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College Of Education

 New Employee Technology Checklist
Accounts

	Done
	By

Whom
	Timing
	Account

*Denotes  Required
	Access to…
	Information

	
	New

Employee
	Pre-start
	*iCard
	
	University identification card obtained at Orientation or at Campus ID Center, second floor of Illini Union Bookstore

	
	New Employee
	Pre-start
	*UIUC.EDU Kerberos 


	Bluestem-protected web applications such as Nessie, Illinois Compass, various library systems, and the CITES modem pool.
	CITES has a password change page at https://www-apps.cites.uiuc.edu/password/.  If you need to speak with someone about a CITES account, please call CITES at 333-7000.

	
	New Employee
	Pre-start
	CITES Express
	Free email account from CITES with Web interface and support for POP and IMAP clients such as Eudora and Outlook.
	

	
	Staff
	Pre-start
	Exchange 2003 Mailbox

	Exchange mailbox (email and calendar) for use with Outlook
	To set up a new Exchange mailbox, email ex2kaccounts@ad.uiuc.edu with the following information: (1) account number and title to be charged; (2) new Exchange user’s full name and login ID.
Exchange uses Active Directory accounts – so for password issues, see more on Active Directory below.

	
	New Employee
	First Day
	*Active Directory Account 


	Your Windows-based computer, various resources on College of Education network, your Netfiles folder, your Microsoft Exchange (Outlook) email and calendar.
	Go to http://accounts.ad.uiuc.edu  to set or reset your password or to unlock your account.


NOTE: You’ll need to know your UIUC.EDU Kerberos password to be able to reset your Active Directory password.

	
	Staff
	Pre-start
	* Faculty Staff Directory
	College of Education Services and Mailing Lists
	Unit FSD Admins (or Anne Price) can add new employees.  Go to the intranet:  http://www.ed.uiuc.edu/intranet 

	
	Staff
	Pre-start
	Banner
	Student Data/ Catalog & Schedule
	Contact Brenda Clevenger (bmclvngr@uiuc.edu) to request access to student and course data.

	
	Staff
	Pre-start
	Banner
	Business Systems including Banner and ViewDirect
	Contact Anthony Ewing (aewing@uiuc.edu) to request access to business systems and data.


------------------

To reset your CITES passwords, go to: https://www-apps.cites.uiuc.edu/password.

For other passwords, go to: http://www.cites.uiuc.edu/passwords/changes.html. 

Passwords Table with explanations: http://www.ed.uiuc.edu/oet/accounts/passwords.doc 
Access to Network Resources:

	Done
	By Whom
	Timing
	Resource
	Contact
	Information

	
	Staff
	Pre-start
	· Printer

· User Directory

· Departmental Share

· Project Share

· Digital Media Share

· Web Site (user, course, department, project, etc.)
· Streaming Media Site
· Mailing List (consult OET)

· Custom Email Account
(consult OET)

· Calendar
(consult OET)
	Send email to sysadmin@ed.uiuc.edu  
	Include the following information:

1. Faculty/staff employee’s full name

2. University ID

3. Department affiliation

4. Request a user directory on files.ed be created

5. If access to any existing folders or other resources is required, please list them.  To help you communicate your needs, below are some examples of printer and file resources:
· \\printers.ed.uiuc.edu\rm128hp4000
· \\files.ed.uiuc.edu\acad dept\ci

· \\files.ed.uiuc.edu\ed admin\brp

· \\files.ed.uiuc.edu\projects\myproject
· \\digital.ed.uiuc.edu\spring05\eol409
· \\www.ed.uiuc.edu\eol\highered
· \\streaming.ed.uiuc.edu\spring05\sdf
6. If creation of any new project, media, web, streaming folders or moodle is needed, please consult with OET by contacting the TLC at 244-6053.


Training/Technology Orientation

	Done
	By Whom
	Timing
	

	
	Staff
	Pre-start
	Send employee’s contact information to Shelley Chandler (schandle@uiuc.edu), so she can schedule a personal Technology Orientation.  Contact Info – 1) Name, 2) NetID, 3) Phone, 4) Dept., 5) Mac or PC, 6) Outlook or Eudora


www.ed.uiuc.edu/oet/accounts/accountschecklist.doc

