Recruit Training (continued)


RECRUIT PHASE
 MACROBUTTON NoMacro [Job Title Goes Here] 
Estimated Time of Completion: 1 day

Start Date: __________________

HR Orientation

· HR orientation.
· New Employee Paperwork.
technical Training

Telephones
· Voicemail: record your name.
· Change voicemail password.
Computers
· Change network password.
· Set default printer.
· Review of local drives.

Outlook

· Review Sughrue address book.

· Review public folders.

·  MACROBUTTON NoMacro [Press F11] 
Intranet

· Review all Intranet pages

·  MACROBUTTON NoMacro [Press F11] 
Firm Orientation

· General tour of the Firm.
· Find your desk/office?
· What is your default printer?

· Where is the closest bathroom to my desk?

· Where are the coffee/vending machines?

· Lunch with mentor or supervisor.
· Where does my supervisor, mentor, attorney, or secretary sit?

ROOKIE PHASE
Estimated Time of Completion: within your 1st week
Start Date: __________________

technical Training

Perfectlaw

· Looking up client/matters.

· Entering hourly time.

· Entering fixed fees.

· Posting time.

· Print Attorney diary.

·  MACROBUTTON NoMacro [Press F11] 
File Trail

· Searching for cases.

· Requesting a file.

· Transferring a file.

· Changing password.

PrintLog

· Learn what it does.

Microsoft Word

· Auto text.
· Templates.
· Get Address From Patricia Macro.
· Re: Line Macro.
· Basic Styles.
·  MACROBUTTON NoMacro [Press F11] 
· Basic Headers and Footers.
·  MACROBUTTON NoMacro [Press F11] 
MailSite

· Saving into MailSite.
· Searching MailSite.
· E-mailing MailSite documents

· Utilizing Other Folders.
· Creating folders.

· Utilizing Favorites (add Client Special Instructions and Timesheets)

· Mark for delete.

· Editing the profile.

Patricia

· Changing your password

· Launch the Term List

· Find a case

· Overview of case tabs.
· Changing case information.

· Run a Form

Firm Orientation

· Employee Photo.

· Visit Accounting.
task: Ask someone about the timesheet procedures or about new client/matter creation.
· Visit Copycenter.
task: Ask someone about the CopyCenter procedures.
· Visit Faxroom.
task: Ask someone about the Faxroom procedures.
· Visit Mailroom:
dialog: "What do I need to know about Sughrue mail?"

· Visit SMT area.
tasks: ask someone about department services.

· Visit Records Department. 
task: Learn the Records procedures from Tim Ralston.
· Visit Patent Processing.
task: learn the PTO filing procedures from a manager or coordinator.

TEAM PLAYER PHASE

Estimated Time of Completion: 2 weeks

Start Date: __________________

practice specific Orientation

·  MACROBUTTON NoMacro [Press F11] 
firm orientation

·  MACROBUTTON NoMacro [Press F11] 
ALL-STAR PHASE

Estimated Time of Completion: 1 month

Start Date: __________________

practice specific orientation

·  MACROBUTTON NoMacro [Press F11] 
technical training

·  MACROBUTTON NoMacro [Press F11] 
FIRM orientation

·  MACROBUTTON NoMacro [Press F11] 
MVP PHASE

Estimated Time of Completion: 1 month

Start Date: __________________

HR Orientation

· 90 Day Review

practice specific orientation

·  MACROBUTTON NoMacro [Press F11] 
technical training

·  MACROBUTTON NoMacro [Press F11] 
firm orientation

·  MACROBUTTON NoMacro [Press F11] 
