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[I Session Rules of Etiquette |

* Please turn off your cell phone

* If you must leave the session early,
please do so as discreetly as possible

* Please avoid side conversation during
the session

Thank you for your cooperation!

Session rules
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ay’s Topics

* Introduction

* Preparing for Workflow
Creating the Workflow

* Implementation and Training
* Lessons Learned

+ Summary

* Questions

Topics
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Today's Priorites. Tomorrow’s Possibites.

Introduction

Why Workflow is Faster Than You Are
Pima County Community College District

| General Information - Pima Community College |

« Founded in 1969
« Annual enroliment of 71,070 (2008/2009)
« Served 369,334 students in the past five years
« 1,183 Adjunct Faculty employed in Fall 2009
« Offering 184 transfer & occupational programs
« Seven academic term codes in Banner
« Multi-campus college district
— One district office
— Six campuses

— Four education centers

— 180 teaching locations in Pima County

Introduction
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Purpose and Benefit “

To share methods and procedures utilized to streamline and
improve efficiency in processes for the issuance and approval
of Adjunct Faculty Contracts

Benefits of attending:

— Considerations in project administration and technical
development

— Considerations in team building and communication

— How we achieved improved consistency in the processing of
materials and information

— Technical considerations with complex workflows
— Thoughts on training
— Maintenance, the never ending story

Introduction
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Considerations H

« Easing your institution into Workflow
— Considerations and baby steps
— A mandate — sink or swim
« The project team and project management
— A champion
— The core team
— User involvement
« Communication
—Management
—The core team
— Clients
« Staff
« Faculty

Introduction
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Preparing for Workflow

Why Workflow is Faster Than You Are
Pima County Community College District




Factors

Previous “paper-based” contract approval process was:

« Inconsistent - handled differently at each campus

Confusing for adjuncts and staff

.

Slow, slow, slow

.

Lacked tracking capability

Resulted in duplication of efforts and wasted time

.

Expensive and wasteful (paper)

.

Prone to mistakes and oversights

Preparing for Workflow
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| Components of Our Business Process Analy

Meet to plan and plan to meet! — Time spent up front goes a long way

Draft flowchart of process “knowns” as starting point for discussions

Fact finding meetings with key personnel (VPIs, Division Deans,
Schedulers, CDAS)

— Represented individuals who had some approval participation

— These groups defined the components of the process flow

.

Compiled critical needs, drafted and distributed updated process
flowchart
— Asked, “Did we hear you correctly?”

.

Started building workflow

Preparing for Workflow
1

| Components

our Business Process Analys

Elicited feedback from campus personnel along the way

+ Brought focus group of key campus personnel together
to “beta-test”
— Cross-section of technically-inclined individuals and critical thinkers

+ Added to workflow design per focus group’s
recommendations
— But were careful not to open all doors again

» Completed workflow design and all associated
components

Preparing for Workflow
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Results of our BPA and Workflow Design |
» Delivered “their process” in electronic format
* Fostered collaboration between campuses

* Brought disparate processes together based on
commonalities

+ Designed for maximum flexibility where possible

* Created up-to-the-minute tracking capability and reports

Preparing for Workflow
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“ Adjunct Faculty Contract Approval Workflow Flowchart l

Assign Adjunct VP of

Faculty to Class Instruction
D Approval
Scheduler

Campus No Campus
Review President Approval <> President Approval

Faculty Contract -
Emails to
President Approval Certification Office
& Adjunct Faculty

Approval

Dean Approval

Preparing for Workflow
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1. Create
Comrcmng
ables

Creating the Workflow
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q Banner
PL/SQL JavaScript Workflow

Banner
WebTailor
Administration

Banner
Security

Creating the Workflow
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[ Step 1: Create Controlling Tables J

« Validation Tables to Define Approvers
< Validation Table for Contract Status

« Main Table: Controls Contract Approval Flow

Creating the Workflow
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Scheduler Summary
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Scheduler Summary

Search Display |15~

Name . Campus Division

7 Tapatilo, Celia § CC Buginess/industry Training - 3BT Active
7 Montano, Diana M West WC Buginess, Computer, Soc Sei- 1BCS Yes Active
7 Fisher, Terssa G West WG Heallh Related Professions - 1HRP Yes  Active
{7 Chacon, Evangeline F ¥est WC Stience and Technology - 18TY Yes  Adive
7 Howell, Cheryl L West WC Communication - 1ACM Yes Active
7 ontano, Diana M iest WC Fitness and Sport Science - 1FS8 fes Active
7 Longacre, Sheilak  West WC Nursing - 1NRS Yes  Active
7 Mivean, Karen A WO Sludent Development - 15TU Yes e
Spread Sheet

Creating the Workflow

1 Newr Initial Value added with insert of recard via trigger on SIAASGH
2 Ready Contract available t faculty, email has been sent and is waithg far faculty review
3 Accepted Faculty Accepted
4 Declined Faculty Declined
5 In Progress In Approval process
6 Final Approval Approved by VPT or Campus President
7 Not Approved Mot approved by Dean, YPI or Campus President
4 Redo Rewrite of contract needed - will restart workdiow 1 and 2
9 Review Schectuler review workfow has started
10 nactive Faculty no longer assigned o CRN
11 Approve Approved by Dean, VP or Campus President (Anprover status only)
12 Later Option by Dean, YF or Campus President (zpprover status anly)
13 Stopped Wiorkflow Cancelled
Greating the Workdlow
20
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Creating the Workflow
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Step 2: Develop PL/SQL Package for Banner Web

» Develop PL/SQL package

* Register the procedure from the new custom
package in Banner Web

Creating the Workflow
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Search

WL STEWS WD ST

ustoriza et s
¥ Custerize Wek Talor Prameters

¥ Custerize  Login Retur Location

¥ Custerize WekTallr Ovemices

¥ Customize ol ser Inrace Settigs
e

1 zeconendation Kzt

Ty,

o
RELEASE:7.4. SUNGARD SCT HGHER 000N

Creating the Workflow
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Search,

Customize a Web Menu or Procedure

ot 10 add & rei meny of procedure.

Select  menu o pracesure fom the falowing st nd cick Custame et Meru or Procedt

‘Select one of the available procedures
Procedure Name Procedre Description Enabled Source
A, b ¥

e

Y
Sducational Tax Credis Info ¥
Frande N
A Informatian ven ¥
Adisors Menu ¥
ity B eekisars Henu ¥
ity fAdisars Student er Y
Sersonal 1noriaton e ¥
i Menu amen?_aininu ¥

Creating the Workflow
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Customize a Web Menu or Procedure

e fsle

a:
[0 Syetem setis 5
-

=

[eest =

Creating the Workflow
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[amet = preview image
Back icator:
Admi o

Associated Roles

Local Role.
All web users

nooooon

Ma:
DA ADMIN
Student

ooooooonooag

web Tailor ad "
web for & Administrator
Custormize men tcems Custormize information Text subrrit changes | )\ Reset Al Feds

Dielsts Local Web Menu or procsdurs |

Creating the Workflow
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Step 3: Develop SQL Scripts to Initiate Workflows

* Develop Scheduler Review Workflow Script

» Develop Approver Workflow Initiation
Script

Creating the Workflow
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CREATE OR REPLACE PROCEDURE BANINSTI.F_Adj_Faculty_Uontract_WF
15

v Enail coremal qoremsl email sddressiTYPE;
- = FT Gonénact o Fawad 6 s, 13 FE,

w_PT_Cantract e Ry RS ST GRS TS R L naverves,
Fresdeflir marsabd.

w_Parans grkpare f_parameter] s

event_cade g A

w_fullnane 11
2d

w_subj

D_tern_node

p_crn = null:

p_pidn spriden’spriden_pidnXtype;

v_canpus_desc SIVCAME STV ANE DESCAtype:

w_diwimion_dowc  STVDIVS.STVDIVS_DESCHUype.

B e
CURSOR W_CUR IS
SEL
COon ODE.
apCoN .
ABCON_PIDH
FROM ABCON LINK w. . @z sv faculty instr asan

THBHE URBCON DN doronal_pidm
AND PIDH = UABCON_PIDH
AND TERM_CODE = WABCON_TERHN_CODE

AND Gotimbe iheizopU_onbeect_ind - 'Y

Creating the Workflow
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E soryes st el RO ) T
AU (achount _ChookEvent (UORKELOU | ADIFAC REVIER').1.20).

Tobon 1LCTR o psercoto. pom. o_pid.

SPIECT spriden_tixst_nmno |1 © 1| spriden_last_nowe. spridon_id
ROl Spriden

Sib FTxe7_HEETiNG T80 - 0

68 With 17 processor ..\ o

on)

'.«s:m =

D VABCON_TERY_coBe” = p_teon._ccde

[* EXCEPTION VHEN OTHERS THEN WULL

D P ads_Faculty_Contrac UE
Creating the Workflow
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arrEuE s
DaTE cmERrED - Fas
PECCEIFION s v bd Faumeh Posibdon o

P B o
i o Ay Aty
PR e N S 2 omay ges

Frseane

TREATE OR REPTACE PROCEDURE BANINSTL P_Adj_Facwlty Contract_Date !

Ty

Gokparm. t_parameterl
arver Tweqnm_codeityne
LulTlnans Vet har2(100) .- nu
arch - mall:
Sohment smhsent_suhi_cnde%iyne

Ssbsect . sshsect cres numbitvpe
P_term_code waboon_link wabcon_term codeitype:
Plewn waboon_Link | waboon_crnityo
D_pidm spriden. spriden pidnitype
Y counL Ambes
v oanpus_desc STVWCAMP  STVCAMP_DESCHtypo:
woAiwimion_desn  STPRTWS STRRTVA_DRSCZLrne

PEESEp
P ot

SELECT WEBCON_TERW CODE_ UADCON RN VABCON PIDH
HaME_FIRST_MIDDLE_LAST. ID.
SHETECT CoDE. | COURSE WUMSER. CAMPUS DESC. DIVISION_DESC
on _TINE. a=_gzumame a. az_sv_pub_schedn
VHERE WABCON FT
HD TERM_CODE - WADCON_TERM_CODE
= WABCON_CRN
AnD b ELRST_MEETING_LND = ¥
AND WABCON_STATUS_CODE IN £3.12)
AND VABCON_REVIEW_DATE <- SYSDATE:

Creating the Workflow
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gokeyst € ioSystenlinkEnabled( IORKFLON') TEEN
‘ovent._codo -substx (gokevnt F_ChookEvent (' WORKFLOW ', ADJFAC_APPROVE').1.20)

OPEN B_CUR

FETCH U_CUR TNTO p_term code. p crn. p_pida. o fullname. v_id. v_subj. v_cvs.
Y canpis dete. o division dess:
EXIT VHEN V_CURAGTEQUND.
ADJFAC_APPROVE'
SCT Banner
= ‘Approval process for Canpus || u_canpus desc || ' snd Division
11 Tfor 11" tullnans 1 ¢ Course: " || v_sabj || w_ors || @ CRN: * || pern:
ackparn Send_Paran_List (cvent_code v Parans)
CCRN - p_cmm

BND DABCON_PTD = p pidn
AHD WABCON_TERM_CODE - p_tern_code
cownrt

cLosE u_CuR

=00 18
SXCEPTION VHEN OTHERS THEN NOLL.
16 P_Adj_Faculty_Contract_Date VE:
Creating the Workflow

N (11 | ITIC S [

Step 4: Build Multiple Workflows

» Build Scheduler Review Workflow

» Build Approver Workflow

Creating the Workflow
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® e tn e tomt_rte
ct_pavoty

Concat_Addr

Get_Contract_Data

oy

Interrupt

Get_Section_info

[Ehanges for version 1 are 1

lactivties whitefblue
lpctivties - a1 52000

Creating the Workflow
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Proceed

Update_Adjunct_table

Personal Email

<

No Personal Email

y

Creating the Workflow
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Nt Rescheduled

Action Needed (Doan)

Reschediied ®res)

Creating the Workflow
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Rose VP Dacision

Campus_avbrov

cerrupt Pres)

ction N (Pres)

Fschetute R (Pres)

Creating the Workflow
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I Step 5: Build Report }

» Adjunct Faculty Contract Status Report

Creating the Workflow
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‘ Step 5: Report l

$2 PimaCommuniyCollege e G

‘Adjunct Faculty Contract Status

Term- 241020 Spring 210

o [ e Ddiaion 1w 60 oy @7 e ok mn

W St POTLx Em Ei Oefidsdn Rwidy FamSE Db fnsi b o LT st 0 W
i 2

[ —— e z@ [ = T = e R st Egdecin

G st P Erp i cetsdn wwen rob W Ged ne owe w6 e st v
250 YT 140 N0 X hfrges 13 gt .
D]t G, St A1 e 30 mmy @k e [ figman  Ania [ Jowmoan
G gt P Em Emi crtsds uwon fhi W6 Gmm M6 Gws W D6 lew st 0b e
i
[ —— ey ol e 3Dy ) mcm ety ] —
ORN nmget PO ok Ewy Emoll CorfutSite  RelwDse Frafysel Db Censtit Dt e Vs Da Ll Fst Dt Ueero
i ~
4 to0E WAL b T W03 e G e 220w s sosh
Creating the Workfiow
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l y Contract Approval Workflow Flowchart |
Assign Adjunct VP of
Faculty to Class Instruction
Approval
Scheduler Campus l No Campus
Review President Approval <> President Approval
Faculty Contract -
A:)};)roval Emails to
President Approval Certification Office
& Adjunct Faculty
Dean Approval
Creating the Worktiow
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Assign Adjunct Faculty to Class

Banner ”

e ntiutonal  percentage  primary  Overrde
G seston  Subet  Couse  Secton  Coedn Sty e contics
A
i o =3 fox ’n/: [aw I =3 @ rj o)
Workdoad: [ 5605  percent Responsivity: [ 30 Generated credis: [ TITGREID  positon Number: <
Override workload: | weekly Contact: " [ zes _ Pasition Number SH
Calculated Warkload: | 3000 Tatal contact: [ 4103 contractType:  [ab () Additional tnstructors: |
AestamentType: W (2) ; ;
[z oo [aee FE ’T [ :n‘nn [0 @ r/j
workoad: 5505 percentRespansiblty: [ 100 Generated Credits; | 305305 Poshlon Number: 5
Calcuated Workload: [5G0 Total Contact [“5io9 conwectrype: [ AddionalTnstuctors:
Aesonment Types e (x) G ;
[ros7s. ox face e \n‘ [ so00 [ !n‘nn [100 w ‘G
workoad: 5505 percent Respansiblty: [ 100 Generated Credits; [ G565 Poshlon Number: :'
Override workioad: weekly aren “ 250 P [ Pasition Number Suffie:
Calculated Workload: | 50 Total Contact: [eres  comroctType: [0 (T Additional Instructors: [ |
Aosonmont Types e %) G ;
WARNING® Active acuy workioad ules not defined for i term 3
Recart 113 i i T Teoses
Creating the Workflow
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“ Adjunct Faculty Contract Approval Workflow Flowchart ”

VP of

Assign Adjunct

Faculty to Class Instruction

Approval

Scheduler l

: Campus No Campus
Review President Approval <> President Approval

Faculty Contract
Approval

Emails to
President Approval Certification Office
& Adjunct Faculty

Dean Approval

Creating the Workflow
a

From: PIMA_Automated@pima.edu

To: Wahl, Donald

Cac

Subject: Contract Review for Wahl, Donald (DAE 160, 201010, CRN 10299}

Adjunct Faculty Contract Review:
Faculty Name: Wahl, Donald
Course Prefix: DAE

Course Number: 160

CRN: 10299

TERM: 201010

Click here to view details and enter data in workflow

Creating the Workflow
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Worklist

2
iz Yok ey Cesmc
Rt Schedulor roviow for Campus Wost and Division C Health Related fome ZACRCOHCIN O
Profession for Donald Wahl Course: DAEL60 CRY: 10209
Raac,

Shou Reserved Items

1-Tof1 First ¢ Provious Nest o Loct G to pages T3]

et

Administration

ezt

Etapice Varage et

Creating the Workflow
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3o Scheduler Review

Facuity nformatien

Facuity e b, enals
Facuty 0
Pl £ adrass: p—

Porsonal Enall sdress
sciress

Phane Hono
Facuty Erpoyee Type: Adunct Faculy
Pasiton vanker wean
(e
e
Check Do [

canpus: st
Oiision .
oepartme: s

Load Hour Information—

Wwshl, Donald

DaC
150
Crtiram | nad Hoores 1
Entry Time Load: o.a0
Current Term Load .49
Current Term Section Count: 4

Praviaus Tarm | nad:
Pravious Tarm Saction Count: O

vour Internal Comments: |NEmE =i
=
Comments for Contract: |Nrm= =
=

* Scheduler Decision
@ Retresh (Far current anraliment caunt Aand Inad data)d
© spprowe (Set approval review date below)

C Stop (Stop the pr cliust in Bannsr s nesdsd)

[ Compiote |[ Save & Close | [ Cancel |

Creating the Workflow
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“ Adjunct Faculty Co ct Approval Workflow Flowchart ”

Assign Adjunct VP of
Faculty to Class Instruction
Approval
Scheduler l

- Campus No Campus
Review President Approval <> President Approval

Faculty Contract -
Approval Emails to
President Approval Certification Office

& Adjunct Faculty

Dean Approval

Creating the Workflow
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From: PIMA_Automated@pima.edu [mailto:PIMA_Automated@pima.edu]
Sent: Friday, January 22, 2010 2:06 PM

To: Wahl, Donald

Subject: Pima Adjunct Contract Approval Required

Congratulations! An adjunct faculty contract (Fall 2009, DAE 160, CRN 10299)

is ready for your review and approval. To approve your contract. follow these instructions

1) Click on the '@ Work' tab.

2) Click on "My Adjunct Contracts' in the 'Quick Links - @ Work' section.
3) Approve (or decline, if applicable) your contract.

4) Click the Submit button.

Pima Community College

Creating the Workflow
a7

Pima Community College S—

Creer i grades for the slectd CA¥

it Acadami Vistory Class st rom Pins Ragorts

adant Acsdemic prfie rom pims b

Creating the Workflow
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munity College.

searen [ Gl T

Adjunct Faculty Agreement

Name: onald Wen! ‘Assigned 10;

Contracts A0 Adinct Eaculty Omer . oz2rz0n0
Pt — RN 003

‘Work Phone: (520)206-4C1

a
Home Phone: ()617-

Vour contract is Ready.
Term RN Course Number  Course Tite Credit Hours Load Hours
201010 Fall 2009 10299 DAE 160 Orientation To Dental Car 1.00 1.00
Days Time. Dates Location
w 8:108m- 8:50am 08/26/09-12/20/09 West Campus:
Fund org Account suffix
000000 11 80313 111 )
Payment fective Payroll ID
$710.00 08/26/2009-12/20/2009 BW. ™ West
Enrollment Form Date

Received 06/06/2000

Certificate
Total Scheduled Workload: 4 Adjunct Faculty sections 9.49 load hours. Previous Term Faculty Workload:0 section l0ad hour
Comments: None:

i by the Instructor and the

read; The number of paydays and the first pay date are basad on expeditious processing of this agr o
College. T acknowledge that T have received ond had the opportunity to review the terms and conditions of smployment for sdjunet facuity and
further, that T agree to abide by them

1, Donald Wahi [Rzzepr ] my contract for 201010 and CRN 10299. [Subiel] [Cika

Select another CRN: [Grentation To Genta Cr 16235 3] @3]

Creating the Workflow
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Adjunct Faculty Contract Approval Workflow Flowchart ”

Assign Adjunct VP of
Faculty to Class Instruction

Approval

Scheduler Campus No Campus

" P
REYEY President Approval <> President Approval

Faculty Contract
Approval

Emails to
President Approval Certification Office
& Adjunct Faculty

Dean Approval

Creating the Workflow
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From: PIMA_Automated @pima.edu

To: Wahl, Donald

Ca

Subject: Contract Review for Wahl, Donald [DAE 160, Fall 2009, Div: 1HRP}

An adjunct faculty contract is pending vour review in Workflow:

Faculty Name: Wahl. Donald
Course Prefix: DAE

Course Number: 160

CRN: 10299

Term: Fall 2009
Div: 1HRP

Click here to view details and enter data into Workflow
Crating the Workdlow
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.

Gzt okt iy Caaad
Rt agprovalprocess for Campus West and Division WC Health Related s dean i | e 2
Professions for Donald Wah! Course; DAELGD CRY: 10299
Raady

User Prfile Show Reserved ltems

W s

L-toft Fist G Previoss Next 5 Last Goto page

i
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s Division Dean Review

Home

Fazuity Ifermtion

P
o Enai adevess: uopa s
Sersons! Emal addrsss:  Nane

st

==
Tcean A2 8TI0-£003
Phene: Noe

ployee Type s Faculy

Sosin tumer wcaor
-
F

il
* Orgarizrirs -
e

» aacount )
< sregran f—

Chack pistbtion: m
el payment: sr1000

Cowrss Infammation-

canpus: st
R
98

Creating the Workflow
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Faculty bl Dol
Subijuct =y

courss 150

course Loaa £

Entry Timo Load ERET

Currmnil Turen Load: 5. a0

Currmnil Turn Seolion Suants =

< termo oA

Brewious Term Sectiom Coomt

Sebiadular et

Curnrisnite from Schimdulur INU”H =
I |

Camments for Canteant T =
ol

Serar Ietbarrial Curnenernite: INU”H =
Ir - |

Tioision Desn Decimon
 Refrosh data before making o docision
 mevicw Later (sot date belowd
CApprovs

MU Approved CACLILN feodod - gl
ST o

Larrial Cornrmanils abiove

MNext Rewvisw Date

[22-Jmi-2070 02.02.17 i
ToEe CETERaST W aaSt St Sna ST el ¥5 TSISet ASteT

[ | [ S cinne | [Canea |
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From: PIMA_ du [ - du]
Sent: Friday, January 22, 2010 2:14 PM
To: Wahl, Denald
cc: wahl, Donald
Subject: Adjustments Needed - Adjunct Contract Wahl, Donald (DAE 160, 201010, CRN 102499)

The folowing adjunct faculty contract has not been approved. See comments below-

Faculty Name: Wahl, Donald
Course Prefix: DAE

Course Number: 160

CRN 10299

Term 201010

Comments from Contract: None
Comments from Div Dean: Cannot approve contract for this adjunct. Please remove from class
Comments from VP of Instruction: None

Comments from Campus President: None

Creating the Workflow
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“ Adjunct Faculty Contract Approval Workflow ”

Assign Adjunct VP of
Faculty to Class Instruction

Approval

Scheduler No Campus.
REYEY President Approval President Approval

]

Emailsto

Faculty Contract

Approval President Approval Certification Office

& Adjunct Faculty

Dean Approval

Creating the Workflow
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T r— s weaza0zu0 730
. e

All spprovilsreceived o process the Fllowing sdjunct Fculy contace

Facty Nunber

FialyName  Robert S
Posiion ceai
CommsceType: 4D

Conrscr Stan Date: 19JAN-10
Contrsct End Date: 04 MAY-10
BF

Payroll D

Course accon

caN: 90594

Totl Pay Amownt:  $2.13000

Fund. o101

o comvwE

Accaunt 0313

Do 1acce 4
Losd Hous:

Eotry Load Hourst*: 3

*Entry Load. Refirto

V- Co.wGELC by Nancy R, & Sylvia L e 020110

Comments fiom Contsee None
Comments rom Div Dean None
Comments fom VP of Instraction None.

Commeats rom Campus Prsicent None.

Creating the Workflow
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[[ Email to Adjunct Faculty — Final Approval ”

From: PIMA_Autonated@IMA U

To: Wizh, Donald

<9

Subjet: Approved Adjunct Faculty Contract

Congratulations! Your adjunct faculty contract (Fall 2009, DAE 160, CRN 10299) hes been approved. To view your contract

1) Click on the '@ Work tab
2) Click on My Adjuncr Contracts i the ‘Quick Links - @ Work'section

Pima Community College

Creating the Workflow
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Today's riorities. Tomarrow’s Possiiites.

Implementation and Training

Why Workflow is Faster Than You Are
Pima County Community College District

| Implementation |

Academic Term Crossover Issues

Establish Standards and Procedures

Determine Roles and Responsibilities

Establish First Responder Team & Support Procedures
—Add/maintain users and roles

—Support infrastructure

—Monitor production

« Train and Prepare Users

Implementation & Training




][ Training ]\

Specialized Training Format

< First Responder

« Campus Schedulers

« Campus Teams

« Campus Presidents

« Follow Up Advanced Training for Schedulers

Training Documentation
« Pima Adjunct Faculty Process
« FAQ

Implementation & Training

61

\I Training I\

Training Session Training Agendas:
Objectives: + Introductions

» Understand how Adjunct  Session objectives

Faculty process works - Project objectives

» Workflow overview and
* Learn how workflow works demonstration
» Adjunct Faculty process
» Understand employee’s overview
role in the process + Hands on training
» Miscellaneous items

T 10 | ITICRS P41

PIMA Adjunct Facully Process “cheat sheet”

1. Openemailsentfrom workflow
2. Click on the link 1o open work o

3 InganTn Workflow LSingyour Ranner Useri ngon and password

2. Auserwindow will appeardisplaying data

5. DataMUSTbe entered ineach tield precaded by an astarisk (¥} (scroll down to see all the data).

a. roap
b. Decision—Refresh, Review Later, Appr FinalApproval.
6. Optionally = enter comments as needed.
7. ©nce all the requirad fields have baen enterad, the user mustclickon one of the buttans on the hottam
of the form:

2. Complete—this indicates the user has completedthe work
b. Save & Close— This indicates the userhas started but not completed the work. The user's

' o The to the work on the worklistand click the
“Complete”
. Cancel—This clears all the F - Theuser andt
click the “complate” button when the workis complate.

e e workis

Implementation & Training
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Today's Priorites. Tomarrow's Possi

Lessons Learned

Why Workflow is Faster Than You Are
Pima County Community College District

| lessonsleamed |

» Be flexible and accept that changes will be inevitable

» Plan to have your consultant on after implementation

» Recognize that your BPA will not reveal everything

» Prepare for significant maintenance after implementation
» Have access to people that can make decisions

« |dentify and involve technically savvy staff up front

» Offer follow-up training on best practices

» Create a knowledge base of troubleshooting responses

Lessons Learned
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SUMMIT

Today's Prioriies. Tomarro

Summary

Why Workflow is Faster Than You Are
Pima County Community College District




\[ Summary |
* Project Administration
« Discovery/ BPA
« Design and Testing
« Communication
* Training

* Post-Implementation/Maintenance

Summary |
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Questions

* Please go to the nearest microphone to
ask your questions

* Please state your name and what
institution you are from

Questions

T 10 ITICRN T

| Contact Information |
*Barry Gillaspie bgillaspie@pima.edu
*Michael Tulino mtulino@pima.edu
*Don Wahl dwahl@pima.edu

«Craig Winters cwinters@pima.edu

For a copy of today’s presentation, download at:
www.pima.edu/admin/presentations

©2010 SunGard. Al ights raservec.
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Thank You!

Please complete the online
class evaluation form:

Session ID 0164




