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1. Introduction 
Welcome to the College of Computing and Software Engineering at Kennesaw State University! We are 
thrilled to have you join our vibrant and dynamic community. This onboarding guide is designed to help 
you get started smoothly with setup instructions and useful links to essential resources. As new 
members of our team, you will play a crucial role in shaping the future of computing and software 
engineering education. We encourage you to immerse yourself in the exciting opportunities ahead and 
contribute to our shared mission of excellence. Go Owls! Hooty Hoo! Let's make the next chapter with 
Scrappy the Owl one of the best yet. 

2. First steps 
This guide assumes that by this time you are already in possession of your own NetID, password, Talon 
card and computer, along with DUO connect. If you are not, please contact your supervisor to have this 
addressed before coming back to this guide. 
 

• Log into your computer to set up your Microsoft 365 applications:  
o Email (Outlook) 
o MS Teams 
o MS Forms 
o MS SharePoint 
 

In case you experience any issues, contact Computer Lab and Academic Support team. 
 

• Use this link to change your password, if required: Setup NETID  
• Test Wi-Fi connection- you should be able to connect to “KSU” using your NetID and password. 

o Instructions for Windows 
o Instructions for Mac 

• Bookmark the websites listed at the end of this document. 
• Set up your email signature.  

https://uits.kennesaw.edu/support/netid.php
https://uits.kennesaw.edu/support/wifi.php
https://kennesaw.service-now.com/sp?id=kb_article_view&sysparm_article=KB0013433&sys_kb_id=ca2017c41b0dfd1433220e10604bcb6c&spa=1
https://kennesaw.service-now.com/sp?id=kb_article_view&sysparm_article=KB0013910&sys_kb_id=93334e801b12a9d0457cedf7b04bcb69&spa=1
https://emailsignature.kennesaw.edu/
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o Your phone number will be the CCSE office number unless otherwise stated: 470-578-
5572 

o You do have an option to have a number called to your Teams account. See the Dean’s 
Office Manager if you would like to get it set up. 

• Make sure your supervisor requests door access (always chose “Single Sign in” option when 
logging into KiSSFLOW system). 

o email dooraccess@kennesaw.edu for questions. 
• Adobe Acrobat Pro is used to view and edit PDF documents. 

o If you are planning to use other Adobe Creative Cloud tools, such as Photoshop, request 
Adobe Creative Cloud: use the following step-by-step guide to help you installing Adobe 
applications: Public IT KB - How to access and install Adobe applications (service-
now.com) 

• Get Headshot 
o If you are told it is for students only, ask them to contact Judith Pishnery for 

confirmation. 
• Please email the Dean’s Office Manager once you receive your headshot. 

3. What’s in the news? 
There are several newsletters which contain important announcements and updates. You want to be 
added to those, to be up to date! This section contains instructions on how to do this.  

• As a new staff member, you should have been added to the official listserv: 
ccse@list.kennesaw.edu. To confirm, or if you have not received a weekly newsletter, contact 
Dean’s Office Manager. 

• All important information is distributed via ccse@listserv. 
• Want your news to be included into CCSE faculty/staff and/or students’ newsletters? Use this 

form. 
o Students’ newsletter goes out Monday late afternoon. 
o Faculty/Staff’s newsletter goes out Wednesday late afternoon. 
o A monthly Faculty/Staff newsletter goes out at the beginning of each month. 

• Need to have your news posted on OwlTV? 
o The picture size must be 16’’x9’’ 
o Must be .jpg 
o Must have Design Approval 

• Design guidelines, branding graphics, logo libraries, official colors, font styles, photo libraries 
Need help? Contact Communications Manager.  

4. Training activities 
We use the system called OwlTrain for majority of our training needs, also called Percipio . 
 

• Mandatory Training 
o Percipio Assignments 

 Please monitor your email for notifications of new training assignments. 
 Please pay special attention to Percipio Compliance. It is your responsibility to 

complete this training before the due date. 
o Cyber Security 

https://www.kennesaw.edu/door-access/docs/door-access-by-door.pdf
mailto:dooraccess@kennesaw.edu
https://creativecloud.adobe.com/apps/all/desktop/pdp/acrobat?source=apps
https://kennesaw.service-now.com/sp?id=kb_article_view&sysparm_article=KB0013156&sys_kb_id=2e21332c1b83bd94457cedf7b04bcbc1&spa=1
https://kennesaw.service-now.com/sp?id=kb_article_view&sysparm_article=KB0013156&sys_kb_id=2e21332c1b83bd94457cedf7b04bcbc1&spa=1
https://www.kennesaw.edu/careers/students/headshots.php
mailto:ccse@list.kennesaw.edu
https://forms.office.com/pages/responsepage.aspx?id=5W7yRTTxnkO8k-bH4z1hwpGXZueZFpNHrc8u_PddC2pURUFPNVgyT0pZVDZVRVlIWFVUTVhRQjRXSS4u
https://forms.office.com/pages/responsepage.aspx?id=5W7yRTTxnkO8k-bH4z1hwpGXZueZFpNHrc8u_PddC2pURUFPNVgyT0pZVDZVRVlIWFVUTVhRQjRXSS4u
https://designapproval.kennesaw.edu/
https://styleguide.kennesaw.edu/index.php
https://styleguide.kennesaw.edu/logo-guidelines/logo_usage.php
https://styleguide.kennesaw.edu/downloads.php
https://styleguide.kennesaw.edu/logo-guidelines/colors.php
https://styleguide.kennesaw.edu/logo-guidelines/typography.php
https://owlbrand.kennesaw.edu/
https://uits.kennesaw.edu/support/owltrain.php
https://ksu.percipio.com/
https://ksu.percipio.com/profile/assignments
https://uits.kennesaw.edu/ocs/education/cybersecurity-awareness-month.php
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o Clery & Title IX Training 
• Additional training courses can include, but not be limited to the following, depending on your 

business needs - do not complete this training until you confirm with your supervisor.  
o DocuSign Training 101 
o Office of Fiscal Services Training 

 Financial Reporting 
 Accounts Payable 

• How to complete PeopleSoft Form 
• How to enter a payment request 

 Travel 
• Concur 
• Travel Request 
• Airfare Reservations 
• Hotel Reservations 
• Rental Car Reservations 
• Cancel or Change Reservations 
• Expense Report 

 Procurement 
• New GeorgiaFIRST Financials Training 
• Purchasing Manual 
• Account Codes 
• Chart of Accounts (speedkeys) 
• Creating Requisitions 
• Receiving Items for Purchase Orders (PO) 

 Contracts 
• Contract Request Process Flows Knowledge Base - Service Portal - Fiscal 

Services (service-now.com) 
• Submitting a Contract - Procurement vs Non-Procurement Process 
• Contract Overview Information 

o FLEx Accounting Training – watch all 3 pre-recorded videos 
o ePro Live Training Registration 
o SAS Live Training Registration 

 SAS Account Access Request Form 
• Email to: service@kennesaw.edu 

 SAS Student Reporting Data Access Form 
• Email to: buckley@kennesaw.edu 
• Student Reports include information such as: Academic History, Census 

Data, Grade Distributions, Enrolled Demographics, Course Catalog, and 
Schedule Data. 

 How to Fill out SAS Forms 
• Useful optional training 

o OwlTrain - contains useful courses about different platforms, tools, and techniques, 
such as Photoshop, Power Automate, and more. Always check this platform before 
enrolling into external training activities! 

https://cpnredirect.vectorsolutions.com/customer/kennesaw-state-university/
https://ksu.percipio.com/linked-contents/43fdbb8a-549d-4424-99c1-7a6244394dfd/landing
https://fiscalservices.kennesaw.edu/training/Training.php
https://kennesaw.service-now.com/ofs?id=kb_view2&kb_id=0ad1d80cdbda3010f5316a5b8a961986
https://kennesaw.service-now.com/ofs?id=kb_view2&kb_id=0ad1d80cdbda3010f5316a5b8a961986
https://ksu.percipio.com/channels/24c756c1-bce7-4c84-b323-c62d5efba098?tab=WATCH
https://ksu.percipio.com/liveCourse/60c8460f-0e04-4967-a65a-056138afd0a2
https://ksu.percipio.com/liveCourse/93b7babe-a1c2-4d00-90b9-c86236511773
https://fiscalservices.kennesaw.edu/docs/FinancialReportingDataWarehouseUserAccountRequestForm.pdf
https://fiscalservices.kennesaw.edu/docs/FinancialReportingDataWarehouseUserAccountRequestForm.pdf
mailto:service@kennesaw.edu
https://ir.kennesaw.edu/sas_user_account_request_forms/Academic%20Reporting%20User%20Account%20Request%20Form.pdf
mailto:buckley@kennesaw.edu
https://kennesawedu-my.sharepoint.com/:v:/r/personal/ssmit360_kennesaw_edu/Documents/Recordings/SAS%20and%20Training-20220913_141657-Meeting%20Recording.mp4?csf=1&web=1&e=pj3TV0
https://ksu.percipio.com/
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5. Tools  
• Technology Resources for Faculty and Staff 
• UITS How To Guides 
• Request CCSE Technical Assistance 

o Email to ccsetech@kennesaw.edu 
o Access to CCSE Research Data Center 
o Technology issues within a CCSE research lab 
o Access to or setup of CCSE virtual machines or servers 
o All Netlab+ issues 
o Inventory and equipment requests 
o Event support for CCSE events 

• Facilities service request (anything to do with the building, such as fixing your AC or hanging 
stuff on your office walls): 

o  AiM - Home (kennesaw.edu) 
• Request Technical Assistance outside of CCSE 

o Email to service@kennesaw.edu 
o All classroom issues 
o Office computer or printer issues 
o Access to / Assistance with KSU software (Office 365, VPN, Duo, D2L, Adobe) 

• EMS (Event Management System) Reservations Website (Meetings and Events) 
o to schedule events and/or book conference rooms in KSU. 
o email service@kennesaw.edu to get access to the system. 

• Document Management 
o LiquidFiles (AKA Sendafile) - used to transfer large files outside of KSU network, for 

example, to various industry partners. 
o Qualtrics – used to create surveys, along with MS forms. 
o DocuSign – used to capture signatures on various documents. 

• Request Photography Services – from professional headshot to filming and putting together a 
video for your business needs. Always confirm with your supervisor before requesting! 

• CCSE SharePoint contains collections of documents related to Partnerships, Events, and other 
college activities. For SharePoint access – ccsetech@kennesaw.edu 

6. Office Managers Only 
• KSU Connect – Do this first, your supervisor will have to request access. 
• Banner/Owl Express (Advisor Services) 

o Banner Access/Security Forms Website 
 Banner Admin Pages New User Form 
 Add/Change Request for Schedule Building Class 
 Owl Express Student Information Security Request Form 

• EMS Desktop for Schedule building (Classes/Courses) 
o For Set up Contact - Tracy Collerain (Application Manager for UITS) 
o For Training Contact - Danielle Herrington (Assistant Registrar for Enrollment Services - 

Registrar & Records) 
o Schedule Building 

https://uits.kennesaw.edu/technology_resources-faculty_and_staff.php
https://kennesaw.service-now.com/sp?id=kb_view2&kb_id=a1334cbbdb100410f5316a5b8a9619fe
https://forms.office.com/r/prrDRFDUuA
https://aimweb.kennesaw.edu/home.php
https://kennesaw.service-now.com/sp?id=kb_article_view&sysparm_article=KB0014418&sys_kb_id=65e505eb1bfc4210e7744159b04bcb8f&spa=1
mailto:service@kennesaw.edu
https://reservations.kennesaw.edu/
mailto:service@kennesaw.edu
https://uits.kennesaw.edu/document-management/index.php
https://sendafile.kennesaw.edu/
https://kennesaw.co1.qualtrics.com/homepage/ui
https://docusign.kennesaw.edu/
https://stratcomm.kennesaw.edu/creative_services/photography.php
https://fiscalservices.kennesaw.edu/docs/JobAidPC1_KSUConnect.pdf
http://www.kennesaw.edu/owlexpress
https://uits.kennesaw.edu/banner/forms.php
mailto:tcollera@kennesaw.edu
mailto:dherrin8@kennesaw.edu
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 Contact Registration Schedule Building Team  
 Watch Video - You will need to request access. 

• VerbaCollect (KSU Bookstore/Textbooks)  
o For access and training contact Justin Gamble (Textbook Manager for KSU Bookstore) 

• P-Card (purchases) 
o Fiscal Services Trainings 

 P-Card Request and Change Online Form 
 Requesting a P-Card 
 Submitting a P-Card Prior Approval Request 

o New Cardholder Training 
 Please reach out to the P-Card Administrator with issues accessing the current 

training. 
o Submit P-card Program Application on KSU Connect to receive Credit Card 

 Video on How to Fill Out the Application 
• Student Assistance 

o Student Employment  
o Student Federal Work Study Program Information 

• Set Up Concur Travel Account 
o Fiscal Services – Travel website 
o Account Set Up and How To Guides 

• Faculty Information System (FIS) 
o How to Complete Form 
o Email to academicaffairs@kennesaw.edu 

• PeopleSoft (a.k.a. eProcurement or ePro is used for purchasing and payment requests (invoice 
submission)) and OwlPay (intercompany payments) 

o PeopleSoft/ePro Request Form 
 Video on How to Fill Out Form 

o ePro Website 
o ePro Live Training 
o OwlPay Pre-Recorded Training 

• Blackbaud (KSU Foundation Request/Reimbursement Submission Website) 
o Expense Management Add/Change Request Form 
o Video on How to Fill Out Form 

 Email LaToya Harris asking for "Project Numbers" and "Approval Rule” and 
access to KSU Foundation SharePoint. 

7. Useful contact information for more details 
Computer Lab and Academic Support - Josh Garske and/or Christine Bryant 
Dean’s Office Manager - Veronica Bramlett 

• newsletters, help with access management, printing orders 
Student Events - Kathy Roddy 

• purchases, reservations 
Director of Engagements – Alla Kemelmakher 
Senior Associate Dean – Svetlana Peltsverger 
Executive Assistant to the Dean – Melissa Lappe 
Communications Manager - TBD , temporarily: contact  Alla Kemelmakher 

mailto:schedulebuilder@kennesaw.edu
https://kennesawedu-my.sharepoint.com/:v:/r/personal/ssmit360_kennesaw_edu/Documents/Recordings/Banner%20Scheduling-20220818_151620-Meeting%20Recording.mp4
https://kennesaw.verbacollect.com/
mailto:jgambl21@kennesaw.edu
https://fiscalservices.kennesaw.edu/training/Training.php
https://fiscalservices.kennesaw.edu/training/Training.php#P-CardDrop-in
mailto:pcard@kennesaw.edu
https://fiscalservices.kennesaw.edu/docs/JobAidPC1_KSUConnect.pdf
https://kennesawedu-my.sharepoint.com/:v:/r/personal/ssmit360_kennesaw_edu/Documents/Recordings/Purchasing%20Card%20Application-20220914_140631-Meeting%20Recording.mp4?csf=1&web=1&e=zoVGTk
https://www.kennesaw.edu/human-resources/student-employment/index.php
https://kennesawedu-my.sharepoint.com/personal/djorda76_kennesaw_edu/_layouts/15/onedrive.aspx?id=%2Fpersonal%2Fdjorda76%5Fkennesaw%5Fedu%2FDocuments%2FRecordings%2F2022%5F2023%20FWS%20Program%20Informational%20Meeting%2D20220628%5F100441%2DMeeting%20Recording%2Emp4&parent=%2Fpersonal%2Fdjorda76%5Fkennesaw%5Fedu%2FDocuments%2FRecordings&ga=1
https://fiscalservices.kennesaw.edu/travel/index.php
https://fiscalservices.kennesaw.edu/travel/training/how-to-guides.php
https://fis.kennesaw.edu/app/docs/EIM%20FIS%20User%20Account%20Request%20Form.pdf
https://kennesawedu-my.sharepoint.com/:v:/r/personal/ssmit360_kennesaw_edu/Documents/Recordings/Faculty%20Information%20System%20Access%20Request-20220825_164525-Meeting%20Recording.mp4?csf=1&web=1&e=2pMRoq
mailto:academicaffairs@kennesaw.edu
https://fiscalservices.kennesaw.edu/procurement/epro/peoplesoft_login.php
https://fiscalservices.kennesaw.edu/procurement/epro/getting-started.php
https://kennesawedu-my.sharepoint.com/:v:/r/personal/ssmit360_kennesaw_edu/Documents/Recordings/PeopleSoft%20(a.k.a.%20eProcurement%20or%20ePro)%20and%20OwlPay-20220908_161505-Meeting%20Recording.mp4?csf=1&web=1&e=Guy9A6
https://www.usg.edu/gafirst-fin
https://ksu.percipio.com/liveCourse/60c8460f-0e04-4967-a65a-056138afd0a2
https://ksu.percipio.com/linked-contents/rustici/db4247b3-28ce-42b2-96b9-3afcf108a843
https://signin.blackbaud.com/signin/?redirectUrl=https:%2F%2Ffenxt.blackbaud.com%2F
https://foundation.kennesaw.edu/docs/expense-management-add-change-request.pdf
https://kennesawedu-my.sharepoint.com/:v:/r/personal/ssmit360_kennesaw_edu/Documents/Recordings/KSU%20Foundation%20Access-20220913_143515-Meeting%20Recording.mp4?csf=1&web=1&e=75RFy5
mailto:lharr187@kennesaw.edu
mailto:jgarske@kennesaw.edu
mailto:cbryan78@kennesaw.edu
mailto:vbramle1@kennesaw.edu
mailto:kroddy1@kennesaw.edu
mailto:akemelma@kennesaw.edu
mailto:speltsve@kennesaw.edu
mailto:mlappe@kennesaw.edu
mailto:akemelma@kennesaw.edu
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8. Links to bookmark  
• Campus Maps 
• Academic Calendar 
• Human Resources 
• OneUSG Connect 

o Reporting time, requesting vacation/sick leave, benefits, direct deposit, etc. 
• CCSE – College website 
• Qualtrics - surveying software  
• Talon Card 
• Institutional Policies 
• Campus Intranet 

o From here, you can make AIM/Maintenance requests request door access, event and 
venue management, DocuSign, KSU Connect, Owl Express, UITS Service requests, SaS 
reports, and more! 

https://www.kennesaw.edu/maps/index.php
https://registrar.kennesaw.edu/academic-calendars
https://www.kennesaw.edu/human-resources/
https://oneusgconnect.usg.edu/
https://www.kennesaw.edu/ccse/
https://kennesaw.co1.qualtrics.com/homepage/ui
https://talon.kennesaw.edu/
https://policy.kennesaw.edu/index.php
https://campus.kennesaw.edu/
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