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We are designing an online meeting scheduling program to help reduce the number of emails that must be exchanged within a group in order to agree on a meeting time.  Examples of this are a professor trying to schedule office hours around his or her personal schedule and students’ schedules, as well as small groups of students coordinating times to meet for class projects.  We are looking to understand users’ experiences with this problem and how they might like to see a solution.  

Background of Meeting Frequency and Habits:

1a.  Describe the typical process you use to coordinate meetings with others?  What forms of communication do you normally use to schedule your meetings? (ie email, phone, face to face, combination)
1b.  How often per week do you coordinate meetings with other people?  How often do you attend meetings coordinated by others?  Are there meetings that are coordinated as a group, without a lead?
1c.   With whom do you meet with during an average week?  (ie with students, TAs, professors, social meetings)

1d.  How many people are typically involved meetings for which you participated in the scheduling?  
1e.  If you use email to arrange meeting times, on average how many total emails does it take?
Existing challenges with meeting scheduling:

2a.  Do you experience problems, frustrations, or perceive any inefficiencies when participating in the scheduling of meeting times with a group of people?
2b.  If technology wasn’t an obstacle, how would you like those problems, if any, to be solved?

3a.  Have you run into the case where there isn’t a solution that works for all possible attendees?  What are some resolutions you have found to this problem?
3b.  About how many people were involved? 

3c.  How many could/couldn’t make it?
Meeting Protocol and Tools
4a.  How do you decide who makes the “final call” as to when and where the meeting will happen?  (For meetings where you are a scheduler and/or participant)
4b.  Once a meeting time is decided, do you or others ever change the time?  What was the process if you have had a meeting’s time change?

5a.  How do you keep track of your meeting schedules?  If you are using a calendar program (Outlook, PDA, etc), what do you like and dislike about it?
5b.  How often do you check your meeting schedule?
6.  How do you decide where to meet? (For both small and large meetings)
7.   Do you use eD?  Why or why not?  What improvements would you like to see in eD?

8a.   PROFESSORS: Describe the process you go through to schedule office hours

8b.   PROFESSORS: What would your ideal solution be to make office hours scheduling easier for you?


PRIVACY
*Preface with intro about calendaring

1.   Would you be willing to share any or all events on your calendar with others?  

2.   How about only with people you designate as for this specific purpose? 

3.   How about with all SIMS email accounts?  

4.   What if the events were not labeled (just grayed out blocks)

5.   What if they weren't attributed to you but were just grayed out blocks of time?  

PROPOSED SOLUTIONS
1.   Would you use a system where you had to manually enter blocks of time where you could not attend a meeting?  How about entering your preferred times for a meeting?
2.  When you are scheduling a meeting, is it faster for you to say when you can or when you can’t make the meeting?
3.   Would you prefer to enter blocks of time visually (like in Outlook), through drop-down options, or by typing in text?

4.   If you were offered a visual representation of a group of people’s availabilities, how would you want to receive it?  (ie in email, clicking on an email link, a bookmarked website)

5.   Would it be important to know people’s actual identities?

6.   If you have a visual representation, would you want to have ways of distinguishing between high/medium/low priority blocks of times within your group?  (ie high priority members HAVE to attend meeting, low priority members don’t)  How common are your meetings with mandatory vs. optional attendees?
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