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Onboarding @ Columbia

External User Agreement (signed PDF)

External Users

NEMO Account Setup Form (Word Document)

Internal Users

• External users (industry and external 
academic), must sign a terms and 
conditions document. 

• Document covers 

• Payment terms
• Insurance terms
• Liability

• Intellectual property 



Onboarding @ Columbia

NEMO Account Setup Form (Word Document)

TC4951- Laboratory Safety, Chemical Hygiene, Hazardous 
Waste Management, and Fire Safety Training

TC1650 - Hydrofluoric Acid training (if using HF)

Internal Users

• Safety trainings required by EH&S and 
managed through a homebuilt platform 
called Rascal.

• Users watch interactive presentations and 
must pass a quiz with 80% correct.

• PDF certificates are provided upon 
completion 

• Users must enter their expiration dates via a 
Google form. (renewed annually) 



Onboarding @ Columbia

NEMO Account Setup Form (Word Document)

TC4951- Laboratory Safety, Chemical Hygiene, Hazardous 
Waste Management, and Fire Safety Training

TC1650 - Hydrofluoric Acid training (if using HF)

Download and view – Cleanroom User’s Presentation (PDF)

Internal Users

• 50-page document, equivalent to a user handbook in 
power point form. 

• Users must click a checkbox on a Google form 
acknowledging they have reviewed the document. 



Onboarding @ Columbia

NEMO Account Setup Form (Word Document)

Sign-up for the newsletter (MailChimp)

TC4951- Laboratory Safety, Chemical Hygiene, Hazardous 
Waste Management, and Fire Safety Training

TC1650 - Hydrofluoric Acid training (if using HF)

Download and view – Cleanroom User’s Presentation (PDF)

Internal Users

• Users must sign up for our weekly 
newsletter managed through MailChimp.
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Sign-up for the newsletter (MailChimp)

TC4951- Laboratory Safety, Chemical Hygiene, Hazardous 
Waste Management, and Fire Safety Training

TC1650 - Hydrofluoric Acid training (if using HF)

Download and view – Cleanroom User’s Presentation (PDF)

Submission of Process Flow (Word Document)

Internal Users



Onboarding @ Columbia

NEMO Account Setup Form (Word Document)

Sign-up for the newsletter (MailChimp)

TC4951- Laboratory Safety, Chemical Hygiene, Hazardous 
Waste Management, and Fire Safety Training

TC1650 - Hydrofluoric Acid training (if using HF)

Download and view – Cleanroom User’s Presentation (PDF)

Submission of Process Flow (Word Document)

Attend in-person Cleanroom orientation – held weekly

Internal Users



Issues with Current System

Email-Based Bottlenecks

• Requests and approvals rely on back-and-forth emails, creating delays and missed messages. 

Limited Visibility into Status

• No centralized way to quickly see where each user is in the onboarding process. 

Manual Tracking Burden

• Staff must maintain spreadsheets or personal notes to monitor approvals and next steps. 

Poor Scalability

• As user volume grows, the manual process becomes increasingly time-consuming and unsustainable. 

Fragmented Communication

• Information may be spread across inboxes, spreadsheets, and shared drives. 



Path Forward - Airtable 



Airtable-Based Onboarding System for CNI

Centralized Intake Process

• Internal users complete a single online onboarding form capturing user, PI, and project information. 

Automated PI Approval Workflow

• Submitted requests automatically trigger an email to the PI with a linked approval form. 

Real-Time Approval Tracking

• PI approvals automatically update the user record, allowing instant visibility into onboarding status. 

Improved Administrative Efficiency

• Reduces manual email follow-up, duplicate data entry, and spreadsheet-based tracking. 

Scalable for Multiple User Types

• Framework can be expanded to support external users, visiting researchers, students, and staff. 



Onboarding Example
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