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NOTE 1:  

NASA New Employee Orientation is held in MIC 3-A every other Monday morning at 10:00 a.m.

Notes below are included to explain why this process and directly related processes do not operate as smoothly as they should.

The late receipt of the names of potential attendees impacts this process and related processes and does not allow sufficient time to prepare required documentation (e.g., NHQ Form 224 – equipment; Security paperwork – badging; telecommunications equipment; and the number of Orientation folders required for the session.

There is also a discrepancy between anticipated and actual attendees at Orientation.  Potential attendees (new employees) consist of Civil Servants, Contractors, Detailees and Interns, etc.  Of these, there is no communication channel for incoming Detailees or Interns, and therefore, these employees do not receive their equipment and services in a timely fashion.

In order for necessary equipment to be in place on the start date of a new employee, the receiving NASA HQ Code–Code IT POC or Primary Move Coordinator should submit a request for the new NASA HQ employees via the HONURS system (New User Request).   At this time this information is not being accurately communicated, and therefore, many new employees to NASA HQ are not anticipated, which causes unavoidable delays in the provision of equipment and services.  

PROCESS

Attendance

During the two-week period between Orientation sessions, the Computer Training Center (CTC) Training Coordinator receives names of potential attendees from emails received from:

· Code CI Manager, Information Center 

· Code W IT POC

· SAIC Office Administrator

On the Thursday preceding Orientation, the CTC Training Coordinator requests a list of potential attendees from NASA HQ Human Resources.

On the Friday preceding Orientation, the CTC Training Coordinator sends an email and/or telephones to the NASA HQ Security Assistant and shares the list of potential attendees.  Security also receives lists of new employees from various NASA Human Resources sources.

The CTC Training Coordinator then populates a Meeting Maker invitation with the names provided.  This invitation list is accessible:

· Manager, End User Support

· Code CI, Manager, Information Center

· Account Administrator, Logistics Support 

· Training and Communication Manager 

· Code CI, Chief, User Services Branch

· CTC Instructor

· Manager, Customer Support 

· Manager, Deskside Support 

· Code CI, Senior Computer Specialist

Orientation

· At the beginning of the Orientation session, meeting attendees are requested to complete the sign-in sheet, which has been updated to provide more comprehensive information:

[image: image1.png]



NASA NEW EMPLOYEE ORIENTATION ATTENDANCE LIST

DATE: ______________________

	NAME

(Please Print)
	START DATE AT NASA HQ
	AFFILIATION

(Select one)
	NASA CODE
	Telephone Number

(If known)
	Job Title
	Signature

	Select One


	1. Civil Servant

2. Detailee (Center)

3. Intern

4. Contractor (Co.)

5. Temp


	

	E X A M P L E

RUPERT B. SUPERSTAR
	01/01/03
	2.  MSFC
	E
	358-9999
	Rocket Scientist
	Rupert B. Superstar

	
	
	
	
	
	
	


· The CTC Coordinator takes a copy of the Orientation sign-in sheet to Security.

· The Account Administrator, Customer Support Account Administration, obtains a copy of the Orientation sign-in sheet:

· Verifies new employee names against approved NASA HQ Form 224s (see also NASA HQ 224 – Account Administration Process).  

· For employees in attendance without approved HONURS New User Requests – sends email to Code IT POC and ICPM requesting NHQ form 224 be submitted through the HONURS system.

· Orientation folders are distributed to all Orientation attendees, these folders contain:

· NHQ Form 224 – Automated Systems Standard Access Request

· NHQ Form 252 – Account Access Request
· NHQ Form 782 – NASA HQ Identification Card Data (Security)

· NASA HQ IT Coordination Mechanism (Code IT POCs-alphabetically by Code)

· Letter from Ms. Sandra Daniels Gibson, Director, Code CI – Policy on Appropriate Use of NASA HQ Information Technology Resources

· Trifold brochure from the HQ Training Office – Web-Based Training

· Trifold brochure – Quick Reference Guide for OCTEL Aria (voice messaging system)

· Handout – Sample Voice Mail Greetings

· Reference Point Sheets for:

· Eudora 4.32 for Windows

· Excel 2000:New Features

· Meeting Maker 7.0 for Windows Users

· PowerPoint 2000:New Features

· Windows 2000:New Features

· Word 2000:New Features

· User Guide for Secure Nomadic Access (SNA)

· Secure Nomadic Access – Frequently Asked Questions (FAQs)

· A copy of the Orientation Presentation, which includes:

· Information Technology Overview

· Desktop Support

· IT Services

· Commonly Used HQ-Wide Application

· 358-HELP Services

· HQ Appropriate Use Policy and IT Security Awareness Training

· Voicemail Training

· Conclusion.

NOTE:  The Training and Communication Manager maintains the Presentation slides.
The NASA Chief of the User Services Branch, Code CI, kicks-off the Presentation.
At the end of the Orientation presentation, the Account Administrator collects the signed NHQ Form 224s and 252s, and distributes user ids and passwords (See also NASA HQ Form 224 – Automated Systems Standard Access Request Process and NASA HQ Form 252 – Account Access Request Process).

COMMUNICATION REQUIREMENTS

The following personnel/organizations are active participants in this process:
CTC Training Coordinator, Caren Wilkins, 202-358-1111

Code CI Manager, Information Center, Elaine Bowman, 202-358-1342

Code W IT POC, Michael Campbell, 202-358-1244

SAIC Office Administrator, Nona Watari, 202-651-8564

NASA HQ Human Resources (various)

Security Assistant, Nan Ferrell, 202-358-1360

Manager, End User Support, Richard Arnold, 202-358-1137

Account Administrator, Logistics Support, Lanetta Eatmon, 202-358-0451

Training and Communication Manager, Carol Illemszky, 202-358-2454

Chief, User Services Branch, Code CI, Noah Nason, 202-358-1334

CTC Instructor, Heather Osterman, 202-358-0095
Manager, Logistics Support, Lisa Smith, 202-358-0038 

Manager, Deskside Support, Jeff Stephens, 202-358-2145

Code CI, Senior Computer Specialist, Jeff Anderson, 202-358-1348

LIMITATIONS

Applicable limitations on process execution (e.g., downtime)
ASSOCIATED PROCESSES / FORMS / CHECKLISTS

Any other requirements for this process

Processes

NASA HQ Form 224 – Automated Systems Standard Access Request Process

NASA HQ Form 252 – Account Access Request Process

New User NASA-Contractors Process (related process regarding provision of equipment for new user).

Forms

NHQ Form 224 - Automated Systems Standard Access Request

NHQ Form 252 – Account Access Request 

NHQ Form 782 – NASA HQ Identification Card Data 

TOOLS

Tools required for the execution of this process

NOTES

This section is provided for additional notes
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