Knowledgebase

iISupport Employee Forms -
Instructions & Information

New Employee Checklist Instructions

1. Login to mySWU and click on iSupport on the left
2. Click on New Employee Checklist on the left.

SUPPORT i
Wiew Incidents
Submit Incident

KNOWLEDGE BASE

3. Click on the appropriate form
a. New Emp. — Adjunct
b. New Emp. — Faculty/Staff

% Mew Employee Checklist -
- New Emp. - Faculty/Staff
Wl MNew Emp. - Adjunct

4. Enter the information in the fields listed. The form is dynamic and other
questions may appear depending on responses that are given.

Custom

Employee Name:

Employee's ID Number:

Email Address (IT USE ONLY)

s this a newly created positior ves|C] No[C

Job Title:

Location:

Department

Supervisor

Supervisor's Phone

Employment Status: New Hire| & | Transfer| €

Begin Date:

Employment Type permanent © | Temporary| | Parttime | inten | Volunteer|C
Needs (check al that apply) Network/email [~ | Jenzabar [~ | myswu [~ computer|”| Telephone |~

- -
Does the employee require keys”. . [~ ] o [C

5. Fields that have the next to them are required fields.
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6. You should get a Submit Successful message similar to this:

[ J

Thank you. Your incident has been
submitted.

Your reference number is D21 4274577,
|

Employee Separation Form Instructions

1. Login to mySWU and click on iSupport on the left
2. Click on Employee Separation on the left.

SUPPORT =

Wiew Incidents

Submit Incident

¥, Employee Separation

3. Click on the appropriate form
a. New Emp. — Adjunct
b. New Emp. — Faculty/Staff

EMPLOYEE FORMS -
82 New Employee Checklist -
.‘F, Employee Separation

L Emp. Separation - Fac./Stafl
S2 Emp. Separation - Adjunct

4. Enter the information in the fields listed. The form is dynamic and other
guestions may appear depending on responses that are given.

stom

m

,_,
g

e Status - -
o e Voluntary Involuntary
Is this person retiring? r r
f - Yes | ! No
hey desire to retain their SWU email address?: r C
Yes No
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5. Fields that have the next to them are required fields.
6. You should get a Submit Successful message similar to this:

Thank you. Your incident has been
submitted.

Your reference number is D214274577.

Notifications

You will receive an email notification for the main incident that was created as well as
any sub-incidents. The chart below shows incidents that are created when submitting
each form.

Technical
User Services — Enterprise | Physical Plant-
Services - Hardware/ Services - Admin -
Master Telephone Software Accounts Keys TOTAL
New
Employee — 1 1* 1 1 1 5
Faculty/Staff
New
Employee — 1 1 2
Adjunct
Employee
Separation — 1 1 1 1 1 5
Faculty/Staff
Employee
Separation — 1 1 2
Adjunct

*These incidents are not created until Enterprise Services has created the accounts.

The typical adjunct does not need phone, keys, or hardware/software so no incidents
are created for those. If these items are needed, the user will need to submit a
separate incident. The user will receive updates and completion notifications for each
of these incidents as well. This will help the user to see exactly what has to be done,
where the process is at, and who is assigned to the incident.

Viewing Incidents in iSupport

To view your incidents in iSupport:

1. Login to mySWU and click on iSupport on the left
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2. Click on View Incidents

Welcome to iSupport, Southern Wesleyan University's Help Desk software.

How can we help?
How can we help?

Support

‘ |

View Incidents Submit Incident

Knowledge Base

‘Incident D21E12323A Ofened on 2/1/2013 | Status is'Queued | Priority is Medium | Category is

Desermm

rAmjunct Employee account creation

Update

Incident D2 1E114232 Opened on 2/1/2013 | Status |s Queued | Priority is Medium | Category is
Description is New Employee Chiecklist-Adjunct Additional Incidents will be automaically created for: -Account Creation

Update

Incident D1W9523596 Opened on 1/31/2013 | Status is Closed | Priority |s Medium | Category is Connection Issue
Description is My devices on wireless will not sync with Exchange. They will sync when not.on SWU's wireless. | have tried different WAPS on campus wit

4. Here you can view many pieces of information.

¢ Update I # Change History Settings I Z Print

Categary Customer; Mark Mealy [ ] Company: Priority: Medium
s Staius Cueusd Closed: Assignee Enterprise Services....
\
Del History Attachments i e
a Team or person that
hecklist ¥ ||| EesCEE incident is currently
ttion - New Adjunct Em ployee account creation assigned to
misidlurioe: Current status
Custom
Employee Name: John NEC-AD
Employee's ID Number: 12345 Information you
i ———— submitted
Email Address (IT USE ONLY):
Job Title: Worker
Location. Mazin Campus
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5. If you need to update the incident, click here:

). # Change History Settings I & Print

Céregrm( Customer; Mark Mealy [ ] Company: Priority: Medium

Staius Cueusd Closed: Assignes Enterprise Services...

I Details History A h

hecklist Description:
tion - New Adjunct Em ployee account creation

4

6. Enter any updated information in the box and click send.

Update ®

| -~

Enter updated info here then click Send

Send Cancel
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New Employee Checklist-Faculty/Staff Process in iSupport

Automated Function

Manual Function

Checklist is completed
in iSuppaort by
requaslorn

NEC Master Incident

hMaster Incident is
completed when
all sub-incidents

L 2

s Created

have boen
completed

Incident is creatad for
Tachnical Sarvices

Hardware/zoftware
neads are

* addressed and

ra
¥

for any hardware’
software needs

Incldant s created for

incident is
camplated

:

Key needs ara
addressed and

w
¥

Physical Plant for any
key neads

Incident is created for

Incident is
camplalad

J

Accounts are
craated email is
added to incident

4 p» | Enterprise Senices
to create accounts

L 4

and incident is
completed

Incident is created for

User Services for any

5 | Telephone needs

temail is required for
this step)

Telephone needs
uly are addressed and

v incident is
camplatad
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New Employee Checklist-Adjunct Process in iSupport

Automated Function

Manual Function

Checklist is completed

in iSuppaort by
requestorn

hMaster Incident is
completed when
all sub-incidents

L 2

have boen
completed

Accounts ane
created email 1s
S dded o incident

NEC Master Incident
s Created
X
2 Incident is created for
» | Enterprise Senvices
loy craate acoounts

. a
and incident is
complated
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Employee Separation-Faculty/Staff Process in iSupport

Automated Function

Manual Function

Separation is
complatad in iSupport
by requestor

NEC Master Incident

hMaster Incident is
completed when

s Created

all sub-incidents
have boen
completed

L 2

Incident is creatad for
Tachnical Sarvices

Hardware/zoftvare
issues are

ra
¥

for any hardwarel
software issues

Incldant s created for

* addressed and
incident is
camplated

Key issues are
addressed and

w
¥

Physical Plant for any
key issues

Incident is created for

Incident is
camplalad

Account issues are
addressed and

4 p» | Enterprise Senices
for acoount issues

Incident is created for
3 w |Uszer Services for any

.
-
-
L

incident is
completad

Telephonea issues
are addrassed and

P
-

Telephone issues

incident is
completed




Employee Separation-Adjunt Process in iSupport

Automated Function

Manual Function

Separation is
complatad in iSupport
by requestor

NEC Master Incident

hMaster Incident is
completed when
all sub-incidents

s Created

L 2

have boen
completed

Incident is created for

Account issuas ara
i addressed and

2 » | Enterprise Senices
for account issues

i incident is
completed
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