Welcome Email Template 
for New Tenure Line Faculty
	(Benefits Eligible)
Please use the below template to email your new hire prior to their hire date.  Fields highlighted in yellow should be replaced with the information relevant to your new hire. You can copy/paste by clicking the box at the top left of the template.  

	Dear (name),

Welcome to Texas State University!  

We are excited to welcome you to the Bobcat family. Your employment as a (job title) in (name of department) will begin on (date). Below you will find information about onboarding with the university.

	Before Your First Day:

Step 1: Complete New Employee Welcome Course 

Your start at TXST begins with our New Employee Welcome Course. This course is designed to provide a benefits overview and information about the many wonderful resources you have at TXST. Your TXST ID: [insert A########]
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	Step 2: Activate Your NetID*

Your Net ID will be used to log in to most TXST systems. To activate your NetID, you’ll need to access the NetID Activation in the Online Toolkit. For more information on this process, please visit the NetID Support page. 
Your Net ID: [insert NetID]

	Step 3: Set up Your Bobcat Mail

You’ll need to use your newly activated NetID and password to log in to Bobcat Mail.
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	Step 4: Purchase Your Parking Permit
As a new full-time, benefits-eligible faculty member, you can purchase your parking permit before your first day of employment. Before you arrive on campus, you’ll be able to log in to the Parking Services portal to purchase your parking permit.  

A step-by-step user guide is available to walk you through the process. If you have any questions, please contact Parking Services or Human Resources for assistance.




	Step 5: Get Your Bobcat ID Card*
First time Bobcat Employees can upload an approved picture and pick up their Bobcat ID Card from ID Services as early as your first day of employment. 
Instructions for Online Photo Submission 
BobcatCard Photo Upload Portal 
*If you are unable to successfully upload your photo via the portal you can stop by the ID Services office for in-person service at LBJ Student Center Rm. 2-9. 
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Step 6: Register for New Faculty Orientation 

New Faculty Orientation

This orientation will acquaint new faculty with essential policies, offices and resources at Texas State, and information about the many benefits and opportunities associated with employment.  This orientation is required for all new benefits-eligible faculty. Human Resources will email all new benefits-eligible faculty further instructions closer to the orientation date on January 7th, 2026.

New Tenure-Track Orientation: Resources and Responsibilities
Attendance is expected for all new tenure-track faculty and those who were previously in a non-tenure track position and hired this year to a tenure-track position. This required session is in addition to attendance at New Faculty Orientation, and focuses on familiarizing you with policies, procedures, and practices that will help you be successful in progressing toward tenure. New Tenure-Track Orientation will take place on August 18th, 2026.


Some of your onboarding forms will ask for your Texas State ID (TXST ID). Your TXST ID: [insert A########]


	
Departmental/College Meetings: Insert meeting info here.


	
In preparation for your employment, we ask that you review the Faculty Handbook, and the required notices for new employees at Texas State.  

We look forward to seeing you on (date)! 

Please feel free to call me at 512.245.#### or contact Human Resources at 512.245.2557 if you have any questions. 

Sincerely,

(your name)
(your title)
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Go Green! Print this email only when necessary. Thank you for helping Texas State be environmentally responsible.
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