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ANC Internal Phone & 
Employee Directory Update 



Overview 

 The original ANC internal phone directory (attachment A) was a static Excel spreadsheet 

that was updated at least once a month and could only be accessed through the myANC portal 

and downloaded for repeated use. In addition, Human Resources maintained a listing of all 

active ANC employee emails by faculty, staff, and faculty/staff in a separate spreadsheet only 

assessable through the portal and updated only once a month. Due to the need for up-to-date 

information at any given time and to make information available in one place, a new directory 

was created. 

 The new directory (attachment B) is an active document in Google Sheets that is 

continuously updated by Ms. Winford whenever someone is hired or has changed positions, 

and everyone can see changes in real-time. The link is available to all employees who have 

access to the Human Resources page on the myANC portal.  

Once the link is opened, then the user can bookmark the file to their browser 

bookmarks for quick access. The directory is still printable for anyone who would like a physical 

copy and they can print new versions of the spreadsheet whenever they like. In addition, the 

spreadsheet is set up to automatically update the faculty, staff, and faculty/staff email listings 

for those who need to do mass emails. There are “Read me” pages to assist those who would 

need help in using the file.  

 

 



Sustainability/Adaptability 

 This advancement in service allows for easier access and use of the ANC phone directory 

and for instant updates to all employees. This spreadsheet can be adapted to include additional 

information as needed. 

 

 

 

Input: 

Regina Winford, Fiscal Support Specialist/HR Assistant – 50% 

Jessica Tippy, Payroll Services Specialist – 50% 
     contributed to project under Administrative Specialist III, Academic Affairs position 
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