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Quick Start Guide
This guide focuses on the immediate administrative and technical steps required to begin your employment.
Human Resources & Payroll:
· Sign and return your Faculty Part-Time No Benefit Appointment Authorization Form. (If your technology has not been set up, this form should have been shared with you by the Department Chairperson.) 
· Review the Faculty Part-Time No Benefits Appointment Guidelines. (If your technology has not been set up, this form should have been shared with you by the Department Chairperson.)
· Review the university pay schedule to understand when you will be compensated.
· Complete the New Hire Packet. This information will be shared with you AFTER your Appointment Authorization has been completed.
Campus Access:
· If you will be accessing Indiana State University facilities, obtain your physical Sycamore ID card.
· Secure a parking permit for campus lots.
Technology Setup:
· Activate your university email and set your password.
· Work with OIT to set up multi-factor authentication on your mobile device to access secure systems.
· Connect your devices to the campus Wi-Fi network.
Technical Support:
· Identify the IT Help Desk contact information for 24/7 technical assistance.
· Note the location of the Library and the Faculty Center for Teaching Excellence for additional instructional support.
Instruction:
· Secure the University Syllabus and Course Schedule templates from the department chairperson to begin your work.
· Once you are onboarded to the University, you can access the Part-Time Lecturer Toolkit on Canvas. 
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