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Why This Matters

Operational consistency across campuses does not happen by accident. It
requires deliberate decisions about devices, service models, and workflows,
especially as infrastructure planning timelines lock in long-term outcomes.

Education leaders are not just managing isolated environments. They are
responsible for ensuring that systems perform reliably across every campus,
department, and administrative function.

Yet in many districts and institutions:

o Devices vary widely from campus to campus

o Service expectations are inconsistent

» Records processes remain manual or fragmented
» IT teams are overloaded with reactive tickets

These are not isolated issues. They scale.

What feels like a small inconsistency at one location becomes operational
friction across the entire organization.

This checklist is designed to help you identify where those gaps exist, how they
impact your operations, and where alignment is needed before infrastructure
decisions are finalized.
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How to Use
This Checklist

Use this as a working document with your IT,
operations, and administrative stakeholders.

For each section:

» Evaluate your current state honestly
« Identify inconsistencies across campuses
e Note areas where standardization or process improvement is needed
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Device
Standardization

What to Evaluate

Device inconsistency is one of the most common and overlooked drivers of
operational inefficiency.

When campuses operate on different equipment standards,
it introduces complexity in:

» Support and maintenance
o User experience

o Supply management

« Security and compliance

Checklist

Inventory & Alignment
[J Do all campuses operate on a defined set of approved devices?

(] Are there significant variations in device models, manufacturers, or
capabilities?

[ Is there visibility into where each device is located and how it is being
used?

proven |'!j provenIT.com (& 708.614.1770



https://provenit.com/
https://provenit.com/
https://provenit.com/
tel:+17086141770

Checklist, cont.

User Experience

[ Do staff and faculty have a consistent experience when printing or
scanning across campuses?

[J Are there differences in functionality that create confusion or
workarounds?

Lifecycle Management
[ Is there a standardized approach to device replacement and upgrades?

[J Are some campuses operating on outdated equipment while others are
not?

Supply & Cost Control
[J Are supplies (toner, maintenance kits) standardized across devices?

[J Are supply ordering processes centralized or handled inconsistently by
campus?

RED FLAGS

Multiple device brands with no strategic alignment
Frequent user complaints tied to specific campuses
Difficulty forecasting supply needs

Increased IT time spent troubleshooting device-
specific issues
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Service
Response
Consistency

What to Evaluate

Service inconsistency creates downstream issues for both IT and end users.
When expectations vary by campus, it becomes difficult to maintain trust
and predictability.

Checklist

Service Level Expectations

[ Are there clearly defined service level agreements (SLAs) for response
and resolution?

[J Are those SLAs consistent across all campuses?

Response Time
[ Do some campuses receive faster service than others?

[J Are response times tracked and measured consistently?
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Checklist, cont.

Support Model
[J Is support centralized or handled differently by location?

[J Are service requests routed through a standardized system?

Communications
[J Are users informed of service status updates consistently?

[J Do different campuses experience different levels of communication
during issues?

RED FLAGS

No visibility into service performance across campuses
Inconsistent escalation paths

Users bypassing IT due to lack of confidence in
response times

Reactive service instead of predictable, structured
support
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03 Worktiows

What to Evaluate

Print and document workflows sit at the center of administrative operations.
When they are inconsistent or manual, they create hidden inefficiencies
across departments.

Checklist

Process Standardization

(J Are document workflows standardized across campuses and
departments?

[J Do similar tasks get handled differently depending on location?

Manual vs Automated

() Where are staff still relying on manual steps (printing, scanning,
rekeying data)?

(] Are there opportunities to automate document routing or storage?
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Checklist, cont.

Access & Security

[J Are there consistent policies for document access, storage, and
retention?

(] Are sensitive records handled the same way across campuses?

Integration

[J Do print and scan workflows integrate with core systems (SIS, ERP,
records management)?

(] Are there gaps requiring manual intervention or duplicate entry?

RED FLAGS

Staff creating workarounds to complete routine tasks
Duplicate processes across departments

Delays in accessing critical records

Compliance risks due to inconsistent handling of
documents
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O 4 IT Ticket
Pressure Points

What to Evaluate

Many IT teams underestimate how much time is spent on print and
document-related issues.

These tickets rarely stand out individually, but collectively they drain
resources that should be focused on higher-value initiatives.

Checklist

Volume & Visibility

[ Do you track how many IT tickets are related to print, scan, or document
workflows?

[J Is that data segmented by campus or department?

Common Issues
(J Are there recurring issues tied to specific devices or locations?

[J Are tickets primarily reactive rather than preventative?
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Checklist, cont.

Time Allocation

[J How much time is spent resolving print-related issues vs strategic IT
priorities?

(] Are highly skilled IT staff handling low-complexity issues?

Root Cause Analysis

[J Are underlying causes identified and addressed, or just resolved case-
by-case?

(] Are recurring issues tied to device inconsistency or workflow gaps?

| RED FLAGS

High volume of low-complexity tickets

No clear understanding of where IT time is going
Repeated issues across campuses

IT team unable to focus on strategic initiatives
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What This
Tells You

If you identified inconsistencies in multiple areas, you are not alone.

These issues are common across education environments because:

Systems evolve campus by campus

Procurement happens at different times

IT teams are forced into reactive support models

Operational planning often lags behind infrastructure decisions

The challenge is not just fixing individual problems.
It is aligning operations across the entire organization.
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Why Time Matters

Once infrastructure decisions are finalized, flexibility becomes limited:

e Contracts are locked in

e Procurement rules restrict changes

e Adjusting workflows becomes more complex

» Operational inefficiencies become long-term challenges

Addressing print, scan, and document workflows early ensures they align with
broader infrastructure planning, not work against it.

Next Steps

If this checklist surfaced gaps or inconsistencies, the next step is to quantify
and prioritize them.

Use this assessment alongside your IT and operations teams to:

» ldentify the highest-impact areas for improvement
e Understand where standardization will drive efficiency
 Align operational decisions with upcoming infrastructure planning

| want to assess where our campus operations are inconsistent
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