EMPLOYEE ORIENTATION

The following is a checklist comprised of items that you will need to complete before and/or during in-processing into the IV&V Program.  This checklist includes items that are required, as well as items that will make for a smooth transition into your new workspace and/or new position.  *Civil servants and offsite personnel, please see note at the bottom of the page.  The following includes items that you will be required to complete in order to properly in-process.  You will receive emails and/or other correspondence walking you through these steps.  This checklist details your responsibilities as a user in the in-processing procedure to ensure that with your cooperation the actions are completed efficiently.
ATTENTION: Badging and fingerprinting for IV&V Program typically occurs onsite in Fairmont WV; however, if it is more convenient for the new employee to process (Fingerprinting and Badge), at another site or center, it should be requested in advance to eliminate delays. You must indicate on the in-processing form 1801 under Part 2, block 2, the site or Center that you wish to process at and inform the Identity Manager of any special requirements. An appointment shall be set up in advance to ensure efficient and timely service.
Please be sure to complete all items listed below, as well as read all documentation associated with in-processing. 

You will be required to sign and return this form upon completion of all steps.  

	Document/Action
	Description
	Completed

	1801 Form
	NASA IV&V Program In/Change Processing Form
	

	e-QIP* 
(This step is only necessary if you have not completed an e-QIP prior.)
	Electronic Questionnaire for Investigations Processing –submit signed pages to ID Manager or upload them as an attachment before releasing your investigation.  For help using the e-QIP system, see this website: 
http://www.opm.gov/e-qip/reference.asp
	

	IT Orientation
	Work with Program Manager to schedule Orientation with Help Desk in order to have access to your workstation.
	

	PIV Enrollment*
	You or your Program Manager will need to schedule a time to meet with the Identity Manager.  Bring completed I-9 form to PIV enrollment and documents that establish your identity (i.e. driver’s license, social security card, etc.).
	

	User profile & Access Launchpad*
	You will receive an email with instructions
	

	Activate SATERN account*
	You need to do this after creating your Launchpad user profile
	

	Basic IT Security Training
	Performed through SATERN. All computer users must complete. This requirement will be listed in your Access Launchpad email.
	

	New Employee Safety Orientation
	Visit http://services.ivv.nasa.gov/orientation.html 
	

	Badge Printed and received
	Receive printed badge from MSFC through Center
	

	RSA Token issuance
	Receive Token from Center
	


The following items should be read to familiarize yourself with the Program. Please read all documents carefully.          Note: Some of the items will not be accessible until after your arrival to the facility.
	Document
	Description
	Completed

	Program Policies & Procedures
	General rules for the building – Presented upon your arrival to the facility. Visit http://services.ivv.nasa.gov/docs.html 
	

	Network Policies & Procedures
	Rules for using the computers and/or network – Presented upon your arrival to the facility.
	

	Welcome! Presentation
	Encompassing presentation that gives background information, as well as useful information about the Program 
	

	Computing Guide
	Overview of the IT services
	


I certify that I have read the above information and completed all steps for in-processing, including returning signed e-QIP papers and completing Basic IT Security Training. 



________________________
__________________________
______________



EMPLOYEE NAME

EMPLOYEE SIGNATURE

DATE

Please initial beside each completed item. When all items are complete, sign this form and return it to any security desk at your earliest convenience.
*If you are a civil servant or offsite, the steps above may vary.  Please contact the appropriate Administrative Assistant for more information. 

