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This guide is designed to provide guidance on the internal operations of the State Capacity Building Center (SCBC) project. It addresses myriad topics involved with the running of the center, as well as the responsibilities of the staff of each team.
[bookmark: _Toc463261270]
 Introduction (See Team Leads for Questions)
The State Capacity Building Center (SCBC) serves as a capacity-building driver for integration, leverage, and transformation in early childhood through its technical assistance work across programs and sectors. The SCBC provides shoulder-to-shoulder support to CCDF Administrators and their key partners to create early childhood (EC) systems that are coordinated, collaborative, and comprehensive in their approach to improving child outcomes and school readiness. 


The Center has three clear and over-arching, substantive goals: 
Effective Implementation of CCDF
Assist CCDF Lead Agencies in meeting federal requirements;
Assist CCDF Lead Agencies with implementation of national CCDF policies;	
Participate in federal onsite visits and related program improvement planning and implementation activities; and
Improve the effectiveness of CCDF grantees in promoting child development and family success.
Infant/Toddler (I/T) Quality Improvement and Supply Building 
Identify and share state, territory, and tribal practices and approaches for using CCDF funds to support meaningful and effective I/T center-based family child care, and provider/teacher quality improvement; and
Identify and share practices and approaches for using CCDF funds to support meaningful and effective I/T center-based and family child care, and provider/teacher supply-building activities.
EC Systems Building 
Assist in building high-quality early childhood systems in States/Territories; and
Assist state and territory leaders and their partners to facilitate partnerships with Early Head Start (EHS) and other EC programs to support coordination of services.
Our approach to TA follows a continuum of capacity building supports as outlined below. 

[bookmark: _Toc463261271]Approval of Training and Technical Assistance (T/TA)
State Systems Specialists and Infant/Toddler Specialist Networks 
[bookmark: _Toc217487010][bookmark: _Toc221345789]Approval of TA Activities. OCC requires that each ACF Regional Office maintain a written protocol that describes how it works with its designated State Systems Specialist. State Systems Specialists and the Project Director are involved in the development of these protocols. Regional Program Managers (RPMs) and the Project Director review these T/TA protocols annually. Protocols address the following:
[bookmark: _Toc221345790]Approval of T/TA Requests from CCDF grantee partners. T/TA specialists may receive requests from entities other than CCDF Administrators. For example, T/TA specialists may receive requests from state Head Start collaboration offices, departments of education, other state agencies, the Head Start Technical Assistance network, national organizations, and private-public enterprises. Requests from partners and other state and territory stakeholders have to be forwarded to RPMs and CCDF grantees for confirmation before responding to the requester. In some regions, States, and Territories, the State Systems Specialist works closely with many of the stakeholders and partners of the CCDF Administrator. Any work with partners has to be done with full knowledge and consent from the RPMs and CCDF Administrators. Given that resources are limited, they may have to be allocated to maximize efforts in support of the Grantees.  Refer to handling of TA requests on the workspace:  https://childcareta.acf.hhs.gov/admin/workspaces/292/workgroups/1325/workgroup-resources?folder=4052
Approval of Onsite T/TA Activities. Onsite T/TA needs are identified through the T/TA planning process and project staff provide detailed information to the Project Director that will helps demonstrate to the CORs how the onsite T/TA helps CCDF Grantees make progress toward state and OCC goals. Regional Program Managers and CCDF Grantees are not responsible for requesting travel approval from the OCC Central Office. (Note: this protocol does not apply to onsite T/TA provided by SCBC in fulfillment of Impact Project obligations.)
[bookmark: _GoBack]Approval of Applicant Driven TA. Some TA opportunities offered by the SCBC limit the number of participants, thus an application process is necessary.  The application process will be developed for each unique offering.  All will include simple applications to be completed, with ample time for completion.  Applicants will need to demonstrate readiness and capacity.  All applicants will be approved working in conjunction with OCC and OHS.  For applicants not selected, alternate approaches for provision of TA will be identified, where possible.  
[bookmark: _Toc463261272]Technical Assistance Delivery
SCBC State Systems Specialists, Infant Toddler Specialists, and Impact Project Senior Consultants will engage in the delivery of technical assistance, which at times will include coaching, consultation, and the facilitation of peer-to-peer interactions. 
TA is aligned with state and territory systems building efforts and supports the achievement of stated outcomes. 
Once TA is approved, Specialists work closely with the client to deliver and support the achievement of stated outcomes. 
All Specialists will:
Be professional at all times
Engage in activities to strengthen the entire center, demonstrating unity and strength 
Engage in cross-center communication 
Engage in cross-center product development 
Follow standard SCBC protocol when delivering TA
Follow the client’s established timeline and approach
Inform CCDF Administrators of technical assistance current or upcoming in their State or Region
Inform RPMs about all relevant TA activities, following established regional communication guidelines. 
Link cross-team SCBC staff, RPMs, and CCDF Administrators with relevant resources and research, as appropriate
Respect and honor the client’s needs 
Respond to all correspondence within one business day, unless out of office on leave 
Work collaboratively with the client to ensure messaging is appropriate and focused on positive results
State Systems Specialists and Infant/Toddler Specialists will: 
Assist the CCDF Administrator in identifying TA needs and accessing relative TA opportunities; this may include identifying the most efficient partner and stakeholder to participate in TA
Assist the CCDF Administrator to build the capacity of state/territory staff and support emerging leaders within the state and territory
Assist States and Territories in identifying their long term vision and needs, while also responding to immediate shorter term needs
Focus TA with the states/territories on early childhood systems building, leveraging CCDF implementation to achieve this goal 
Link the CCDF Administrator with appropriate resources and expertise as their needs arise 
Work with the CCDF Administrator, when appropriate, to determine the most efficient partners and stakeholders to participate in or be made aware of TA offerings
[bookmark: _Toc463261273]T/TA Planning Process 
Goal driven T/TA planning occurs with each plan cycle.  States, territories, and their stakeholders can request T/TA as needed throughout the cycle, more formal planning as outlined below is in place.   
This is a process for planning individualized tailored technical assistance (TA) designed to meet the unique needs and conditions within a specific State or Territory. This TA usually involves some combination of consultation, coaching, training, peer-to-peer learning, and other supports. 
As states are focused on meeting the requirements of the CCDBG Reauthorization of 2014, the goal of this planning period includes supporting the movement of state systems beyond compliance toward the building of comprehensive early childhood and school age systems.  
There are two types of tailored TA:
Brief tailored TA: Short-term engagement in response to a specific, timely request. Use of this type of TA ensures maximum flexibility and responsiveness to State and Territory needs.
Intensive tailored TA: Prolonged engagement with States and Territories via multiple remote sessions and onsite visits. This engagement promotes early childhood (EC) systems building and implementation of effective program practices.
The priorities of this process are as follows:
Identify areas of high need to support the States and Territories in compliance with the new Child Care and Development Block Grant (CCDBG) requirements.
Encourage broader access to systems building and program quality training and technical assistance (T&TA). 
Support the movement of T&TA closer to all programs and the children and families they serve.
Create two-way communication within States and Territories and their key stakeholders (broad audience).
Create two-way communication between the States and Territories and National Center partners. 
Begin conversations to support data-driven T&TA delivery. 






The process involves six steps, with the sixth step concentrating on continual quality improvement to ensure T/TA is relevant, meaningful, and results in positive outcomes as identified by the states/territories.  
Step 1. Preparation 
This steps involves communication with states/territories, Regional Office staff, and other T/TA partners. 
Review of existing information and context
Communication with CCDF Administrators, Regional Office Staff, and ECTTAS Partners.  
Step 2. Identification of State and Territory Needs
State Systems Specialists facilitate individual CCDF Administrator and key stakeholder calls to contribute to the development of the initial tailored TA plan by clarifying and expanding on early childhood system building and program quality priorities from status discussion. 
An initial TA plan is developed and vetted with CCDF Administrators and Regional Office
Results are shared with ECTTAS partners for planning purposes. 
Step 3. Alignment of TA Resources
Regional ECTTAS partners coordinate with leads from the National Centers to review and confirm recommended TA approaches, identifying activities that are within their scope and align with their approved workplans. The agreed-upon TA activities are confirmed with each Contracting Office Representative or Federal Project Officer. The recommended activities are returned to the State Systems Specialists. 
Step 4. Confirmation of TA Plans by CCDF Administrators for submission to OCC and the Office of Head Start 
State Systems Specialists revise State and Territory initial plans if necessary. If modifications are made, CCDF Administrators review a final time for accuracy. 
State Systems Specialists share the intermediate TA plans with regional offices and ECTTAS partners.


Step 5. Approval of TA Plans
Office of Child Care coordinates with the Office of Head Start to map and approve TA activities.

Step 6. Deliver TA
National Centers deliver TA.
To be determined: process that builds in flexibility and regular review by TA partners and States and Territories (every six months, yearly, etc.). 

Step 7. Continuous Quality Improvement
Review and modify TA plans during scheduled regional ECTTAS meetings to ensure that TA is relevant and applicable to State and Territory needs.
State Systems Specialists work with regional ECTTAS partners to maintain accurate TAT records. 

TA planning documents can be found on the workspace:  https://childcareta.acf.hhs.gov/admin/workspaces/292/workgroups/1325/workgroup-resources?folder=2567

Outline of the TA Planning Process:


[bookmark: _Toc463261274]
National Center T/TA Delivery Coordination
To leverage all of the available resources and supports to assist states/territories and their stakeholders in achieving their outcomes; coordination among National Centers represented in the ECTTAS is critical. 
All Specialists will:
Follow established protocol for requesting technical assistance and resources from identified TA partners; the OCC-approved protocol and partners can be found on the workspace at: https://childcareta.acf.hhs.gov/admin/workspaces/292/workgroups/1325/workgroup-resources?folder=4052
Possess a basic understanding of each center and its contributions to the broader system 
Work within the Center and with external TA partners to demonstrate the vital role technical assistance can play in systems development and CCDF implementation 
[bookmark: _Toc463261275]T/TA Tracking 
Targeted and Tailored TA are documented in TAT by the lead Specialist delivering the TA. Full context and case notes will be maintained. Additionally, the lead Specialist will be responsible for documenting progression toward outcome achievement. 
State Systems Specialists will be the primary points of contact for TAT tracking and should be poised to help TA partners with their TAT data entry. State Systems Specialists will be responsible for reviewing TAT data entry and assisting national partners in modifying as needed. 
The State Systems Specialist Network are responsible for monthly quality control checks. 
Add link to TAT Guides—still in development   
T/TA Evaluation
All teams within the network have established evaluation implementation plans and are responsible for appointing an evaluation lead and ensuring the plan is carried out. 
Add TTA Evaluation Plan drafted by Harriet

[bookmark: _Toc463261276]Webinars Planning and Implementation
Much of the training and technical assistance delivered will include virtual meetings. Many times this includes facilitating webinars. 
The goal of webinars is to meet the communication and training needs of both project staff and OCC target audiences. 
Project staff should first analyze the needs of its audience by conducting an assessment that considers the following: 
Audience and its characteristics;
Desired outcomes; 
Types of learning constraints;
Delivery options;
Adult learning theory considerations; and
Timeline for completion.
After COR approval has been obtained, OCC projects will enter the design or “blueprint” stage of webinar planning. The Webinar Planning Checklist should be used and includes the following: 	Comment by Myers, Tracy: Forthcoming product?
Identify project staff responsible for content development, including a content outline that meets the requirements defined by the COR;
Identify speakers and presenters for the webinar (It is often difficult to identify speakers that have both the needed content knowledge and a good delivery style; staff should identify strong presenters on an ongoing basis).
Document the webinar’s instructional, visual, and technical design strategies; seek strategies to engage the participants such as showing presenters’ photos on their opening slide, demonstrating how to use the question format, etc.
Apply Instructional strategies according to participants’ intended behavioral outcomes; and
Design the user interface and environment.
The planning team will develop a webinar workplan that outlines tasks, roles, and responsibilities:
Information Services (IS) support: IS can assist with design of webinar materials, provide editorial review, perform 508 compliance coding, initiate Adobe Connect room set up and design and provide live technical support during the webinar, and assist with posting materials on the Child Care Technical Assistance website as needed.
Facilitator: Helps the group reach its goal by leading the planning process; identifies, confirms and coordinates with the various presenters, collecting their bios and PPT presentations; schedules and facilitates a practice session with presenters; provides PPT to OCC prior to the webinar; facilitates webinar by making introductions, instructions for using LiveMeeting, etc.
Agenda developer: Organizes the flow of the meeting by establishing a sense of purpose and direction; develop or identify existing information products to share with participants.
Technology manager: Sets up the LiveMeeting (ensuring presenters have a different level of access than attendees) and conference call number. Manages the technical aspects of webinar delivery (e.g., move slides if presenters prefer, run voting if used). Use *22 to record and *39 to silence beeps as people join. Mute all participants but tell presenters to *6 to unmute. Sends follow-up information to participants.
Invitation manager: Invites participants to each webinar by sending evites through Microsoft Outlook. The Conference Management Center (CMC) is willing to send the invitation out to the groups named below and other relevant groups but wants the centers to design the invitation. Send out a Save the Date one month in advance, the agenda and call-in information one week in advance, and a reminder the day before. The following partners should always be invited: 
ECTTAS partners;
OCC staff;
ACF RPMs; and
CCDF Administrators.
Archivist: Ensures that recorded webinars, agendas, and supporting documents are posted to the OCC projects portal for future reference.
PowerPoint (PPT) Developer: Develop a PowerPoint presentation that includes the following:
Basic features of Live Meeting (e.g., directions for how to mute, unmute, chat or submit questions);	Comment by Myers, Tracy: Adobe Connect?
Webinar overview and goals;
Agenda; 
Information about guest speakers including their photos and contact information; and
Location of webinar resources.
Following the webinar:
Evaluate consistent with the evaluation implementation plan
Provide participants with a link to the recording 	Comment by Myers, Tracy: Via email?
Send resource materials to participants and to the invitation list
Send a link to the recording and resource materials to national organizations to include in their resource updates.

SCBC Internal TTA Delivery Protocol
Draft

SCBC Internal TTA Delivery Protocol: Draft
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[bookmark: _Toc463261277]Appendix A. Core Knowledge and Competencies for SCBC State Systems Specialists, Infant/Toddler Specialists, and the Intensive TA Team 
To support the following goals for the EC T/TA System 
Promote the provision of comprehensive services and school readiness with strategies that are age, developmentally, culturally and linguistically appropriate 
Provide high-quality, evidence-based, practical resources and approaches that build capacity and create sustainable early childhood practices at the regional, state and local levels;
Scaffold timely and relevant T/TA resources and activities to account for different stakeholder needs and levels of readiness;
Emphasize use of data for continuous quality improvement, coordination, and integration across the broader early childhood sector
Role of SCBC Team – Supporting the state/territory CC Administrator (SA) in achieving system improvements in meeting the intent of the CCDF. 
The State Capacity Building Center has identified five dimensions of capacity and capacity building:
1. Culture and Climate- Shared vision, goals morale and motivation, attitudes and openness, and buy-in to new programs and practices. 
1. Engagement & Partnerships- Engagement and partnership with providers, citizens, and oversight group, specifically the willingness and ability of the public institution to put into place system and mechanisms to engage groups, capture and use feedback so that the organization/system can successful monitor, learn, self-regulate and adjust behavior/interaction. 
1. Financial Resources- Organizations and systems require financial resources to have sufficient capacity to succeed.
1. Infrastructure- Organizations and systems require infrastructure to have sufficient capacity to succeed.
1. Knowledge and Skills- People working in the organization and system must have a broad range of skills and knowledge for the organization/system to have the capacity to succeed. 
In order to achieve the dimension of capacity building the following provides a foundation of core knowledge and competencies needed for the full team.

Consider revision to Key Skills that apply to all positions but are in levels and include Mastery, Developing, and Basic.

	Key Content Elements of Early Childhood System Building
What SCBC staff should know: 
	Key Contacts/Relationships
Who SCBC staff should know and how they connect to the work:
	Key skills 
How the work will be accomplished: 

	Advanced understanding of the SCBC five dimensions of Capacity and Capacity Building 
Basic understanding of framework/components of early childhood system**including IDEA Part B/C, EC workforce initiatives and professional development 
Basic understanding of Head Start: History, structure/funding, standards 
Understanding of Federal OCC/OHS and T/TA Network structure
CCDF Funding Streams and reporting (ACF 696) and state funding of child care 
CCDF Federal reporting – ACF 118 (state plan), 696, 800/801, QPR 
Understanding of CCDF Code of Federal Regulations (CFR) and NPRM
Understand organization and requirements of CCDF State Plan
	ACF OED, OHS, OCC staff 
OCC Regional Office staff 
State Administrator 
ECTTAS especially the regional liaisons
National organizations identified with EC policy, content, workforce development
	Ability to form positive, productive working relationships
Understanding of and comfort with a consultation/facilitation model (e.g., Process Consultation)
Comfort in initiating conversations with new contacts
Comfort presenting/being in front of groups
Ability to navigate and understand federal and state online resources
Skill with computer programs as well as virtual meeting (Adobe Connect, Skype) facilitation 
Skill in product and webinar development
Ability to manage multiple quick turnaround high level projects simultaneously
Ability to clearly and concisely communicate in written and verbal form





	Key Content Elements of Early Childhood System Building
	Key Contacts/Relationships
	Key skills 

	In order to achieve the dimension of capacity building, the following provides an additional foundation of core knowledge and competencies needed for the SSSN team. 

	Content specific Expertise
	Audience
	Key Skills

	Advanced knowledge of structure of state/territory CCDF Lead Agency – what do they house (e.g. subsidy, regulatory, quality, TANF, Child Welfare, etc.); are they state or county/local administered?
Advanced understanding of framework/components of early childhood system**within each state/territory including IDEA Part B/C, EC workforce initiatives and professional development 
High level understanding of the State/Territories CCDF Plan
Basic understanding of QRIS framework for each state/territory
Basic understanding of regional Head Start/EHS structure
Basic understanding of states’ legislative process/structure (when is session, is policy codified in law/rules/manual, etc.)
	State Administrator + program staff + lead staff for data
State QRIS project lead
State IT lead
State professional development contact
Head Start State Collab Office
EC Coordinating Body / Early Childhood State Advisory Councils / State codified Council – point person 
Tribes in state
Department of Ed EC lead
MCH-Title V director
IDEA – Part B and C 
	Advanced consultation/facilitation skill (i.e., Results Based Facilitation) 
Ability to support state/territories through organizational/system (transformational) change
Synthesize and apply knowledge in order to identify appropriate individualized TA approach 
Ability to support CCDF staff to expand understanding of complex interactions and identify actions needed for system building/change





	Key Content Elements of Early Childhood System Building
	Key Contacts/Relationships
	Key skills 

	In order to achieve the dimension of capacity building the following provides an additional foundation of core knowledge and competencies needed for the ITSN team.

	Content Specific Expertise
	Audiences
	Key Skills

	CCDF
Specialized knowledge of infant-toddler components in state CCDF Plans 
Specialized understanding of infant-toddler components of the Reauthorization 
Grants and Contracts / Use of Subsidy Funds
3% Set Aside
IT Specialty Knowledge
Program for Infant Toddler Care (PITC) 6 Essential Policies
Content Knowledge 
Curriculum
Caregiving and cultural competency 
Health and wellness / CFOC
Environments 
Birth to Three Child Development 
Contexts of Development (vulnerable populations)
Brain Science 
Family engagement 
Teacher Education/Development 
IT Policy – program level and state level best practices, challenges and successes 
Birth to five ECE in state/territory: IT, Pre-k, HS, Part B and C services
Settings of Care
EHS/HS
FCC
HV
Center-Based Care
Faith Based
Blended Programs
Group Day Care Homes
FFN
System support
QRIS
ELDS
Professional Development
Credentialing/Higher Ed
Consumer Education
Licensing/CFOC
Development/sustainability of IT Networks
	CCR&R or similar organizations and how they are organized (stand alone, Network/Lead Contacts)
Key contacts for infant-toddler initiatives in each state (IT specialist network contact, state coordinator, etc.) 
Higher education entities 
FCC Network or Association Leads
CC Association Leads
QRIS Leads
TA Contractors
Professional Development Leads
Stakeholder/Advocacy groups 
	Relationship based perspectives to facilitating change 
Different modalities of TA – coaching, consultation, mentoring
Assessing readiness to change and understanding the change process though the applications of different contexts capacity: individual, system, program 
Knowledge of and experience applying adult learning principles
Understanding and ability to apply an Implementation Science Approach to new program and policy development and implementation 


* or where to find it quickly
[bookmark: AppendixB]**http://www.buildinitiative.org/Portals/0/Uploads/Documents/3%20Ovals.jpg
[bookmark: _Toc463261278]
Appendix B: Virtual Meeting Best Practice 
Going Virtual for Meetings
	Meeting Purpose
	Audience Size
	Duration
	Facilitator Role
	Features
	Use of Web Cameras

	One-Way Communication
Briefings
	May be larger (up to 100 participants)
	No more than 60 minutes (without a break)
	Presentation/ lecture driven
	Present using PowerPoint or other briefing method
Potentially use video but ensure pre-testing on computers
Ask questions using the chat feature (either private submission or for everyone to see), raise hand feature, or conference line
Frequently record for play-back later (increased sustainability)
	Web cameras recommended for presenter and any other speakers

	Two-Way Communication
Collaboration or Brainstorming
	Smaller (likely no more than 15-20 participants)
	No more than 90 minutes (without a break)
	Generate and organize ideas

Develop audience comfort sharing
	Use whiteboard feature for ideas generation
*Note that the whiteboard can be challenging to manage when more than 10 participants are contributing ideas
Use polling feature for decision-making
*Building “real time” polls can be particularly effective
Use chat feature for general feedback and questions
	Web cameras recommended, but focus is on ideas generation

	Learning and Development
	Smaller (likely no more than 15-20)
	No more than 90 minutes (without a break)
	Teach

Encourage discussion among participants
	Encourage either self-paced or real-time sessions
Use PowerPoint and video to support teaching
Use desktop sharing to demonstrate processes or systems to participants
Use polling to test participant knowledge
	Web cameras recommended for presenter and any other speakers



Developing Virtual Meeting Norms
	
	Situation
	Recommendation

	Use the Web Camera
	Research shows that webcams can help participants feel connected to each other
	Model the behavior – show the facilitator and other meeting planning team members on camera first
Build a small group of “first adopters” to get on camera with you
Start small with internal or informal meetings – invite participants to join you on camera during opportunities for feedback or discussion
Practice being on the webcam
Remember to look at the camera when you’re facilitating
It doesn’t need to look perfect

	Recognize that the Barrier to Participation is Greater in Virtual Meetings

	It’s easy to go unnoticed in a virtual meeting, particularly if participants aren’t on the webcam
	Every 5 minutes of content delivery should include an engagement/pause for questions
Clearly set expectations upfront on the level of expected participation throughout the session
Clearly narrate what you are doing throughout the session – both the content as well as commands on what participants should be seeing/hearing/ experiencing
Sometimes our team does “cold call” participants – if participants seem open to it and the expectation is set upfront

	Plan for a Facilitator and a Moderator in Each Session
	It can be challenging to simultaneously manage delivering your content AND monitoring the chat window AND helping users with technical issues AND thinking about your transitions and what’s next
	Facilitator Role
Deliver content
Advance slides or facilitate activities
Answer participant questions over the conference line
Moderator Role
Prompt the facilitator with transitions throughout the sessions or facilitate transitions (e.g., set up a video, run polling questions)
Monitor the chat window and read chats/questions to the facilitator
Privately chat with participants who may have challenges with the technology

	Integrate an Introduction to Adobe Connect at the Beginning of Each Session
	Familiarize participants with the features they will be using throughout the session and how they should interact with the facilitator
	Take 2-3 minutes to conduct the introduction (we normally do it after the welcome and session purpose)
Highlight features used:
Raise hand feature
Polling questions
Live chat
Videos shown

	Conduct a Pre-Session Dress Rehearsal
	In our experience working with clients transitioning to more virtual meetings, every virtual meeting is an opportunity to model strong virtual behavior and norms. A lot of clients almost “over plan” or “over prepare”, particularly in the beginning
	Conduct pre-session dress rehearsals with the facilitator and moderator
Focus on transitions and flow of the session including what’s onscreen and what participants are hearing
Identify where there may be opportunities for engagement and how the engagement will be facilitated/implemented
Get facilitator comfortable on webcam
Test equipment (e.g., audio, quality, webcam)

































Adobe Connect Guidance
[bookmark: _Toc446586789][bookmark: _Toc446600320]Introduction
This document provides guidance on Adobe Connect meeting room setup, navigation, and best practices and contacts for technical support. It is not intended to serve as a comprehensive user manual but is designed to assist with common Adobe Connect functions and decision points. Any questions about Adobe Connect can be submitted to the Information Services (IS) staff at OCCInfoServices@icfi.com with the subject line ADOBE CONNECT.
Introduction	1
Requesting meeting support	2
Create a meeting room and link	2
Send invitations	4
Configure your audio	4
Start meeting audio	4
Change presenters, hosts, and participants	4
Record a meeting and access/edit recording	4
Format a basic meeting room	4
Create layouts	4
Share a document or your screen	4
Set up and export a notes pod	4
Use webcam	4
Poll participants	4
Technical Support	4
[bookmark: _Toc446600321]
Requesting meeting support
The IS team is available to assist with meeting support and troubleshooting, however, the following criteria should be considered prior to requesting formal support for an Adobe Connect event.
	Activities Supported
	Activities Not Supported

	Set up of registration link (if applicable), room/pod setup; retrieval of recordings, notes, and polls; and technical support for:
· National meetings
· State stakeholder meetings
· Webinars
Technology troubleshooting
	Ongoing state/regional technical assistance calls
Peer calls
Small audiences (setup assistance may be requested)



To request IS support for your meeting, complete the Adobe Connect Support Form and submit to OCCInfoServices@icfi.com as soon as the event is scheduled. The form is available in Center Resources on the workspace.
[bookmark: _Toc446586791][bookmark: _Toc446600322]Create a meeting room and link
Log into your account here: https://ccsssn.adobeconnect.com   
Select create new meeting: 








Fill in the following: 
Meeting Name 
Custom URL: this is the meeting link that you send to participants to join your meeting. You can choose to customize this link to reflect the meeting content (e.g., RegionX, STAMplanning, etc.).  Note that you cannot use spaces, but you can use hyphens to separate words (e.g., team-meetings). 
1. Instead of selecting a custom URL, you can leave that field blank and Adobe will generate a link for you, which usually consists of random letters and numbers. 
Access type:  For the majority of meetings, we set our access type to be “Anyone who has the URL for the meeting can enter the room.”   
2. If you feel like there is a reason to screen and control who is entering your meeting room, please contact the Information Services Team and we can discuss options for more restricted access 
Audio conference settings:  For most meetings, you will select the second audio conference setting, “Include this audio conference with this meeting” and select your conference line from the drop down.  
3. If you do not see your conference line in the drop down, contact Information Services to assist you in setting this up 
4. If you webinar is going to EXCEED 125 PEOPLE, contact Information Services so that we can work out alternative audio arrangements. 

 (
Select your 
c
onference 
l
ine
) (
You do not need to fill 
this out
)



















Set up your hosts and presenters 



 (
1 . 
Click on the name of your presenter or host
)







 (
3. 
C
lick permissions and select desired role.  Repeat as needed. 
)



 (
2. 
Click 
Add
)
 (
4. Select finish*
)


NOTE: Only Capacity Building Center and Quality Assurance Center Staff with Adobe accounts will show up on this list.  If your presenters and hosts are NOT listed because they are external (e.g., OCC staff, state/territory staff, guest presenters, etc.), you will have to wait until the meeting starts and “promote” them to presenters/hosts once they are in the meeting room.   See the section “Change presenters, hosts, and participants” for instructions on this. 
*By selecting finish, you will finish meeting set up and SKIP sending meeting invitations in Adobe Connect.   We do not use Adobe Connect to send meeting invitations.  For more on this, please see the next section. 
[bookmark: _Toc446586792][bookmark: _Toc446600323]
Send invitations 
1. Send out your Adobe Connect information in an Outlook appointment, rather than through Adobe Connect. 
1. Include your customized meeting link in the body of the Outlook invitation.
Participants joining by Adobe Connect do not need to include the conference line information to connect to audio. When participants enter the meeting room, they will be prompted to connect to the conference line by dialing in (they call the conference line), or dialing out (Adobe Connect will call them at a number they provide).  
However, we usually provide audio conference information for individuals who cannot be at a computer but would like to listen to the audio conference.   
Example Adobe instructions for participants – this should go in the body of your Outlook invitation:   
Instructions:
At the time of the meeting, please use this link to join the meeting room as a guest: [insert meeting link].
Once you join the meeting, you will receive a prompt to dial out (Adobe Connect will call you at a phone number that you provide) or dial in (you call into the conference line) to the meeting audio. 
If you are unable to join by Adobe Connect, but would like to listen in by phone, you can join the audio conference using this number: [insert your conference line information].
Example Outlook invitation:





[bookmark: _Toc446586793][bookmark: _Toc446600324]
Configure your audio
It is important that you change the meeting room’s default audio settings and REMOVE the option to join audio using the computer/microphone.  If participants join this way, it can lead to echoes and technical problems because you are also using your conference line.   
1. Use your meeting room link to enter the meeting room (use your username and password so that you will be logged in as a host) 
1. A prompt will pop up asking if you want to start audio conference with this meeting.  Below that, click on “view/change settings”

Configure your audio using the preferred settings below:
UNSELECT “using microphone” 
SELECT  “using phone” 
UNSELECT “broadcast telephony audio” 
SELECT “provide dial-in details to participants” 
SELECT “provide dial-out details to participants” 
UNSELECT start audio conference automatically with this meeting
SELECT “show start audio conference dialog when meeting starts”
The settings should look exactly like the settings below:





 (
Unselect “Using Microphone”
)



 (
Unselect “Broadcast Telephony Audio”
)






You do not need to reconfigure your audio each time you use the meeting room. You just have to do this one time and it will remain configured for future meetings.
[bookmark: _Toc446586794][bookmark: _Toc446600325]Start meeting audio 
1. Use your meeting room URL to enter the meeting room with your email and password. 
1. Start the meeting audio and dial out (enter your phone number and Adobe will call you and give you instructions for connecting).

 (
Your phone number
)




[bookmark: _Toc446586795]
[bookmark: _Toc446600326]Change presenters, hosts, and participants 
1. Add an attendees pod to your meeting room
(see format a basic meeting room for information 
on this) 
1. Click on the name of the individual that 
you would like to make a presenter or host.  
1. Select the appropriate role.  



NOTE: If your hosts or presenters are sharing content (sharing their screen, using a webcam, or uploading files to the room) for the first time, they will receive a prompt asking them to download an Adobe Connect add-in.  This is a quick process, but it will automatically log them out and back into the meeting room.  It is always best to have your presenters test out whether they can share their content during a dry-run of the meeting so that they can install the add-in prior to the actual event.  If that is not possible, try to have new presenters/hosts join the meeting 10 – 15 minutes early to allow testing time.  
[bookmark: _Toc446586796][bookmark: _Toc446600327]
Record a meeting and access/edit recording 
1. Once you have started the audio, use the meeting drop down and select “record meeting.”  A prompt will pop up that will allow you to name the recording, then select OK. 
1. START MEETING RECORDING EARLY.  It can take a few minutes for the recording to start, so it is best to start the meeting recording early and then edit out any space after the meeting (see below for editing instructions).
1.  (
Name your recording
)










To access and share your recording: 
Log into your account at: https://ccsssn.adobeconnect.com   
Navigate to the “Meetings” tab on the top bar 



Click on your meeting room from the list and navigate to the recordings tab
Recordings default to private, so you must make them public in order to allow others to access the link. Select the recording you want to make public using the check box on the left, and then select “Access Type.”  Mark as public and save. 
To share the recording, click on the recording name, and copy the link listed under “URL for viewing”
 (
1.
) (
2.
)
 (
2. Click the scissors to cut
)To edit a recording
Use the actions drop down (see above) and select “edit recording.” 



 (
3. Hit save and repeat as needed
) (
Use the triangles to select portion that you want to CUT 
)



[bookmark: _Toc446586797][bookmark: _Toc446600328]Format a basic meeting room 
“Pods” are the rectangle sections of the Adobe Connect meeting room.  There are nine types of pods that allow you to manage your meeting: 
Share-use this to share PDF documents, PowerPoints, your screen, and whiteboard
Notes- take notes during the meeting or display text (e.g., contact information)
Attendees- see who is in the meeting, give presenter and host capabilities, manage attendee audio
Video- share webcam
Chat- provides a chat box for all participants
Files- share files for attendees to download
Web links- share web links for attendees to use
Polls- ask multiple choice, multiple answer, and open-ended questions
Q and A- provide a space for attendees to anonymously ask questions to presenters/hosts



 (
To move the pod, click the top bar of the pod, hold, and drag it
)To add a pod: 
1. Use the pods drop 
down in the top bar
2. Select the type of pod 
and click “Add New”




 
 



 To hide a pod:                                                                        To resize or move a pod: 

 (
Click the button in the top right of the pod and use the drop down to select “hide”
)

[bookmark: _Toc446600329][bookmark: _Toc446586798] (
To resize the pod, hover over the edge and click and drag the pod to the appropriate size
)
Create layouts 
A meeting room layout is the “virtual floor plan” of your room that allows you to arrange your pods. When you create or edit a layout, you can add, position, and size pods to best suit the content you are presenting or sharing. 
A meeting room can have multiple layouts that will allow you to transition to different pod set ups for each portion of your meeting if each portion of the meeting needs different pods.  
The layouts of your meeting room can be seen on the right hand side: 


Adobe Connect provides three default layouts:  Sharing, Discussion, and Collaboration.  You can choose to use one of these and edit it to meet your meeting needs, or you can create a brand new layout and build it from scratch. 
To add a new layout, click the + sign in the bottom right hand corner
You can create a new blank layout, or you can duplicate a previous layout and work from there
You can rearrange layouts by clicking and dragging them into your preferable order
You can rename a layout by double clicking on the title of that layout
Pods and Layouts 
The same pod can be in multiple layouts.  For example, you can use the same notes pod in each layout in order to take notes in one place throughout different sections of your meeting.   The notes you type in each layout would carry over to the next layout
If you do NOT want content to carry over to the next layout (for example, if you have a different PPT file to display in each layout), then make sure to add a NEW pod
[bookmark: _Toc446586799][bookmark: _Toc446600330]
Share a document or your screen 
To share a document (PDF or PPT ONLY) 
1. Add a share pod to your meeting room (see format a basic meeting room for information on this) 
1. Click the drop down and select share a document 
1. Browse your computer and select the document (PDF ONLY) or PowerPoint that you would like to upload 
You cannot upload word documents in Adobe Connect.  You must convert to a PDF first.  
Once you upload a document or PowerPoint, you cannot edit it.  If you need to edit, you should edit and re-upload. 
If you need to show a word document or edit a document in real time, use the screen share function (see below for instructions) 
If you have multiple documents, add another share pod and repeat (you can use as many share pods as as you need) 
Share your screen 
1. Add a share pod to your meeting room (see format a basic meeting room for information on this) 
1. Click on “share my screen”
1. Select share your desktop (shares your whole screen) or share an application (word, excel, etc.) 






 (
To share your screen, click here
)
 
[bookmark: _Toc446600331][bookmark: _Toc446586800] (
To share a document (PDF or PPT), hit the drop down and select share document
)
Set up and export a notes pod 
1. Add a notes pod to your meeting room (see format a basic meeting room for information on this) 
1. Only HOSTS and PRESENTERS can write in the notes pod
1.  (
1.
)You can export the notes pod at the end of a meeting and either email it to yourself or save it as a file (see below) 
 (
Use the drop down in the top right corner to export that pod’s notes. 
) 




[bookmark: _Toc446600252][bookmark: _Toc446600332][bookmark: _Toc446586801] (
2.
)

[bookmark: _Toc446600333]Use webcam 
1. Add a video pod to your meeting room (see format a basic meeting room for information on this) 
1. To start your webcam: 
  
 (
2. If it is your first time sharing video, adobe will ask you if you allow it to have access to your camera. Select allow.
)





 (
1.
)

1. To allow participants to use webcam: 

 (
3.  You will see a preview of your camera view.  Press “start sharing”
)

[bookmark: _Toc446586802][bookmark: _Toc446600334] (
In the top bar, go to the video drop down and select “enable webcam for participants” 
)
Poll participants 
There are three types of polls you can use in Adobe Connect: 
1. Multiple choice
1. Multiple answer (multiple choice, but allows participants to pick more than one response) 
1. Open ended 
To add a poll(s): 
1.  (
Fill out the question and choices, and hit “open” 
) (
Choose the 
poll type here 
)Add a poll pod to your meeting room
(see format a basic meeting room 
for information on this) 
1. Format poll (see picture on
 the right)
1. Open poll
1. Repeat as needed 

To show participants results: 
1. After you open the poll, select broadcast
results
1. Results will be broadcasted anonymously









[bookmark: _Toc446600335]Technical Support
Charles Welch, charleswelsh@getconnect.com, 408-528-7681 (based in California)
Adobe Connect Technical Support, https://helpx.adobe.com/adobe-connect/connect-support.html, https://helpx.adobe.com/adobe-connect/adobe-connect-phone-numbers.html 
PGI/Conference Call (for many audio issues if audio settings are correct), support@globalmeet.com, 1-719-457-1660
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Looking forward to the TEST MEETING next week. Please find instructions below for joining the meeting room with Adobe Connect:
Instructions:
1. Atthe time of the meeting, please use this link to join the meeting room as a guest: https://ccsssn.adobeconnect.com/demonstrate/

2. Once you join the meeting, you will receive a prompt to dial out (Adobe Connect will call you at a phone number that you provide) or dial in (you callinto the
conference line) to the meeting audio.

Ifyou are unable to join by adobe connect, but would like to listen in by phone, you can join the audio conference using this number: 1-877-423-6338, Pass Code:
245 236 2836{
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