	
	
	



	Office of Web and Digital Services 
Weekly Report  

	WDS SALT Agenda Items

	
· Preparation for Ministers Conference – 4-day conference starting - June 1st 
· Promotion for Hampton Jazz & Music Festival  - June 27-29
· Working with Infrastructure Technology on Single Sign on Access for DocuSign
· Working with Digital Transformation on Webserver Migration to Cloud


	Important actions/activities since the last staff meeting?

	
· Commencement and Alumni Reunion - (Commencement Livestreamed)
· Facilitated GoDaddy Access for Hampton Proton - (Restored Mailbox and Site)
· Added SharePoint Site for Sponsored Programs (Dept of Research)
· Completed performance evaluations for Web and Digital Services team
· Updated list of all Current Web and Digital Services Projects


	Important actions/activities that will take place in the upcoming week?

	
· Continue the process for Server Migration to MS Cloud Hosting (WDS Webservers)
· Preparation of assets for Ministers Conference Preparation and Promotion (June 1-5th)
· Continuing Document Conversion and DocuSign Training
· Follow-up with DocuSign Support and Infrastructure Services for DocuSign SSO
· Continued testing of online mobile and external access for HamptonU Experience


	Actions that AVP/IT needs to take to support your area (barriers)?

	

	Requests?  (Professional Development)

	
· Elementor Professional Development Training - https://elementor.com/care/services/


	Questions for peer team managers?

	

	Meetings attended during the past week (vendors/other departments):

	· SALT Team Weekly Meeting / Weeky Web and Digital Services Meeting
· Meeting with Marketing Brand Council 
· Meeting with Ministers Conference Committee




Upcoming Items

· Complete process to transfer Hyper-V Servers to Hyper-V Cloud with Microsoft
· Publish DocuSign Template for Purchase Requisitions / Small Purchase Voucher
· Coordinate with Dr. Glenda Evans with: Workforce Development Enterprise Site
· Research and Publish Employee Directory Tile for HamptonU Experience
· Completion of JP Morgan Chase Grant Application Process – Follow up Call
Completed Actions -    Web and Digital Services History 1st Half of 2025

· Streaming for Commencement – This Weekend – Mother's Day – May 11th
· Facilitated GoDaddy Access for Hampton Proton - (Restored Mailbox)
· Completed performance evaluations for Web and Digital Services team
· Added SharePoint Site for Sponsored Programs (Dept of Research)
· Alumni Reunion and Commencement - (Commencement Livestreamed)
· Meeting to review Website Redesign Strategy and Timeline – home.hamptonu.edu
· Meeting to review and discuss Communication Strategy for HamptonU Experience Rollout
· Updated site for Financial Aid – Removed broken links, updated page designs
· Reviewed and corrected all broken links on primary website – home.hamptonu.edu  
· Performed Audit of Primary Website (removing ex-employees and inactive vendors)
· Created website to host HU News posts (previously sent via HU News email)
· Livestreamed State of the Media Event on Hamptonu.edu
· Compiled Stats / Website Audit for (Terms of interest) - University Relations / Marketing
· Apr 23 – Streamed Online - State of the Media Event- 
· Research Symposium – Successfully Completed
· Corrected issue with Broken Sites (Museum/ Library) on Primary Web Server
· Met with DocuSign to review SSO capability and strategy for implementation
· Met with Vendors Regrading Monsido Alternatives(s) and Quotes (Site Accessibility Tool)
· Registration and Online Promotion for Research Science Symposium
· Day of Giving Event - $$$ Raised during Funding Drive
· HU Student Elections completed and tallied (Using Microsoft Forms)
· Assisted School of Nursing with Website Changes and Updates (Accreditation)
· Developed Content for Day of Giving, Marching Force, State of the Media Public Form
· Created DocuSign Template for Purchase Requisitions 
· Met with Debra M. Hardin to review SPV and Purchase Requisition Form for DocuSign
· Ellucian HamptonU Experience - approved and published on Apple and Google App Store
· Live-Streamed Honors Day ceremony online
· Drafted Communication Strategy to Promote HamptonU Experience
· Compiled List of DocuSign Training Participants and New HU DocuSign Templates
· Completed WDS Student Enrollment Meeting / Workflow Documentation
· New Student Enrollment Process Documentation Created
· Submitted new build of HamptonU Experience to Google App Store
· Implemented Registration form for HU Farmers Market
· Online DocuSign “Leave Application Form” now approved and posted.
· Created Registration form for HU Farmers Market
· Developing Template to Demonstrate SharePoint Notifications when collaborating
· Applicant Selected for Web and Digital Services Jr. Web Developer Position
· Presentation to Admin Council on capabilities of DocuSign
· Links to Common DoIT Documents button added to DoIT SharePoint
· Updated OAR (Operations, Analysis, and Research) Branding of Website / Dashboards
· DocuSign Leave Form with Human Resources (Adopted and Approved)
· Billboard Repair – Daktronics Technician Arrived and Diagnosed – All Now Working as expected
· Modified  DocuSign Leave Form  with Human Resources (Approved)
· Conducting Final Interviews – Jr Web Developer Position
· Started The HamptonU Experience - Soft Launch 
· Further Development of AI Chatbot for Hampton University
· Created Shared Leave Request Form  Template in DocuSign for HR Leave Requests
· Creating SharePoint DoIT HUB  Site  - (Combining Separate DoIT Depts)
· Updates to DoIT Homepage on website (DocuSign Training, HamptonU Experience, MFA)
· Met with EAP to discuss start of “Pilot Phase” for HamptonU experience. 
· Updating School of Nursing Site for Accreditation requirements
· Media Productions SharePoint Link for documenting on-campus displays 
· Completed Web and Digital Services Performance Evaluations
· Moved HU Experience to Production Environment - (Enter Pilot Phase -Prep for Soft Launch) 
· Met with Graduate College to Discuss DocuSign Implementation
· Met with Jamarcus King (Contractor at VWIEC) to plan for upcoming changes
· Reviewed DocuSign Signature mailbox strategy with Nancy – ITS (Infrastructure Svcs)
· Created Online Leave Request Form for Development and Testing
· Met with Career Center to review promotion of upcoming Job Fair 
· Review current website and new marketing presence – Workforce Enterprise 
· Conducted DocuSign Introductory Training (Virtual) - Wednesday Feb 26th at 2PM
· New DocuSign Training Notification with new link to avoid access issues.
· Published updated HamptonU Experience to Apple and Google App Stores
· Repaired Daktronics Highway Sign Camera Diagnostics and Repair – Account Connectivity
· Audited active WordPress user admin accounts – Removing user access
· Submitted Purchase Requestion for Aquia Pro “Website Review Tool” formerly “Monsido”
· Posted HU-News Notification – DocuSign /Training Signup Announcement
· Conducted DocuSign Virtual Training Scheduled for Faculty/Staff
· Submitted Mobile Apps for Ellucian HamptonU Experience and Unifyed to Google and Apple 
· Published Ellucian HamptonU Experience to Apple Store (TestFlight) for review 
· Published Mobile app HamptonUniversity  (on Unifyed) to Google Play Store 
· Published Mobile app HamptonUniversity  (on Unifyed) published to Apple Store
· Updated online form for  Registration WRHLI Highschool Summit
· Updated Site for Hampton University international Office
· Updated Site for Liberal Arts School of Music


History
· Web and Digital Services History 1st Half 2024 
· Web and Digital Services History 2nd Half 2024



Milestones
· ALL website content was migrated to newly developed WordPress Multi-Site platform providing the ability to provide enhanced capabilities in developing enhanced designs.  
· Multiple new tools researched and developed to create online applications  (alternatives to the crashed ColdFusion Platform), Event Registrations, Online Payments, Job postings, and Online Store capabilities are some examples) 
·  Website Google Search  - confined tool to locally hosted pages, removing the previous generic google search engine with ads.
· [bookmark: _Int_ONRGoHj1]Implemented periodic scanning of entire website by acquiring a Website Accessibility Checking tool (Monsido / Aquia Pro) to check Misspellings, Broken Links, and Seach Engine Optimization.
· Established Bi-weekly meeting to review Status of incoming Ticketing Requests and..
· Creation of project tracking spreadsheet to track status of longer-term projects
· Established and Maintained New Hampton University SharePoint Environment
· DOIT Hub Site for Individual Departments
· Naming convention and Default Hampton University Themed Templates 
· Deployed DocuSign and training for Hampton University Faculty / Staff
· Leave Request Form
· Applicant Decision Letter
· Applicant Response to Offer of Admission
· Internship & Cooperative Education Program Approval Form
· A variety of other employee forms as requested
· Development and Publication of Ellucian HamptonU Experience Content and Tiles
· Offering online Access to Training Courses (Banner, Canvas, and DocuSign)
· Created  HU News Archive –  to Archive  HUNEWs Messages 
	
	
	



