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Greenbrier County Schools

Approach to Using Power
Automate

* Ashlee Thompson (abthompi@stu.ki2.wv.us)

* Rylee Norman (rlnormai@stu.ki2.wv.us)

Introductions
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Where We Were

* Non-User Friendly

* Lacking in integrating Al

* Overwhelming for Employees
* Lack of Customer Support
WAVAUE

Wanted the

Change
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Benefits

* Microsoft is free through WVDE for all 55 counties
* WVDE has long term contract with Microsoft

* All employees are assigned a Microsoft account when

hired

* HIPAA, SIPA and FERPA compliant
* Integration of multiple Microsoft platforms
* Microsoft is customizable for your county's needs

* Approvers have easy access through Outlook email or

Microsoft Teams

* User friendly

What We Use
Automate For

* Streamline flow of information
* Automatically merge data into an Excel format

* Makes forms and requests more user friendly for

employees

* Decrease in wait time of approved or denied forms

* Embedded approval hierarchy (forms go where they

need to go automatically)

* Invoice approvals

* Microsoft Al displays relevant questions based on

previous answers
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‘

Greenbrier County Online Forms

. ion for ional Absence Form

* B

* Carryover Non-Work Day Form
N eW F r S + Change of Address Form
‘ ’ I I I + Coach/TIS Daily Log

udgetTransfer Form

* Continuing Education for School Service Personnel Form

« DayWithout Pay Form

« Employee Accident Report Form

Extra Contract Days Form

* Extra Duty Aide Monthly Timesheet Form

« FieldTrip Application Form

* Fund-Raiser Request Form
« MissedTime Punch Report Form

* Monthly Absence Report (Formerly Monthly Work Report-
BOE)

 Monthly School Financial Statement Form

* Personal Leave Request Form
* Personnel Evaluation Form

. i D Sessions Form

« Pupil/Teacher Ratio Form

* Purchase Requisition Form

+ School Selection Commi fon Form

« Technology. Questionnaire

Timeout for Applause Form
« Travel Reimbursement
* Work Report

= 3.Step Pavroll Increase Form (for Math and Special Education

© Westem Greenbrie Middle
O white sulphur Elementary
© bus Gorage

Change of Address © 6 oottt

© Haienance offce

Hi, Ashlee. When you submit this form, the owner will see your name and email address. 5. Position *
* Required O #rofessional
O senvice:
1.Name *
6. New Address *

e

Enter your answer

2.Date *
7.0ty *

‘ Please Input date (M/d/yyyy) | ener v

8.State *
3. Employee Number *

[

‘ The value must be a number

9.7ip*

4. Place of Employment *

E——

() Alderson Elementary

() Crichton Elementary 10. Phone Number *

(O Eastem Greenbrier Middle ‘ ‘The value must be a number

(O Frankford Elementary

() Greenbrier East High 9.Zip*

() Greenbrier West High ‘
The value must be @ number

O Lewisburg Elementary
Rainelle Elementa;
o i 10. Phone Number *

() Ronceverte Elementary
rr—

(O Rupert Elementary

) ment Flamantans
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9. Invoice (Non-anonymous question @) *

T Upload file

File number limit: 10 Single file size limit: 100MB  Alliowed file types: Word Excel PPTPDF Image Video Audio

Invoice

[J computer

[0 Mobile

Approvals —

) send me an email receipt of my responses

* Main access point of approvals

Microsoft Teams Q search

Approvals  Received Sent

Microsoft Teams

Approvals Approvals

Adchasior Request title Status Created

Approvals Received Work Report Approval Request Requested 10/13/2021, 1:18:48 PM
Work Report Approval Request Approved 10/8/2021, 2:46:04 PM
Pupil/Teacher Ratio Approval Request  Approved 10/5/2021, 8:01:20 AM
Day Without Pay Approval Request Approved 107472021, 231:32 PM
Monthly Absence Report Approval Requ  Approved 10/4/2021, 1:49:23 PM
Work Report Approval Request Approved 107472021, 10:51:48 AM
Pupil/Teacher Ratio Approval Request  Approved 107472021, 10:33:11 AM
Pupil/Teacher Ratio Approval Request  Approved 107472021, 10:32:55 AM

New approval request

7 Filter WV Department of Education (Upgrade)

sentby
@© Chistopher Foley
@ Molly Hileman
@ Jessica Baker
(-]
@ es0n Stevart
@ ratricia defibaugh

© U sy
@ Lo sy

ichelle Bland

Sentto
@ Kosandra McClung
@ Kosandra McClung
@ Kosandra McClung
@ Kosandra Mcclung
@ Kosandra Mcclung
@ Kosandra Mcclung
@ Kosandra Mcclung

@ casandra McCluna
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Approvals Sent

— - @
. Approvals  Received  Sent + New approval request

= Y Filter WV Department of Education (Upgrade)

Approvals Approvals

Adobe Sign Request itle: Status Created Sent by Sent to
Personal Leave Approval Request Rejected 9/17/2021, 8:52:00 AM @ Kasandra McClung @ Kasandra McClung
Monthly Absence Report Approval Requ  Approved 9/14/2021, 7:13:08 AM @ Kasandra McClung @ April Byars
Travel Reimbursement Approval Request ~ Approved 9/13/2021, 3:18:00 PM @ Kasandra McClung @ Debra Fogus
Travel Reimbursement Approval Request ~ Approved 9/13/2021, 3:17:02 PM @ Kasandra McClung @ Deborah McClintic
Travel Reimbursement Approval Request ~ Approved 9/13/2021, 2:56:53 PM @ Kasandra McClung e Jeanne Childers
Monthly Absence Report Approval Requ  Approved 9/10/2021, 10:56:45 AM @ Kasandra McClung @ David McClure
3 Step Payroll Increase Approval Reques!  Approved 9/2/2021, 3:20:13 PM @ Kasandra McClung @ Douglas Clemons
3 Step Payroll Increase Approval Request ~ Approved 9/2/2021, 3:08:41 PM @ Kasandra McClung @ Andrea Stewart

Microsoft Teams Q, Search

Approvals
Approval request details
Personal Leave Approval Request

Name: Kasandra (Test)

Date: 2021-09-17

Place of Employment: GCS Board of Education
Number of Days Claimed: 1

FROM Date: 2021-09-17

TO Date: 2021-09-17

Memo: Test

Email: kasandra.mcclung@k12.wv.us
Time: 9/17/2021 12:51:51 PM

Final status: Rejected

@ Rejected by
Kasandra McClung Mon at 1:26 PM

Requested by
Kasandra McClung Sep 17
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Behind the
Scenes
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S Preview @ Theme

-

Settings

Who can fill out this form
Anyone can respond @

© Only people in my organization can respond

Internal and Record name
Exte rna I ("] One response per person

O Specific people in my organization can

F o r m s respond

Options for responses
Accept responses
D Start date
D End date
Shuffle questions

D Show progress bar

[71 Cuictamize thank v maeseans -

* All form approvers are linked to a master Excel sheet,
making change in personnel and routing simple to
change

Excel Employees for Automate - Saved P Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Help

AR S r— ey S Bwepten i)
=

It] = =
M t G Pt g BIUDeME-G-A- B Megesicenter~ | § - % 9 9 4f | Corder
a S e r Unds | Ciipbosrd Fant Alignment Number
614 o A&
Spreadsheet — : c o e mem .
1 2 Email H Posion ] |
2 DO NOT EDIT THIS COLUMN
3 Kasandra McCl kasandra meclung@k12 wv.us Professional
< Berigan senvce
5 JeHBryant
6 Nancy WY.US
7 DovaMcd cse0
8 Anendance Office Secretary
L] ug Clemons. Director of Personnel
10
11 Kelley Henthorn WV U i
12 Ann Smith it Director of Elementary Education
13 Allyson Carr acarr @K1 i Principal of Achi
14 |vicey Cine Technalogy. 1 —1
15 us tion/Maintenance
16 | 2. W us School Nurse:
17 artha.snider @2, LPN Schoal
18 Debbie McClintic
18 Nancy Hanna nhanna@k12 wiu Director of Prex
2 Coordinator of Operations
% e R e
T

=  GCS Board of Education  Principals  Secretaries  Site Coordinators  Athletic  +
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Future

Possibilities

* We plan to reach out to Microsoft in furthering the
capability of Microsoft forms.

* Online Employment Applications
* GPS locations with buttons (to clock in and out)

* Possible app on mobile devices

?  (GF)

O Specific people in my organization can -
respond

Options for responses
Accept responses
Start date

‘ 10/13/2021 B l ‘ 300PM v ‘

End date

‘ 10/13/2021 B ‘ 3M5PM v ‘

Shuffle questions
D Show progress bar

D Customize thank you message

Response receipts
Allow receipt of responses after submission

D Get email notification of each response
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Contact

Information

* Ashlee Thompson (abthompi@stu.k12.wv.us)

* Rylee Norman (rlnormai@stu.k12.wv.us)

10



