HRL ResLife Program Tracker Workflow

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

1. Asamember 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 ComplD and starts the API StarRez query that defines the approval
process chain starting 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 production version will automatically enter the RA ComplD as the current user and pull the related
information into the form allowing them to verify the info and continue to the form page.)

HOUSING@RESIDENCELIFE I

CURRENT USER: Michael Cvetanovich

Only Resident Assistants can submit requests. Verify your approval routes to your
SR & RLC by entering your CompID below and pushing the submit button.

Example RA ComplDs: nh4tap eew6nx krz8rt

Enter RA ComplD:
nh4tap Remove any blank spaces Submit RA CompID

RA_Assignment:
Shannon-228-A

RA_Name:
Holquist, Nicholas (nh4tap)

SR ComplD:
frm2axx

SR_Assignment:
Shannon-123-A

SR Name:
Rillo Montini, Felipe (frm2axx)

RLC ComplID:
zeb3yc

RLC Name:
Sundie, Kate (zeb3yc)

If everything looks correct continue to the Event Request form.
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4. The RA continues by defining the requested information shown below.

RA Program Event Request Form

©

Provide your event information and submit form for your SR for approval.

Program Event Name

EstimateTurnout

EventStart
E§ 00 V00 v
EventEnd
00 v i 00 v
Building
Find items N
Learning Goals
Find items v

Brief description of how this relates to the learning goal.

Association

List Items Needed

Estimated Cost

SUBMIT
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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 notification.
a. Both email and chat have the link to the full request for review:
i. Example chat notification (note the attachment link)

G’/ Approvals
Approval reguest details

Please review: Taylor Swift CD Reveiw Party

Cwvetanovich, Michael D (mdcBp) at 2023-06-15T13:20:312

* Attachments

Taylor Swift CD Reveiw Party

https:/fmyuva.sharepoint.com/site...

Requested

Pending response
Cwvetanovich, Michael D (mdcp)

Requested by
Cwetanovich, Michael D (mdc&p) 6/15/2023 11:39:21 AM

Comments

SR approves this evenﬂ

More actions ~~
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Example via email, | added the SR note.

Please review: Taylor Swift CD Reveiw Party

. . . . . Re Reply All
Microsoft Power Automate <flow-norep microsoft.com:=

Cwetanovich, Michael D (mdc8p)

If there are problems with how this message is ayed, click here to view it in a web browser.
Click here to download pictures, To help prote y, Qutlook prevented automatic download of some pictures in this message.

|@| Approvals | Power Automate

Please review: Taylor Swift CD Reveiw Party
Requested by Cvetanovich, Michael D (mdc8p) <michael@virginiz.edu>

)zte Created  Thursday, June 15, 2023 11:39 AM
Taylor Swift CD Reveiw Party

Cvetanovich, Michael D (mdc8p) at Thursday, June 15, 2023 1:20 PM GMT

Approve Reject

Approve

Comments

5R approves this event|

Get the Power Automate app to receive push notifications and grant ap

message was crested by a flow in Power Automate. Do not reply. Micro
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Clicking on the Link opens the whole editable record in its Teams SharePoint form view. [ Example Link ]

@ UNIVERSITYVIRGINIA  SharePoint 2 Search this list

0 Home & Edital
<] Corversations
N ) ) . .
HRL RA Pro... » RA Progra... Taylor Swift CD Reveiw Party
Documents
(]
) B2 Program Event Name
Shared with us
] Tayior Swift CD) Reveiw Party
Motebook
=] £, RAName
Pages Cvetanovich, Michael D {mdc8p)
&) . —
RA Program Event Tracker Date of Event
6/24/2023
Site contents
SR Name
Recycle bin
Cvetanovich, Michael D {mdcap)
Edit

B Association

The Pop Music Lovers Association

5 Leaming Goals

Community Engagement

= Brief description of how this relates to the learning goal.

Sodal issue awareness through the song lyrics of Taylor Swift

= List tems Needed

Cd Player, drinks

0 Estimated Cost
20
& Building

Cauthen

B Attachments

Add or remave attachments

= Apply label

Choose a label



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 notification that the SR has approved event:

ltem: Taylor Swift CD Reveiw Party approved

% Cvetanovich, Michael D (mdc8p)

- To @ Cvetanovich, Michael D (mdcBp) Thu &/

This message was sent with Low importance,

Your request for Taylor Swift CD Reveiw Party has been approved by Cvetanovich, Michael D (mdc8p). Comments (if any): SR approves this event

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

Taylor Swift CD Reveiw Party

. : _ : Re Reply Al | — Forward |
Microsoft Power Automate I-NOre nicrosoft.com=

MP To * Cvetanovich, Michael D (mdcgp) Thu 6/15/21

®
If there are problems with how this message is display ick here to view it in a web browser,
Click here to download pictures. To help protect your privacy, Cutlook prevented automatic download of some pictures in this message.

|@| Approvals | Power Automate

Taylor Swift CD Reveiw Party

Reqguested by Cvetanovich, Michael D (mdc8p) <michael@virginia.edus>

Thursday, June 15, 2023 11:49 AM
Taylor Swift CD Reveiw Party

michael@virginia.edu

Get the Power Automate spp to receive push notifications and grant approvals frol

message was created by a flow in Power Automate. Do not reply. Micro
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The final approval notifies the SR. It also triggers a To-do task in the Team.

G"/ Approvals
Approval request details

Approved

Taylor Swift CD Reveiw Party

michael@virginia.edu

* Attachments

Taylor Swift CD Reveiw Party
https:/myuva.sharepoint.com/site...

* Final status: Approved

Approved by
Cvetanovich, Michael D (mdcBp) 6/15/2023 11:55:24 AM

Final approval

Requested by
Cvetanovich, Michael D (mdcB8p) B6/15/2023 11:4%:52 AM

Save as PDF
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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.

< > June2023 v

Sunday Monday
4 5

1" 12

18 19

25 26

g
General Fosts Files  Staff Notebook
.

20

27

Reflect

Tuesday Wednesday

14

Test Event Nam...

21

28

Request Form  Event SharePoint List  Tasks -

+

Hide future recurring tasks (@ )

Thursday Friday
1 2
8 9
135 16
Ice Cream Social
22 23
Taylor Swift CD Re...
29 30

Group by Bucket

5}

Filter List ~ Board

Unscheduled tasks

Week Month
Saturday
3
10
17
24

+

Add task

To do

Completed

0 Meet

Charts

Schedule

Example “Board” view of events.

Events can be configured for “buckets” or various metadata color coded tags and inserted

automatically based on the RA’s selection, in this case, their learning goals.

’ General Posts Files Staff Notebook Reflect REQUEST FORM Calendar/Tasks

To do

+  Add task

(O Event Request Test WTH
21
(O Test Event Name 2

@ 21

Community Engagement

+ Add task

(O Program Event Test request

21

Event SharePoint List

Personal Development

+  Add task

Personal Dev

(O TEST 500
21

©

Group by Bucket ~ Filter ~

Diversity

+ Add task

Diversity

(O Taylor Swift CD Review Party

21

List

Board

(5 O Meet ~
Charts Schedule

Add new bucket
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Example of Planner/Task list view:

» General Posts Files StaffNotebook Reflect REQUESTFORM Calendar/Tasks v Event SharePoint List + O O Meet ~
Al Active v Filter ~ M Board  Charts  Schedule

Task title Assigned to Priority  Due Bucket |

+  Addatask

O Event Request Test WTH 218 @ cvetanovich, Michael . To do

O Test Event Name 2 e 218 @ Cvetanovich, Michael .. To do

(O  Program Event Test request @210 @ Cvetanovich, Michael ... iz Community Enga...

O TEST 500 D218 @ cvetanovich, Michael .. Personal Develop...

O Taylor Swift CD Review Party 0218 @ cvetanovich, Michael . Diversity

Tasks can also be assigned to more than one person, automatically. The leadership contact could also be
added to this event allowing them to expand the checklist or add any additional information.

¥ T IS N S

Tasks

O Taylor Swift CD Reveiw Party

Last changed 13 minutes ago by you

é’e 0 Cvetanovich, Michael D (mdc8p)

{J) Add label
Bucket Progress Priority

To do v (O Not started v e  Medium ~
Start date Due date Repeat

06/23/2023 06/23,/2023 2 Does not repeat v
Notes

Type a description or add notes here

Checklist

(O Add an item
Attachments

Add attachment

Comments

Type your message here
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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.

#  ToDo

List and manage your tasks.

M365 Outlook view of the To Do list.

= Planned
Q- My Day 1
O P-u:lc a task
7 Important
Q @
Planned 5
o . Earlier 2
o Assignad to me 4
E Flagged email 537 Today
QJ Tasks y Test Event Name w Planner Task
~ S My Day » Tasks « & Today
4+ New list [P Sat, Jun 17 to Wed, Jun 21

Y lce Cream Social

Ly

Tasks « & Due Sat, June

Later 1

~  Taylor 5wift CD Reveiw Party

e — c -5 4
dsKSs * E Lue sat, June 24
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Email notifications of upcoming Event tasks or late and have not been closed or mark completed.

You have late tasks

©

MO Microsoft on behalf of your organization <noreply@planner.o
To Cvetanovich, Michael D (mdc8p)

Hi Michael. You have 5 tasks due.

ﬁ You have late tasks

Taylor Swift CD Review Pa

In the plan Tasks linked to i@ HRL RA Program Event Tracker » General

6/23/2022 7 days late

Test Event Name 2

In the plan Tasks linked to ﬁ HRL RA Program Event Tracker » General

6/24/2023 6 days late

Event Request Test WTH
In the plan Tasks linked to ﬁ HRL RA Program Event Tracker » General

6/29/2023 1 day late

@ You have a task due today

TEST 500

In the plan Tasks linked to ﬁ HRL RA Program Event Tracker > General

6/30/2023

ﬁ You have an upcoming task
Program Event Test request

In the plan Tasks linked to ﬁ HRL RA Program Event Tracker = General
7/2/2023  Duein 2 days

View tasks in % Microsoft To Do or -Microsoft Planner

To change your notification settings, go to Planner for web, choose the settings button in the top right, and
then select Notifications. Learn more.

You are receiving this email because you have subscribed to Microsoft Office 365.
Privacy Statement.

Microsoft Corporation, One Microsoft Way, Redmond, WA 98052 USA

B Microsoft
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Items can be added to the SharePoint record at any time. Specific comments can be directed @

individuals for each unique record within the Team. See screenshot below...

RA Program Event Tracker

. General FPosts Files Staff Notebook Reflect Request Form '~ Event SharePoint List ~+  Tasks +
£

+ New = editingridview 122 Share [ Integrate &> Open in SharePoint

& Editall @ Copy link

Taylor Swift CD Reveiw Party

Program Event Name

Taylor Swift CD Reveiw Party

£ RA Name

Cvetanovich, Michael D (mdc8p)
[ Date of Event

06/24/2023

£, SR Name

Cvetanovich, Michael D (mdc8p)

= Association

The Pop Music Lovers Association

i Learning Goals

Community Engagement

= Brief description of how this relates to the learning goal.

Social issue awareness through the song lyrics of Taylor Swift.

= Listltems Needed

Cd Player, drinks

$€ Estimated Cost

) O Meet  ~

= All ltems Y @

By X

Comments ~

@Cvetanovich, Michael D (mdc8p)

Mike, will the attendee's be able to listen to
anything else or must it ALL be Taylor Swift?

=

Be the first one to add a comment




