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Scope
=

0 7 interviews / observations
o 6 with staff
o 1 with a user

0 Data and observations from mass communications
within Sl
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Positive attitude and effective communication within group
Information is not centralized

Information not communicated effectively to requestors
Requests have too much variation

Too many manual steps

Lack of feedback

SharePoint limitations



Recommendations

o
1. More effective use of Intranet
2. Introduction to process in 501

3. Electronic form for requestors

Much variation in requestor e-mails. Worst part of requestor
process

No one knows about the intranet—the intranet is newly
redesigned and they are still developing it
Is there any formal notification on the policy change and
instructions on how to schedule rooms? ’ ’



Solutions for Recommendation #1:
Improve the existing Intranet site

b Students
b H.R.
b Media Services

o SI Web Site
o Log out

school of
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Home

Intranet Resources
Links to common resources that are used by Sl faculty, staff and students are shown below. For additional resources and functions specific to your area, please select from the navigation box located at the upper left side of this
window. Please let Todd Raeker know of any resources that should be added to, updated, or removed, from this Sl intranet home page.

S| Community Resources

Sl Organization Chart (PDF)

Sl Functional Areas and Telephone Numbers

SI Email Groups

S| Conflicts of Interest & Commitment - Faculty and Staff (PDFs)
North Quad Building Map and Directions (PDF)

Sl Support Services

* o o o

S| Computing Information WIKI

SI Computing online JIRA request

S| Media Services online JIRA request

Directions for redirecting your Personal Profile webpage
Qualtrics use policy (PDF) and survey login

SI NQ Facilities Maintenance Request

Research Office and Financial Resources

S| Research Office Website
UM Faculty RESIN Fund Policy

..
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SPG Policy for Concur users (PDF)

Chart of Accounts (a.k.a. Redbook)

Guest and student travel expense reimbursement (PDF)

Sl Job Aid: SI policy for handling cash and cash equivalents (PDF)
Milage Guidelines (PDF)

Indirect Cost Recover Excluded Expenditures (PDF)

Sl Policy on procedures and controls outlining the use of PCards (PDF)
Summary of Reimbursable Expenses for Hosting (PDF)

Summary of Reimbursable Expenses for Travel (PDF)

Travel and Expense Policy - The 45 Day Rule (PDF)

S| Academic Resources

Sl Course Schedules
NQ Classroom Characteristics and Reservations (PDF)
SI Rooms Calendar (on SharePoint)

University of Michigan Resources
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UM Academic Calendar

UM Travel Registry

UM MCard Discounts

UM Wolverine Access

UM Online Directory

UM Non Smoking University Initiative
UM Emergency Preparedness FAQ »
UM Building Policies » (also bicycles)

Sl Policies and Procedures

e o o

Sl hosting policy (PDF)

SI Media: Logo, letterhead, presentation templates
SI website manual (PDF)

S| webform manual (PDF)

Faculty research group manual (PDF)



Create Centralization

0 Instructions, capabilities, scheduling form all in
one place

0 Authoritative source for room scheduling
information Sharepoin

0 Easy to update

501 Course Info
North Quad



Develop a Room Database

o
0 To make rooms easily searchable

Capabilities Capacity Available To
Blu-ray 5 - 10 People MSls

Projector 10 - 50 People PhD / Faculty / Staff
Teleconferencing | | 50 - 100 People | *

LCD Screen . g

Whiteboard




Solutions for Recommendation #2:
501 In-Lecture Presentation

0 Purpose: Inform new MSlIs about the process

‘ ‘As I just learned it the other day

Is it possible that those students who are unable fo reserve rooms have been trying to reserve the wrong ones?

Many groups have reserved the rooms for several weeks (or the
entire term even) at the start of the term.

Is there any formal notification on the policy change and
instructions on how to schedule rooms for course projects?

| just got kicked out by people who reserved the
meeting room that | was sitting in.

Now I guess the policy has changed.,’



Solutions for Recommendation #3:

Electronic Form
o
0 Purpose: Standardize incoming information,
but preserve the existing process

Schedule a Room

Welcome to SI Room Scheduling. Items marked with a red asterisk are required.

Requestor Information

Affiliation *
- Select -

Name* Event Information

Expected attendance *
Unigname *

Please estimate the number of people you think will attend.
Group organizing event Room Preference *

Classroom 2255 %

If applicable

See these links for further information:

¢ Schedule: [ Sharepoint ]
« Capabilities: [ Intranet ]

Submit Request



Adoption of these solutions will:
-

0 Create a positive attitude and encourage effective

communication within the group
o Allow for information to be gathered in one central location
o Clearly communicate information to users
o Clarify and standardize requests
0 Automate many steps
o Establish and share clear feedback channels

0 Reduce reliance on SharePoint on user end



