
New Employee Toolbox 

Preparing to Start Work On Your First Day 

□ Getting Started – New Employee Paperwork: □ Getting Started – New Employee Paperwork 

 Graduate Assistantship New Hire Information □ Getting Access: 

□ Getting Oriented:  Accessing Email from Home (Webmail) 

 New Hire Briefings & Schedule  Accessing Email from Your PSU Computer 
(Thunderbird) 

 New Faculty Orientation  Building Access, Office Location / Space & 
Mailbox – Please speak with your department 

 President’s Welcome  Getting a University ID Card 

 PSU Organization Chart  Keys  

□ Getting to Campus:  Networking & Telecom Services 

 Campus Maps & Directions  Ordering Business Cards 

 Transportation to Campus (bike, park, bus, 
carpool)  PSU Computer Accounts 

□ Key Payroll Information: □ Instruction Tools: 

 Direct Deposit  Faculty Course Preparations – CAE 

 Faculty Promotion & Tenure Guidelines  Faculty PSU Online (Blackboard Online 
Curriculum Tool) Training 

 Pay Schedules  PSU Bookstore 

□ Key Benefits:  Technology Resources – OIT Faculty 
Resources 

 Childcare, Children’s Services & Eldercare □ Campus Public Safety Office 

 Health Benefits Coverage, Eligibility & 
Enrollment □ Vacation & Sick Leave Accruals & Usage 

 Retirement Benefits Options, Eligibility & 
Enrollment □ Bargaining Unit Contracts: 

 Student Health Services  American Association of University Professors 
(AAUP)  

 Tuition Benefits (Staff Fee Privilege)  Service Employees International Union (SEIU) 

   American Federation of Teachers (AFT)  

 

http://www.pdx.edu/hr/new_employees#GS
http://www.pdx.edu/hr/new_employees#GS
http://www.gsr.pdx.edu/ogs_gradassists.php
http://www.oit.pdx.edu/how-do-i-send-or-receive-email
http://www.pdx.edu/hr/new_employee_briefings
http://www.oit.pdx.edu/setting-thunderbird-windowsxp
http://www.oit.pdx.edu/setting-thunderbird-windowsxp
http://www.pdx.edu/oaa/new-faculty-orientation
http://www.pdx.edu/president
http://www.pdx.edu/bao/id-card-services
http://www.pdx.edu/sites/www.pdx.edu.oaa/files/media_assets/univorgchart.pdf
http://www.fap.pdx.edu/resources/index.php
http://www.telecom.pdx.edu/Faculty_and_Staff/Faculty_and_Staff_Home.php
http://www.fap.pdx.edu/floorplans/campus_maps/Campus%20Map_2008_Vibrant_Color.pdf
http://www.bbprintsource.com/psu/psuindex.html
http://transportation.pdx.edu/faculty/home
http://transportation.pdx.edu/faculty/home
http://www.oit.pdx.edu/topics/accounts
http://www.pdx.edu/hr/direct_deposit
http://www.pdx.edu/cae/
http://www.pdx.edu/oaa/promotion-tenure-guidelines
http://www.psuonline.pdx.edu/wkshp_descrips/
http://www.psuonline.pdx.edu/wkshp_descrips/
http://www.pdx.edu/hr/payday_schedule
http://www.portlandstatebookstore.com/
http://www.oit.pdx.edu/audience/staff+and+faculty
http://www.oit.pdx.edu/audience/staff+and+faculty
http://www.pdx.edu/hr/Wellness
http://www.pdx.edu/cpso/
http://www.pdx.edu/hr/benefits_overview
http://www.pdx.edu/hr/benefits_overview
http://www.pdx.edu/hr/time_off
http://www.pdx.edu/hr/retirement
http://www.pdx.edu/hr/retirement
http://www.shac.pdx.edu/
http://www.pdx.edu/sites/www.pdx.edu.oaa/files/media_assets/oaa_AAUP_agreement.pdf
http://www.pdx.edu/sites/www.pdx.edu.oaa/files/media_assets/oaa_AAUP_agreement.pdf
http://www.pdx.edu/hr/tuition_benefits
http://www.ous.edu/dept/hr/files/Combined%20Files%20for%202007-09%20OUS-SEIU%20CBA.pdf
http://www.pdx.edu/sites/www.pdx.edu.oaa/files/media_assets/oaa_AFT.pdf


 

 

During Week One Week One: Faculty Resources 

□ About PSU: □ Faculty Governance 

 PSU Mission & Values □ Advising: 

 PSU Academic Profile  Academic Advising - Undergraduate 

  – Business Cards, Logo Use, PSU Identity
Letterhead   see 

student’s specific graduate department 
Academic Advising – Graduate – Please

□ Policies You Need to Know:  Academic Standing Policy 

 Affirmative Action Statement  Baccalaureate Degree Requirements 

 Code of Ethics  College Advising Locations 

 Confidentiality of Student Information (FERPA)  Veterans Services – Advising 

 Consensual Relationships Policy □ Grading: 

 Electronic Tools – Acceptable Use  Incomplete Grade Policy 

 ductProfessional Standards of Con  including 
Harassment & Discrimination  rs, 

Etc. – Please speak with your department 
Receiving/Returning Student Exams, Pape

 Sexual Harassment Policy □ Skills Enhancement and Tutoring Center 

 Other Important University Policies □ Writing Center 

□ mployee Information at Your Banweb – E
Fingertips □ Mental Health & 

Disability Problem Solving: 
Student Etiquette, Conduct, 

□ Performance Evaluation  Contact the Center for Academic Excellence
Classroom Etiquette & Management Issues: 

 

□ Workplace Tools:  ealth 
Student Mental Health & Substance Abuse 
Issues: Contact the Center for Student H
& Counseling (SHAC) at 503.725.2800 

 chine Usage – Please see 
your department 
Fax and Copy Ma

 Meeting Maker How To 

 

Other Student Conduct Issues & Reporting: 
Contact the Office of the Dea
503.725.4422 or by

n of Students at 
 email at 

conduct@pdx.edu 

 Remote Access to Files Saved on the Server  Contact the Disability Resource Center (DRC)
Questions about Students with Disabilities: 

 

 Remote Access / Wireless Access (VPN Client)  Additional Faculty & Staff Resources 

 Using the University Library   

 Adding yourself to the PSU Online Directory   

http://www.pdx.edu/hr/professional-standards-conduct
https://banweb.pdx.edu/pls/oprd/twbkwbis.P_WWWLogin
http://www.shac.pdx.edu/hours.php
http://www.shac.pdx.edu/hours.php
http://www.pdx.edu/dos/faculty-and-staff-resources


 

 

During Month One Month One: Faculty Resources 

□ PSU Stats and Facts □ ABC's of Portland State University 

□ Getting News – Newsletters, Calendars, 
Events: □ Instructional Resources: 

 PSU News  Bookstore Services for Faculty - Requesting 
Textbooks 

 PSU Events  Class Rosters 

 PSU Magazine  Effective Teaching Techniques 

 The Source – Supervisory News  Getting Courses Scheduled - Please speak 
with your department scheduler 

 Vanguard  Instruction Design & Course Development 
Process 

□ PSU Community Offerings:  PSU Online (Online Curriculum Tool) 

 Campus Events & Guest Services  Submitting Final Grades 

 Recreational Facilities & Resources □ Student Registration & Grading: 

 Training & Development Calendar  Degree Clearance / Graduation 

□ Important Policies:  Grading 

 Broadband Reimbursement Policy  Registration How To 

 Drug Free Workplace Policy  Student Fees & Usage 

 Copyright Compliance  Wait Listing Students 

 PSU Disaster Response   

 Resolving Conflicts   

 University Closure   

 Work / Life Policy   

□ Arranging Audio Visual Needs   

□ Room Scheduling – Please see your department’s 
faculty services   

 

http://www.pdx.edu/profile/Snapshot-of-Portland-State
http://www.pdx.edu/oaa/abcs-portland-state-university
http://www.pdx.edu/news/tag/tags-portland-state-university/filterby/month/
http://www.portlandstatebookstore.com/textbook_adoptions.asp?mscssid=0CCC8FBDFD8B451BA5DD7809BFB3FF1E
http://www.portlandstatebookstore.com/textbook_adoptions.asp?mscssid=0CCC8FBDFD8B451BA5DD7809BFB3FF1E
http://www.pdx.edu/events/
http://www.pdx.edu/oaa/abcs-portland-state-university-c
http://www.pdx.edu/magazine/
http://www.pdx.edu/cae/resources-teaching-your-course
http://www.pdx.edu/thesource/
http://www.dailyvanguard.com/
http://www.pdx.edu/cae/resources-home
http://www.pdx.edu/cae/resources-home
http://psuonline.pdx.edu/
http://www.cegs.pdx.edu/index.php
http://www.pdx.edu/registration/online-grading#how_to_enter
http://www.pdx.edu/recreation/
http://www.pdx.edu/hr/training_development
http://www.pdx.edu/registration/preparing-graduation
http://www.pdx.edu/registration/online-grading
http://www.pdx.edu/sites/www.pdx.edu.bao/files/media_assets/BAO_Broadband_Internet_Service_Reimbursement_Policy.pdf
http://www.pdx.edu/registration/how-register-courses
http://www.pdx.edu/hr/drug-free-workplace-policy/
http://www.pdx.edu/bao/tuition-fees
http://www.lib.pdx.edu/copyright/copyright_guide.php
http://www.pdx.edu/registration/waitlist-feature
http://www.pdx.edu/hr/communication_problem_solving_employees
http://www.pdx.edu/hr/university_closure_policy
http://www.pdx.edu/hr/worklife-policy
http://www.cavs.pdx.edu/avs/


 

 
 
 

Transportation & Parking Services Diversity Resources 

□ Citations & Petitions □ Affirmative Action & Equal Opportunity 

□ Faculty & Staff □ Disability Resource Center 

□ Students □ Diversity Resources A-Z 

□ Transportation & Parking Services □ Multicultural Center 

Safety Information □ Office of Diversity & Equity 

□ Lost & Found □ Sexual and Gender Equality Task Force (SAGE) 

□ Policy & Procedure □ President’s Commission on the Status of 
Women 

□ PSU Alert Notification System □ PSU Women’s Resource Center 

□ Reporting Campus Crime □ Religious Holy Days 

□ Safety Information □ Other PSU & Community Resources 

□ Safety Tips & Guidelines   

Business Office   

□ Purchasing & Contracts Guidelines   

□ Travel Requests & Reimbursements   

 
 
If you have suggestions for topics to add to the toolbox, please send them to askhrc@pdx.edu. 

 

http://www.transportation.pdx.edu/citations
http://www.afm.pdx.edu/
http://www.transportation.pdx.edu/faculty/home
http://www.pdx.edu/uasc/drc
http://www.transportation.pdx.edu/students/home
http://www.pdx.edu/diversity/diversity-a-z
http://www.transportation.pdx.edu/
http://culture.pdx.edu/
http://www.pdx.edu/diversity/
http://www.pdx.edu/cpso/lost-found
http://www.sage.groups.pdx.edu/
http://www.pdx.edu/cpso/policy-procedure
http://www.pcsw.pdx.edu/
http://www.pcsw.pdx.edu/
http://www.pdx.edu/cpso/how-do-i-sign-psu-alert-or-update-my-information
http://www.wrc.pdx.edu/
http://www.pdx.edu/cpso/anonymous-report-form
http://www.pdx.edu/registration/religious-holy-days
http://www.pdx.edu/cpso/
http://www.wrc.pdx.edu/resources/links.php
http://www.pdx.edu/cpso/safety-tips-guidelines
http://www.pdx.edu/bao/formspolicies#facstf_purchasing
http://www.pdx.edu/bao/formspolicies#facstf_travel
mailto:askhrc@pdx.edu?subject=Suggestions%20for%20New%20Employee%20Toolbox
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