
Procedures for New Faculty Startup Desktop or Laptop

New faculty 
member signs and 
returns contract 

to College

College sends 
copy of signed 

contract to 
Department

College notifies 
TSC of new 

faculty member

TSC Initiates 
New Case #

Dept Contact 
confirms desktop 

configuration 
with new faculty 

member

Dept Contact completes 
request form and if 
required attaches 

enhancement approval 
form and sends to TSC

Has TSC 
received College 

notification?

TSC staff 
contacts College

Does request 
involve 

enhancements?

DSS confirms 
order with Dept 
Contact and sets 
delivery schedule

DSS confirms 
network connection 

to new system 
location

DSS confirms 
system availability

DSS notifies Dept 
Contact 1 week 

prior to delivery

DSS reviews 
equip list and 

prices with Dept 
Contact

DSS confirms 
order and 

delivery schedule

DSS confirms 
network connection 

to new system 
location

DSS confirms 
system availability

DSS notifies Dept 
Contact 1 week 

prior to delivery

System 
Installation

Follow Up

TSC - Technology Support Center
DSS - Desktop Support Staff

yes

no

no yes


