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" pathwaysToresults'™

This Guide introduces and provides instructions for using technology to support the
Pathways to Results™ (PTR) initiative. The technology is used to disseminate information
to PTR teams and for PTR teams to disseminate information to others. Transmission of
information between the PTR teams and the Illinois Community College Board (ICCB), the
Office of Community College Research and Leadership (OCCRL) and other agencies and
organizations is important to the success of PTR. For PTR to work effectively, information
needs to be shared to enable individual and group learning and create opportunities for
continuous improvement and enhanced results.

Four technological tools will be discussed in this supplement: the PTR website, Dropbox,
oToMeeting, and GoToWebinars. The PTR website provides information on the PTR
dules, including resources and tools to help PTR teams during the process, disseminate
ple materials from past PTR teams, and share information about upcoming events.
box is an online file service used by PTR sites to share information with the OCCRL
e ICCB. GoToMeeting is a web conferencing tool used by OCCRL to host online

s of small groups. Finally, Webinars are a vehicle for presenting material to larger
often engaging experts on special topics pertaining to PTR. OCCRL has extensive
e using webinars to disseminate information and train professionals involved in

“An overarching goal and
........... benefit of the PTR process is
that it provides teams with the
opportunity to continuously
.................................. improve programs of study and
produce ever-more equitable
............................... student outcomes,,,



http://occrl.illinois.edu/projects/pathways/

This section explains the resources and information available to PTR teams on the PTR
website.

1. Pathways to Results Homes

The screen shot below is of the PTR Home Page. The PTR Home Page provides a brief
overview of PTR and contains one-page documents that describe the PTR process.

There are six links which include:

1. Pathways to Results Home (described above)

2. PTR Phases

3. PTR Resources

4. PTR Partnerships

5. PTR Events

Home About OCCRL Publications Projects Newsletters Contact Us

Pathways to Results (PTR) (~ PaTHwAYS TO RESULTS N

= Pathways to Results
(PTR)
= About PTR
= PTR Phases
= Resources
" opathwaystoresults
High Schools
= lllinois Career Cluster
Models (Fans)
= References

OVERVIEW = Partnerships

k = PTR Events )

The right hand side of the screen provides a main menu that can be used to navigate
through the PTR website. Each link is discussed in detail in this document.
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http://occrl.illinois.edu/projects/pathways/
http://occrl.illinois.edu/projects/pathways/
http://occrl.illinois.edu/projects/pathways/phases/
http://occrl.illinois.edu/projects/pathways/resources-for-ptr-teams/
http://occrl.illinois.edu/projects/pathways/ptr-partnerships/
http://occrl.illinois.edu/projects/pathways/ptr-events/

2. PTR Phases

Each PTR Phase webpage is structured similarly. A brief overview of the phase is provided
along with a video on the right side of the screen that showcases a PTR team member, an
OCCRL staff member or an ICCB staff member speaking about an aspect of the phase.

OCCRL

We research policies, programs, and practices with a focus on P-20 preparation, transition, [o]

and completion.

Home About OCCRL Publications Projects Newsletters Contact Us

PATHWAYS TO RESULTS

Engagement and Commitment

Pathways to Results
(PTR)

= About PTR

PTR Phases
Resources

Overview

This phase engages leaders across all
levels of education as well as

= PTR Resources for
High Schools

lllinois Career Cluster
Models (Fans)

= References

business, industry, community, and
other groups. Partners and team
members focus on critical problems
that need to be addressed to improve

Partnerships
PTR Events

program quality and student outcomes.

Teams make initial decisions about the
PTR PHASES

focus of their PTR projects, and they
identify gaps in student outcomes that

Engagement and

Kristy Morelock, ICCB, explains the

Commitment

need to be addressed. importance of partnerships in PTR.

Outcomes and Equity
Assessment

Process Assessment

PHASE RESOURCES

Process Improvement

Review and Reflection

Primary Resources Tools and Templates

: Engagement an ﬁ Strengthening Partnerships WorkBdQk \

Module

®Programs of Study Curriculum Template

P Engagement and Commitm [®Programs of Study (POS) Expecations Tool

Introductory PowerPoint [WAnalyzing the POS Expectations Tool

‘el earning Course [WIS\\OT Analysis Tool

J

The bottom of the page has two sections: Primary Resources and Tools and Templates.

Primary Resources include the Phase Module, Introductory PowerPoint, and elLearning
Course.




The Modules

There are six modules; one introductory module and one module for each phase. PTR teams
will receive several hard copies of the modules from OCCRL or the ICCB. Teams will also
be able to access PDF versions of these modules online under each corresponding webpage
and in the Resources section.

X TR Moduie
File Edit View Window Help

“As I reflect on the PTR process, something that stands out for me is the importance
of laying a solid foundation for others outside the core team to commit to the
established goals.”

" pOT hwa ysTtoresu Its — Sherry Hott, Southwestern lllinois College Partnership

Overview

Pathways to Results (PTR) is an outcomes-focused, equity-guided
process to improve pmgrams and pnllcles that support student transition
to and through p: y ed and employ PTR focuses on
addressing equity gaps between diverse learner groups and continuously
improving processes critical to student success, including retention,
completion of postsecondary ¢ ials, and ion to

The Engag and € phase is f lly about providing leadership to
improve programs of study It invites and forms a broad-based gfoup of stakeholders into a

ip that is toi g prog of study and creating more equitable
outcomes for all students. This partnership should include P-20 education practitioners;
policy makers and policy leaders; business, industry, labor and mmmnmly Ieadars

workforce investment board (WIB) members; adult i based
organizations; parents and students; and others who are committed to achnevement and
success for all students.

The PTR process is most effective when it begins with a strong
collaboration of team members and partners focusing on the critical
problems that get in the way of student success in particular programs of
study. These problems are identified when the teams use student-level
data to identify outcome and equity gaps in results between racial, gender,
low-income and other underserved groups and special populations. Major
processes are assessed to understand how contributing factors create

the identified problems and impede student success. Implementation

and evaluation plans are designed to create solutions that improve the
quality of programs
of study immediately
and over time. PTR
gives teams the

The purpose of the partnership is to provide direction and support for full-scale
implementation of Pathways to Results (PTR), including understanding the capacity of local
schools, colleges, universities and workforce training providers to meet the needs of diverse
learners; researching policy and funding sources that may be needed to help implement
needed changes; reviewing local and regional labor market data to understand which career
clusters, pathways and programs of study are important to the area; and analyzing other
data pertaining to the perl’amanca of youth and adults in progressing through the P-20
system and ob g Tools and I help the partnership conduct this
important work.

“An overarching gool and

3 Another important element of the Engagement and Commitment phase is the selection
:gl':::\t::l.'«tsyl "i]m = ‘bhen‘e,'“ of “;: PT‘R prnce?:hf:h of ateam that has responsibility for carrying out the day-to-day work of the PTR
¥ imp at it provides ieams w e process, including confirming the programs of study that will be the focus of this work.

g:‘;gpf:;ndi:: z::‘:! opportunity to continuously A team leader is appointed who has responsibility for quiding the PTR team, including

more equitable improve programs of study and m " :mh the : s(heduilr;g ’rku and suppomngdleamzemheri
o i gathering and sharing materials to encourage teamwork, summarizing and reporting

student outcomes. produce ever-more equitable progress to the partnership and other local and state leaders, and providing on-going

When PTR is 2
implemented fully, student outcomes. ’, support through the entire PTR process,

the opportunity to
improve programs
never ends.

Appendix A presents the actual experience of a PTR team.

PATHWAYS TO RESULTS: ENC

Introductory PowerPoints

To accompany each phase module, there are six Introductory PowerPoints. The
Introductory PowerPoint is designed to give a brief overview and provide a tool for leaders
to explain the PTR process to their team or anyone else involved in the PTR process, such as
a business or community partner. The PowerPoints can be found on each Module webpage
and in the Resources section.

Important PowerPoint Note: When opening the phase PowerPoint on a PC, there is a
yellow box which says “Security Warning - References to external media objects have been
blocked” along with a box you can click that says “Enable Content.” The PowerPoints have
video links in them and in order to view the videos, you must select “Enable Content” by
clicking on the Enable Content button. This is not an issue for Macintosh users.
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elLearning Course

The eLearning Courses provide an in-depth look at each step in the phase. Teams should
view the relevant eLearning Course at the beginning of each phase. Each elLearning Course
combines information from PowerPoint slides with an OCCRL staff member presenting
supplementary information about the phase. Individuals taking the eLearning Courses
should use the menu located on the left hand side to navigate through the Course.

- b - [ Olchles  PASLIE]
onm T =[] | B

T w— -
Step 1 - Engage P-20 leaders and identify the

Cluster Partnership

The P-20 leaders begin their work by advising on the
Career Cluster, Career Pathway, Programs of Study

 Courss Objectives I (POS), and/or Bridge programs in need of improvement.
- Phase One Major Steps

= Overview of Phase One The leadership group reviews results of the Program of
O SRS D Study Expectations Tool to identify program areas that

» Step Two - Gather Information

need to be improved and new and emerging
opportunities that should be pursued.

* Step Three - |dentify and Conve
+ Phase One Outcomes

» SEWOT Analysis Example

« SWOT Exercise

+ Partnerships : A Phase One Overview — Kathy Nicholson-Tosh, PTR Consultant 1
- Working together as ateam |+ From PTR/ICCB Training Session Conducted on June 29, 2011

ooomozaz 41 I I»

Powered by Snap!’=|

Each eLearning Course ends with a short 5-question knowledge check to test whether
individuals have learned essential knowledge associated with the phase. The quizzes are

Knowledge Check

Results
Questions: 5
Total Points: 5
Your Score: 100% (5 pts)

Passing Score: 75%




Tools and Templates

The second section at the bottom of the PTR Phase webpage is Tools and Templates. Tools
and Templates include all documents and instructions needed to complete a phase of the
PTR process. Most of these documents and instructions are also located in the appendix
of each module. The documents are provided in Word or Excel format for teams to use and
save as working documents.

Assessment

= Process Assessment

PHASE RESOURCES
= Process Improvement

= Review and Reflection
Primary Resources Tools and Templates

T Engagement and Commitment ﬁ' Strengthening Partnerships Workbook \
Module ®Programs of Study Curriculum Template
[Engagement and Commitment [®Programs of Study (POS) Expecations Tool
Introductory PowerPoint [®Analyzing the POS Expectations Tool
WswoTt Analysis Tool

®PTR Charter

kOutcomes Menu )

*lelearning Course

3. PTR Resources

This tab of the main menu brings up a page that contains all the resources a team can use
to conduct a PTR process. The menu includes five sub-sections: Resources for PTR Team,
Resources for High Schools, Program of Study Fans, Project Profile Compendium, and
References.

Resources for PTR Team

The PTR Resource page includes all resources and documents associated with the PTR
process. The resources are organized into sections by phase. Each section includes all
resources listed on the PTR Module Webpages as well as supplemental materials that may
be useful during the phases.

Two documents appear at the bottom of the page under the title PTR Research Materials:
the Consent Form and Talent Release Form. The Consent Form is required for OCCRL to
gather information about the PTR process. Team member’s consent is needed to participate
in any research associated with PTR. Filling out the Consent Form is completely voluntary
and appreciated. The Talent Release Form gives OCCRL permission to use photos and video
taken during various events for promotional purposes. This Form can also give permission
to photograph students. The Talent Release Form is also voluntary.
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PTR Resources for High Schools

This PTR Resource webpage includes resources that are specific to the high school setting.
During the 2011-2012 year, two high schools piloted the PTR process. These resources
were developed to meet the needs of these teams and future teams. The High School
Supplement presents information that is useful to secondary schools involved in PTR.

/ PATHWAYS TO RESULTS

Pathways to Results

PTR Resources for High Schools

(PTR)
The resources listed below are useful to high schools who have become involved in . P'T:t;i:;:STR
the Pathways to Results (PTR) process. During the 2011-2012 school year, two lllinois . Resources
high schools began piloting the PTR process to implement Programs of Study (POS). « PTR Resources for
The two high schools involved in the pilot are part of the High Schools That Work High Schools
(HSTW) network, in which Ten Key Practices guide their work with students. These = Illinois Career Cluster

schools are working to establish PTR inquiry teams that will examine their course Models (Fans)

offerings; utilize the lllinois Career Cluster Model to design four-year plans of study = References

Partnerships

for high school students for each of the 16 career clusters; analyze the career interests
—_— —_— PTR Events

of their study body as identified through their four-year plans of study; and commit to

the development of at least one career pathway and program of study, in collaboration
with a community college.

High Schools That Work (HSTW) Resources

g High School Supplement to PTR Resources

"EHSTW Goals for Continuous Improvement

"EHSTW Conditions for Accelerating Student Achievement
THSTW Ten Key Practices

"EHSTW Ready for Tomorrow: Six Proven Ideas to Graduate and
Prepare More Students for College and 21st-Century Careers

Program Study Fans

This PTR Resource page includes an lllinois Career Cluster “Fan” for all 16 career clusters.
Shown below is an example of the Agriculture, Food, and Natural Resources cluster.

Career
Pathways

Career Cluster Career and Program Options

At this level, students gain
cluster level knewledge and
skills in secandary,
postsecondary, or adult
bridge programs.

Al this level, students follow a
sequence of courses lo cerlificates
and degrees in a career field.

Al this level,
students gain
pathway level
knowledge
and skills and
stackable
credentials

p; ERATICH &
GREENHUSE DT EENT

08
AGRICULTURAL PRODUCTI
Essential PLANT SYSTEMS CROP PROCUCTION MANAGEMENT
Knowledge HORTICULTURAL SERVICE OPERATION
and Skills TURF MANAGEMENT

ANMAL TRA
o EQUESTRIay i

Illinois Career Cluster Model

o Essential Knowledge & Skills
o CTE Areas: Secondary

o Career Cluster

@ Career Pathways

@ Career and Program Options

B AVAILABLE INTHE ILLINDIS. W MO
COMMUNITY COLLEGE
SYSTEM

Craated by CCCRL
Universiy of inois and
sponsared by ICCB and ISEE




Project Profile Compendium

This PTR Resource page includes a Project Profile Compendium that features all past PTR
sites. The Compenduium provides a listing of members in the partnership and a summary of
each step in the PTR process. This is an excellent resource to learn how past teams have
implemented the PTR process and how they continue to improve their programs of study.

References

This PTR Resource page includes a full listing of all resources used to create and inform
the PTR process. The page is organized by phase and split into sub-groups by topic. For
example, if a team wanted to learn more about equity, which is discussed in the Outcomes
and Equity phase, there are four resources that teams can use. These resources are not
endorsed by OCCRL, but may provide additional guidance and examples for each phase.

4. PTR Partnerships

This tab of the main menu provides a map of the state of Illinois that has a pin for every past
and present PTR site. The legend in the upper left part of the map identifies the color of
each pin. Each pin represents one PTR team. If a site implemented PTR with more than one
team, there is more than one pin. Southwestern Illinois College, for example, has hosted
four teams.

B New PTR Site

High School Site
B Past Site

v
( BLACK HAWK i~ "'"'"D.?"' E;g
S

¢ cancenionusa T"” m”ﬁ:an Jf”k_/ =
"‘4 ?ﬂ o % J{J’ Ltﬁ
JOHH WOOD r)’—":w'" ““f LE; “L ’_f‘i—‘;]

,r

%“LJM
=

?:‘J‘j’i 4

LEWIS & CLARK

L ' southwesTean
b
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By clicking on a pin, information about the team and its PTR project is displayed in a new
window, as shown below.

Kishwaukee College
Partnership

PTR Site Information

Cluster: Manufacturing
Pathway: Production
Program(s) of Study:
Automated Engineering Technology
Precision Machining Apprentice

Link to Compendium Profile

Link to Institution’s Website

Phase One

Project Focus

The team planned to better articulate the manufacturing curriculum




5. PTR Events
This tab on the main menu provides a listing of upcoming and past PTR events.

The main events page provides general information about events and provides a link entitled
“Read more” that gives important details, including application forms for future events and
meeting materials (e.g., presentations, handouts) for past events as shown below.

Scaling Up Pathways to Results

By ruud_colliin — Posted on 01 November 2011

Scaling Up

: ‘! pathwaystoresults

The Scaling Up Pathways to Results 2012 meeting was an opportunity to give educators,
employers, policy makers, and other stakeholders ingight into how the Pathways to
Rezults (PTR) process i scaling up in llinois. The event featured opening remarks from
lingis Lieutenant Governor Sheila Simon, and a keynote by Janet Bray, Executive Director
of the As=sociation for Career and Technical Education (ACTE}, on 21st Century Skills and

College and Career Readiness.

Attendees engaged with current PTH teams, state agency leaders, and OCCRL
researchers and others in interactive breakout sessions on Pathways to Results,
Programs of Study, the Common Core, STEM Learning Exchanges, Accelerating
Opportunity, College and Career Readiness, and more.

This event was hosted and faciltated by OCCRL and sponsored by the llincis Community
Coliege Board.

MEETING MATERIALS

Support Documents

m Keeting Agenda
m FTR Introductory Poster
m FTR Infermaticnal Tri-Fold Brochure

Questions regarding the content on the OCCRL website or suggestions for improvements
may be directed to OCCRL's Webmaster, Collin Ruud, at cruud2@illinois.edu.
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This section gives a brief overview of Dropbox. The material addresses four main questions:

What is Dropbox?
What are its uses in PTR?
How do | sign up for Dropbox?

P w N e

How do | use Dropbox?

1. What is Dropbox?

Dropbox is a free online service that allows the user to access documents and files
remotely. This means that any file saved on Dropbox can be accessed through an account
on any computer with internet access. It is a storage location for documents and files that
is located on the internet. Files in Dropbox can be saved, deleted, updated and replaced.

2. What are its uses in PTR?

Dropbox is the primary means for ICCB and OCCRL staff to gather information from the
PTR teams. This material is deposited in Dropbox so that OCCRL staff and PTR coaches
can support the on-going work of the teams. The ICCB monitors the information to ensure
that the PTR process is progressing on schedule and according to established plans. At the
beginning of the project a Dropbox folder is created for each PTR team, and this folder is
accessible to the team, ICCB, and OCCRL only. When a PTR document is “dropped” into
the Dropbox folder, it is instantly viewable to ICCB and OCCRL staff.

3. How do | sign up for Dropbox?

Step 1 — Go to https://www.dropbox.com/

Step 2 — In the upper right hand corner, click on “sign in” and a dropdown box appears. In
the dropdown box, click “Create an account.”

&l signin v

% Dropbox N

Create an account

Watch a Video


https://www.dropbox.com/

When an account webpage appears, fill in the name, e-mail, and password fields, then click
on the “I agree to Dropbox Terms" and “Create account” buttons.

%~ Drophox

Create an ascount (or sign in)

\

0 I agree to Dropbox Terms

Once “Create account” is clicked, the user is officially signed up for Dropbox and the
computer screen updates to say “Downloading Dropbox.”

4. How do | use Dropbox?

There are two different methods for accessing Dropbox: the website and the client. Each
method brings the user to the same location and file folders.

The website requires users to go to https://www.dropbox.com/ and sign in every time they
want to access Dropbox. If the user makes changes to a document, they need to go back to
their online account and upload the document.

The client is a program that can be downloaded to a computer and constantly run. The
user can open Dropbox from their desktop and drag folders into it without accessing the
website. There is no need to sign in as it is constantly running. The Dropbox client can be
installed to multiple computers (office, home, phone, etc.). Changes made to a document
located in a Dropbox folder is automatically update to all Dropbox clients associated

with the account. PTR teams are not required to download the Dropbox client, but it is
recommended due to its ease of use.
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https://www.dropbox.com/

After signing up for an account, Dropbox.com immediately brings up the screen shown
below. This screen provides instructions for downloading the client to a computer. If your
team does not wish to use the client, do not follow the instructions given by Dropbox and
do not download the file. Simply sign out, sign back in and follow the website instructions
below. If the team wants to download the Dropbox Client, skip ahead to the client
instructions.

12 oo Drplos U opban — Windonss bnkermet Eplores T = |

s [ hoghoe com =] & =& e
Purvorias L5 Grommbominng frinphas - Evopcs = B < D - L5 o v Beawe gafetv - Towke - T
|

%~ Dropbox

(%BB Downloading Dropbox...
| Your Dropbox download should automatically start within seconds
/\

If it doesn't, restart the download,

% User Account Cantrol Il <y Dropbox Setup
Dropbas.exe (125 ME) Welcome to
‘ Dropbox Setup
Run Sove |=|| Cancel = —r—| ot =
1. Run the Dropbax installer 2. Click Yes 3. Follow Setup Instruetion

Using the website to access Dropbox

When accessing an online Dropbox account for the first time, a screen with seven steps will
appear.

Get Started

You're 5 steps away from a 250MB bonus

The sevien gquiests below will teach you how to get the most out of your
(D Events Dropbox Finish at least five of them and we'll give you a reward!

Get Started

Ll




These steps are designed to give the user an overview of the capabilities of Dropbox.

Teams are not required to follow any of these steps, but steps 1 and 2 are recommended.
Step 1 explains Dropbox in detail and step 2 explains the Dropbox Client process. By
completing 5 of the 7 steps, an additional 250MB of space will be added to the team's
Dropbox. If the team does not wish to complete any of these steps, simply use the menu on
the left side of the screen and click on Dropbox to access the Dropbox folders.

The screen shown below appears every time the team logs in (after the first time). On the
left side there is a menu, and the center portion of the screen shows the Dropbox folders.

N\

- .
47 Dropbox %+ Dropbox
§ Sharin
‘/f = Name & Kind Maodified
@ Links =
B Photos folcler
g
(D Events
B e cariad (@ rPubiic folder
ﬁ;;‘.. Getting Stared.pdf document f 5 mins agoe

Help Privacy More a

The menu allows the team to navigate different portions of the Dropbox website. The
default Dropbox folders consist of two folders and a document, as shown in the last screen.
The team can upload a document, create a new folder, or share a folder by using the buttons
directly above the Dropbox folders.

Once the team’s Dropbox account is created, the team leader should e-mail OCCRL the
email address attached to the Dropbox account. The team leader sends an invitation via
e-mail to share a Dropbox folder, and this invitation provides directions on how to access
the team'’s shared folder on Dropbox. Once the team leader accepts the invitation, the team
has a new shared folder on a Dropbox account.
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%7 Dropbox &+ Dropbox (4 88 @ @ |Q Searchr

./',.: Sharing }
Name 4 Kind Modified
@ Links -
C ## | Community College - Type of Site shared folder ) -
(&) Events
Get Started (&3 | Photos folder -
@ Public folder -
E?H Getting Staryed.pdf document pdf 18 mins ag

Help Privacy More

/

The new Shared PTR Team Folder looks similar to the window above.

Using the Client to access Dropbox

Once the team leader downloads the Client, Dropbox constantly runs in the background of
a computer. Any changes made to files in Dropbox are automatically updated when the file
is saved. Dropbox can be accessed by going through the start menu on a PC or through a
shortcut on the desktop. On a Macintosh, Dropbox appears in the left pane of the “Finder
Window.” Once the Client is downloaded, it is no longer necessary to sign in online to
access Dropbox files. However, if a team leader uses a different computer that does not
have the Dropbox Client, they can log in using the Dropbox website.

To download the Dropbox Client, follow the directions provided by Dropbox.com.

Downloading Dropbox...

Your Dropbox download should automatically start within seconds.
If it doesn't, restart the download.

5 User Account Control g ) Dropbox Setup &
Dropbox.exe (128 MB) ﬁ'_] Do you want to allow Welcome to
" changes to this computer? Dropbox Setup
Run Save |~ Cancel [ ves | [E 4 Tnstal
1. Run the Dropbox installer 2. Click Yes 3. Follow Setup Instructions
Once the download finishes, click Run to start Click Yes to accept the User Account Control Follow the instructions to get Dropbox set up

on your computer and you will be good 1o got

installing Dropbox. settings dialog.




Step 1 — Run the Dropbox Installer
The team leader may choose to either run the Client program or save the install file and run
it from their desktop.

Step 2 — Click Yes
When the computer prompts users to allow changes to the computer, meaning the
computer is allowing Dropbox to be installed, users should click yes.

Step 3 — Follow Setup Instructions

After allowing changes to be made to the computer, click on the Install button. When
instillation is completed, a logo appears on the desktop that looks like the picture below. By
double clicking on this logo, your Dropbox Folder opens.

Once the team’s Dropbox account is created, the team leader needs to e-mail OCCRL the
email address attached to their Dropbox account. The team leader then sends an invitation
via e-mail to share a Dropbox folder. This invitation provides directions on how to access
the team'’s shared folder on Dropbox. Once the team leader has accepted the invitation, the
team has a new shared folder added to its Dropbox account.

Below is a screenshot of a Dropbox folder created for this phase. The Client runs the
same way a folder on your computer runs. There are two things to note on this screen, the
Community College shared folder and the Dropbox message system.

The Sheredfokder “Cormmnicy Cobsgs - Tyoe of S0 s rasein
e Drophre. (dek toamal
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The Dropbox message system is unique to the Client. Whenever a document or folder is
added to, modified or removed from your Dropbox, a message similar to the one below pops
up in the lower right hand corner of your computer screen. The message below tells us that
a Shared Folder inviting the team to join has been added to Dropbox.

+# Joined Shared Folder IE

The Shared Folder "Community College - Type of Site” is now in
wour Dropbosx, (click bo wiew)

N

Other Dropbox Information
Dropbox has two different types of folders: General and Shared.

A General Folder is a folder that automatically comes with Dropbox. An example of this
would be a music or video folders. A General Folder is also any folder the team creates
for its Dropbox, such as the “New Folder” shown below. It appears like any other file on a
computer.

A Shared Folder, as the name implies, has been shared with another user or a user has
accepted an invitation to share the folder with others. Documents in this folder are viewable
to anyone who has permission, which is by invitation only. The shared folder icon appears
as a folder with two heads in front of it. This is the way to differentiate between a Shared
and General folder.

i~ S

Community College - Mew Falder
Type af Site




Contents of your Shared Folder

The contents of the team’s Shared Folder look identical to the screenshot listed below.
Within the Shared Folder, there is one folder for each phase of PTR. Each folder contains
a list of documents needed to complete the Phase, along with copies of all documents and

templates.
— —~ e
File and Folder Tasks & I ’ Phase 1 I~ , Phase 2 Ir , Phase 3
(7 Make a new folder
@ Publish this Folder to the == == .dropbox;
Web r Phase ¢ 8 Phase 5 223| | DROPEOK File
[ed Share this Folder 1KB

Other Places

[} Crapbox
[P| [y Documents

bod

Questions or Concerns regarding Dropbox

If a team leader, team member, or IT department of an organization implementing PTR
has any questions or concerns regarding Dropbox, including its security features and
protections, please OCCRL's Webmaster, Collin Ruud, at cruud2@illinois.edu or OCCRL's
general e-mail at occrl@illinois.edu.
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GoToMeeting is another online resource to help OCCRL and ICCB stay connected with PTR
teams. These meetings are usually used for 25 participants or less. This communication
tool is used to connect with PTR teams and cover information about the PTR process and
events, and it provides a way for teams to discuss progress of their PTR process.

The following section will give an overview of:
1. How to access a GoToMeeting Event
2. The Control Panel

1. How to access a GoToMeeting event

When a GoToMeeting event is set up by OCCRL, the team leader will receive an e-mail
like the one below. To join the GoToMeeting, click on the link in step #1. If a team, or
individual is unable to join the meeting online, step #2 may be used to join the meeting via

telephone.
™ LS GoToMeeting Invitation - Meet Now - Message [HTML) o B ER
File Message McAfee E-mail Scan = o
From: # Ruud, Collin Michael Sent:  Thu 5/10/2012 8:43 AM
To: #| Umbricht, Mark Richard
Co
Subject: GoToMeeting Invitation - Meet Mow

1. Please join my meeting.
https://www1.gotomeeting.com/join/615268105

2. Use your microphone and speakers (VolP) - a headset is recommended. Or, call in using your telephone.
Dial +1 (213) 493-0603

Access Code: 615-268-105
Audio PIN: Shown after joining the meeting

Meeting ID: 615-268-105

GoToMeeting®
Online Meetings Made Easy™




After clicking the link, a browser will open to the GoToMeeting website. Click on “Launch
GoToMeeting” in the middle of the webpage to launch the event.

) Citrix Online - Mozilla Firefox =]

File  Edit Miew History Bookmarks Tools Help

| £ Citrix Orline I + } -

/ -
'P-l' Google / )')| | - |
7

6 > ‘ Cikri Online LLC (US) | https:ffdownload, citrixonling, com download, html? startMode=Joingmestingld=6 15268 1 058runMod (&

GoToMeeting 2417 Support

Unfortunately, you may be using an out-of-date Java plugin. Click Layith GoToheeting to join your session, but we
recommend installing or upgrading Java after it ends.

Questions?
= For 247 support, contact Global Customer Support
= Tweetto us @aotormeeting.

@ Join the meeting

When prompted, click Save File. Then double-clig
Downloads window and click Run.

K- 1
| Launch GoToMeeting »

e file in the

. .
Ahout Us | Terms of Service | Privacy Policy cm!x'| online

[~

After clicking on “Launch GoToMeeting” a pop-up window may come up asked to run a file
called g2m_download.exe. Click on “run” and the computer will be set to use GoToMeeting.
Once the meeting is launched, two screens will appear as below in full screen mode.

Meet Now
—Eaa)
Organizer: OCCRL UIUC | Presenter: OCCRL UIUC
Hurdin: Use your mbcrephoms aed seeskars (ValP) o coll in wsing your ietepbeos j
Diat 41215 403-0903
coras Code §15-200-105
rs AN 68
=
B
O Talaphen
e —
+ a
~ et
S
&l -
- L]
g‘
Py mmnnmge et =
thaceorw
Mrnaeg & o122 102
GoToMecting
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During the meeting, you will see two windows on your screen. The first is the screen of the
presenter; the second is the control panel.

Community College Transfer and
Completion

Meat How
Mpeting O 12269105

GaTalMeeting

The screen of the presenter shows what is happening on the presenter's computer in

real time. This allows the presenter to show PowerPoints, websites, and other visual
representations. If joining a meeting via telephone, the individual will not be able to see the
presenter's computer.

2. The Control Panel

The control panel has several features that help the user during the meeting experience. In
the attendee list, there are four columns (See image on following page).

1. The first has a picture of a small microphone, which shows whether an attendee
is muted or not. A line through the microphone indicates the person is muted.
Participants can mute or unmute themself by clicking on this button in the attendee
list, or by clicking on the mute button in the control panel menu.

2. The second has a picture of a screen with a mouse pointer, which shows attendees
that have control of the video screen.

3. The third has a picture of a camera, which shows attendees that can share with their
webcam. This option is not typically used.

4. This column provides the name of the attendee, listed alphabetically.




The next block is the audio section. This allows the participant to control the volume of the
GoToMeeting and shows whether the participant is connected through a microphone and
speakers or a telephone.

At the bottom of the control panel is the chat feature. If a participant has a question,

but does not want to interrupt the speaker, questions can be typed into the chat box and
displayed to all meeting participants or privately to the meeting organizer.

Finally, the control panel menu on the left side of the control panel allows participants
to hide the control panel, switch between full screen mode and window mode, and mute

RV

= \CLJ |2 |

&M (2] Max
& | [ g HAMES - ALPHABETICALLY -
(O -

& [Xl| = OCCRL UL rganizer, Presenter)
Attendee List I3 Mark Umbricht (Me)

= Audio
O Telephone
® Mic & Speakers Settings

Audio Control
& MUTED #honoononnn

J— = Webcam
@ Webcam Not Detected
=
Control Panel = Chat
—
Menu =
-'l
- d
r
-
All- Entire Audience
Chat Box Mect How
— Meeting ID: 615-268-105
GoToMeeting
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GoToWebinars are online presentations of information for groups of 25 or more people
that provide opportunities for attendees to be interactive. Webinars are used to introduce
the phases of PTR, to share key concepts about PTR, and to bring guest speakers and
experts to the PTR teams. Participants are required to register for the Webinar and will
receive an email invitation similar to the one below. Click on the “Register Now" and
participants will be asked to enter their name and email address. When the registration is

complete, they will receive a link to take part in the event.

_'ﬁlj‘ﬁ:'! Menage | Ineet  Options  FomatTed  Revew  Adobe o
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Pathways to Results Team Webinar - Process
Assessment

Join us for 8 Webinar on November 29

Iigaiwentc]. getomesiing comireGialan T11533537

When do Webinars Happen?

Webinars occur three to four times per year and are announced on the OCCRL website and
via the OCCRL listserv or PTR Team Leader list. Team Leaders are encouraged to share
webinar registrations with their PTR teams. Past webinars are available by contacting

OCCRL at occrl@illinoi.edu.
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