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Our Original Idea …

…Soon Expanded

The original idea was to have a site that contained information for orienting new 
employees - such as how to share your Outlook calendar, how to report leave time, 
etc.

It soon became clear that even employees who have been here for several years 
had these questions; so we changed focus to that of providing a central location for 
information needed by all employees
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What Would It Take?

The significant effort for this project was to gather and/or write the information that 
would be contained on the site.  In some cases we had existing documents we 
could start with, but formatting and style were often inconsistent (ranging from 
formal procedures to informational e-mails).  In many cases there was no 
documentation to go by at all.  The business office was already undertaking to 
document those internal procedures that had no documentation.
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The Players

To make this work, we needed people to fill several roles: 

-a designer to provide the look & feel as well as the structure of the site 
-a content owner to provide the details 
-a writer/editor to make the content easily understood, and in some cases to create 
the content from scratch 
-a developer to make the technical side happen  

In our case, multiple people served multiple roles in a joint effort between ESS and 
the Business Office.
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Employees Only Please

The only technical challenge was how to present the information in a way that was 
easily accessible to employees, but not open for public access. It made the most 
sense to have the access come from the A&FS home page, since many employees 
already used the site regularly. 

Kerberos login was used to secure the site, with a query against the user's home 
department code verifying A&FS employees.
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The Pot of Gold …

(Go live)
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Getting In

From the A&FS main site, a user can click on the link.  A prompt will come up 
asking for Kerberos login (unless already logged in using distauth).  Once the user 
logs in, a check is run on their home department code.  If there is not a match with 
an A&FS code, then the person receives a message stating that they do not have 
access.
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Success

Once in the site, employees have access to a range of information from local A&FS 
procedures to commonly used UC resources.
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The Hard Stuff

There are departmental policy and procedures to clarify practices within A&FS that 
were often sources of confusion or inconsistency.
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The Little Stuff

We provided instructions for those little daily things that just keep coming up as 
questions.  It saves the technical support, business office, and other staff from 
having to repeatedly answer the same questions.  It also allows staff to help 
themselves with the simple things they "feel stupid" about asking.
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Who Ya Gonna Call?

When all else fails and the answers aren't found on the site, they know who to 
contact.  This page was a direct result of suggestions provided by staff using the 
site.  It will continue to expand as we get further suggestions.
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The Fun Stuff

There are also resources from across campus that are commonly used by A&FS 
employees in their jobs (References & Job Aids), are staff resources (HR & 
Benefits), or just provide campus and community information (Useful Contacts & 
Links)
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Potholes & Roadblocks

One of our original intents was to also use the site for posting "happenings" within 
A&FS - such as birthday parties, showers, retirement parties, and the like.  
However, in discussions with HR we realized that there would be issues we didn't 
anticipate, such as union access.  Did policies requiring access for posting union 
notices apply to an online environment?  Where do we draw lines that distinguished 
between "official" A&FS sponsored events and unofficial events? We ended up 
tabling that part of the site until we could further explore these issues.
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It Takes Standards …

… And Goals

Aside from visual standards for presenting information, you need to have standards 
on content as well.  For example, we list titles/positions in our instructions, rather 
than names.  That way we don't have the issue of information being outdated as 
soon as someone leaves.  We also try to have contact information go to a list or 
central phone number, rather than an individual.

One of the biggest obstacles to getting this site rolled out was in deciding when it 
was "done."  It is easy to get caught up in ever expanding ideas of what the site 
should be, and never reach a point at which you feel it is ready for use.  
Informational web sites are ever-growing entities - as need for new information 
appears, it should be added to the site.  However, you have to define a core content 
that you are willing to start with.  We did not set this minimum standard, so it was 
difficult to get everyone to agree when the site was ready for rollout.
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So What Do They Think?

The site officially rolled out on June 29th.  We immediately received positive 
feedback from staff across A&FS, as well as suggestions for additions to the site.  
Staff continue to use the site and provide feedback; the largest adoption rate to date 
seems to be among managers and supervisors.
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Keeping it Going

As with any web site, it’s only as good as what you continue to put into it.  
Maintenance of the content is always a challenge. We have owners of some 
content, such as tech support and business office, and they will provide updates to 
the web team as needed.  We also rely on users to let us know when something 
appears to be out of date.  We will be trying to develop a more formal process for 
updating.
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What’s in the Future?

Our next target for the site is to filter out information based upon whether the user is 
Materiel Management.  They have internal committees for which they post minutes 
and other content.  Other plans include a “New Employee Orientation” section that 
would be by division – offering information on such things as requesting vacation, 
that are specific to a division.


