Registering and Partnering Instructions for TechAtlas 

In order to use the TechAtlas tool for planning you must register.  Although you can access TechAtlas at both the WebJunction and WebJunction Ohio sites you will need to establish a separate TechAtlas account from your WebJunction account.   

Steps

1. Go to: http://oh.webjunction.org, and click on TechAtlas in the quick links or go directly to TechAtlas at:  http://webjunction.techatlas.org).   
2. If you already have a TechAtlas account, log-in.
3. If you do not have a TechAtlas account, click the Sign Up Now Button that's under New to TechAtlas. 

4. Scroll down and complete the TechAtlas Account Profile form.
Note that required fields have red asterisks. There is no need to fill out any additional info at this time (like the NCES ID). 

5. For most libraries, the "Organization Basics" will be the same as the "Other Information". 

6. Click Next.
You should get a quick thank you page and then you'll be re-directed to your TechAtlas "Home" page. 
Partnering with the State Library of Ohio

1. Once registered, look at the top right hand corner and look for your login name.

2. To the left of you login name you will see a link that says Profile.
3. On that page you will see a large button on the right that says Choose TechAtlas Partners.
4. Click on that button.

5. If the State Library of Ohio is listed under Partner you are done.  If not, go down to Subscribe to Partners click on Ohio and hit Save.
Begin the Planning Process

1. Under the Home tab, click on Planning.  This will allow you to start developing your Technology Plan.

2. There will be examples for each step throughout the process.  There are also “E-Rate Tips” available in certain sections.  

Plan Years
Indicate the years that your Technology Plan will cover.  Note:  in order to be certified for E-Rate your Plan must show inclusive dates of service (ie.  July 1, 2010 – June 30, 2012 NOT July 2010 through June 2012).

Assemble you Team
If you are a small library, the team may include just one person.  However, you can also get help from trustees, volunteers, regional library system, etc.)  

Describe your Mission and Vision
Mission:  Just copy your library’s mission statement into the box

Vision:  Reflects a strategy for satisfying your library's mission with support from technology.  (ie. If technology were working to help achieve your library's mission, what would this look like?)
Goals and Objectives
1.    Type your goal in the box and then click on the Add 
Remember:  Goals are broad, you objectives will be more specific
2.    Continue this process until you are done with your Goals

3.    You now fill in objectives by clicking on the Identify Objectives link or you can wait    until you hit the Budget section to Identify Objectives. It depends on what makes sense to you.
If you need assistance in creating your goals, you can use the Assessments tools.  Under the Home tab click on Surveys.  
Professional Development
1. Describe your professional development strategy to ensure that staff know how to use new technologies to improve education or library services." 

Budget - Setup, Objectives and Worksheet 

Click on the Budget Tab
Click on Budget Setup
In the budget setup you will be:
1. Choosing a Budget Level 

2. Establishing Budget Categories 

3. Identifying Funding Resources 

Choosing a Budget Level 

1. Click on the link that says Choose Budget Level 

2. Choose Objective or Activity (you can look at examples to determine which level will work best for your library)
Budget Categories

You have to determine your own technology budget categories but some standard ones would be:

· Hardware (computers, printers, monitors) 

· Software 

· Training/Professional development 

· Networking (cables, hubs, switches) 

· Services (for your computers or network) 
· Maintenance

· Electronic sources
1. Click in the box and type in Hardware, then click Add 

2. The categories are then added below 

3. If you don’t like one, just use the Delete button to get rid of it 

Funding Sources

Possible funding sources include:

· Library general fund 

· Technology fund
· Grant 
· E-rate
1. Click in the box and type in General Fund, then click Add 

2. The funding sources are then added below 

3. If you don’t like one, just use the Delete button to get rid of it 

4. It is possible you may have only one funding source. 

Budget Objectives

Under Goals and Objectives, if you decided to wait until completing the Budget section to do your objectives, the time is now.  
1. Click on the Goals and Objectives Link along the top bar
This is where your objectives/goals/activities are linked to your budget
2. You now fill in objectives by clicking on the Identify Objectives
Budget Worksheet

Next, Click on the Budget Worksheet Link

1. Click on the Edit Button 

2. Fill in the table with the amounts for each year. 

3. Some Goals may have objective that cost zero 

4. You can also download the spreadsheet to your computer. 

This would be a good idea so you have a “local” copy on your computer

5. When you are done, make sure you click the save button 

Budget Summaries

Click on the Summaries link.

This just shows the information in another format.

Evaluate  

1. You should have some sort of evaluation step for each Goal/Objective.
2. Click in the box to type in evaluation information and then click Add.

3. Continue until you have an evaluation step for each Goal/Objective.

4. Make sure that you include who will be responsible for each evaluation step.

5. Make sure that you include when/how often the evaluation will occur.

Policies

Examples of Policy Documents include:

· Internet safety Policy for CIPA 

· Acceptable Use Policy for Internet 
Type in the name of the policy and where the policy is kept.

· CIPA Policy – Director’s desk and on Intranet
· Internet – Acceptable Use – posted at each computer 

Top of Form

Bottom of Form

Assess: Instructions for TechAtlas 

Assess – Assessments and Staff Skills This section allows a library to get a picture of your technology needs by taking a number of interactive assessments or by surveying your staff to discover their technology skills. 
Although assessments may be beneficial to the library, they are not necessary for the completion of a Technology Plan.
That being the Basic Technology Assessment may assist a library in thinking about and developing goals.  
To take any Assessment (it’s just an online test but the results are stored in TechAtlas) you can follow these Step-By-Step Instructions.

Step-By-Step Instructions for the Assess section of TechAtlas
1. Click on the Assess tab 

2. You’ll see Action, Assessment Name and Description 

3. Click on START for the Basic Technology Assessment 

4. Answer the 9 questions by clicking inside the circle for your choice. 

5. You can always re-take the assessment, so don’t worry about making a mistake. 

6. When you are finished, Click the Save button 

Once you are done, you can review the response.

