Future TSS Processes and Policies to Look at in Phase II.

Processes: 
1. TSS Opening procedures

2. TSS Closing procedures

3. Move Employee Within Building

4. Move Employee to Different Building

5. Move Department Within Building 

6. Move Department to Different Building

7. Move Employee to Within 

8. How to manage the Helpdesk phone system (messages, day, and night box)
a. Put Helpdesk Phone into Day Box

b. Put Helpdesk Phone into Night Box (PerceptIS)

9. Obtain an IP address

10. Setup New Computer

11. Setup New Printer

12. Setup Dual Monitor
13. Setup AV equipment

14. Setup Fax Machine

15. Install Software 

16. Fulfill Toner Request
17. Create New Employee Services - (Must involve HR in this)
18. Transfer Employee Services Internally - (Must involve HR in this) 
19. Transfer Employee Services Into the District Office - (Must involve HR in this)

20. Transfer Employee Services out of District Office - (Must involve HR in this)

21. Cancel Departing Employee Services – Planned - (Must involve HR in this)
22. Cancel Departing Employee Services – Immediately (Must involve HR in this)

23. Changing Employee’s Name - (Must involve HR in this)

24. Create Active Directory Account

25. Change Active Directory Passwords

26. Create Memo Account

27. Change Memo Account Passwords

28. Create Corporate Calendar Accounts

29. Receive New Computer Equipment

30. Receive Cell Phones

31. Receive  PDA’s

32. Checkout equipment for home use 
33. Transfer Computer Equipment (within building)

34. Transfer Surplus Equipment

Policies:
1. Determine when a ticket should be created

2. Priority List
3. Guidelines on how to manage procedural/informative emails in Helpdesk email Inbox.

