
UNT Supervisor Onboarding Checklist 

03.2023
 

Page 1 of 4 

 

  

Name: Start Date: 
Position: 

https://unts.service-now.com/unts
https://aits.unt.edu/support
https://itss.untsystem.edu/divisions/ets/esis/telephone/integrated-communications-platform/recommended-devices.php
https://itss.untsystem.edu/divisions/ets/esis/telephone/integrated-communications-platform/recommended-devices.php
https://unts.service-now.com/unts?id=sc_cat_item_guide&sys_id=20123d09dbb60010adc2fb051d961936
https://myhr.unt.edu/psp/ps/?cmd=login
https://unts.service-now.com/unts
https://unts.service-now.com/unts?id=sc_cat_item&sys_id=31eb6a32db10a850e6abdee5ce96195e
https://unts.service-now.com/unts?id=sc_cat_item&sys_id=31eb6a32db10a850e6abdee5ce96195e
https://unts.service-now.com/unts?id=sc_cat_item&sys_id=594a011e376eda0033a28ff1b3990e86&sysparm_category=9e0f426cdb40ef00573d7ee5bf961996
https://unts.service-now.com/unts?id=sc_cat_item&sys_id=594a011e376eda0033a28ff1b3990e86&sysparm_category=9e0f426cdb40ef00573d7ee5bf961996
mailto:idcards@unt.edu
https://sfs.unt.edu/idcards
https://unt.t2hosted.com/Account/Portal


https://facilities.unt.edu/sites/default/files/key_request_form.pdf
https://facilities.unt.edu/furniture
https://www.uscis.P. 539><</426. 539><<57590.83]/um3u.06 133.3tS]/umacceptable-documu.0sType/Borde3/W 0>>/Border[0 0 0]/H/I/Rect[76.2002 579.06 133.399 59452.1407btype/Su3.23615 2.e/Link/Type/Anno18><</S/URI/URI(https://www.uscis.P. 539><</426. 539><<57590.83]/um3u.06 133.3tS]/umacceptable-documu.0sType/BK[1Pg 4/W 055 e/LLang(EN-US)/P538 9W 0> 521 0 R/BSPype/Borde6 0 R/K[646 0 R537 80 R]/P5387 0 R/BSTHype/BO/Table/ScotpsRowype/BK[640 0 R537580 R]/P5388 0 R/BSTRype/Borde9 0 R/K[540 0 R5341 0 R5342 0 R5343 0 R5344 0 R5345 0 R5346 0 R5347 0 R5348 0 R5349 0 R5350 0 R537780 R]/P525 0 R/BSTableype/BBBox[0.0 0.244 2.24792.2]BO/Layout/Placemu.0/Blockype/BK[67 80 R 67580 R]/P5388 0 R/BSTRype/BK[628 0 R56er/W 0]/P5388 0 R/BSTRype/BK[622 0 R56e3/W 0]/P5388 0 R/BSTRype/BK98 62W 0> 5388 0 R/BSTRype/BK98 42W 0> 5388 0 R/BSTRype/BK[0 600 R5600/W 0]/P5388 0 R/BSTRype/BK[7 590 R5391/W 0]/P5388 0 R/BSTRype/BK[778 0 R537r/W 0]/P5388 0 R/BSTRype/BK[6 570 R5370/W 0]/P5388 0 R/BSTRype/BK[761 0 R5362/W 0]/P5388 0 R/BSTRype/BK[751 0 R535280 R]/P5388 0 R/BSTRype/Bord55 0 R/K[556 0 R5357 0 R535880 R]/P5350 0 R/BSTHype/BA01 550 R/K23 55W 0> 5350 0 R/BSTHype/BO/Table/ScotpsRowype/BK[ent 40 0 R51 55957/LLang(EN-US)/P535280 R> 52704 0 R/BSPype/BO/Table/ScotpsRowype/BK46 1LLang(EN-US)/P535180 R> 52704 0 R/BSPype/BK46 5LLang(EN-US)/P535180 R> 52704 0 R/BSPype/BK45 56W 0> 5351 0 R/BSLype/BK45606W 0> 5358 0 R/BSLIype/BK46 9LLang(EN-US)/P535980 R> 52704 0 R/BSLBodyype/BA016550 R/K23666W 0> 5349 0 R/BSTHype/BA016550 R/K23646W 0> 5349 0 R/BSTHype/BO/Table/ScotpsRowype/BK[e 6188 0 R55 e55 6079 0 R55 5/LLang(EN-US)/P536280 R> 52704 0 R/BSPype/BO/Table/ScotpsRowype/BK49 57W 0> 5361 0 R/BSLype/BK45687W 0> 5366 0 R/BSLIype/BK4612LLang(EN-US)/P536780 R> 52704 0 R/BSLBodyype/BA017450 R/K23756W 0> 5348 0 R/BSTHype/BA0171 0 R/K[572 0 R5373/W 0]/P5348 0 R/BSTHype/BO/Table/ScotpsRowype/BK4604LLang(EN-US)/P537080 R> 52704 0 R/BSPype/BK[1 6087 0 R55 2]LLang(EN-US)/P537080 R> 52704 0 R/BSPype/BO/Table/ScotpsRowype/BK49766W 0> 5369 0 R/BSLype/BK45757W 0> 5375 0 R/BSLIype/BK4600LLang(EN-US)/P537680 R> 52704 0 R/BSLBodyype/BA018650 R/K23857W 0> 5347 0 R/BSTHype/BA018050 R/K23817W 0> 5347 0 R/BSTHype/BO/Table/ScotpsRowype/BK[9 580 R5383/W 0]/P5379 0 R/BSLype/BK45856W 0> 5381 0 R/BSLIype/BK41 58W 0> 5381 0 R/BSLIype/BK[8577 80 R 1 551 6125 0 R5 5946 0 R59e/LLang(EN-US)/P5383/W 0> 52704 0 R/BSLBodyype/BK[85944/W 055 54947/LLang(EN-US)/P5382/W 0> 52704 0 R/BSLBodyype/BO/Table/ScotpsRowype/BK49887W 0> 5378 0 R/BSLype/BK45856W 0> 5387 0 R/BSLIype/BK475LLang(EN-US)/P53887W 0> 52704 0 R/BSLBodyype/BA019550 R/K23966W 0> 5346 0 R/BSTHype/BA0192 0 R/K[593 0 R539 80 R]/P5346 0 R/BSTHype/BO/Table/ScotpsRowype/BK465LLang(EN-US)/P539180 R> 52704 0 R/BSPype/BK[66 er/W 052 199 /W 052 5/LLang(EN-US)/P539180 R> 52704 0 R/BSPype/BO/Table/ScotpsRowype/BK49957W 0> 5390 0 R/BSLype/BK45987W 0> 5396 0 R/BSLIype/BK461LLang(EN-US)/P539780 R> 52704 0 R/BSLBodyype/BA06 610 R/K[610 0 R51 610 R]/P5345 0 R/BSTHype/BA07 600 R/K26 60W 0> 5345 0 R/BSTHype/BO/Table/ScotpsRowype/BK[60300 R560 80 R 60580 R]/P5600/W 0/BSLype/BK48 61W 0> 56 60W 0>BSLIype/BK46071W 0> 56 60W 0>BSLIype/BK46061W 0> 56 60W 0>BSLIype/BK[52830 0 R51 54341/LLang(EN-US)/P560580 R> 52704 0 R/BSLBodyype/BK 48LLang(EN-US)/P5604/W 0> 52704 0 R/BSLBodyype/BK[42 29 0 R5588 139/LLang(EN-US)/P5603/W 0> 52704 0 R/BSLBodyype/BO/Table/ScotpsRowype/BK41 61W 0> 5399 0 R/BSLype/BK438LLang(EN-US)/P539980 R> 52704 0 R/BSPype/BK41 61W 0> 56100W 0>BSLIype/BK434LLang(EN-US)/P51 61W 0> 52704 0 R/BSLBodyype/BA061550 R/K26 61W 0> 5344/W 0> 52704 0 R/BSTHype/BO/Table/ScotpsRowype/BK4637LLang(EN-US)/P51 480 R> 52704 0 R/BSPype/BA44 620 R/K[61600 R5620 0 R512610 R]/P5343 0 R/BSTHype/BO/Table/ScotpsRowype/BK468LLang(EN-US)/P561780 R> 52704 0 R/BSPype/BK420LLang(EN-US)/P561780 R> 52704 0 R/BSPype/BK422LLang(EN-US)/P561780 R> 52704 0 R/BSPype/BA442650 R/K26257W 0> 5342 0 R/BSTHype/BA072450 R/K26257W 0> 5342 0 R/BSTHyp
https://transportation.unt.edu/sites/default/files/unt_campus_parking.pdf
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First Day 

 
o Welcome 

Arrange to welcome the new team member on the first 
day, and provide list of appointments/meetings for their first 
week. Conduct tour of the office and other places 
relevant to their job. Campus tour information is at the 
bottom of this form. 

 
 
 

o I-9 Verification 

Assist new team member as needed with completing and 
submitting remaining new hire paperwork. Ensure I-9 
verification process has been completed. 

mailto:askhr@untsystem.edu
https://itss.untsystem.edu/divisions/ets/ecs/microsoft-teams/
https://itss.untsystem.edu/divisions/ets/ecs/email-usage-guideline.php
https://facilities.unt.edu/news/facilities-service-request-system-P2683526e2683526e2683526e2683526e2682. 419 824 33a
mailto:work.control@unt.edu
https://riskmanagement.unt.edu/driver-request-forms


https://my.untsystem.edu/
https://finance.untsystem.edu/tools-and-training/time-and-labor.php
https://hr.untsystem.edu/benefits/employee-leave/index.php
https://hr.untsystem.edu/benefits/employee-leave/index.php
https://finance.untsystem.edu/tools-and-training/calendars/payroll-deadlines.php
https://hr.untsystem.edu/employee-resources/flexible-work-arrangement/index.php
https://hr.untsystem.edu/employee-resources/flexible-work-arrangement/index.php
https://printorders.unt.edu/our-product-catalog/business-cards.html
https://training.unt.edu/unt-bridge-resources
https://finance.untsystem.edu/
https://www.unt.edu/hr
mailto:HRbenefits@untsystem.edu
https://aits.unt.edu/support
mailto:helpdesk@unt.edu
https://facilities.unt.edu/services
mailto:work.control@unt.edu
https://police.unt.edu/
mailto:aubrey.rife@unt.edu?subject=Welcome%20Wednesday%20-%20New%20Hire%20Campus%20Tour

