
IT Department New Staff Hire Process 

HR	inputs	new	employee	
member	into	PowerCampus.

HR	submits	IT	Work	Order	for	
account	creation.	Request	
includes:	name,	job	title,	

PowerCampus	ID,	
office/campus	location,	and	

personal	email.

IT	creates	new	staff	member	
account.

IT	emails	welcome	letter	to	
new	employee's	personal	

email.	Letter	includes:	login,	
how	to	submit	IT	work	order,	
and	guidlines	for	accessing	
MyHCC,	email	and	Intranet.

If	computer	setup	is	not	
already	in	place	for	the	new	

staff	member,	IT	will	provide	a	
laptop	or	desktop	setup	based	
on	employee	preference	and	

availability.

All	required	printers	and	
network	drives	will	be	

deployed	or	activated	on	the	
current	setup.


