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ID card/Key card

Your ID card functions as a key card, letting you access to the University at all times. You will receive your ID card by mail when you arrive – after you have emailed your photo to idkort@adm.ku.dk along with your full name and date of birth. Your face has to be recognizable.

The four-digit pin code for the ID-card is in the welcome e-mail from the University. If you’re having trouble with your ID card: Please contact idkort@adm.ku.dk. 

Mail

Email: You have been assigned an email address at MATH of which you were informed in connection with your employment. You can access your email via webmail.ku.dk. Consult the user guide on the intranet for more information: 

intranet.ku.dk/math_en/it/email
Physical mail: The mailroom is located on the 1st floor in 04.1.12. Within the first week or two you should get a mailbox with your name on. If this is not the case: Please contact janitor Morten Petersson. 
Janitor

Morten Petersson, office 04.1.03.

Email: petersson@math.ku.dk
Phone: (+45) 51 31 99 75 - Mon-Fri 8:00 to 13:00
Office 

Hardware: All employees should find an adjustable desk, a chair, bookshelves and lockable drawers to their disposition. If this is not the case, please contact our janitor Morten Petersson. All desks are furthermore equipped with a fully functional stationary PC. 

Software: All PCs at MATH are set up with dual boot e.g. able to boot in Linux or Windows as you please. You have access to your documents from both operating systems. If you’re having trouble with your PC: contact Science IT, phone (+45) 35 32 21 00.

Along with your ID card you will receive (in an e-mail) a four-digit pin code. This pin code should be used for your first log on to the intranet, KUnet. If you haven’t got a login for the computer system: contact Mette Fulling.

Office supplies: You can find all sorts of office supplies in the mailroom e.g. note books, paper, chalk, markers, pens, pencils.

Phone: The University uses a phone software called Lync. The software is installed at all SCIENCE-pc’s.  By default you will be given a headset at arrival.

Wifi: Use the Eduroam wifi. For configuration, look at the IT-section of the Employee Guide in KUnet (UCPH’s intranet).  You need a KU-ID to use Eduroam.

Your profile webpage: You can add content to your personal webpage via a content management system called CURIS. Here is a guide how to do that: intranet.ku.dk/research > curis registration > registerinformation > editwebprofile

Travel

CWT is a travel agency that has to be used to book flights etc. if they are paid by UCPH.  All employees will receive an account automatically, but if you have to buy tickets before you have received an account, you must purchase them yourself. Remember to save receipts so you can claim refunds. Please see the KUnet (intranet) for more information.

Insurance: You will receive a travel insurance card for university travel at your arrival. Be aware of the rules regarding combined official and private travel. Please see the KUnet for more information.

RejsUD is the university's system for handling travel reimbursement. Be prepared for a lengthy procedure. 

Absence

Business trips/holidays: Please register your absence at mbs.science.ku.dk/absences (use your KUnet login)  preferably at least one week in advance stating dates of absence as well as reason for absence.

Illness, child’s illness (1st and 2nd day) or working from home: Please register your absence stating expected dates of absence as well as reason for absence. In case of illness: You do only have to report on the first day of illness. You can always keep track of your paid and nonpaid vacation in the Self Service on the intranet (KUnet).

Library Services
All employees are advised to open an account with Copenhagen University Library - rex.kb.dk. The REX account also gives access to loans from the MATH Department Library. Further information on www.math.ku.dk/english/library. Instant contact to department librarian Ole Jørgensen (office 04.1.03): bibliotek@math.ku.dk
Danish courses

If you wish to learn the Danish language we have a lot of offers: 

Beginner: Twice a year (September and February) we tend to start up beginners course located at the Department depending on the number of entries. 
Already have some skills: We offer employees standard courses of tailor made “mini classes” depending on your level.

Interested? Please contact Marie Louise Søberg, ml@math.ku.dk.

Monthly information meetings 

- for Newly Employed International Researchers are hosted by The International House. A lot of useful information is given about the university and topics related to living and working in Denmark (tax, pension, health, schools etc.). 
See http://ism.ku.dk/calendar/
Coffee, tea, and fruit: You can find facilities for making coffee and tea on 1st floor (in the mailroom), the 3rd floor (room 3.15), and 4th floor (lunch room).

Fruit in the mailroom is free but please: take only one piece per day.

Social events: The Department hosts two annual events for all employees at the Department: Picnic (late August) and Christmas Lunch (beginning of December).

Parking: You may be fined if you use the parking lots adjacent to the department without a parking permit. You get a parking permit by sending an email to scshelpdesk@science.ku.dk stating name, KUusername (for instance abc123), department, email, telephone number and the registration number of the car.

Monthly salary: Will be paid to your NemKonto (based on your civil registration number) on the last working day of the month. You can find your salary statements at www.eboks.dk using your NEMid.


More information:

Visit www.math.ku.dk/english and 

the staff intranet https://intranet.ku.dk/math_en

or call 

Mette Fulling

Email: fulling@math.ku.dk
Phone: (+45) 35 33 04 90

Office 04.1.07
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