New Starter Form
To be completed by the HOD with new starter requirements


* Required
1. First name *
Enter first name

2. Surname *
Enter surname

3. Alias *
Please enter the pseudonym that this agent will be known as.
Enter alias name

4. Job Title *
Enter job title

5. Department *
Choose a department

6. Employment Type
Choose employment type

7. Start Date *
Click or tap to enter a date.

8. Equipment Required *
☐ Laptop
☐ Desktop
☐ Company Mobile
☐ Extra Monitor
☐ Headset
☐ iPad
☐ Printer
☐ Additional Keyboard & Mouse
☐ Other, please specify here

9. Phone System *
☐ Desk Phone
☐ Soft Phone
☐ Both
☐ None Required

10. Hunt Group / Queues *
Please specify the names of any hunt groups or queues that this user should be a member of.
Enter your answer

11. Licences & Accounts *
☐ Journey CRM
☐ TopDog
☐ Galileo
☐ LastPass
☐ UC One
☐ Adobe Suite
☐ Travelling Web
☐ Other, please specify here

12. Access to any other user or shared mailboxes? 
List the email addresses of all other mailboxes that this user should have Read and SendAs access to.
Enter your answer

13. Email Distribution Groups 
List the email addresses of any distribution groups this user should be included in.
Enter your answer

14. Any other information
Enter your answer



*Once complete save this form and attach it as a new IT case created via Journey
2

