William T. Young Employee Checklist

Name _________________________     Employee ID_________________
Unit __________________________      Position # ___________________

Workstation ____________________     Date Hired ___________________







    Separation Date _______________

Items with 2 checkboxes require a check when service is requested and a check when requesting service to be turned off
Paperwork / Training

□ HR Orientation Registration (Payroll 

Assistant)

□ PAR (Payroll Assistant)

□ Tax Forms (Payroll Assistant)

□ I-9 (112 Scovell)

□ Drug Free Workplace (112 Scovell)

□ Direct Deposit (Payroll Assistant)

□ Probationary Paperwork (Payroll Assistant)

□ Separation Sheet (Payroll Assistant)

□ Supervision Registration (Supervisor)

□ Faculty D.O.E. (Supervisor)

Building Security ( Sherree Osborne unless otherwise designated)




  Key Numbers

□  □  Room Keys                       ___________  __________  ___________

□  □  Filing Cabinet Keys          ___________  __________  ___________

□  □  Desk Keys                         ___________  __________  ___________
□  □  Swipe Card
               ___________  __________  ___________

□  □  Elevator Key                     ___________  __________  ___________

□  □  Staff Lounge Key             ___________  __________  ___________

□  □  Library Name Tag ( Director’s Office)
Telephone (Sherree Osborne)
□  □  Extension # ___________                      □  □  Long distance code assigned

□  □  Phone List                                               □  □  Voice mail password

Technical Support Issues – Send email to lib-ts@lsv.uky.edu
Preferred User Account Name ______________________________

ListServ Subscriptions

□  □  ALL-LIB                                                  □  □  LIBFAC

□  □  YOUNG LIBRARY                                 

□  □  YOUNG SERVICES                                □  □  _________________

□  □  _________________

Computer Accounts / Access
□  □  Windows / Computer User Account     

□  □  EMAIL (Exchange )

□  □  Online Catalog (Voyager)

□  □  NETg
□  □  WWW

□  □   SAP                       

