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BASIC NEW EMPLOYEE SETUP | IDEAS OR QUESTIONS TO ASK v1.0

· Check customers KB, SOP or Questionnaire for specific instructions first
· Obtain users OU, security groups, printer groups, and distribution lists if possible
· Obtain users profile specifics such as profile paths, username naming format used by customer
· You can also copy another user in the same OU if similar roles and permissions can be determined followed by changing any applicable named profile mappings to the new user name
· You may need access to the server profile location share to allow creation of a user profile folder if network sync or storage is used exercising caution with existing user data and folders
· If a user email account is needed then one can be created through an Exchange Management Console – EMC once the new user account has been created and visible to select within the EMC
· For EMC mailbox creation note any existing formats and standards in current accounts if not already documented regarding space thresholds and any specific containers noted to place mailbox in
· If mobile devices are being used some environments may need the Exchange ActiveSync enabled in the users AD account
· The new user will need to login to the computer the first time to create the user profile 
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