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Onboarding

The hiring process begins with an
email via DocuSign from the
administrative assistant of your
prospective department for
adjuncts or the Dean’s Office for Full
time faculty. This email includes:

o Offer letter
o Background check release form

e Faculty Employment Application

Upon successful completion of the
background check, our Human
Resources department will send an
additional DocuSign email. This
email includes:

W-4 Form - Federal

MI W-4 Form - State of Michigan
[-9 Form

Agreement for Direct Deposit

Once the above items are
completed, you will receive an email
from the administrative assistant
with your Banner ID# and LTU email
address.

Welcome to LTU. Here are a few things to
do, what to expect, and helpful resources
for a new faculty member at LTU.

Additional Tasks
Prior to the start of your first semester at LTU, please submit the following to your
department admin listed below.
e CV
e Biography and head shot for the LTU online directory

Upon completion of all new hire paperwork and submission of transcripts, your

department admin will coordinate:

e Keys (if required)

e Adoor code for access to the copy room in S112 and adjunct faculty offices in
$110.

Natural Sciences - Laura Marks - Imarks@Itu.edu
Humanities, Social Sciences, and Communication - Cherie Shaik - Ishaik@Itu.edu
Math and Computer Science - Marilyn Wiseman - mwiseman@Itu.edu
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LTU ID and Parking Pass

Once the administrative assistant has supplied you with your Banner ID#, you will need to obtain a Faculty LTU ID. ID cards
will be obtained at the One Stop in the Taubman Student Services Center. After receiving your ID, you may obtain a LTU park-
ing pass at the Campus Safety office in building 17. You will need your driver’s license and registration. While a parking pass
is not required, it is recommended in the event Campus Safety needs to reach you regarding your vehicle.

Need a Laptop? Need Printing Access? Banner and Canvas Training

A faculty member will be
supplied the use of a laptop if
they so choose. If you would
like to be assigned a LTU Laptop,
please contact your department
administrative assistant for a
Laptop Agreement and Laptop

. . Need help navigating Banner and/
If you require printer access for :
or Canvas? After you receive your

ISR pIeas.e.cont.act th? de- Banner ID number contact the

and they will request access for helpdesk@Itu.edu to schedule,

you from the Help Desk. Instruc- Banner, Canvas, and email training.
tions then will be sent for the The Help Desk is located in the

mapping process for you to com- Taubman Student Services Center

Authorization Form. Laptops plete on your laptop. in C203.

may be picked up at the Help
Desk at the Taubman Student

Services Center. Dates of distri- For additional help with any of these topics or any additional instruc-
bution may be found at the fol- tions, please contact the your department by email or by phone at:
lowing link.

https://Itu.edu/ehelp/laptop- e Natural Sciences - nschair@ltu.edu - 248-204-3600

program/ e Humanities, Social Sciences, and Communication - humchair@Itu.edu - 248-204-3520
e Math and Computer Science - mcschair@Iltu.edu - 248-204-3650

Academic Calendar and Exam Schedule
Campus Safety

E-help/Help Desk Info
Faculty and Staff Resources

Faculty and Staff Directory

Human Resources

Office of the Provost

Faculty and Staff payroll schedules
Student Code of Conduct




