CAPT Meeting Minutes
April 29, 2021
Via Zoom

Present: Jim Dohle, MJ Han, Ayla Kenfield, John Laskowski, Mary Laskowski, Michael Norman, Chris Prom, Kyle Rimkus, Tom Teper, Tracy Tolliver, Wendy Shelburne

Absent: Bill Mischo 

Notetaker: Wendy Wolter


Agenda and Minutes
Tom Teper opened the meeting asking for approval of the April agenda, and March minutes. Agenda and minutes unanimously approved. 

ILS System Migration Update – Michael Norman
· Upcoming downtime confirmed by Ex Libris for May 29-30, 2021.  Alma and Primo will be unavailable during this time.
· Looking at updating Alma/Primo training page.  Training and information sessions will be held in June, after HathiTrust ETAS disabled (June 13/14), to refresh staff.
· Coordinating updates needed by various people to disable HathiTrust ETAS, ie: catalog updates, Primo interface updates.
· Workflow for digitization requests is also being updated and will remain available.

Quarterly Working Group Reports
[bookmark: _gjdgxs]Search, Discovery, and Delivery – Bill Mischo
Bill was not available for this meeting.  This will be moved to next month’s agenda.

Web – John Laskowski
The Web Working Group met at the end of March to consider the outcomes of the UX survey we did for the new Employee Site Prototype. I’ve included the analysis we reviewed below. Based on that conversation we are proceeding with a three-pronged approach:
· Lisa Hinchliffe, Jenny Johnson, Helen Zhou, and Megean Osuchowski are working with me to finalize the overall design and structure of the Employee site. This includes finalizing the menu structures and expanding the scope of information to include Acquisitions, Cataloging, Circulation, and Collections.
·  Heather Murphy and Kate Lambaria will be working with me to address calendars writ-large across the Library site. We need a calendar solution that records staff and public events, eliminates the need to have multiple calendars, and presents the information in a useful and actionable way. 
· Laila Hussein Moustafa has volunteered to help me review and redesign our employee directory. The current directory relies on API calls to the point where it has become a technical solution to a human problem. We need to assess the use-needs of the directory from a variety of viewpoints and design a solution that utilizes data strings but not to the detriment of the tool itself. 
These three projects to not have to be completed prior to the launch of a new employee website. Only the issues related to the first project need to be resolved. The calendar and directory, to me, are value-added updates that can be added post-build. It should also be noted that this work does not necessarily have to interfere with any updates or redesigns to pages within the current Staff Site. I’m working with Susan Breakenridge to redesign the BHRSC pages currently as well as updating the Alma training pages.

I’d also like to announce that Bill Mischo is resigning his position on the Web Working Group. I’m incredibly indebted to Bill for all he’s brought to the working group. I leaned heavily on both his knowledge and reputation to get the WWG relaunched a few months after I was hired (also by Bill as acting Dean), and to encourage the library community to trust us with the Gateway. Thank you, Bill; we will miss you. 

Bill’s position on WWG was an appointed one which means filling his seat does not require us to issue a call for volunteers. Therefore, I’d like to nominate Michael Norman to take Bill’s spot. Michael is the natural choice. As the Discovery Services Librarian and ILS Coordinator, it’s essential to the success of our users that Michael’s work inform future web design and vice versa.  

Overview of Employee Site UX Survey
1. What are the top 5 items or tasks that bring you to the current employee site?
· Directory
· Units
· Who to ask?
· Employee responsibilities/expertise
· Org Chart (one more usable than the current one).
· Calendar
· Log-ins
· OTRS
· WordPress
· Alma
· Policies
· Committees
· Administrative tasks
· Vacation time
· Travel authorization
· IT
2. What content do you have trouble finding when browsing/searching the current site?
· Who to contact about specific questions
· HR/Business Office forms/documents
· Technical information for various systems
· Timesheets / login for time reporting
· Committee pages
· Tenure calendar
· In-depth organizational chart
· Unit heads
· Location of webinars
· Library Communications site
· Library style guides
3. The proposed menu across the pages on the prototype consists of Committees, Divisions, Policies & Procedures, Calendar, and Emergency Information. Please check the options you believe should be in the menu and/or suggest alternative options.
· 14/29 favor the proposed structure (48%)
· Other options that were recommended for inclusion:
· Directory
· Documentation
· Human Resources
· Facilities
· IT
· Collections
· Home
4. The idea behind the "I need to..." feature is to provide a quick list of links relevant to the majority of employees on a regular basis. Are there additional options you would suggest?
· JOYCE
· Instruction statistics database
· LibGuides
· Web Tools
· Desk Tracker
· Active Directory (editor)
· Library Directory (editor)
· Springshare
· Access to G/H drives
· Financial account access
· Library Office News
· Hire a new employee
· Submit medical leave
· Find my union steward
· Approve timesheets
· Complete a purchase order
· Library Wiki
· Student Application Database
5. The four expandable menus represent the services/units that support all employees: Administration, Business & Human Resources, Facilities, and Library IT. The links below each are only examples of what might be found there. What are your thoughts on this type of structure? Would it be helpful? Anything missing?
· Reconsider naming (Administration & Governance is particularly non-intuitive).
· Want a map of how all the various units integrate, like an org chart but more in-depth.
· General Collections and user services directed towards employees rather than patrons.
· Human Resources (The Business Office dominates the prototype)
· Acquisitions & Cataloging Services
· Collection Management Services
· Central Access Services
· Library Assessment
· Preservation Services
· Training
6. Would a centralized, employee-focused, library-wide calendar be valuable to you? Are there specific conditions that would make a calendar beneficial?
· Add filters to sort events by various categories
· Need to centralize and/or replace existing calendars
· Only list employee events
· Maybe connect the calendar with announcements to post reminders of upcoming events.
· Ability to output events to calendars
· Ability to switch view from a monthly to a weekly structure.
· Ability to search during a time frame
· Ability to hide recurring events
7. Do you feel an announcements feature would improve communication? Do you feel it would decrease e-mail, or simply be redundant to current procedures?
· Generally it’s a good idea but would not and should not replace any emails. The general consensus is that it’s a good kind of redundancy.
8. The three "cards" - currently labeled Alma, COVID-19, and Building Project - are meant to be links to topical issues in the Library. As new tools come to the library, etc., these would be replaced with more timely options. What are your thoughts?
· Favorable, but should be more noticeable. The current design doesn’t “pop.”
· Who determines what goes there?
· How will those area be found when their card is removed?
9. Please provide your comments on the layout of the Committees page.
· Probably takes up too much space with the descriptions. Something shorter or some kind of filter structure would help.
· Maybe make these panes collapsible like the new Libraries & Hours display.
· Like the filters of active, inactive, and charge completed.
· Can we separate taskforces from committees and display them separately?
10. Please provide your comments on the layout of the Divisions page.
· Suggestion to include the division coordinator in the description
11. Please provide your comments on the layout of the Policies/Procedures page.
· Search option is appreciated
· Need tags/categories for sorting
· Link to, or labels for, associated tasks
· Include author/owner column
12. Please provide your comments on the layout of the Calendar page.
· Switch to a seven day format.
13. Please provide your comments on the layout of the Emergency Information page.
· Include a search box
· Maybe relabel “policies and procedures” with something like “documentation” or “resources.”
· Make it as streamlined and mobile-functional as possible. It needs to be focused on “I’m having an emergency and need to address it immediately.”
14. Please provide any additional comments you have about the proposed redesign.
· “I’d like to see more emphasis on helping staff find documentation posted by another unit.”
· Love it being rebranded the “Employee Site”
· Maybe consider using the expandable topics as the menu and the menu options as the expandable panes on the homepage.
· John and the web team are researching Google Analytics 4 for implementation.  It is not a straight forward upgrade from the current version of Google Analytics.
· MJ and Ayla added that there is interest in Matomo as well.
· Tracy provided summary that the web team is investigating/installing Google Analytics v4 and digital exhibits group (Alex Dryden and Spencer Keralis) is installing Matomo on Omeka to get better exhibit level statistics.  We will be able to compare and contrast the two tools.
Web WG Membership Change – John Laskowski
The group agrees that Michael Norman would be a good replacement for Bill Mischo on the Web WG.  AUL’s will inform EC, and John L can update the working group website.

· Parking Lot Items-Review						
1. New Title List
2. Illinois Databank
3. Expertise Portal
4. Persistent Identifiers

Meeting adjourned at 2:10 p.m.

