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nn Advocacy PlanAdvocacy Plan
nn Travel Database Travel Database ––

Employee/ContractorEmployee/Contractor
nn Publicity/Event ApplicationPublicity/Event Application
nn Digital recording Digital recording 
nn Microsoft Project Microsoft Project 
nn Time Sheet SpreadsheetTime Sheet Spreadsheet
nn Outlook CalendarOutlook Calendar

ApplicationsApplications



nn Intranet application developed by Ohio Intranet application developed by Ohio 
Arts Council staff in partnership with Ohio Arts Council staff in partnership with Ohio 
Citizens for theCitizens for the ArtsArts

nn Purpose of the Advocacy Plan application: Purpose of the Advocacy Plan application: 
–– To communicate effectively with the general To communicate effectively with the general 

public, arts organizations, community public, arts organizations, community 
organizations and arts education organizations organizations and arts education organizations 
throughout the state about arts advocacy year throughout the state about arts advocacy year 
round. round. 

nn The advocacy plan application allows you The advocacy plan application allows you 
to:to:

1.1. Create the planCreate the plan
2.2. Work with and update the planWork with and update the plan

What is the Advocacy Plan?



Advocacy Plan Structure  Advocacy Plan Structure  

n Allows you to create and adjust an 
advocacy plan. 
– The structure consists of the strategies 

and their related actions set in the order 
the creator chooses.

Advocacy Plan (Cont’d)Advocacy Plan (Cont’d)



Advocacy Plan Structure

Advocacy Plan (Cont’d)Advocacy Plan (Cont’d)

This screen allows you to  create the plan by naming it and adding the 
strategies and actions.



Advocacy Plan Advocacy Plan 

n Allows you to search plan and add progress 
comments insuring clear communication 
between involved partners.

AdvocacyAdvocacy Plan (Cont’d)Plan (Cont’d)



View of Advocacy Plan:
AdvocacyAdvocacy Plan (Cont’d)Plan (Cont’d)

Allows you to open and work on individual sections 
separately.  



Travel Database Travel Database ––
Employee/ContractorEmployee/Contractor
nn Purpose of the Purpose of the 

Travel application: Travel application: 
–– To track employee To track employee 

travel, budget, travel, budget, 
meetings, date, meetings, date, 
location and location and 
approval process.    approval process.    

nn Intranet application Intranet application 
only available for only available for 
use by Ohio Arts use by Ohio Arts 
Council staff.   Council staff.   



Travel Database Travel Database –– Employee/Contractor (Cont’dEmployee/Contractor (Cont’d))

nn Principal travelerPrincipal traveler
nn Sponsoring officeSponsoring office
nn Travel datesTravel dates
nn Overnight stay?Overnight stay?
nn Other travelersOther travelers
nn Source of fundsSource of funds
nn Estimated costEstimated cost

nn DestinationDestination
nn Organization/city Organization/city 

visitedvisited
nn Origination sourceOrigination source
nn Expected attendeesExpected attendees
nn Desired Desired 

accomplishmentsaccomplishments
nn Travel justificationTravel justification
nn Travel detailsTravel details

Staff may request to travel by completing the 
form.  This form is searchable by field. 



Travel Application Search Screen
Travel Database Travel Database –– Employee/Contractor (Cont’d)Employee/Contractor (Cont’d)



Travel Request Form

Travel Database Travel Database –– Employee/Contractor (Cont’d)Employee/Contractor (Cont’d)



Travel Database Travel Database –– Employee/Contractor (Cont’dEmployee/Contractor (Cont’d))

nn The employee clicks the “send” buttonThe employee clicks the “send” button
nn The supervisor is notified by eThe supervisor is notified by e--mailmail
nn The approval remains pending until the The approval remains pending until the 

supervisor accepts/declines and sends the supervisor accepts/declines and sends the 
ee--mail back to the employee.mail back to the employee.

nn **The executive director and the deputy **The executive director and the deputy 
director are both notified before a decision director are both notified before a decision 
is made on any is made on any out of stateout of state travel (this travel (this 
approval process takes two levels before approval process takes two levels before 
travel status is updated).travel status is updated).

Once request form is complete:



The Publicity/Event The Publicity/Event 
ApplicationApplication
nn Purpose of the Purpose of the 

publicity publicity 
application: application: 
–– To update our Web To update our Web 

site, communicate site, communicate 
with the public with the public 
about agency about agency 
events and to track events and to track 
registrations. registrations. 

nn Intranet application Intranet application 
only available for only available for 
use by Ohio Arts use by Ohio Arts 
Council staff.Council staff.



Publicity/Event Application (Cont’dPublicity/Event Application (Cont’d))

nn ArticlesArticles
nn Public EventsPublic Events
nn VenuesVenues
nn Public QuestionsPublic Questions

nn Group Signup for EventsGroup Signup for Events

The above categories are listed on the publicity application homThe above categories are listed on the publicity application home page and are easily searchablee page and are easily searchable..

Staff can add or edit the following 
sections for each activity:



Publicity/Event Application (Cont’dPublicity/Event Application (Cont’d))

nn Post the article (Post the article (intranet viewintranet view))

Steps to advertising an event and 
tracking registration:



Publicity/Event Application (Cont’dPublicity/Event Application (Cont’d))

nn Post the article (Post the article (public viewpublic view))

Steps to advertising an event and 
tracking registration:



Publicity/Event Application (Cont’dPublicity/Event Application (Cont’d))

nn Attach an event to the article (Attach an event to the article (intranet viewintranet view))

Steps to advertising an event and 
tracking registration:



Publicity/Event Application (Cont’dPublicity/Event Application (Cont’d))

nn Create registration field (Create registration field (intranet viewintranet view))

Steps to advertising an event and 
tracking registration:



Publicity/Event Application (Cont’dPublicity/Event Application (Cont’d))

nn Create registration field (Create registration field (public viewpublic view))

Steps to advertising an event and 
tracking registration:



Publicity/Event Application (Cont’dPublicity/Event Application (Cont’d))

nn Keep track of who registered (Keep track of who registered (intranet viewintranet view))

Steps to advertising an event and 
tracking registration:



Digital RecordingDigital Recording

nn Moved from tape recordings to digital Moved from tape recordings to digital 
recordings for: recordings for: 
–– Better sound qualityBetter sound quality
–– Easy archiving and sharing with the publicEasy archiving and sharing with the public
–– Currently used for Council meetingsCurrently used for Council meetings

Moving toward compliance with the Governor’s Executive Order to Moving toward compliance with the Governor’s Executive Order to 

be more electronically accessible to the public.be more electronically accessible to the public.



Digital Recording (Cont’d)Digital Recording (Cont’d)

Digital Recording Software

The Audacity software used is a free download and is easy to edit.



Microsoft Project Microsoft Project 
SoftwareSoftware

nn To manage:To manage:
–– Major agency Major agency 

projects.projects.
–– SOAR IISOAR II
–– Listening ToursListening Tours
–– Strategic Plan Strategic Plan 

20112011--20142014
–– Council Book Council Book 

preparationpreparation
–– Etc.  Etc.  

–– Work loadWork load
–– ResourceResource
–– BudgetBudget
–– Hours workedHours worked
–– Staff assignmentsStaff assignments
–– Upcoming deadlinesUpcoming deadlines

Purpose for the Microsoft Project SoftwarePurpose for the Microsoft Project Software



Microsoft Project Software (Cont’dMicrosoft Project Software (Cont’d))

GanttGantt Chart (project overview)Chart (project overview)



Microsoft Project Software (Cont’dMicrosoft Project Software (Cont’d))

Resource Graph (manage employee Resource Graph (manage employee 
workload)workload)



Microsoft Project Software (Cont’dMicrosoft Project Software (Cont’d))

Calendar (manage deadlines)Calendar (manage deadlines)



Timesheet ApplicationTimesheet Application

–– Aids the fiscal office by calculating employee Aids the fiscal office by calculating employee 
time.time.

–– Calculates:Calculates:
nn TimeTime
nn Sick leaveSick leave
nn Personal leavePersonal leave
nn Vacation Vacation 
nn Comp timeComp time
nn Overtime Overtime 
nn Holidays Holidays 



Time Sheet (Cont’dTime Sheet (Cont’d))

Work sheet (details)Work sheet (details)



Time Sheet (Cont’dTime Sheet (Cont’d))

Time sheetTime sheet



Outlook ServicesOutlook Services

–– Allows staff to check eAllows staff to check e--mails; update personalmails; update personal
calendar and view staff calendars, contacts and calendar and view staff calendars, contacts and 
tasks.tasks.

–– Allows staff to create public folders for all to view.  Allows staff to create public folders for all to view.  



FinisFinis


