Requesting new user setup after Go-Live

NH FIRST Security will work directly with agency HR personnel to coordinate the creation of new user IDs for new hires and employees who have experienced a name change.

For the next several months (as long as GHRS is still in use), the procedure is as follows:

1) Established agency HR contacts will coordinate these requests and will send by email to FDM_NHFIRST_Security@nh.gov  (not via help desk ticket).
 
2) Once each week, the agency HR contact should compile a list of each user’s full name (including middle initial) and their agency number and division. This list may be sent as an attachment to the email, and should only be sent AFTER it has been entered into GHRS and sent to the Personnel Division.

3) Once the new ID is created the user ID and password will be released to the agency HR personnel, not directly to the employee. New employees should not open help desk tickets to request an ID. If they do, they will be referred back to their supervisor to follow up with HR. 

4) If an existing employee has a user ID but they are having difficulty logging in, they should open a ticket using the "Request NH FIRST Support" link from the main log on page.

5) It is not uncommon for there to be a lag time between when the ID is requested and when the ID is ready. It depends on when the Personnel Division has completed their work, and also the work load in the NH FIRST Security office. New user’s time and leave must be entered by proxy until the ID is ready.



