**NEW EMPLOYEE INFORMATION**

*    In order to receive an email account or access any Langley computer systems, you must first complete the IT Security module at the Multimedia Education Center (MEC Ext. 42325).  Schedule an appointment on day one if at all possible.
*
Your first pay date will be determined by the personnel operations branch and will be provided on day 1 of in-processing. Pay statements are normally distributed in your branch office and pay is credited to bank accounts on the pay date (every other Tuesday).

*
You will find information about annual leave, sick leave, holidays, benefits, and various other personnel related issues at http://nasapeople.nasa.gov/employeebenefits/leave/fmla.htm and at  http://nasapeople.nasa.gov/employeebenefits/lifeevents/newemployee/default.htm

These web sites contain helpful information about NASA policies.  

*
NASA’s long distance lines and franked envelopes (NASA pre-stamped) are for official business use only!

*
Your badge is required for ID check upon entering the Center.  Also, you must wear your badge at all times on Center.

*
The Badge and Pass Office will give you a car decal.  Follow their instructions to place it on your car.

*
Check with your supervisor for information on scheduling your workday and lunch break.  

*
There is a cafeteria and Credit Union on Center.  A map of the Center is also available at http://ohr.larc.nasa.gov/inprocessing.html.

*
Please contact Lauren Hall to schedule an appointment for your audiogram (x43195).
*
Once you are assigned your building, room and phone number, please complete Form 41 for the Center directory and send to Mail Stop 446

*Direct deposit forms should be mailed to (Mail Stop 133) or dropped off at the Payroll Office in (Bldg.1195), Room 2003.

*
Please hand-deliver your SF-85 (Questionnaire for Non-Sensitive Positions) to
Jennifer Jones in the Security Office at 7 Hunsaker Loop (Building 1163).

*
Complete forms 462 and 463 and send/fax them in so that your e-mail account can be set up.

*
Your supervisor and/or secretary/admin. assistant should assist you with the following:

· Making sure you are set up with a phone, computer, and ODIN support.

· Making sure you have a name sign for your office.

· Getting you a key/cardkey to your building.

· Getting you a government credit card and phone card, if necessary.

· Getting you set up for WebTADS and Travel Manager and scheduling you for training.

*
Any additional questions may be directed to the Personnel Operations Branch (x42558).

