
 

             

 

 
  

SHDH 

Welcome Packet 

December 2020 



1 
 

 

 

 

Welcome to SHDH! 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
Please refer to this Welcome Packet for information on your recent move and new facility. 
 
ARTWORK 
Wharton Operations can have their b-mechanics onsite once locations have been established for 
photographs and artwork. 
 
IT 
Should you have any IT issues once your computer is setup please contact. 

o For Doctoral Program - admin-support@wharton.upenn.edu 
o For Undergrad– admin-support@wharton.upenn.edu 
o For Communications - admin-support@wharton.upenn.edu 
o For Center of Centers- admin-support@wharton.upenn.edu 
o Anyone needing assistance can also call the Steinberg IT Helpdesk (formerly MGMT-

Helpdesk) for assistance during business hours – (215) 573-7006 
 

FURNITURE 
Should you find any furniture issues once you have been relocated, furniture installers will be 
available and ready to assist. Please contact the moves email address: Ops-
Moves@Wharton.UPenn.edu 
 
ADMINISTRATIVE 
Do not forget to complete your move administration activities! 

o Update mailing address 
o Update information on UPenn’s online directory 
o Update business cards 
o Update address for applicable vendors 
o Update PennCard access with business administrator 
o For post move assistance, please contact Wharton Operations at repair-

it@wharton.upenn.edu 
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I. General Building Information 
 

1. Building Hours: Restricted Access 

i. SHDH/WARB have card access 24 hours per day, 7 days per week, for all staff, 

faculty and PHD students. You just need to use your Penn ID for access. 

2. Suite Hours 

i. Monday – Friday: 8 am – 4pm 

3. Security Desk and Guard 

i. Security guard desk is located on the 1st Floor.  

ii. Wharton security phone number: (215) 898-2300 

4. Deliveries 

i. All packages and deliveries should go through the main entrance. For larger 

deliveries please coordinate with Wharton Operations. 

5. Wharton Operations Department 

i. Wharton Operations Department is accessible via phone, email and our walk-

in Customer Support Center. Contact information for the Wharton Operation 

department: 

1. CUSTOMER SUPPORT CENTER   
Jon M. Huntsman Hall  
3730 Walnut Street Suite F30 
Philadelphia, PA 19104 

 
2. CONTACT INFORMATION 

(215) 898-2575 
repair-it@wharton.upenn.edu 
 

3. HOURS OF OPERATION: Use Repair-It Email Until Further Notice 
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Building Access and Life Safety 
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II. Building Access & Life Safety Information  
 

1. Keys 
i. Office keys will be distributed by Wharton Operations as occupants return to 

campus. 

 

2. Card Reader Locations 

i. Card Readers are located at the: 

a. SHDH and WARB security desks 

b. Outside of suite entrances 

ii. After hour access is through the main entrance of SHDH 

 

3. Life Safety Procedures 

i. See Life Safety Procedure document. 

ii. This document will be framed and hung on the wall at each elevator. 
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LIFE SAFETY PROCEDURE 
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SHDH Information 
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III. SHDH Information 
 

1. Office Furniture 

i. Sit/Stand Desks – There is a standard switch below the desktop surface with 

up/down arrows for operation. 

ii. Undergraduate/Communications and Doctoral/Center of Centers 

1. See chair operation instructions 

iii. LED Desk Lights – See LED desk light operation instructions 

 

2. Window Shades 

i. Installed window shades are a dual shade system – each have a solar shade 

and blackout shade. The solar shade reduces light, the blackout shade 

eliminates light. 

ii. Window shades are operated manually via the chain attachment. 

 

3. Waste & Recycling 

i. Deskside recycle bins have been provided at each desk. These bins should be 

for recycling only. Resist the temptation to put garbage (food wrappers, 

plastic waste, etc.), this type of trash should be put in the kitchen or copier 

room trash cans. 
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4. Thermostats 

i. Set point 72 degrees. 

ii. Thermostat displays have been setup with minimal options and a +/- 3-

degree temperature window. 

 

5. Mail 

i. Mail will still be handled by Penn Mail and Wharton Operations 

ii. Mail will be delivered by Wharton Operations for distribution by 

department business administrators. 
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DESK INSTRUCTIONS FOR 
UNDERGRAD/COMMUNICATIONS/ 
CENTER OF CENTERS/ DOCTORAL  
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Knoll – Sit/Stand Desk 
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UNDERGRADUATE/COMMUNICATIONS 
CHAIR INSTRUCTIONS 
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DOCTORAL PROGRAM/CENTER OF 
CENTERS CHAIR INSTRUCTIONS 
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THERMOSTAT INSTRUCTIONS 
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New Thermostat Functionality 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Move Right: Temperature up 

 

Move Left: Temperature down 

Alters by 3 degrees 
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LEED Information 
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IV. LEED Information 
 

1. Lighting  

i. The typical private offices are all fitted with both an occupancy sensor and a 

manual light control that provides on/off and dimming adjustments. Lights 

are turned on automatically and adjust to daylight levels per the daylight 

harvesting system - these automated levels can be brightened or dimmed 

accordingly by the user. 

ii. The occupancy sensor is timed to turn off after 15 minutes. 

iii. See information on lighting controls 
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LIGHTING INSTRUCTIONS 
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Light Switches 
 

 

 
 

Turn lights on 

Raise light level 

Lower light level 

Turn lights off 

Pico wireless control with 
nightlight, 3-button with 

raise/lower 

Favorite light level (hold 
to set, push to activate) 


