NEW EMPLOYEE CHECKLIST

EMPLOYEE: _________________________________   HIRE DATE: __________
All Hires
	Done?
	Deliverable
	Delivered By:
	Date / Time?

	
	Business Cards
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	Job Application
	
	

	
[image: image2]
	Employee Handbook
	
	

	
	Confidentiality Agreement
	
	

	
	Employee Phone List
	
	

	
	Key / Door Code
	
	

	
	Office Supplies
	
	

	
	Phone / Voicemail
	
	

	
	Computer
· Computer log-in

· Operations System log-in

· T-drive folder


	
	

	
	Benefit Package

· Medical

· Dental

· Vision


	
	


Sales Hires
	Done?
	Deliverable
	Who Delivered By:
	Date / Time?
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	Docking Station / Monitor / Keyboard / Mouse / Power Supply
	
	

	
	Mobile Projector


	
	

	
	Laptop connected to Printer

· Account / Log-in

· Training
	
	

	
	Personalized ‘Soft’ Scanning

- Set-up name in Copy Machine


	
	

	
	Soft Fax

· Number

· Credentials


	
	

	
	Web Email

· URL

· Credentials


	
	

	
	Web and Regular Email

· Signature Block w/ Logo


	
	

	
	Yahoo Messenger

· Account / Log-in

· Training


	
	

	
	VPN

· Account / Log-in

· Training
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	Telephone Headset 
	
	

	
	Salesforce.com 

· Account / Log-in

· Training
	
	

	
	Salesforce.com 

Set-up User record with phone number – Used in Quote


	
	

	
	Salesforce / Outlook Integration 

· Install Desktop Integration

- Associate Activity

      - Synch capability

· Account / Log-in

· Training

  
	
	

	
	Outlook / Treo / Blackberry Integration 

· Account / Log-in

· Training


	
	

	
	GoToMeeting

· Account / Log-in

· Training


	
	

	
	Intercall Number

Account / Log-in
	
	

	
	OneSource

· Account / Log-in

· Training
	
	

	
	Leadlander

· Account / Log-in

· Training


	
	

	
	SalesGenius

· Account / Log-in

· Training
	
	

	
	Wiki Log-in and Registration

· URL address 

· Sign-on
	
	

	
	Demo Environment  - SFDC

· Account / Log-in

· Training


	
	

	
	Production  Environment  - Mobile 

· Account / Log-in

· Training
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	Sales Scalebook / Playbook 
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	1st Call Overview Presentation
	
	

	
	Business Diary
	
	


