Obtaining One Card/Ole Card or Email/Network Password

Process as of April 15, 2009
Short Term (1-2 wks.) those needing network access. 

Contact Nancy Stuckmeyer, Buntrock Commons Scheduling Office/Ole Card Dist. Office, x3017. 

· Nancy will set them up as a guest user. 

· Guest should report to her office to obtain their user name and password.

Visiting Scholars, Sabbatical Professors/Instructors or Retirees (Non St. Olaf employees or those not in Lawson).
Contact Steve Abbott, Business Office/Ole Card point of contact, x3231. 

· Steve will need first Name, last Name, dates of stays (beginning and end dates) and address. 

· Cc: Bob Breid or root@stolaf.edu - from this information Bob will set up an email address.

· Email and network password –options:

1) IIT will hold the username and password at the IIT HelpDesk, where the new employee or supervisor can pick up. 

2) (This option is only available if requested by the supervisor.)  IIT will send network information via US Mail to the new employee’s home address, in which case IIT will need to be provided with employee’s address.
· Information updates overnight, the next day Nancy Stuckmeyer can generate an Ole/One Card for the Scholar. 

· They need to visit her office to get the card. 

New Faculty or Staff

For faculty contact the Faculty Data Coordinator in the Provost’s Office, x3004. 
For staff contact HR office x3068.
· For either faculty or staff, the person needs to be set up in Lawson. 

· New employee will need to visit Nancy Stuckmeyer’s office in Buntrock Commons to pick up card. 

· New employee will need to provide their last name or employee number to obtain a card. 
Email & Network Password for New Employees (Faculty/Staff)

· New employees will be able to activate their account and choose their password online. IIT will email HR ( for staff) or Provost Office (for faculty) with the username, the information will then be forwarded to the supervisor along with activation instructions to be provided to the employee. *Note* activation for network/email is now processed online.
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