Quick Start Technology Guide for Advancement Professionals

(Moscow Campus)

Congratulations on your new job!  Once you agreed to work for the University of Idaho, an administrative assistant in your area should have filed an electronic personal action form (EPAF) which starts the process for Human Resources to generate your personal ID (Vnumber), email address, and active directory account (AD).  You should receive information about your accounts in your new employee orientation if not sooner.

The list below should help you get up and running as quickly as possible and can be referred to later as a quick reference guide.  We’ve taken care to make the list sequential in order so that you can get set up as quickly and efficiently as possible.  If you have any questions, please contact your supervisor.
First Tier Technology Setup
· Procure a computer:  This is usually handled by each specific department, each of whom has their own routine to getting you a computer.  As an educational institution, the University of Idaho does have contracts and discounts with different computer vendors. You may need a budget number in order for this group to process your request.
· Plugged into the Network:  The ITS Help Desk (885-4357) can assist in getting your computer plugged into the wall plate in your office which will grant you access to the University of Idaho network and the Internet.
· Computer Setup and Software:  The ITS Help Desk (885-4357) can be called to aid in setting up your computer and install software.  Once your computer is set up and connected to the network, you should be able to log in using your Active Directory (AD) password (this is also the password for your email account).  There is a charge involved if they need to visit your office as a part of this process and they will ask you for a budget number.
· Getting your phone:  ITS Telephone Services (885-5800) can be called for assistance on your phone setup.   You may need a budget number in order for this group to process your request.
· FERPA:  Ferpa training is handled by Irma Sixtos (885-8973) within Advancement Services and is usually done as a part of basic Banner Advancement Navigation training.

Second Tier Technology Setup
· Advancement Shared Drive:  Advancement Information Services (885-2072) grants access to the Advancement shared drive that is used to save and share files and is backed up regularly by ITS.  The shared drive is accessible when you are outside of your office. 
· Advancement Staff Directory:  The Advancement Staff directory is maintained by the Vice President’s Office and is updated/distributed quarterly.  Once you have access to the Advancement shared drive, you can download the directory at:

 
S:\Advancement\Shared\Contact Lists\Master Advancement Contact List
· Cell Phone:  Each department is responsible for determining if a cell phone (and/or corresponding stipend) is required as a part of your job.  Please speak with your supervisor about whether or not your position requires use of a cell phone.
· Advancement Banner Training:  Banner is the administrative system throughout the University of Idaho, including the Advancement area.  Currently there are four different areas under Banner Advancement where training is required before access is granted.
· Advancement Banner Navigation:  This training is provided by Irma Sixtos (885-8973) in Advancement Services and covers basic Banner Advancement navigation and query.  This training session *must* be completed prior to taking either of the other Banner Advancement training and Argos reporting.
· Advancement Banner Prospect:  This training is provided by Linda Williams (885-7071) in Advancement Prospect Management and Research and covers entering prospects and moving them along in the fundraising process.

· Advancement General Person Training:  This training is provided by Judy Tackett (885-7091) in Advancement Information Services and covers a high level of topics that are needed to be followed to generate person/organization records (this training is specifically for data input personnel).
· Advancement Argos Reporting:  Argos installation and training is provided by Advancement Information Services (885-2072).  Argos is the University of Idaho’s reporting tool that is widely used throughout Advancement.  Your active directory (AD) password is used to log in to use Argos.
