Initial Interview Questions - Office Staff
Intro: We are doing research toward a possible office machines conservation program (computers, printers, fax, copiers, other machines).  We will do a pilot program this summer.  We’ll be looking for the participation of office managers, users and IS staff; we need to be aware of the issues each group sees with this, so we can design a reasonable program and provide the needed support.

1)  How many people are in your workgroup?  What is the function of the office?  

2) How much of the working day is typically spent in the office (as opposed to in the field, etc.)?  How much time is spent actively using the computer?

3)  Do you have a fax machine?  Is it an old thermal fax, or a plain-paper one (laser type or ink jet?)  Do you know if it is an Energy Star model, and whether it is set up to go into energy-saving “sleep” mode automatically?

4) What copy machines do you have there?  New or old?  How many people share them?  Is there one person designated to make sure they are maintained?  Do you know if they are set up for automatic power saving modes?

5) What other electrical devices are in the office?  Task lights (built into cubicles or user-supplied?  Fluorescent or incandescent?)  Fans, radios, refrigerators, coffee makers, hot plates, electric heaters?

6)  What computer applications do your people typically run?

7) What is the age of the computers?  The make(s)?  Are the machines mostly single-user?  Does nearly everyone have one?  Do people generally turn their computers off at the end of the day?  Do you see these machines going to “sleep” - screen blank, power indicator flashing or turning amber?

8)  Do you have a standard rolling upgrade practice?  Do you purchase the machines, or does IS staff do that?  What sort of standards are imposed?

9) Are there any central programs, such as nightly backups, which impose a schedule on your computer operations?  (e.g. Building Inspection’s daily 6pm shutdown for backups.)

10) How are the computers managed?  In-house staff, interdepartmental work order, contract?  If in-house: size of IS staff, how many machines do they handle, are they full time IS?

11) What are the procedures for installing new systems?  Are E* features enabled, disabled, left alone?  Routine maintenance (defrag, diagnostics)?

12) Have you encountered problems with Energy Star features?  Are you familiar with the different features (monitor shutdown, internal workstation features; BIOS setup, Windows controls)?

13) Do users typically alter their machines’ basic setup?  Do you see them enabling or disabling E* features? 

14) What would you need in order to get existing machines properly enabled, and to ensure that all new machines are set up enabled, as a normal operating procedure?  Would you anticipate cooperation from management?  From users?

15) Any other ideas or comments?

