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Problem Statement

• There are only a few instructions sheets for the 

processes for Right-of-Way, and they are 

scattered throughout sub files on a shared 

server. Right-of-Way has a higher attrition rate 

and several of the current staff will be retiring 

within a few years. New employees will need 

training on the systems and an easily accessed 

source of information.



Project Overview

• Provide a manual and instructions for the Project 

Management software program and centralize 

current guides, manuals and instructions in a 

single, easily accessed location. 



Tools Used

• Microsoft Word and Access

• Adobe Acrobat



Improvements

• Centralized and easily accessed location for all 

the information. 

• All Right-of-Way staff informed of the location 

increasing visibility. 



Project Outcomes

• Identified, found and centralized more guides, 

manuals and instructions than was previously 

known. 

• Wrote a comprehensive manual for the daily 

utilized Project Management software including 

examples of commonly used reports, forms and 

documents. 



Centralized collection of guides and lists. 25 were found and 

collected. 

Project Outcomes - Centralize



Project Outcomes - Centralize

• Every file in shared directory was 

manually searched for guides, charts or 

instruction documents. 

• Right-of-Way staff was asked to provide 

any missing information they had saved 

into the central file. 
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Project Outcomes - Manual

• The manual went through five revisions and 

editing. 

• Dana tested each step 2-3 times and suggested 

edits such as adding screenshots and 

arrangement of information.

• Serena reviewed for formatting and suggested a 

layout change. 

• Michelle reviewed and edited grammar and 

recommended a descriptive title page. 



Future Items

• Write instructions for processes in MUNIS. 

• Eliminate guides for obsolete software. 

• Verify all information reflects current polices and 

practices. 


