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Welcome to Tangen! 

 

 

 

 

 
 

Please refer to this Welcome Packet for information on your recent move and new facility. 
 
ARTWORK 
Jones Lang LaSalle can have their building 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 Entrepreneurship – admin-suport@wharton.upenn.edu 
o For Baker Retail – admin-support@wharton.upenn.edu 
o For Stephens Center - fnce-computing@wharton.upenn.edu  
o For Harris Program - fnce-computing@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 report any issues to 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 

 
For immediate post move assistance, please contact the Wharton Moves Team at Ops-
Moves@Wharton.UPenn.edu. After the initial move period please contact Jones Lang LaSalle for 
building issues. 
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I. General Building Information 
 

1. Building Hours: TBD 

i. Tangen has card access for all staff and faculty. Penn ID required for access. 

2. Suite Hours for Spring 2021 

i. Monday – Friday: 8 am – 4pm 

3. Security Desk and Guard 

i. Security guard desk is located on the 1st floor of Tangen.  

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 Jones Lang LaSalle. 

5. JLL Operations Department  

i. CONTACT INFORMATION:  
Eric Enders 
Eric.Enders@am.jll.com 
215-558-6433 
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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. CR located at the front entrance & security desks. 

ii. CR located at 5th and 6th floor elevator lobbies. 

iii. CR located at other secure rooms throughout the building 

 

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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III. TANGEN Information 
1. Office Furniture 

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

up/down arrows for operation. 

ii. Baker, Harris/Stephens/Entrepreneurship Chairs – See chair operation 

instructions. 

iii. Framery O “POD” – See product specifications and operation instructions. 

2. Window Shades 

i. Installed window shades have a solar shade to reduce light and are operated 

via pull strings. 

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. 

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 be sorted by JLL at the Lobby Desk 

ii. Mail will then be placed in a lockable box in the building lobby. 
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DESK INSTRUCTIONS 
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Knoll Sit/Stand Desk 
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BAKER CHAIR INSTRUCTIONS 
 

 

 

 

 

 

 

 

 

 

 

 



15 
 

 

 

 

 



16 
 

 

 

 

 

 



17 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

HARRIS/STEPHENS CHAIR 
INSTRUCTIONS 
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ENTREPRENEURSHIP CHAIR 
INSTRUCTIONS 
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FRAMERY O “POD” 
INSTRUCTIONS 
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THERMOSTAT INSTRUCTIONS 
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New Thermostat Functionality 
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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 

 

2. Energy Saving Power Outlets 

i. Power outlets with timer icon are powered from 7 am – 10 pm. If you need 

power after 10 pm, please use the power override button next to the light 

switch in the room. 

ii. See information on LEED energy saving power outlets. 
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LIGHTING & OUTLET 
INSTRUCTIONS 
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New Light Switches 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

  

Lower Light Level 

 

Increase Light Level 
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Power Outlets with the power logo and that say “Controlled” are on 
a timer 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


