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Agenda (Pacific)

Time Topic

8:00 a.m. Welcome and agenda

8:05 a.m. Leveraging the Group Admin
Cynthia Boon, Customer Success Manager, Adobe Workfront

8:25 a.m. Group Admin Spotlight: Mayo Clinic
Kathy McLaughlin & Brittney Timm, Operations Specialists and Workfront Group Administrators, Mayo Clinic Alix School of Medicine

8:45 a.m. Presenter Q&A

8:55 a.m. Wrap-up and next steps



Leveraging the Group Admins

§ How to determine when it’s time to add group administration

§ Common roles and responsibilities
§ Best practices for defining standard practices across groups

§ Examples of what to document and how to communicate changes
§ How Group Admins can be an advocate and champion for their teams
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We asked…

37%
35%

22%

6%

Not yet, but we'd like to Yes I'm not sure No, and we have no plans to

Are you already leveraging Group Admins?
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A structured approach to group hierarchy allows you to create, manage, and organize all your departments 
in one instance of Workfront, while remaining flexible enough for those teams to customize and manage 
the unique way they work, from branding to project preferences.

Enterprise Controls

Focus on Departmental Needs

Team Approach

Appointing group administrators who can perform some administrative functions for their own groups in Workfront 
helps balance the load when it comes to updating and maintaining the system.

Everyone in the company can share a single instance but departments can be administered separately, controlling 
their own settings, templates, workflows, and users at the group level.

What is Group Administration?
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The Role of the System Admin

Full control requires full responsibility Group Admin allows Sys Admins time to focus



© 2021 Adobe. All Rights Reserved. Adobe Confidential.

Is Group Admin functionality good for everyone?

Is your organization just starting with 
Workfront? Perfect opportunity to “build it 
so they will come.”

Been a customer for years and have 
some “leftovers” from implementation? 
Perfect opportunity to find your friends 
and get organized.

Already organized but looking to expand? 
Perfect opportunity to show other 
departments what is possible.

Strong Start Optimization Expansion
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Establishing Trust

The Struggle is Real

§ How do you share control?

§ How does it feel to lose access 
if you’re going from a Sys 
Admin to a Group Admin?

§ What is the best way to build a 
collaborative team?
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The Benefits…

Leaning into the Group Admin approach provides 
strength and support to help navigate the rough seas: 

§ Adoption Support

§ System Training

§ Consistency & Visibility

§ Department & System Experts

§ New Feature Functionality Testing
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Strength in Partnerships

Look for skills that will support your vision:

§ Seeks opportunities to collaborate

§ Communicates clearly and often

§ Enjoys experimenting with systems

§ Values team accomplishments

§ Welcomes mistakes as learning opportunities

§ Demonstrates an appetite for change
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The Challenge

What are the Rules of Engagement

§ Finding the right team

§ Mapping it out

§ Assigning the names

§ Communicating often

§ Testing together
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The Paperwork 

Why document?

§ Set expectations

§ Ensure consistency

§ Track great ideas

§ Just in case…
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Group Admin Functionality

The steps can be straightforward – consider the following steps:

1. Map out your groups

2. Find your Group Admins

3. Determine their roles

4. Identify shared tasks

5. Obtain buy-in

6. Create your Access Level

7. Start assignments

8. Manage memberships, 
objects, tools, and 
preferences Note! For every step include space for testing and communication, adjusting as needed.
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Many hands make light work.  Engaging others that are passionate about Workfront can 
absolutely benefit you and your teams.

Teamwork makes the dream work

Measure twice – cut once

Documentation is fun
Take the time to communicate your vision and expectations.  Your new Group Admin team can help with 
documenting department specific processes, naming conventions, and even their favorite features of Workfront.

Work with your Group Admins to determine roles and tasks, then map out your next steps.  Your 
roadmap will help guide you through the Group Admin steps.

Key Takeaways



©2022 Mayo Foundation for Medical Education and Research  |  slide-15

MAYO CLINIC EDUCATION 
GROUP ADMINISTRATORS
Kathy McLaughlin
Operations Specialist – Mayo Clinic - MN

Workfront Group Administration Webinar
5/11/2022

Brittney Timm
Operations Specialist – Mayo Clinic - ARZ
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Kathy McLaughlin, MEd
• Operations Specialist within the 

Mayo Clinic Alix School of 
Medicine – Minnesota campus

• WF Group Admin – August 2019

• Spends most weekends exploring 
the local county and state parks

Brittney Timm, MS
• Operations Specialist within the 

Mayo Clinic Alix School of 
Medicine – Arizona campus

• WF Group Admin – August 2019

• Loves spending time taking 
macro and close-up photos 

MEET THE GROUP ADMINS
A BIT ABOUT US
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• One System Admin
• Group Admins in each Department
• Number of Group Admins dependent on 

department structure
• Typically, a primary and backup group 

admin

Education
Education 

System Admin

IMPLEMENTATION TO OPERATIONS
OUR WORKFRONT STRUCTURE
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• Consist of 5 teams
• Admissions
• Academic Affairs
• Student Affairs
• Faculty Affairs
• Administration

• Three campuses
• Arizona
• Florida
• Minnesota

• Group Admins
• Arizona
• Florida
• Minnesota

MEDICAL SCHOOL STRUCTURE
HOW WE ARE ORGANIZED
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IMPLEMENTATION TO OPERATIONS
OUR JOURNEY

• Our department was an early adopter

• Implementation = Get it Done
• Learn Workfront
• Decide where to begin
• Who to involve from each team

Organized Chaos
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OPERATIONS
NOW WHAT?

System Admin vs. Group Admin
• Who does what?
• How to keep the implementation moving?

• How to drive adoption?



©2022 Mayo Foundation for Medical Education and Research  |  slide-21

OPERATIONS – SYSTEM ADMIN
SYSTEM ADMIN VS. GROUP ADMIN

System Admin
Provide overall support, guidance, and 
workflow management
Establish roles and responsibilities
Establish best practices
On-board departments/ new group admins
Core team meetings
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OPERATIONS – SYSTEM ADMIN
SYSTEM ADMIN VS. GROUP ADMIN

System Admin Group Admin
Provide overall support, guidance, and 
workflow management

Provide overall support, guidance, and 
workflow management

Establish roles and responsibilities Establish roles and responsibilities
Establish best practices Establish best practices
On-board departments/ new group admins On-board new users/partner with existing users
Core team meetings Promote Workfront



©2022 Mayo Foundation for Medical Education and Research  |  slide-23

Expectations of Roles
Keep the momentum going!  

EXAMPLES
ROLES AND RESPONSIBILITIES
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Guides and documents to help build

EXAMPLES
BEST PRACTICES
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Getting Started guide

SharePoint of learning resources

EXAMPLES
ON-BOARDING AND PARTNERING
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EXAMPLES
PROMOTING WORKFRONT

• Weekly newsletter

• Acknowledge the change
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DEAR SYSTEM ADMIN
WHAT A GROUP ADMIN WANTS YOU TO KNOW

• Trust

• Coach

• We are your partners



Questions?
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Upcoming Events

Register at one.workfront.com/events

System Admin Essentials Webinars
• June 8: Foundations of Operational Reporting

• Coming soon! July: Work Intake and Queue Management
• Coming soon! Aug: Leveraging Workfront Fusion

“Ask the Expert” Office Hours + Small Group Workshops
• May 17: Office Hours – Group Admin

• May 19: Workshop – Executive Sponsorship & Value Reporting
• May 24: Workshop – User Management



Thank you!




