access information
 Indicate location of parking
 Provide office door and alarm access codes

Payroll
 W-4 federal form completed and signed
 G-4 state form completed and signed
 W-9 federal form completed and signed
 Employee setup in ADP Run
 Employee setup in ADP ezLaborMgr
 Review payroll schedule

Human Resources
 Complete I-9 completed and signed
 Confidentiality/Non-Compete Agreement signed
 Employment/Affiliate Agreement signed
 myHomeSpot Employee handbook reviewed and signed
 Review PTO policy
 Review holiday schedule
 Explain expense reimbursement policy
 Confirm work schedule
 Review dress code
 Print out employee training schedule and materials
