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Applications

- = Advocacy Plan

m Travel Database —
Employee/Contractor

m Publicity/Event Application
m Digital recording

m Microsoft Project

m Time Sheet Spreadsheet

m Outlook Calendar



What Is the Advocacy Plan?

Arts Council staff in partnership with Ohio
Citizens for the Arts

m  Purpose of the Advocacy Plan application:

— To communicate effectively with the general
public, arts organizations, community
organizations and arts education organizations

throughout the state about arts advocacy year
round.

m The advocacy plan application allows you
to:
1. Create the plan

2. Work with and update the plan



Advocacy Plan (Cont’d)

m 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 Structure

Plan Name: *|Bud:

Time Frame: * Big

Status: °

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



Advocacy Plan (Cont’d)

Advocacy Plan

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




Advocacy Plan (Cont’d)

View of Advocacy Plan:

Budget Process Advocacy Strateg

Actions: Responsibility: Timing/Deadline: Progress:

. Provide training, materials and advice via QcCa/Donna Collins now-June 20 omment
mail throughout the budget cycle process 52 Comments

Comments by Donna Collins on 5/16/2007
Creative Industries information, legislative directories, and talking points were provied to Board members.

Comments by Donna Collins on 5/16/2007

Two meetings were held with leaders of the OAC and OCA to strategize about the budget (once while the budget was in House
Finance and once while the budget was is Senate Finance). Leaders from both organizations took action and worked with others
to make contact with legislators.

. Have OCA and OAC Legislative Committees  QCA and OAC Boards, with Donna Collins and Julie Henahan oversight  March 20
meet to discuss the budget hearing cycle
and assess approaches

There are no comments for this Action

. Tailor advocacy materials depending on the  OCA/Donna Collins and OAC/Jami Goldstein and Mary Campbell-Zopf Mach 23, 2007
needs of the legislative committees

There are no comments for this Action

. Provide general updates to all board 0Ca/Donna Collins and OAC/Jami Goldstein ongoing-June 30
members during the budget hearing cycle

Comments by Donna Collins on 5/16/2007
Updates were provided at meetings and through E-Advocacy Action Alerts.

. OCA and OAC Legislative Committees to QCA, OAC with Donna Collins and Julie Henahan oversight Sept. council meeting y
meet to assess outcomes mments

Timeframe: Biennium FY2008-09 Recent Update: 11/20/2007

Allows you to open and work on individual sections
separately.




Travel Database —

- Employee/Contractor
" m Purpose of the m Intranet application
Travel application: only available for
— To track employee use by Ohio Arts
travel, budget, Council staff.
meetings, date,
location and

approval process.



Travel Database — Employee/Contractor (Cont’d)

Staff may request to travel by completing the

Principal traveler
Sponsoring office
Travel dates
Overnight stay?
Other travelers
Source of funds
Estimated cost

Destination
Organization/city
visited

Origination source
Expected attendees

Desired
accomplishments

Travel justification
Travel detalls



Travel Database — Employee/Contractor (Cont’d)

Travel Application Search Screen

Search Travel Requests
Status: || Everything b
e

(3] the Bl (mmsddivn

Overnight Stay: | Cine O vyes () Beth

Destination Areas Criteria
¥ou may only select one search criteria at a time from this destination group section

Destination Area:
Organizations/ Cities Visited:
Origination Source:
Additional Attendees:

Desired Accomplishments:

Trawvel Justification:

Final Report:




Travel Database — Employee/Contractor (Cont’d)

Travel Request Form

Travel Request

Status: Creating

Principal Traveler: *

Office Sponsoring Travel:
Travel Dates: = thru
wWill there be an overnight stay?: &inog (Oves

Other Travelers:

Source of Funds:

Estimated Cost:

FPlea=se include all activities for this primary city destination stop of your trip.
You are allowed up to 1500 characters for each text area.

Destination Area (County/Region): *

What organization(s)/Cities will you visit
at this destination?: *

Who originated the ideas
to visit this destination?: *

Who are the expected attendees
at this destination?: *

What are the desired accompl ents
at this destination?: *

You may create additional destinations once this initial request has been sawved.



Travel Database — Employee/Contractor (Cont’d)

ﬁf Once request form Is complete:

ne employee clicks the “send” button
m The supervisor is notified by e-mall

m The approval remains pending until the
supervisor accepts/declines and sends the
e-mail back to the employee.

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




The Publicity/Event

- Application

 m Purpose of the m Intranet application
publicity only available for
application: use by Ohio Arts
— To update our Web Council staff.

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



Publicity/Event Application (Cont’d)

Staff can add or edit the following
_’__SeCtiOﬂS for each activity:

m Articles

m  Public Events

m Venues

m  Public Questions

m  Group Signup for Events

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



Publicity/Event Application (Cont’d)

Steps to advertising an event and
tracking registration:

- m Post the article (intranet view)




Publicity/Event Application (Cont’d)

Steps to advertising an event and
tracking registration:

" m Post the article (public view)




Publicity/Event Application (Cont’d)

Steps to advertising an event and
tracking registration:

- = Attach an event to the article (intranet view)




Publicity/Event Application (Cont’d)

Steps to advertising an event and
tracking registration:

m Create registration field (intranet view)

Public Evant
P S e .}

Dascription: *

ratiom Dprions



Publicity/Event Application (Cont’d)

Steps to advertising an event and
tracking registration:

- = Create registration field (public view)




Publicity/Event Application (Cont’d)

Steps to advertising an event and
tracking registration:

m Keep track of who registered (intranet view)




Digital Recording
1

- m Moved from tape recordings to digital
recordings for:
— Better sound quality
— Easy archiving and sharing with the public
— Currently used for Council meetings

Moving toward compliance with the Governor’s Executive Order to
be more electronically accessible to the public.



Digital Recording (Cont’d)

Digital Recording Software

. #WMWMW%% %m[ Wh

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



Microsoft Project

Purpose for the Microsoft Project Software

m [0 manage:

— Major agency — Work load
projects. — Resource
— SOAR 11
— Listening Tours — Budget
— Strategic Plan — Hours worked
2011-2014

_ council Book — Staff assignments

Efeparation — Upcoming deadlines
~ Etc.



Microsoft Project Software (Cont’d)

Gantt Chart (project overview)

Task Mams Cruration Start Finish Resource MNames ercenl s, 07 Jul 22,07 Jul 29, 07 Aug 5,07
oimplet: SMITW[T[F[S|[S[M[T[W[T[F[S|S[M[TW[T[F[S|[S[M[T[wW][T[F[S
= COUNCIL MEETING T9 days? Wed 62007 Mon 107807 100%
Determine time and date A day? | Wed 620007 Wed 620007 Julis Henahan 100%
—! Book Location 24 days? Wed 6/20/07 Tue T/24/07 Karine Aswad 100% -
WWPL 1 day? Tue 72407 Tue 772407 Karine Lswvwadd 100% s Karine Asv
Sund 1 day? Tue Ti24/07 Tue 7724007 Harine Aswad 100%
RESOURCES BOOKED Odays| Wed B/2007 | Wed B/20/07 100%
=l Inform members 11 days? Fri 9/7/07 Fri 9/21/07 Karine Aswad 100%
E-update 1 day? Friasmmar Fri /707 Karine MSswad 100%%
Call to confirm attendance 1 day? Thu 9720007 Thu 9720007 Harine MAswad 100%
E-mail Julie and Mary attendance Excel sheet 1 dayT Frigiz1m7 Fri @r21/07  Karine &swad 100%
ATTEMDANMCE COMFIRMED 0 days Fri Qiz1 07 Fri 92107 1 00%
= Work on material for book 56 days? Mon 7207 Mon 91707 100%
—=| Director's Office 56 days? Mon 7/2/07  Mon 91707 100%
=l Minutes 18 days? Mon 7207 Wed 7/25/07 Karine Aswad 100%
Transcribe 15 days" Mon 7r207 Fri 7720007 Karine Aswad 100% arine
Proof 1 1 day? Fri 7207 Fri 772007 Karine Aswad[S09%] Mar 100% —_ "jie Aswad[50%],Mary Campbell-Zopf[50%:]
Frootf 2 1 dlay ton 72307 ton 772307 Warine Aswad[S0%] Mar| 100% —_ rine Aswad[50%],Mary Campbell-Zopf[50%]
Proof 3 1 day  Wed FI2507 | Wed TI2507 Karine Aswad[S0%] MMar 100% e Karine Aswad[50%],Mary Campbell-Zopf[50%]
Cover Memo 1 day? Fri Qsrm7 Fri 9707 hary Camphbell-Zopf 100%
=l Agenda M days? Mon 7/23/07 Mon 9MTOT A100%:
Lgenda 20 days? | Mon 72307 Fri 81 7/07 Mary Campbell-Zopf 100%.
Detailed Agenda 2 days FrigM4nr Mon 8707 Julie Henahan[S0%:] Mar 100%
=l Committee cover memos 5 days? Mon 9/3/07 Fri 9/7T/07T Mary Campbell-Zopf 100%
Policy and planning S days? Mon 307 Fri 95707 Mary Camphbell-Zopf 100%
Executive 3 dawsT hon U307 Fri /707 wMary Camphbell-Zopt 100%
Panel Selection S daysT hon QU307 Fri 9707 wary Camphbell-Zopt 100%

= Supervisors submit their office’s list of T days Thu 8/2/07 Fri 8M0/07 Dan Katona[13%],Jami 100%
priority work from Oct. 07 to Feb. 08 Goldstein[13%],Kathe:
Eckstrand[13%],Ken

Caralyn 7 davys Thu G207 Fri 3MO007  Carolyn MoClaskey

ken T davys Thu G207 Fri 3MOM7 kKen Emerick

Kevin T davs Thu G207 Fri GM 007 Kevin Cary

Jarmi T days Thu G207 Fri @M 007 Jami Goldstein

Mary G 7 days Thu /207 Fri 8M0/07 Mary Gray

Hatherine 7 days Thu &i207 Fri 8M 07  Hatherine Eckstrand

Dan 7 days Thu &r207 Fri 81007 Dan Katona

Peter 7 days Thu 8207 Fri 81007 Peter Beyer

Jeff 7 davys Thu G207 Fri 3M007  Jeff Hooper
Consolidate all reports 1 dayT Fri gMom? Fri @M 007 Karine &swad

= Submit panel policy discussion summaries 12 days? Thu 8/2/07 Fri 8M7/0T Dan Katona[25%].Jeff
Hooper[25%],Katherin
Can 12 days™? Thu G207 Fri 8M 707 Dan Katona

Karine Asw
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Microsoft Project Software (Cont’d)

Resource Graph (manage employee
workload)




Microsoft Project Software (Cont’d)

Calendar (manage deadlines)

[ Month ]l wWeek ][ Cystom

E]E] September 2007

Sundey hancery Tuesdeay whiednesday Thursdey Frickay Saturdery

E-update, 1 day?

Cover Memo, 1 day’?

e e
e Copy rest, 1 day? 0 Mail, 1 day 7 P

E’E &, post and send press relé

* 19: % 20

[Call to confirm attendance, 1 dg)

[E-mail Julie and Mary sttendand)

S
(Submit FIO report: FRS, HouselSenatesCongressional reports to PIO,

oct 1 i T : a3
Submit PIO report: FRS, HousefSenate/Congressional reports to FIO, B days?




Timesheet Application

— Aids the fiscal office by calculating employee
time.

— Calculates:
m Time
m Sick leave
m Personal leave
m Vacation
m Comp time
m Overtime
m Holidays




Time Sheet (Cont’d)

Work sheet (details)

Pay Period Ending: November 10, 2007 FreezedlnFraeeze Titles =

Week 1 IN 1 OUT IN 2 OouUuT IN 3 ouT IN 4 OUT ctfot Leave Hours

Date  Day Hr bn Hr ki) |Hr kAR Hr bAR Hr ki Hre k] [He AR Hr o ARy WeekTD Vac CompU LWOP Hiday Total

10/28 Sunday |

10/2% Monday 45 17 10

1030 Tuesday 30 16 30

10/31 Wednesday 40 13 13 45 17 15

111 Thursday 45 17 30

1172 Friday 17 30

11/3  Saturday .
| | | | 42.50

Hours over 40 for which you wish to be paid
Overtime (SickLeave cannot be used to earn Over
Time/Compensatory Time)

Leave Hours
Sick PL Vac CompU LWOP Hliday Total
Sunday

Monday
Tuesday
Wednesday
Thursday
Friday

Saturday .
[ 10.09] [ I | I 40.00

Karine Aswad ) P . .
R Hours over 40 for which you wish to be paid

‘woac-doihometaswadkiTimesheets'\ 2007 WWov [ Oct 28-Mov 100 xls]hY Til Print Overtime (SickLeave cannot be used to earn Over
11/19/2007 3:44 P Time Time/Compensatory Time)

v2.8a Sheet 72.41] [ i0.09] I I T 8z.50]

Print
Work Sheet




Time Sheet (Cont’d)

Time sheet

Employee Name Karine Aswad
Pay Period: Sunday. October 28, 2007 to Saterday, November 10, 2007 Week of: October 28, 2007

Monday 1072

Tuesday 10/30

10/31

Week of: Movember 10, 2007

Signature

oac-dethometaswadkiTimesheetsA2007 1Movi[Oct 28-Mow 100

Totals




Outlook Services

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

— Allows staff to create public folders for all to view.
’r,..-.ﬂ
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