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DESCRIPTION:

When a new employee is hired, an Account Request form needs to be completed and forwarded to the Employee Relations (ER) Department for approval along with the completion file (see Employee Competitions).  Once approved, ER will send the form to CEIT who will create the account and forward the information to you, when ready.
STEPS:

1. Go to the Employees icon on the college’s website and click on CEIT and then on Forms.  Select the Account Request form and fill in the spaces and indicate all the resources that the employee requires, e.g., Novell Network Login, GroupWise e-mail, etc.

2. If the employee is a contract faculty member, include the expiry date.  The account will remain active for one year

3. Web for Faculty is not included on this form and is set up by the Office of the Registrar.

4. Include the form with the competition package being returned to Employee elations (see Faculty Competitions).
REFERENCES:


http://www.douglas.bc.ca/ceit/employee-services.html

ATTACHMENTS:
1. Account Request form (CEIT)

