To transfer your 5-year plan of work objectives from a word document to the web site, print these instructions and use as a reference as you move through the web entry process:

Go to:  http://intranet.okstate.edu/OCES/index.htm 
Scroll down the page to the 5 year plan of work heading and choose 5-year POW Input Site or control/click on the link below.
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	5-Year POW Input Site   Click on this link to input objectives
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	Link to OCES/OAES Federal 5-Year POW  


OCES 5-Year Plan of Work 2007-2011

Login

	
	· Type your Campus Wide Identification Number (CWID) in the space provided below. 

	
	· This is the same number used for the PAR system. Please click here for a guide on finding this number. 

	
	· Click the 'Login' button. 

	
	· Once your CWID Number has been validated, you will able to access the FTE input webpage. 

	
	· If you receive an error message indicating your CWID Number was not validated, verify the CWID Number and re-enter.  

	
	· Contact Dwayne Hunter (dwayne.hunter@okstate.edu) for assistance 

Top of Form

CWID Verification
(Enter numbers only; no dashes or slashes)
CWID:
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Bottom of Form


After you type in your CWID, and click on Login, the next screen will look like this (go to next page)

OCES 5-Year Plan of Work 2007-2011

General Guidelines

100-00-00 – Your Name & CWID

You should identify a limited set of Major Programs for which you expect to conduct a significant number of activities over the five-year period. While a Major Program may not have the same emphasis every year, it would be expected that a Major Program would address issues, needs and opportunities on a relatively on-going basis. You will need to complete the following for each Major Program you identify in your Plan of Work. 



New Entry

Top of Form

Major Program/Subject Title

Enter the name or subject of the major programming effort. A major program includes in-depth curriculum, demonstrations, educational events, etc. designed to address needs and make a difference relating to an important issue(s). Major programs encompass more than one activity or event. Major programs have an evaluation component with outcome indicators used to identify specific expected results/outcomes. Major programs include any appropriate in-service training received. Major programs also include teaching and learning experiences. Try to be brief and descriptive in selecting Major Program Titles. Work with Area Specialists, District Specialist and Initiative Teams to select appropriate Major Program titles so that many of you can use the same titles for reporting. 
Type the name of your first major program in the box below
Required field
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Example: Youth Environmental Education


DASNR Initiative Team or Emphasis

Select the DASNR Initiative Team or Emphasis area that best represents the Major Program you are describing. If no team is appropriate select "No Team". Collection and aggregation of the outcomes and impacts from many programs should be coordinated through the DASNR Initiative Teams. Each team identified some outcomes in the team's input to our Federal 5-year POW. Teams may see needs for collecting other data. Baseline information should be established whenever possible to enable you and the teams to show progress toward goals. Educators and Area Specialists should work closely with the teams to which their Major Programs are closely related. The Educator or Area Specialist need not be a team member on all such teams, but they should be communicating with these teams and helping to collect pertinent output, outcome and impact data. All members of the Team should be establishing a plan for evaluation and sharing the information with county, area, district and state professionals. 
Use the Pull down menu to select a team, or of the program is not a part of an Ag Initiative or 4-H/FCS Impact team, select NO TEAM and click on Enter New Program Entry. 
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No Team



 HTMLCONTROL Forms.HTML:Submitbutton.1 [image: image13.wmf]Enter New Program Entry


Bottom of Form

After you click on Enter New Program Entry, the following page will appear (next page)

Top of Form

OCES 5-Year Plan of Work 2007-2011

10000000 – Your name and CWID

Click here select another emphasis area. 

Major Program/Subject Title
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Youth Environmental Education


DASNR Initiative Team or Emphasis

Youth Environmental Education



We have provided a list of Knowledge Area codes for each team or emphasis. Select the most appropriate Knowledge Area(s) for your Major Program from that list. You may enter more than one knowledge area in your 5-Year POW. However, keep in mind in doing your PARS reporting, you will have to enter the most appropriate Knowledge Area for each activity reported. Check all that apply. 
Check the Knowledge area codes that best describe your efforts
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	Conservation and Efficient - Use of Water
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	Waste Disposal, Recycling and Reuse
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	Youth Development
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	Life Skills Development
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	Youth Environmental Education Impact Team Work
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	Program and Project Design and Statistics, Incl. evaluation and assessment
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	Administration of Projects and Programs, Incl. CED admin.; Not: Evaluation and assessment (901)
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	Communication, Education and Information Delivery




Focus/Brief Description

This section should discuss the important issue(s) that have been identified and will be targeted by the major programming effort. The statement should provide local background information including statistics, trends, demographic data or other data that emphasizes the need for this program. This section should also explain the need for the programming from the standpoint of stakeholder input that identified the issue and related problems. This component should be concise. To the extent feasible, include baseline data related to the issue and related problems being addressed. 
Copy text from document to the input field below
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Copy text from the MS Word copy of your objective or the template provided by

team leader for this section of the form.






Goals/Priorities

List the goals or priorites of the program in relation to the issues or problems addressed. The goals themselves are not necessarily measurable, but provide general direction for evaluating program performance. These should often be related to the DASNR Team Priorities, PAC priorities, unit strategic plans, and on-going priority programming. 

Copy text from document to the input field below
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Copy text from the MS Word copy of your objective or the template provided by

team leader for this section of the form.






Target Audience(s)

This section identifies the set of stakeholders, customers, users, and/or consumers for which the program is intended. Target audiences should represent who or what is likely to be significantly affected by addressing the issue or problem. 
Check the box(s) by the most appropriate audience descriptions. It is acceptable to have more than one target audience for some objectives.
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	4-H Adult Volunteers
	[image: image26.wmf]
	4-H Teen Volunteers
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	4-H Youth (youth enrolled in 4-H)
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	Adolescents (9-12)
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	Adults
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	Agency Personnel
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	Agri-Business Personnel
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	Agricultural Commodity Groups
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	Agricultural Employees/Workers
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	Agricultural Producers
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	At Risk Youth
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	Caregiver Adults
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	Child Care Providers
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	Children (0-8)
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	Classroom Audiences
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	Communities
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	Community Leaders
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	Consumers
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	Cooperatives
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	County, State, Federal Professionals/Employees
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	Department of Corrections related
	[image: image46.wmf]
	Donors
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	Elderly
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	Employed Family Members
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	Entrepreneurs
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	Expanded Food & Nutrition Education Program - Adults
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	Expanded Food and Nutrition Education Program - Youth
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	Families
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	Food Handlers
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	Food Processing Personnel
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	Food Processors
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	Food Stamp Recipients/or Eligible Recipients
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	Forest Products Producers
	[image: image58.wmf]
	Government Officials/Decision Makers
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	Graduate Students
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	Health Care Entities
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	Home Owners
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	Horticultural Producers
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	International
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	Land Owners
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	Limited Resource Families
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	Manufacturers
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	Master Gardeners
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	Natural Resource Groups
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	Non Agri-Businesses
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	Non-CES Professionals
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	OCES Paraprofessionals
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	OCES Professionals
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	OCES Staff
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	Oklahoma Home and Community Education
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	Other: Identify in Comments
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	Parents
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	School Administrators
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	Schools
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	Scientists
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	Single Parents
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	Small/Limited Resource Farmers
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	TANF Clients
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	Teachers
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	Teens (13-19)
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	Turf Producers
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	Undergraduate Students
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	Urban Adults
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	Urban Youth
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	Volunteers
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	Women in Agriculture
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	Woodland Owners
	[image: image92.wmf]
	Young Adults
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	Youth
	
	




Output Indicators

Output Indicators should reflect the tabulation, calculation, or recording of activity or effort expressed in a quantitative or qualitative manner that measures the products or services produced by the programs. Indicators should be measurable. You will need to report against these indicators and will need to have methods and systems to collect the information. Program Activity Reports (PARS) will collect some, but not all, of the output indicator data. You should set goals for the indicators and indicate how and when the achievement of the goal will be measured. 

Output indicators refer to the quantity and quality of appropriate methods and activities could include topics taught, publications, workshops, demonstrations, other educational opportunities, newsletters, one-on-one education, in-service training, and certification programs. 

Output indicators also refer to target audience participation and satisfaction including the number of participants, percentage of target audience reached, frequency of returning participants, individuals certified, individuals meeting legal standards, and diversity of participants. 

Copy text from document to the input field below
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Copy text from the MS Word copy of your objective or the template provided by

your team leader for this section of the form






Outcome Indicators

Outcome Indicators should assess the results of the program activity compared to its intended goal. Indicators should be measurable. Outcomes are the direct results or benefits for individuals, families, groups, communities, business, organizations, or systems. You will need to report against the outcome indicators selected, and will need to have methods and systems to collect the information. You should set goals for the indicators and indicate how and when the achievement ofthe goal will be measured. 

Outcome indicators are the quantitative and qualitative expression of capacities built in audiences (knowledge gained, skills acquired, attitudes changed, decision making improved), behavioral changes and practices adopted (behavior altered, practices changed, decisions made). Outcome indicators should relate to changes, capacities built, and benefits in social economic, or environmental impact whenever possible. Impact refers to the ultimate consequence or effects of the program - for example, increased economic return, reduced rates of teenage smoking, reduced pesticide usage, and improved water quality. Impacts refers to the ultimate (often longer-term) changes in social, economic, civic, or environmental conditions. 
Copy text from document to the input field below
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Copy text from the MS Word copy of your objective or the template provided by

your team leader






Marketing and Reporting Plans

In order for your planned programs to be successful, it is important to consider your marketing and reporting plans. Please briefly indicate how you plan to market this Major Program to the intended audience(s). Identify specific underserved groups (including minorities and disadvantaged) within the target audience and describe outreach plan to achieve initial participation by members of the identified under-served group. Some reporting will be done through the PARS system and the DASNR Initiative Teams - particularly for state and federal reporting. Please briefly indicate how you will be working with a DASNR Initiative Team in reporting (if appropriate), In addition, you should indicate plans for reporting to local stakeholders, PACs, government officials, and other advisory groups, etc. 
Copy text from document to the input field below

[image: image96.wmf]



Copy text from the MS Word copy of your objective or the template provided by

your team leader for this section of the form.






Five-Year Professional Development and Support Needs

Identify courses, in-service training opportunities, specialist support, and/or educational materials that would enhance your ability to implement this major program. 
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List all anticipated training needs related to this objective





When you have finished inputting information, click Save 5-year POW
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ave 5-Year POW


Bottom of Form

The next screen will look like this (next page)
OCES 5-Year Plan of Work 2007-2011

Program Entry Complete

10000000 – Your Name and CWID
Your responses have been saved! 

· Click here to modify and re-submit your program entry for Youth Environmental Education 

· Click here to view a printable copy of Youth Environmental Education 

· Click here select another emphasis area and submit another program entry 

or close you browser to logoff.

When you are ready to input another objective the screen will look slightly different

OCES 5-Year Plan of Work 2007-2011

General Guidelines

10000000 – Your Name and CWID

You should identify a limited set of Major Programs for which you expect to conduct a significant number of activities over the five-year period. While a Major Program may not have the same emphasis every year, it would be expected that a Major Program would address issues, needs and opportunities on a relatively on-going basis. You will need to complete the following for each Major Program you identify in your Plan of Work. 



Current Major Program Entries

Top of Form

	Select
	Title
	Initiative Team or Emphasis
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	Youth Environmental Education
	Youth Environmental Education


Unless you want to modify or delete this objective, skip to the next section
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Bottom of Form



New Entry

Top of Form

Major Program/Subject Title

Enter the name or subject of the major programming effort. A major program includes in-depth curriculum, demonstrations, educational events, etc. designed to address needs and make a difference relating to an important issue(s). Major programs encompass more than one activity or event. Major programs have an evaluation component with outcome indicators used to identify specific expected results/outcomes. Major programs include any appropriate in-service training received. Major programs also include teaching and learning experiences. Try to be brief and descriptive in selecting Major Program Titles. Work with Area Specialists, District Specialist and Initiative Teams to select appropriate Major Program titles so that many of you can use the same titles for reporting. 
Enter next major program/subject title
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4-H Club/Volunteer Management


DASNR Initiative Team or Emphasis

Select the DASNR Initiative Team or Emphasis area that best represents the Major Program you are describing. If no team is appropriate select "No Team". Collection and aggregation of the outcomes and impacts from many programs should be coordinated through the DASNR Initiative Teams. Each team identified some outcomes in the team's input to our Federal 5-year POW. Teams may see needs for collecting other data. Baseline information should be established whenever possible to enable you and the teams to show progress toward goals. Educators and Area Specialists should work closely with the teams to which their Major Programs are closely related. The Educator or Area Specialist need not be a team member on all such teams, but they should be communicating with these teams and helping to collect pertinent output, outcome and impact data. All members of the Team should be establishing a plan for evaluation and sharing the information with county, area, district and state professionals. 
Use the Pull down menu to select a team, or of the program is not a part of an Ag Initiative or 4-H/FCS Impact team, select NO TEAM and click on Enter New Program Entry. 

[image: image103.wmf]

No Team



 HTMLCONTROL Forms.HTML:Submitbutton.1 [image: image104.wmf]Enter New Program Entry


Bottom of Form

The remainder of the entry process will be just like the previous objective.  When you return to the front entry page there should be two programs listed under current major program entries. Unless you want to modify or delete one of them, skip to the next section and put in another program title and select another team.

Remember that the information is not saved until you click

Save 5-Year POW
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