Technology & Access Setup Checklist (New Hire)
Employee Name: ___________________________________Role: __________________________

Start Date: __________________________ Prepared By: _________________________________

✔ Hardware & Equipment
	
	Laptop/desktop ordered

	
	Laptop configured with required software

	
	Monitors (1–2)

	
	Keyboard & mouse

	
	Headset / earbuds

	
	Docking station

	
	Webcam (if not built-in)

	
	Phone/VoIP device (if applicable)

	
	Mobile phone/SIM card (if applicable)

	
	External accessories (HDMI cables, adapters, charger, etc.)

	
	Equipment labeled and added to inventory

	
	Equipment shipped to employee (if remote)




✔ Accounts & Access
	Email + Core Systems

	
	Company email created

	
	Email added to distribution lists

	
	Calendar sharing permissions set

	
	Shared drive/folder access granted

	Communication Platforms

	
	Slack / Microsoft Teams account created

	
	Channels/Teams added (department, company-wide, HR, etc.)

	
	VoIP/phone system access (if applicable)

	HR & Payroll Systems

	
	HRIS login created

	
	Payroll account created

	
	Time-tracking access assigned

	
	Benefits portal login provisioned

	Role-Specific Systems

	
	CRM access (e.g., Salesforce, HubSpot)

	
	Project management tools (Asana, Monday, Trello, Jira)

	
	Finance systems (QuickBooks, Xero, SAP)

	
	Document systems (SharePoint, Google Drive, Dropbox)

	
	Any licensing-based software (Adobe, Figma, etc.)

	
	Safety/industry platforms (WorkSafe, compliance portals)




✔ Security & Compliance
	
	Multi-factor authentication (MFA) set up

	
	Password manager access

	
	VPN access created & tested

	
	Device encryption enabled

	
	Firewall/security settings confirmed

	
	Cybersecurity training assigned

	
	Signed IT Use & Confidentiality policies received




✔ Permissions & Access Levels
	
	Manager confirms required access level

	
	Admin-level permissions granted (if applicable)

	
	Read/write permissions to shared folders

	
	Access to confidential or HR files (if applicable)

	
	Access to databases, dashboards, or reports

	
	Access removed from systems not required for role




✔ Software Setup
	
	Email signature installed

	
	Calendar time zone confirmed

	
	Software installed (per role list)

	
	Browser extensions (password manager, security tools)

	
	Templates, SOPs, and company docs shared

	
	Productivity tools configured (Notion, Evernote, OneNote)




✔ Workstation Setup
	
	Device tested before Day 1

	
	Monitor configuration verified

	
	Printer access set up

	
	Wi-Fi / VPN connection tested

	
	Remote user: Home setup confirmed

	
	Office user: Desk label + seating approved




✔ Final Checks (Before Start Date)
	
	Test login for all systems

	
	Confirm access with manager
Send welcome email with login instructions

	
	Provide Day 1 onboarding schedule

	
	IT support contact shared with new hire




✔ Day 1 IT Walkthrough
	
	Password resets completed

	
	MFA finalized

	
	Confirm access to email, drives, tools

	
	Quick training on major systems

	
	Troubleshoot any issues

	
	Document any missing access




