IT Onboarding Process

Flow Chart

1. Initiation 2. Welcome/Orientation 3. Access Setup

« HR notifies IT about new hire « HR conducts a general welcome » IT creates user accounts for email,

« IT team prepares for the and orientation session netwgrk, and essential SYSt_ems

onboarding process « Introduce the new employee to « Assign necessary permissions based
the IT team on employee’s role

- P - P>

4. Equipment Provision 5. Software Installation 6. Security Training

+ Provide new employee with « Install essential software and tools « Conduct cybersecurity training to
computer, laptop, or other required needed for employee’s role educate employee on best practices
devices - Verify proper functioning and license « Emphasize importance of data

« Ensure that all hardware and activation security and compliance

peripherals are functioning correctly 4 = < =

7. Documentation/Policies 8. IT Asset Management

« Provide new employee with IT : Rgcort(jj etmilhtrack all I afsets Want to learn more?
policies and documentation assighed to the hew employee

- Explain acceptable use policies and » Implement asset tagging and go_ntict_us_today!
other relevant guidelines management systems for tracking
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