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Background
● Started at the Bellevue School District as a Website Content Manager (Contractor) in 

May of 2018.

● Worked within the Communications department.

● The role supported:

○ Approximately 75 content owners and 150 content editors.

○ Technology related needs for the web content management system.

● Predecessor had been gone 2+ months, there was no documentation, no processes, 
and a large project backlog.



Step 1: Service Level Agreements (SLAs)



Step 2: Developed an Intake Process
Current Process: Emails from stakeholders

Team eventually wants to move to a project management system. IT department 
recommended their system, Samanage. Team was unsure of next steps.

My Recommendation: Before committing to a platform:

● We need more information about current workflows and organization culture.

● Understand and develop processes first, then find the right platform to support those 
processes.

● Agile Design Process: Start with a working prototype, iterate based on user 
experience.



2018 | Excel

Began with an Excel spreadsheet.

Captured the information that 
needed to be tracked (dates, 
content owners, URLs, etc.).

Added and removed columns 
based on web production user 
experience.

Preserved information for record 
retention compliance.

Provides elementary transparency.

ITERATION ONE



2019 | Excel

Added categories, ticket numbers, 
and time tracking.

Started associating network file 
folders with ticket numbers for 
better record retention compliance.

ITERATION TWO



Prototype Evaluation
Based on lessons learned, Samanage was not going to work for our team.

● It was great for intake and collaboration, a little too transparent.

● Culture of the BSD organization required constant priority adjustments.

● A lot of task blocking occured.

● Needed something that could support a more Kanban approach.

Logical next step: Procure a different intake and project management tool.

Challenge: Budget situation at BSD would not allow the purchase of a new tool. We instead 
needed to leverage existing tools.



2020 | Teams and Planner

Conversations and files housed 
in Teams.

Files stored in associated Teams 
SharePoint folder (created new 
channel each school year). 

Manual process with formatting 
documentation stored in a Wiki 
attached to the channel.

Leverage Teams search for 
usability and record retention 
compliance.

ITERATION THREE



Used Planner for Kanban project 
management.

Began experimenting with Power 
Automate for Task creation.

Ticket numbers connected 
Planner Tasks to Teams 
Conversations.

Added category tags for tracking 
purposes.

ITERATION THREE



Used Excel for effort management 
tracking.

Manual import process.

Used category tags for tracking 
purposes.

ITERATION THREE



2021 | Teams, Planner, Forms, 
Power Automate, and Power BI

Added an intake form.

District culture was very email 
focused. Tried to make the form as 
close to an email as possible 
(number of steps).

Added queries for common 
overlooked information (i.e. which 
page (URL) are you referring to?). 

ITERATION FOUR



Used (2) Power Automate Flows to 
automate the intake process.

Flow 1: Got the response details 
from the Form when submitted; 
Posted a new Teams conversation 
in the appropriate channel.

Flow 2: Fired when the new Teams 
conversation was added; It used 
the conversation data to create a 
new Task in Planner.

Rationale: Allowed for manual 
creation of tickets.

ITERATION FOUR



Added more transparency to the 
intake process by having the 
second Flow send an email to all 
members of the Communications 
Team.

ITERATION FOUR



Manually imported Planner task 
data into Power BI.

Communications and district 
leadership could easily quantify 
what I spent my time on.

ITERATION FOUR



Expand Microsoft Teams

Communicate directly with content 
owners via the related Teams 
conversation (Share to Outlook)

Integrate Microsoft Power Apps

Connect the Planner Production 
Queue to a web application that 
presented a transparent view of 
our current active projects.

FUTURE



Thank You


