AGI Workspaces Frequently Asked Questions (FAQ)

General Workspace Information 
1. What is an AGI Workspace?   
An AGI (Abt Global Intranet) Workspace is an online space where teams can collaborate with one another on shared deliverables, find expertise on relevant topics, discuss new ideas and organize their efforts through shared team calendars, shared tasks and key project announcements.  

2. What can a workspace do for me?  
An AGI Workspace enables people to collaborate on projects, proposals, or other general topics of interest regardless of where they are located.  AGI Workspaces organize discussions, documents, staff, and knowledge around specific topics, making it easier to find what you need.   No more scrolling through emails!

3. Do I have to use a workspace?  
No, the use of workspaces is not mandatory.  We do encourage you to take advantage of the efficiency and flexibility workspaces offer for collaboration and easy online access.  Try it out -imagine your files being available no matter where you are located across the globe!

4. What will happen to the shared drive and personal drive I use now to store documents?  
The shared and personal drives are not going away.  They will continue to exist as content is migrated into the workspaces.  The migration of documents to new workspaces will be done so that it is a seamless transition for users.  

5. How do I determine which documents should move to my new AGI Workspace?  
Initially, consider what information you would like to share with others and how current and relevant the documents are to your work.  AGI Workspaces provide users a unique opportunity to revolutionize the way they organize, save and share documents.  This topic will be discussed during training sessions to provide more assistance.  Please keep in mind that sensitive information (see Question 8) or large data sets (see Question 10) should not be stored in an AGI Workspace.  Please contact IRM (IRM@abtassoc.com) if you have questions on managing sensitive information and data.

6. Will my current documents be migrated into my workspace? 
You will select the documents to be migrated to your workspace.  To determine what should be migrated, please refer to Question #5.  

7. Will IT help move documents to the workspace or is this something I will do?  
During the setup process, IT will help you evaluate your storage needs and options.  IT will also assist you with migrating existing documents, as appropriate, to your new AGI Workspace.  For assistance with this process, please contact IT Service Center (ITServiceCenter@abtassoc.com).


Sensitive Data
8. How will sensitive data be treated?  Are there special policies and/or procedures that address storing this information on AGI?  
You should continue to use ACE2 as the primary location for all SAS, STATA or sensitive data sets.  AGI Workspaces are not intended to store Personally Identifiable Information (PII) or Protected Health Information (PHI).  Examples include:  identifiers, recruitment lists, secondary data sets, social security numbers and any HIPAA information.  If you have questions about sensitive data storage, refer to the Information Security Incident Identification and Response Policy in the AGI Policy Library or contact IRM (IRM@abtassoc.com) for assistance.

9. What if someone on my project team accidentally saves sensitive information to the workspace? 
If someone accidentally saves sensitive information to the workspace, immediately contact IRM (IRM@abtassoc.com) or the IT Service Center (ITServiceCenter@abtassoc.com) for assistance.

10. How will large data sets or files be managed?  Are there special policies and/or procedures that address storing large amounts of information on an AGI Workspace?   
Currently, AGI Workspaces are not designed to store large files (defined as over 2GB in size).  Similar to Question #8, you should continue to use ACE2 (for sensitive data) or the shared drive as the primary storage location for large data sets and files.  

11. If some data cannot be migrated to my workspace, where will it be stored?  
Data can continue to be stored on the shared drive or on ACE2.  If you need help determining if your data can be moved to an AGI Workspace, please contact IRM (IRM@abtassoc.com) or the IT Service Center (ITServiceCenter@abtassoc.com).

Getting Started with AGI Workspaces

12. What is the rollout schedule for new AGI Workspaces?
[bookmark: _GoBack]The AGI Workspace rollout will begin in January for project and proposals, prioritized by the PM Solutions Team.  During this process, we will determine the team’s needs, set up their new workspace and provide training to help everyone get off to a fast start on realizing the benefits of their AGI Workspace.  From January through March, 6-8 new workspaces will be launched each month with priority given to project and proposal workspace requests.   
 
13. How do I use a workspace?
You can access your AGI Workspace online through AGI and use your workspace to support proposal and project work by sharing information, knowledge and expertise with your colleagues.  AGI Workspace training will help you make the most of collaborating via your workspace.  Try it out!

14. How do I get a workspace?
The first step is to submit a request.  An AGI Workspace online request form will be available on AGI in January.  Until the request form is ready, please email Tom Dale (tom_dale@abtassoc.com) to indicate your interest in an AGI Workspace.  



15. How long does it take to set up a workspace?  
Once your completed request form has been submitted, the process of setting-up the workspace, configuring it for your needs and training your team should take approximately two weeks.

16. How do I invite other people to my workspace?  
All you need to do is submit a request to the IT Service Center at (ITServiceCenter@abtassoc.com).

17. How will I know when my workspace is available for use? 
You will receive an email to welcome you to your new AGI Workspace when it is ready.

18. How will I be notified of news, updates or status changes in my workspace?  
Within the AGI Workspace, you can set customized alerts to notify you when something has changed.  This functionality will be covered in training.

19. Can I invite someone from outside of Abt Associates to a workspace?  
This functionality is not part of the initial rollout, but is being considered for implementation in the future.
Using AGI Workspaces/Training
20. Who is in charge of my workspace?  
Each workspace will need at least one person to serve as an administrator.  Persons filling this role will receive specialized training to enable them to answer questions, make changes when needed and maintain the usability and security of their team’s workspace.

21. How can I grant someone access to my workspace?  
You submit a request to the IT Service Center at (ITServiceCenter@abtassoc.com).  Be sure to include the name of your AGI Workspace and the names of the people to be added.

22. What resources are available to me about workspaces?  
IT will conduct in-person training and a variety of resources will be available on AGI to users, including: online documentation and a video library.  

23. Will workspace training be offered?  
Yes, training is being developed and resources created to provide comprehensive support for AGI Workspace users.  In-person training will be offered and on-demand resources will be available on AGI for easy reference.

24. Will charge time be provided for workspace training and for data/file migration?  
Yes, a charge code will be given for both training time and for time required for the movement of data/files to new AGI Workspaces through the initial rollout from January through March, 2014.

25. If I encounter a problem, what should I do? 
Please submit a ticket to ITSC (ITServiceCenter@abtassoc.com) if you encounter a problem.  We have a dedicated support team for the workspaces to ensure you receive prompt and specific responses to your needs.

26. I have a question about how to use a workspace.  Where should I go for answers?  
AGI Workspace training and support materials will be easily accessible on AGI.  For additional assistance, just contact the IT Service Center at (ITServiceCenter@abtassoc.com) and a member of the AGI Workspace Support Team will be happy to help you.

27. What happens if AGI is unavailable?  
AGI is a robust and reliable system for supporting the work we do.  Although unlikely, if AGI is unavailable, a back-up AGI system will be used to ensure business continuity with minimal disruption.  During any service disruption, the IT Service Center will monitor system status and keep users informed as to progress and resolution.

28. How secure is AGI?  
AGI is designed to meet the same security level as the rest of the Abt Enterprise systems, such as the shared network drives.  
