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Story:  
A Resident Assistant (RA) needs to create a request to schedule a “Program Event” that fits their learning 
goals.  

1. As a member of the RA Program Event Tracker team, they have access to the request form. 
2. Using the App (mobile or desktop), the RA opens the “Request Form” tab inside the Teams 

group. 
3. The first page grabs their CompID and starts the API StarRez query that defines the approval 

process chain star�ng with the Senior Resident (SR) which is then passed onto the Resident 
Life Coordinator (RLC) for the final approval. 

Opening the form: The view below shows the test welcome page. The current user is highlighted. (NOTE: 
The produc�on version will automa�cally enter the RA CompID as the current user and pull the related 
informa�on into the form allowing them to verify the info and con�nue to the form page.) 
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4. The RA con�nues by defining the requested informa�on shown below.  
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The [example] approval form is sent to the SR for approval.  

1. The SR will see the request via email or a Teams approval chat no�fica�on. 
a. Both email and chat have the link to the full request for review:  

i. Example chat no�fica�on (note the atachment link) 
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Example via email, I added the SR note. 
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Clicking on the Link opens the whole editable record in its Teams SharePoint form view. [ Example Link ] 

 

 

 

  

https://myuva.sharepoint.com/sites/HRLRAProgramEventTracker/Lists/RA%20Program%20Event%20Tracker/DispForm.aspx?ID=40&ContentTypeId=0x0100A45CE57B9C0C8B48B1D49AB833F9E49200FAFA5913E3645D4592DE61B012504291
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The RA receives email no�fica�on that the SR has approved event: 

  

 

That approval triggers another email to the leadership team for final approval. 

 

 

 

 

  



HRL ResLife Program Tracker Workflow 
 

 

 

 

The final approval no�fies the SR. It also triggers a To-do task in the Team. 

 

 

  



HRL ResLife Program Tracker Workflow 
 

The new event can be viewed under the Task tab in the teams group. 

Below are the “schedule” views of example events.  

Note the one in red is overdue and hasn’t been marked as completed. 

 

Example “Board” view of events. 

 Events can be configured for “buckets” or various metadata color coded tags and inserted 
automa�cally based on the RA’s selec�on, in this case, their learning goals.  
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Example of Planner/Task list view: 

 

Tasks can also be assigned to more than one person, automa�cally. The leadership contact could also be 
added to this event allowing them to expand the checklist or add any addi�onal informa�on. 
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The event is assigned to the RA’s (or any other member, possibly the SR’s) personal to-do task list in 
viewed in Outlook.  

  

M365 Outlook view of the To Do list. 
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Email no�fica�ons of upcoming Event tasks or late and have not been closed or mark completed. 
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Items can be added to the SharePoint record at any �me. Specific comments can be directed @ 
individuals for each unique record within the Team.  See screenshot below… 

 

 


