Sample Advocate Onboarding Schedule
(subject to change and definitely flexible!)

	Day 1 – Monday

	Time
	Action
	Details

	8:00 am
	Arrive in ORSP
	Tour of space; office

	8:30 am
	Go to HR
	Complete I-9 paperwork

	9:00 am
	Meet Mark in HR
	· Parking
· MU ID
· Campus tour
· Coupa access

	10:00 am (or when tour ends if earlier)
	Meet with MU POST PI
	· Establish weekly 1:1 check-in time
· MU POST application to NSF
· Kuali Intro
· MU POST website
· Overview of MU POST meetings/GRANTED

	11:00 am
	Meet with Office Coordinator 
	· Make sure computer is up and running
· Set up Direct print/printer tutorial
· Phone number/how to make calls/headset
· Adobe access
· E-mail
· Co-pilot functionality
· Intro to Teams/Sharepoint/scheduling meetings
· Timekeeping
· MyJob
· Office supplies
· Keys/building access
· Emergency Contact/birthday list
· Eagle Eye App

	12:00 pm
	Lunch with GRANTED team 
	

	1:00 pm
	Office time
	· Finish any outstanding items from the morning
· Review materials referenced above
· Review GRANTED Training Materials from Southern Utah University






	Tuesday

	Time
	Action
	Details

	8:00 am
	Arrive in ORSP/MU POST PI
	· Access acronyms document
· Access information for afternoon PI meeting

	9:00 am
	Staff Meeting
	

	10:00 am 
	Prep for afternoon PI meeting/lunch
	· Review proposal, award documents
· Review Kick-off checklist and monthly checklist

	1:00 pm
	Monthly check in with PI
	· Shadow established Advocate on a PI monthly check-in meeting
· Conduct debrief of meeting with Advocate 
· Ensure access to needed BI reports
· Shared file system
· Review PI with new award training document

	3:30 pm
	Office time
	· Continue to review information previously provided
· HR videos




	Wednesday

	Time
	Action
	Details

	8:00 am
	Arrive in ORSP/MU POST PI
	· Overview of Marquette Mission

	10:00 am 
	MU Presidential Address
	

	11:00 am
	HR videos/lunch
	

	12:00 pm
	Research Administration Training
	Building SOP on “Participants”

	1:00 pm 
	Lunch/HR videos
	

	2:00 pm
	Meet with MU POST workgroup
	· Work on closeout checklist
· Discuss any other outstanding matters (next PI with new award training time, progress on auto closeout notifications)

	3:30 pm
	Office time
	




	Thursday

	Time
	Action
	Details

	9:00 am
	Staff Meeting
	

	3:00 pm
	PI with New Award Training
	High level kick-off for PIs with new awards received in the month prior






	Friday

	Time
	Action
	Details

	
	Monthly check in with a PI
	· Shadow Advocate on a monthly PI check in meeting


Thursday and Friday – Catch up on the week!  We can assess where you are, where you would like more training at this point, what HR videos still need to be completed, etc.

Give permissions in Research.gov and eRA Commons; do a walkthrough as to how those resources might be used.

Upcoming items:
Monday
Meet with Grant Contracting – discuss role of Grant Contracting, DocuSign, anything else! (Sherri to set up)

Tuesday
9:00  - staff meeting
Meet with Project Planning and Development– discuss role of Project Planning and Development, Kuali, anything else! (Erin to set up)
Shadow Advocate on PI meeting
CLASP conversation 2:30 – 4:00 

Wednesday
12:00 - Research Admin training (standing weekly meeting)
2:00 – GRANTED meeting with MU POST workgroup (standing weekly meeting)

Thursday
8:45 am – 12:00 pm - HR orientation

Monday
12:00 – 1:00 pm – Faber Center 29th Anniversary Celebration and Reflection (optional – registration required)

Tuesday
9:00 am – Staff Meeting (Tuesdays and Thursdays – standing weekly meetings)

Tuesday
1:00 – 3:00 pm – ORSP Forward Thinking Research Symposium

Wednesday
11:00 am – MU POST Core Project Team Meeting (monthly standing meeting)

Tuesday
11:00 am – meeting with Loyola Marymount GRANTED Team

Additional Training Needs
Accessing and reading BI reports
Calculating compensation
Budget projections
Subawards

eRA Commons – AO and PACR
Research.gov – PI and SPO
Monthly Project Management release e-mails
