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Service Descrplion

5‘:‘;"*:"'" B0 The Om-Boarding Service prowades hiving managers {or delegates) with a common location where they

Sard AT Sareuid e

SloragE Survices

Drabscontar fare

san consastently arder the minimun tool set new associstes requires on their first dav of employrment. The
servros will aniteally prowide managers & snghs Sereice Catalog srtry from which they canorder related
an~boarding servecss, [nthe future, thes cervice will ircorporstes s smghs request snd delivery regusst
form for an expandad Sst of on-brardmg services,

Service Availability

Monday & Frcay S:00am to 51000m MET or as stabse par ssrvice provider

standard Service Level Erpectations

PCfLaptap Fenpherals Requasts:
User [0 and Emad Setup Requests:
Cesktop Telsphone Requasts;
Office Spsce Regoest:

sel dedwery depending upon inventory bevels and densand
red wihin 10 working days of request receipk
Cralivarad wehin 10 working days of request receipt,
red within 10 working days of regquest recsipk

* magnhated delieary armes are currantly For Baige 558 amplopaes only , Dalivecy bivm e pllee regiosns
FiLaY CArY

** Hifng manasgers must complete requssts far all asscaate areboarding servioes mithin 48 hes of
nctifsoation from recruiting

Hiw o T gt it ?

® PC/Laptap & Feripherals Raguests:
wand Requests to:
® [dumr T3 ancl Frosd Benomstc:

dnasrilhEearmpany cum




Produstivity Lameras

Fupport fervices

Barwicmd

Hopr alln 1 gk 517

® PCLaptap & Perphsialy Regusaki:

ity JosmitieEC oM.
& User [0 and Email Reguests: .

Cormplele Sudlopk Form: click hore
* Depktng Tebephons Ragieits:

Comnplete Outlook Form: clicls hons
& Office Spece {cubicall Reguest T e

Arhd Frgueits s EFaE bl AeeEserithiEe aenpeEh coim

Ordering Preregquisites

* Follow mistrictions per servigs request meachanism
& PO and Offce Siace Praraguisites:
& Item being redquested
@ Zost pender or budget code to chargs the item
& Fame of sssociats who will recaive the itam
“ Dilivery losatar (eubical) or requasted affics sphes
@ Diate iterm s required

Hinppart
& Toyppert i provdedd by rdiidual service providarng

Training information

Pea Farmal traming available at thiz ams
rafsfilzahility Tips

tow de 1 epen an Dutlook Fform?

* [n M3 Outiook click Tools = Forms > Choose Form = then double-ciick the sopropriste form

Dther infarmatian




Request for Loaner Laptop - Request for Loaner Laptop () Text) =10l x|

e Edt Yiew Insort Fomot Tools  Actions  Help

send || 4 B ) 08 ¥ Rooens. @ BEH @ JAls 7 us

Laptop Requested for : Name of User's Manager:
Users ID: User's Phone Number:

Date you need the computer from: IND,-,E to

Mone

Do you need e-Mail Access I ves [ No User's dial up credit card number: I,qu information will be kept confidential

Prosucknaty Seracus

All the loaner laptops have access to Word, Excel, Power Point, Mainframe, and the Internet Explorer.

BT Supp=srt Please list below all special software you may need.

T

Tne On Boardimg Exrvies provides beang maragers (o0 delegates | miby @ eammon Incabon v
can consiskentw ander the mirimur tool set e assaciates sequers on their Frstdaw af el
sarw oo will infially prawids maragers & snale Secwvize Cataleg erery from which they ean oed
an-bearding sasvizas, In the Foboes, thiz sereice Wil incorparass s single regusst and delivery
form For &0 scperded st of ar-boarcing services,

sbdrbrsanen 5

Buflivary Tnipurndinlalivn

Serudn g Awrilahilily

Morday % Fricay €:30arm to 3 00pn WET oras stabed per serace orovicer,
standard Service Level Expectations

s b Runtdrnicry S PoAaptap Penpharals Tegussts: ke deivary de ) ey lewils
mhpbsotily ik < - User [D and Email Sebup Requests cred wihin L0 scrzng days of pequest receipt.
_'_\_"f_'_"_'“"'i" ; 5 R Cieskbap Telepbone Foquests: eved wrchin 10 scHong days of request receiph.
eakTan e offize Space Taguast: ared wachin 10 moreng days of paquest receipt.

= Hagotatsd dslivery tiress sre currertly for 2ose 220 smp ovees only Deltesry time in other regons
et ey

% Hining reanacsrs mast complets requests For al assonste on beasding serdioes Ahn 4S hrs o
nxtiboabion fram peonsting

Erow do L get o2

2&l his Sariis
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New Associate’s
First Day OFEER Telephony Hiring Manager

Services \\

—

Blackberry/Cell i

S-S Request/Deliver "

N

Authentication
Services

Office
Services
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