U1: Work Model

General physical inbox
(uses as to do list.

Filing system in alpha

order where she puts
Prism - ordering

Sticky Notes as

Sometimes has priority
over email when has

Email mail box - uses
as to-do list
- has to type in dlists

print outs for back up
- notates some
printout, esp.

system

reminders

travel reimbusemet b/c
takes amonth to

purchase requests

Web form
(requesting

for SDM

- keeping track of purchases

related reques

-mail, phone, walk-ins

Facilities Management room changes
like hanging / Send
pics) email to >
Manager Upit
to remlpd andlenxgomputer problems
of meeting
Private line e Add e¥ents to calend
transferred. Has to get
somegmré from other office Set up msgting wi
d answer computer manager; ckeck his
Manager availabilt

problem.

ct me remotely to
m home”

SDM Faculty & staff

process.)
Telecom - Print a y just in case
Goes to Telecom web
site via Upitt.edu to Web
enter port request form
(port
request) Call to clarify request
U1
Email with - outsource problems to other Fill out business
ticket depts. card request as Graphics Dept
number - handle service requests paper. >
- interface with other depts. Graphics Dept.
- only authorized purchaser in sends back
dept.
- purchasing, receiving inventory
Handle sity-wide/



