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NEW STAFF MEMBER CHECKLIST 

Hardware & Software Requirements
Welcome to UWS.
ITS wants to ensure a smooth transition into your new role.
Please complete the form to help us understand your hardware and software needs.
Please return the completed form to itp@uws.edu.au.


	1.Staff Details

	Staff Name: 

	Staff Number:
	Location:

	Phone:

	Mobile:
	Cost Centre:

	2. ITS UserID  & IT Service Access Request Form

	
Have you completed the ITS UserID & IT Service Access Request Form? This essential form can be accessed at: http://www.uws.edu.au/itforms#user.  Please return the completed form to servicedesk@uws.edu.au.
[image: image2.wmf]Yes



 CONTROL Forms.CheckBox.1 \s [image: image3.wmf]No



	3.Your Machine

	Please indicate if you require a laptop or a desktop PC.
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	If for a laptop, please answer the following questions:

	Is device weight an issue for you?
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	If Yes, what is the maximum weight you can carry?
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	Do you need a workstation setup at your desk to dock your laptop? 
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	Which laptop bag do you require?
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	[image: image13.wmf]fashion bag


	[image: image14.wmf]bag on wheels



	For desktops and laptops, please indicate the peripherals you require.
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	Do you require additional software?
Note that all Windows machines at UWS have access to the following standard software: Office 2007; Antivirus/Firewall/Security; SPSS; Acrobat Reader; Flash Player; Shockwave;  QuickTime; PaintShop Pro; CD Burning SW, Minitab; Nvivo; Skype; EndNote. Information on supported software at UWS is available at http://www.uws.edu.au/uwssoftware (staff login required).
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	If Yes, please list additional software required.
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	4.Data Storage

UWS has a central storage that is backed up at a corporate level.

However, we realise that some staff may have additional needs.


	Will you be bringing your storage device with you?
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	4.1 New Data Storage



	Do you need additional storage?
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	If Yes, please provide details of what you need
	Size?
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	USB Connection?
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	Other Connection (provide list):
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	4.2 Existing Data Storage Details

	Please provide information about your device.
	Software apps used to access the data.
	[image: image30.wmf]



	
	Data size.
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	5.Collaboration with other Organizations



	Will you be collaborating with organisations external to UWS?
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	If Yes, do you need special software? Please provide list.
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