ETS Systems Communication Matrix
Please note: Planned system outages do not include time taken for weekly routine maintenance.
	Communication Need
	Stakeholders
	Communication Method
	Communication
Trigger
	Responsible Party

	Blackboard

Planned System Outage

Frequency: At least two weeks in advance
	Faculty and students

Faculty administration

ETS staff
	Targeted e-mail alert

Blackboard announcement

Moodycaster
	Message from Blackboard system admin
	Instructional Support and Communication Specialist

	Blackboard

Unplanned System Outage

Frequency: As soon as possible
	Faculty and students

Faculty administration

ETS staff
	Targeted e-mail alert
	Message from Blackboard system admin
	Instructional Support and Communication Specialist

	Horizon

Planned System Outage

Frequency: At least two weeks in advance
	Faculty and students

Faculty administration

ETS staff
	Targeted e-mail alert

Moodycaster
	Message from Horizon system admin
	Instructional Support and Communication Specialist

	Horizon

Unplanned System Outage

Frequency: As soon as possible
	Faculty and students

Faculty administration

ETS staff
	Targeted e-mail alert
	Message from Horizon system admin
	Instructional Support and Communication Specialist

	Internet Access

Planned System Outage

Frequency: At least one week in advance
	Faculty and students
Faculty administration
Education branch
ETS staff
	theDaily (PR)

Moodycaster (PR)

Targeted e-mail alert (ISCS to faculty and students)
	Message from Information Systems via ETS Support Center Manager
	Public Relations

Instructional Support and Communication Specialist

	Internet Access

Unplanned System Outage

Frequency: As soon as possible
	Faculty and students
Faculty administration
Education branch
ETS staff
	Targeted e-mail alert
	Message from Information Systems via ETS Support Center Manager
	Instructional Support and Communication Specialist

	Communication Need
	Stakeholders
	Communication Method
	Communication Trigger
	Responsible Party

	PeopleSoft Campus Solutions

Planned System Outage

Frequency: At least one week in advance
	Faculty and students
Faculty administration
Education branch
ETS staff
	theDaily (PR)

Moodycaster (PR)

Targeted e-mail alert (ISCS to faculty and students)
	Message from Information Systems via ETS Support Center Manager
	Public Relations

Instructional Support and Communication Specialist

	PeopleSoft Campus Solutions

Unplanned System Outage

Frequency: As soon as possible
	Faculty and students
Faculty administration
Education branch
ETS staff
	Targeted e-mail alert
	Message from Information Systems via ETS Support Center Manager
	Instructional Support and Communication Specialist

	my.moody.edu

Planned System Outage

Frequency: At least one week in advance
	Faculty and students
Faculty administration
Education branch
ETS staff
	theDaily (PR)

Moodycaster (PR)

Targeted e-mail alert (ISCS to faculty and students)
	Message from Information Systems via ETS Support Center Manager
	Public Relations

Instructional Support and Communication Specialist

	my.moody.edu

Unplanned System Outage

Frequency: As soon as possible
	Faculty and students
Faculty administration
Education branch
ETS staff
	Targeted e-mail alert
	Message from Information Systems via ETS Support Center Manager
	Instructional Support and Communication Specialist

	Exchange Server

Planned System Outage

Frequency: At least one week in advance
	Faculty
Faculty administration
Education branch
ETS staff
	theDaily (PR)

Moodycaster (PR)

Targeted e-mail alert (ISCS to faculty and students)
	Message from Information Systems via ETS Support Center Manager
	Public Relations

Instructional Support and Communication Specialist

	Exchange Server

Unplanned System Outage

Frequency: As soon as possible
	Faculty
Faculty administration
Education branch
ETS staff
	Targeted e-mail alert
	Message from Information Systems via ETS Support Center Manager
	Instructional Support and Communication Specialist
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	Communication Need
	Stakeholders
	Communication Method
	Communication
Trigger
	Responsible Party

	Sun E-mail Server

Planned System Outage

Frequency: At least one week in advance
	Students

Student Administration

ETS staff
	Moodycaster (PR)

Targeted e-mail alert (ISCS to faculty and students)
	Message from Information Systems via ETS Support Center Manager
	Public Relations

Instructional Support and Communication Specialist

	Sun E-mail Server

Unplanned System Outage

Frequency: As soon as possible
	Students

Student Administration

ETS staff
	Targeted e-mail alert
	Message from Information Systems via ETS Support Center Manager
	Instructional Support and Communication Specialist

	Central VPN

Planned System Outage

Frequency: At least one week in advance
	Faculty
Faculty administration
Education branch
ETS staff
	theDaily (PR)

Targeted e-mail alert (ISCS to faculty and students)
	Message from Information Systems via ETS Support Center Manager
	Public Relations

Instructional Support and Communication Specialist

	Central VPN

Unplanned System Outage

Frequency: As soon as possible
	Faculty
Faculty administration
Education branch
ETS staff
	Targeted e-mail alert
	Message from Information Systems via ETS Support Center Manager
	Instructional Support and Communication Specialist

	Wireless Access

Planned System Outage

Frequency: At least one week in advance
	Faculty and students
Faculty administration
Education branch
ETS staff
	theDaily (PR)

Moodycaster (PR)

Targeted e-mail alert (ISCS to faculty and students)
	Message from Information Systems via ETS Support Center Manager
	Public Relations

Instructional Support and Communication Specialist

	Wireless Access

Unplanned System Outage

Frequency: As soon as possible
	Faculty and students
Faculty administration
Education branch
ETS staff
	Targeted e-mail alert
	Message from Information Systems via ETS Support Center Manager
	Instructional Support and Communication Specialist



	Communication Need
	Stakeholders
	Communication Method
	Communication Trigger
	Responsible Party

	Campus Cable System

Planned System Outage

Frequency: At least one week in advance
	Entire Moody community
	theDaily

Moodycaster

	Message from Technical Services Supervisor
	Instructional Support and Communication Specialist

	Campus Cable System

Unplanned System Outage

Frequency: As soon as possible
	Entire Moody community
	E-mail alert
	Message from Technical Services Supervisor
	Instructional Support and Communication Specialist

	Campus Background Music System

Planned System Outage

Frequency: At least one week in advance
	Entire Moody community
	theDaily

Moodycaster
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Targeted e-mail alert to key stakeholders
	Message from Technical Services Supervisor
	Instructional Support and Communication Specialist

	Campus Background Music System

Unplanned System Outage

Frequency: As soon as possible
	Entire Moody community
	E-mail alert

Targeted e-mail alert to key stakeholders
	Message from Technical Services Supervisor
	Instructional Support and Communication Specialist

	Faculty Computer Labs

Upgrades and changes

Frequency: At least one month in advance
	Faculty

Faculty Administration

ETS Staff
	Targeted e-mail alert

Notice in faculty meeting flyer
	Message from Application/ Hardware Analyst
	Instructional Support and Communication Specialist

	Student Computer Labs

Upgrades and changes

Frequency: At least one month in advance
	Students

Student Administration

ETS staff 

	Targeted e-mail alert

Moodycaster
	Message from Application/ Hardware Analyst
	Instructional Support and Communication Specialist



	Communication Need
	Stakeholders
	Communication Method
	Communication Trigger
	Responsible Party

	Faculty Computers

Upgrades and changes

Frequency: At least six months in advance
	Faculty

Faculty Administration

ETS Staff
	Targeted e-mail alert

Notice in faculty meeting flyer
	Message from Application/ Hardware Analyst
	Instructional Support and Communication Specialist

	Faculty Software

Upgrades and changes

Frequency: At least three months in advance
	Faculty

Faculty Administration

ETS Staff
	Targeted e-mail alert

Notice in faculty meeting flyer
	Message from Application/ Hardware Analyst
	Instructional Support and Communication Specialist

	Smart Classrooms 

Upgrades and changes

Frequency: At least three months in advance
	Faculty

Faculty Administration

ETS Staff
	Targeted e-mail alert

Notice in faculty meeting flyer
	Message from Technical Services Supervisor
	Instructional Support and Communication Specialist

	Preaching/Speech classrooms

Upgrades and changes

Frequency: At least two months in advance
	Faculty

Faculty Administration

ETS Staff
	Targeted e-mail alert

Notice in faculty meeting flyer
	Message from Technical Services Supervisor
	Instructional Support and Communication Specialist

	Sweeting Studios

Upgrades and policies

Frequency: For changes, at least two months in advance; otherwise, see ETS Website
	Communication faculty

Communication students

ETS Staff
	Targeted e-mail alert

ETS Website
	Message from Technical Services Supervisor
	Instructional Support and Communication Specialist

	ETS Equipment

Equipment list; checkout and rental policies

Frequency: For changes, at least two months in advance; otherwise, see ETS Website
	Entire Moody community
	E-mail alert

Moodycaster

theDaily

ETS Website
	Message from ETS Support Center Manager
	Instructional Support and Communication Specialist

ETS Service Desk Technician



	Communication Need
	Stakeholders
	Communication Method
	Communication Trigger
	Responsible Party

	Event and Production Services

Availability, charges, and policies

Frequency: See ETS Website
	Entire Moody community
	ETS Website
	Message from Audio/Visual Specialist or Video Production Specialist
	Instructional Support and Communication Specialist

ETS Service Desk Technician

	ETS Printers

Usage, charges, and policies

Frequency: For changes, at least two months in advance; otherwise, see ETS Website
	Faculty and students
	Targeted e-mail

Moodycaster

ETS Website
	Message from ETS Support Center Manager
	Instructional Support and Communication Specialist

ETS Service Desk Technician

	Media for Sale

Media list and prices

Frequency: See ETS website
	Faculty and students
	ETS website
	Message from ETS Support Center Manager
	Instructional Support and Communication Specialist

ETS Service Desk Technician



