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Campus Technology

Campus technology.

® Covers 70% of job
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Lab Printing
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Migroseft Office 365
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VOLUME OF

® Many IT areas includi structure
®* Helpdesk pplications

® Technical Support Services




Import/Export/Copy Components

what would you like to do?

® Copy Cormmpenents fraom Ancther Org Unit

Protected Resources:
® Volume of enrollme

# Include protected resources

Course to Copy:

® Training content develc s

Ad Fxistin Users Parent Terplate of Current Offering
® Backups and restores J

Protected Resources:

Enrollment Dptions # Include protected resources

Set all roles tor | -- Select a Rale -- |« Set all roles Export Cormponents

Somds gend Enrellmment email Course Files: @ Include course files in the export package &

. o Irmport Components
Add Existing Users

Chooge File | Mo file chosen
Search For:

Search In

Select Components
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You rmust performn a search,

Enroll Selected Users Cancel




HYBRID A

® Combination onl

. Flip the lateh that holds the toner from the positionin the first picture, to the positioninthe second
position

® Self-paced

® Partial trainer involveme




HIGH AVAI

® Mobility through

® Active Directory file

® 1 hour to restore a course
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Content Browser | « ~

E‘_Qh Home

IT Student Technician Anonymous Feedback Form

® Feedback including

Discussion boards

-:g) IT Student Technician Anonymous Feedback Form

® Surveys

® Training exit interviews

Regular content reviews User Links v

= Division of Information Technology - General Information CO Links
= Default

IT Student Technician Anonymous Feedback Form



No Semester
CS5 - Helpdesk Training

14 Unattempted Quizzes

CS5 - IT Internship Training

Division of Information Technology - General Information CO

3 Unattempted Quizzes

IT Technical Response Unit Training CO

Z* Cisco Superyisor Desktop M=l B3
! File Wew Tools Actions  Help
IT Helpdesk -B B EEe Sl O EE RO
skill Groups Real Time Displays
B % Contact Service Queues : Yoice C50Qs - Team Summary
= Wi =
= % ....... %ﬁ [T-Helpdesk Contact Service Queus | Agents Logged In | Agents in Talking | Agents Beady | Agents Mot Beady | Agents in Wark | Agents Reserved | Cur—:'
| 3|
Agents - Tean Summary
Logon Time | Calls Presented Callz Handled b ax T alking Luwvg T alking Total Talking tax Ready Awg Ready [ 1|
00:14:25 20 00:08:25 00:01:43 00:32:29 00:22:10 00:04:22 —|
. 01:48:43 00:06:16 00:04:31 00:22: 36 00:24:16 00:09:22
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[En ﬁl IT Helpdesk. I L4
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Supervisors
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RAPID PRO

® Short developmen

®* Templates

* Drag-and-drop uploads

® Module import/export

Search Topics

Overview

bl |

W Bookmarks

Upcorning Events

i

f= Table of Contents
Introduction
TRU Responders

Xerax Printer
Servicing and Use

TRU Content

Assessment and
Feedback

Add a module..,

3z

10

14

Introduction ~

Add dates and restrictions...

Add a description...

W' Module Description -

W Whatis TRUZ «
—_—

TRU Dffice Locations

Add a sub-rmodule...

TRU Organizational Chart «

Issue Reporting and Response Workflow

~ .= Document Title

Templte Details

Page Margins
Top 1.8
EBottorn 0.9
Left 0.8
Rght 0.8

Font Formatting
Title Calibri, 26, Black, Bold

Heading calibri, 13, Black, Bold
MNumbering Calibri, 12, Dark Red, Bold (tab spacing)
Body Calibri, 12, Black

Miscelaneous Notes:

specifichutton and optionsare bolded
Hyperlinks have defaultformat (blue and underlined)
Picturesare placed tothe right and underneath their related step. Although placement canvary

according to visual convenience.
Thetitle is atextbox placed over header picture

The blackline was placed using the borders option and goes under the description of each new
section or category.

Spacing is 1.15 but can vary if needed to more room between steps/content.

When listing multiple “select” or "click” options, use =

Forexarmale, to save this docoment: Select File » Save As > Computer.
Then choose a folder to sove the document



GOAL TRAC

® Self-assessments ¢

Attendance

Student Name:

Rating
Characteristics ({12345 Present Strengths Will Do Differently Action Plan
The representative has been consistently The representative has occasionally been
4 present and an time far shifts. tardy for shifts. While this is still performing
up to standards, we believe parfarmance
Attendance can be improved.

G G e S e

The representative has, more than occasionally, been tardy ar absent. If this will continue, the
representative should apply for a schedule modification.

I

The representative is consistently present for shifts.

On maore than a few occassions, the representative has been tardy. If this will continue, the
represetative should apply for a schedule modification.

5]

The representative is consistently present for shifts.

The representative has occassionally been absent or tardy for shifts. While this is still
performing up to standards, we helieve that perfarmance can be improved.

i

The representative has been consistently present and on time far shifts.

The representative has occasionally been tardy for shifts. While this is still performing up to
standards, we believe perfarmance can be impraved.

T

The representative has been consistently present and on time for shifts.
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IMPORTA [EDULING

News | = Table of Contents Student Schedule Spring 2015

2] Spring 2015 ~ n

Don't clock In/Out Thursday or bl

Friday of this week Monday Tuesday Wednesday Thursday Friday

. x® Time | FronT |[CHECKOUTIGELLr] Time | FRONT [CHECKOUTGIL e Time |FRoNT GHECKOUIGIL Ly Time  FRoNT [CHECKOUTIGELLr] Time  FRONT | CHECKOUT R ]
8:00 AM| Jason |B- T 8:00AM] Jason | Tiffany | 8:00 AM| Jason | 8:00 AM| Jason | Tiffany | 8:00 AMLTE =T
Posted Jan 13, 2015 10:49 AM 8:30 AM[ Jason | 8:30 AM|  Jason | Tiffany | 8:30 AM| Jason | AM| Jason | Tiffany | 8:30 AMPETETE T
- ! i 9:00 AM| Jason |- : 9:00 AM] Jason | AM| Jason | Tiffany | 9:00 AMLGETETAIS =P
i . . . 9:30 AM|  Jason | Eliza B y 9:30 AM| Jason | fan) R Andrew | Eliza
Time projections have been placed in for both 10:00 AM| _Jason _| : 70:00 AM[ Jason | fany T0:00 AMJLE
f - e wil 10:30 AM|  Jason | 10:30 AM]  Jason | Tiffany | 10:30 AM| Jason | 10:30 AM f LY Andrew | Eliza
Thursday and Friday of this _"'eek' HD_UFS will be [ET | Andrew 1100 AMIBLL | Tiffany | R Roberto A 11-00 AM
approved on Thursday moeming. This is done T1:30 AN T T30 AR B Roberto A 1130 AN
because of the MLK day off we will all have this 1200 Pl EOE ) 12:00 PM 2200 prafliz i s Pt 12:00 P
I 1 d R - - 12:30 PMERRCTL T 12:30 PM| 12:30 PMBLLET PM 12:30 PM!
vionday coming up. 1:00 PR ; 100 PRI | Audrey | P 1:00 PN
1:30 PMIRLTT T T 1:30 PMPCTTEETN  Audrey | PM 1:30 PMPLTE T
2:00 PMIRGETTLTY d 2:00 PMIGEETIEN  Audrey | PM 2:00 PMRLTEIET
. . I Roberto dre - 2:30 PMJLEI T Audrey | Pl 2:30 PML L
Faculty Authorization Forms » * L] - Raberts I : 3:00 PUICETIR Rudrey | Pir L] VARG
BEIEN | Roberto dre : : | Audrey | Pl 3:30 PML L
Posted Jan 13, 2015 10:12 AM 4:00PM] Audrey | Pi 4:00 PMILLETET
4:30 PM|  Audrey | PM 4:30 PMILTEIET
. . ) 500 PM = P 5:00 PM|. =1
This semester we will be saving all of our faculty 5:30 M= M 530 PRI
authorizations onte an Excel spread. The file can e — i E e
A . . r : e dre : &
be found under the Equipment Circulation Service 7:00PM| CLOSED | CLOSED CLOSED 7:00 PM|CLOSED| CLOSED 00FM CLOSED 7:00 PM|CLOSED| CLOSED

Point labeled "Spring 2015 Faculty Authorization”.
Whenever you recieve one of these forms please
input this information into this Excel file. This file
will allow us to easily lock up whether or not a
patron has already had the Faculty Authorization
form filled out. Please include the equipment type
and quantity needed when handing these forms out
to patrens. Faculty Authonzaticns are good for cne
semester and each semester after will require a
new form to be filled out.

Show All News Iltems
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out what student hours are
ently shown as

W Bookmarks  [] Recently Visited

=4 Student Schedule Take a once per semester self
evaluation of job performance

|L|j Student Evaluation . .
: and work satisfaction survey

(=5 Training

Staff Training > Training =
2 Bids. Jounals, & Afacts * Further develop skills and
: knowledge for on the job

experience




CONTENT BF

Content Browser | v e Training —

W Bookmarks {7 Recently Visited This is intended for upper staff
to communicate and share new
knowledge

=4 Student Schedule
|1—|j Student Evaluation

= Training * Bio’s, Journals, & Artifacts —
* Students participate in

—h Staff Trainin
9

recording their experience of
Bio's, Journals, & Artifacts

new skills and knowledge while
working at the Media Center




TRAINING ACH

Assistant Level

-Completes 1 semester at the Media Center
- Passes assistant level assessments on D2L
- Builds up a general knowledge of 2 programs used in the Media Center

Associate Level

-Completes 2 semesters at the Media Center
-Passes associate level assessment on D2L

- Builds up a general knowledge of 5 programs used in the Media Center

Specialist Level

-Helps train students
-Passes specialist level D2L training

-Specializes in 3 programs used heavily in the Media Center

Lead Level
-Works with Instructional Specialist to improve current training and create new training

-Passes Lead level D2L and hands-on assessments




FIRST 2-3

Training Overview and Introduction W& Print #% Settings

Add dates and restrictions ¥ Published ~

This module provides an overview of the entire Media Center Training for Media Support Technicians. You are
provided with a welcome, a comprehensive description of how training is structured, and training expectations. An
integral part of your training invelves actual hands-on work, online learning including completing enline quizzes, and
adding content to your portfolio. In this module, we describe the benefits of a campus job and the transferable
skills that you will obtain which will add te your skillset and make you more competitive in today's job market.

m Add Existing Activities ~ & Bulk Edit

Expand All | Collapse All

About This Module ~ v
2 Welcome ¥ v
\%)| Media Organizational Chart ¥ v
i Training Overview and Expectations ~ v
l Achi it Levels of Comp h v
l Portfolio Instructions- Getting Started ~ v

)| Performance Evaluations ~ v
2 Campus Job Benefits & Transferable Skills ~ v
2 Make a Difference and Eamn a Reference ~ v
Policy and Procedures 3

72| Procedures and Policies ~ v

& Starts Aug 6, 2013 12:34 PM

Take this quiz after going through the policies and procedures module. This quiz is available as many times as
you need to take it

Table of Centents Training Training Overview and Introduction Abeut This Module

About This Module ~ n

About This Module: Training Overiew and Introduction

This module provides an overview of the entire Media Center Training for Media Support Technicians. You are
provided with a welcome, a comprehensive description of how training is structured, and training expectations. An
integral part of your training involves actual hands-on work, online learning including completing online quizzes,
and adding content to your portfolio. In this module, we describe the benefits of a campus job and the
transferable skills that you will obtain which will add to your skillset and make you more competitive in today's
job market.

ATTENTION: Please pay attention to News & Announcement items on the course homepage and reminders on
the course calendar.

By the end of this module, students will complete the following tasks:

Tt EstimatP:d Time of
Completion
Read the Welcome 7 minutes
Read Training Overview and Expectations 7 minutes
Read the explanation of Achievement Levels of Competency 7 minutes
Read the Portfolio Instructions- Getting Started 7 minutes
Read Campus Job Benefits and Transferrable skills 7 minutes
Read Performance Evaluations 7 minutes
Read Make a Difference and How to Earn a Reference. 7 minutes
Take a module quiz 1 hour
Total estimated time to complete this module 2 hours

& EditHTML | @ Download | | (& Print



Portfolio Building
Using Adobe
Acrobat X

tics, entry competencies
Lesson
Career Search ‘media, and materials
Activity ) ]

a, and materials

Test

Required Learner participation

Evaluated and revised learner achievements




PRE-ASSES

Table of Contents Training Assistant Training Portfolio Building Using Adobe Acrobat X Pre-Survey

.
"Ey Pre_Survey v &) Online Survey Software | Qualtrics Survey Sclutions - Google Chrome a Elﬂ‘g

& https:/jfe.qualtrics.com/formy/. get2PwLYojEeaN?Q_LOC=https? %2Fv! b2Fcontent%2Fenforced%%2t

Before beginning this assign
+  If you have any questions or

This survey is for you to provide feedback to me on where you
stand before going through the training content shown in your

D2L lesson, specifically making an ePortfolio using Adobe
Acrobat Pro X. Answer as best you ecan to how you perceive your
current level of skill and understanding of the content material
presented. This is not to be graded and is anonymous.

I have made an ePortfolio before.

Survey Powered By Qualtrics

& EditHTML | | £ Download




LESSON CO

Lesson ~ B Print %# Settings

While working inside this module students will be exposed to external links to pages
like the University of Delaware's Career Services Center description of what a
Portfolio is, videos using YouTube and Sharestream on what to expect and how to
make an ePortfolio, and lastly a PDF document showing how to make an ePortfolio.

+ Published ~

Add dates and restrictions. .

m Add Activities * | #fs Bulk Edit

%] About This Module - Lesson Portion ¥
—_

careerportfolio Basics ¥
I—3
This document comes from Career Services of University of Delaware.

http:/fwww.udel edu/CSC/pdficareerportfolio.pdf

[X Introducing Adobe AcrobatProX ~
=

Review this content to see some of the things that you could use Acrobat for when building a Portfolio.
%J| ePortfolio End Result ~
—_
I‘I Making an ePortfolio using Acrobat Pro X (Atomic Learning) ~

AdobeProX How To Make an ePortfolioc ¥
=

This is guide will help you as you are building up your portfolio.

the lesson sub-module,
ted to:

ion and expectations
areer portfolio do’s and don'ts

ey can expect to generate after
earning this program

4. \Video lesson on portfolio creation using Adobe
Acrobat Pro X

5. Reference guide for using Adobe Acrobat Pro X




CAREER SEAI

Career Search Activity ~ & Print #% Settings

gh the Career Search sub-
| be directed to:

Use this module to learn about one method for looking for jobs. We will primarily look at the use of job search engines online. For
more information you will need to seek out the Career Center at VSU.

otion and expectations

+ Published =
Add dates and restrictions... or jOb Sea rch ti pS

m Add Activities v | #f» Bulk Edit

er search checklist

%] About This Module - Career Search Activity ¥ v v
—_
) s . Discussion forum on job interest and career
= Jo earch Tips (about.com) v v
Use this link among the others that you Google to help you learn the do's and dont's when searching for a job. Sea rCh expe rl e n ce
2_ Career Search ¥ v -
Use this checklist to help you find your dream job for when you graduate. When you have finished doing this
report back to the discussion post "Career Search Results" in this module about your findings:
@ Career Search Discussion Post ¥ v -

Report back to us what you found from your job search. Use the word document you pasted the job information
to. Let us know your 3 jobs you would be interested in applying to when you graduate. Answer the following
questions. 1.) Why did you choose these jobs? 2.) What qualifications do you need in order to apply for this
position? 3.) What documents do you believe would potentially be beneficial to present what skills, knowledge,
or experience you do have to help you apply for the positions

Respond to at-least two posts with something that is helpful

Add a sub-module.



END ASSESS

Test - = Print £ Setir

Given access to Adobe Acrabat Pra X, a computer, and time during work the Media Center college
undergraduate and graduate student worker will (1) find and narrow down to three target jobs to gear
their portfolio artifacts towards, (2) find artifacts already completed that match the jobs chosen (3) put
together three artifacts with artifact summaries into one e-portfolio, and (4) create a cover letter for one
of the jobs they wish to end up applying for, After being trained on how to make an e-portfolio using
Adobe Acrobat Pro X, the student will have a week to put together a finalized compilation. Collaboration
is permitted for product completion, however all work is to be turned in individually online in the
Dropbox folder for this lesson. Students may use external sources to find job career details that interest
them online. Students will also be permitted to use other online resources on how to make a cover letter.
Online reference material will also be made available for students to use in the course shell online.

¥ Published =

Add dates and restnctions

m Add Actnaties = & Bulk Edit

%/ Rubric
=

D Portfolic Test *

Given access to Adobe Acrobat Pro X, a computer, and time during work the Media Center
college undergraduate and graduate student worker will (1) find and narrow down to three
target jobs to gear their portfalio artifacts towards, (2) find artifacts already completed that
match the jobs chosen (3) put together three artifacts with artifact summaries into one
e-portfolio, and (4) create a cover letter for one of the jobs they wish to end up applying
for. After being trained on how ta make an e-portfolio using Adobe Acrobat Pro X, the
student will have a week to put together a finalized compilation. Collaboration is permitted
for product completion, however all work is to be turned in individually online in the
Dropbox folder for this lesson. Students may use external sources to find job career details
that interest them online. Students will also be permitted to use other online resources on
how to make a cover letter. Online reference material will also be made available for
students to use in the course shell anline.

Visits the content topic’ Making an ePartfalia using Acrobat Pro X (Atomic Learning)
Compleles checkis! Career Search
Adds 2 new posts 1o discussion topic: Odd Jobs In the Media C Search Di

ubmission folder




UNPAIRED T-

Group Pre-Assessment
Mean 94.17

sD 6.86

\| 10

There is a 95% confidence interval that the participants have
statistically improved their proficiency with using Adobe Acrobat Pro X
as a way to build electronic portfolios.




EXAMPL

PORTFOLIO

ZASTILLO

" @

Cover Page

tofio highlights my skills and
through my Undergraduate
» share further with you what |
years of my undergraduate
job experience obtained while

Valdosta State University
Departs
£ Mathsena
foas

n H. Case

PORTFOLIO

CASTIL

®© - ®

Cover Letter

ould like to emphasize nvy interest and skillset for applying for the:
summer Intemnship position for the Information  Systems
Department at Amadala newspaper.




BIO'S, JOUR

]| About This Module- Bio's, Journals, & Artifacts ~ v
| Portfolio Instructions: Getting Started ~ v
? Peer Bio's ~ v

Create a posting titled "Bio_YourLastName" that describes 1) what your major is, 2) what you do as a hobbie,
3) what point in your program you're at, 4) your general level of knowledge and skills in troubleshooting basic
software and hardware problems, 5) your past experience with managing digital fools and creating digital
content, and 8) your reason for working in the Media Center (at least 2 paragraphs). Please read at least TWO
peers’ postings and provide your comments.

Audrey Whittle v

< All conditions must be met
Member of group: Student Restriction > Audrey Whittle

m Add Existing Activities

? Audrey- Portfolio & Journal ~ v

Bio’s, journals, and artifact entries are kept
private for each individual

<{ All conditions must be met
Member of group: Student Restriction > Audrey Whittle

Eric Gouthier o

<{ All conditions must be mef
Member of group: Student Restriction > Eric Gouthier

m Add Existing Activities +

? Eric Gouthier- Portfolio & Journal ~ v

< All conditions must be met
Member of group: Student Restriction = Eric Gouthier



GAMIFICAT

® Training involves m

® Games are interactive ming as common as a

pair of Khakis and a polo

®* The key to gamification success is to engage people on an emotional level and

motivating them to achieve their goals — Brian Burke




GAMIFICA]

BAME revard

people_ m

gamification

technulogy

“m

A Simple Introduction
&
A Bit More

Tips, advice and thoughts on gamification

Second Edition
i

Q. Andrzej Marczewski

A Short Starter
90 pages

BRIAN BURKE

GARTHER, INC

HOW GAMIFICATION

MOTIVATES PEOPLE TO DO
EXTRAORDINARY THINGS

Beyond the Hype
193 pages

| ... GAMIFICATION

OF LEARMIMNG AMD INSTRUCTION

@FIELDBOOK

HARL M. KAPP
LUCAS BLAIR
FICH MESCH

HT-
THR Y
& 0 N

o

T

H

WILEY

In Depth
480 pages
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Content Browser | ¥

€ Front Desk Resources [y Home

50 + students

3 Staff: 5 Gas e Policy Introduction and Desk Training
4

. &l Introduction and Welcome

Tutoring for Core Courses &l Front Desk Policies

&/ Front Desk Procedures

. t and
SI Leddel‘shl iﬂzzs " =l Using the Scheduler
Y.
e 'Front
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STUdy SemlnC”'S ?ff??: [ How toresetyourpasswordforthe ADPPortallobTools

2 Dealing with Difficult Caller

Ll voip-brochure

e feel free

Calandar | <




DESIGN PR

® Starting out
® Gathering documents

® Organization & Documentati

® Evaluation




POLICIES &

Front Desk Policies

In addition to the information and policies listed in our Student Success Center Handbook, there are several
policies that are specific to working at the Front Desk (FD).

First, as a represenative of Valdosta State University and a member of our department, we want to always put
our students and patrons (staff, faculty, parents) first.

» We always need at least one person at the front desk to answer the phone and greet patrons. If you need
to take a break or go to the bathroom and you are alone at the Front Desk, call upstairs to have the other
FD Assistant sit at the front so that you can leave. If no one is available, you can always ask the Office
Mananger to take your seat at the desk. Tell whomever is taking over exactly how long you will be gone
and make sure they have your phone number in case their is an emergency.

« If you are working and need to make a phone call, please wait until there is downtime (you aren't helping
any students), and step outside to make the phone call. Please refrain from making personal calls unless it
is an emergency, or you ask the Night Supervisor or the Office Manager first.

« When you walk in, make sure to sign in at thr Front Desk sign-in sheet. This will help you keep track of
when you started and ended your shift. Please make sure that all tutors sign-in and sign-out as well.

« Always pick up the phone on first ring, if possible
¢ No music allowed and no headphones; movies are allowed but only with the sound down/subtitles.

« Never give out tutor or front desk phone numbers to anyone.

« Be courteous and sensitive to others when addressing them. Say "how can | help you today?" not a curt
"What do you need?"

« Be proactive in approaching everyone (that is not obviously a tutor or staff-member) about how you can
help them.




OPEN DISC

® Please let us know




ADDITIONA

® Media Services
® Kyle Culpepper (kwe

® Eric Jackson (edjackso@v

® Information Technology

® Benjamin Li(bkli@valdosta.edu)

® Student Success Center

® Brittany Smith (brittasmith@valdosta.edu)
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