FY 2002 OSS E/PO Entries into EDCATS

(March 4, 2002)

Purpose:

To give instructions for entering information for the FY 2002 NASA Office of Space Science (OSS) Education and Public Outreach (E/PO) Annual Report into EDCATS, the NASA-wide reporting system for educational projects.

Scope:

Information is solicited on all E/PO activities (e.g., workshops, exhibits), conducted during FY 2002 (October 1, 2001 through September 30, 2002) by OSS-sponsored missions, researchers, and/or educators, whether or not specific OSS funding was provided for the E/PO activity being reported.

[Information on E/PO products (e.g., lesson plans, CD’s) are to be reported through the NASA Space Science Education Resource Directory at http://ossdev.stsci.edu/registry/ ]

Schedule:

Data may be entered continuously between now and September 30, 2002.
Quality:

The information entered is extracted and published in the FY 2001 OSS E/PO Annual Report with minimal copy editing.  Anything you can do to make your entries as “camera-ready” as possible will save us enormous amounts of time in producing the Annual Report.
Questions and Issues:

· Programmatic (e.g., what activities to report):  Phil.Sakimoto@hq.nasa.gov   (202/358-0949) or Larry.Cooper@hq.nasa.gov (202/358-1351)

· Technical (e.g., difficulty using forms):  edsupport@reisys.com  (301/937-0888)

DEFINITIONS of Reporting Levels :


· COORDINATORS:  Umbrella Structure for organizing E/PO reporting of Missions/Programs.

· MISSION/PROGRAM:  Overall E/PO program of each flight mission (e.g., HST), or of other major OSS programs (e.g., IDEAS, individual Brokers or Forums).

· ACTIVITY:  A component of a Mission/Program’s E/PO program (e.g., HST Teacher Workshops)

· EVENT:  A discrete event put on by an Activity (e.g., the HST Teacher Workshop on June 30 in Omaha).
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Access to EDCATS:

· The EDCATS home page is at https://ehb2.gsfc.nasa.gov/edcats/
· All previously established EDCATS passwords should still be active.

· If new passwords are needed, Coordinators, Mission/Program Leads, or Activity Leads may establish them by using the forms under "Passwords" on the EDCATS home page.

· The OSS menu page is found on the EDCATS home page by looking under:

II. Evaluation Data/Feedback Forms:

Staff Forms 

Program Forms 

Enterprise      (Click here

If prompted, login with your user ID and Password, then click on

Space Science        (Click here

(You may get a set of Netscape security certificates.  If so, just keep clicking “Next” until you can click “Finish” and get rid of them.)

· Details on how to use these forms follow.

How do we Transition from Last Year?

· At the end of the FY 2001 reporting period, all of the OSS data in EDCATS was exported to the Annual Report, and then archived.

· For FY 2002, we are starting fresh in EDCATS because we have no way of knowing in advance which items are continuing in FY 2002 and which are not.

· For programs and activities that are continuing from FY 2001, the previous descriptions and other info may be accessed in the FY 2001 Annual Report at http://ossim.hq.nasa.gov/ossepo/2001/, revised, and then inserted into the FY 2002 EDCATS.

· Valid information previously entered into source forms for Institutions/Organizations and for Scientists have been cleaned-up and re-inserted into the FY2002 EDCATS.  However, many items for which information was inaccurate or incomplete have been removed.

· FY 2002 Activities source forms must be established before any information on individual events can be entered.

Pull-Downs

To help ensure uniformity of data, and to reduce the need for repetitive entries, information on Institutions/Organizations, Scientists, and Conferences is kept in data tables and displayed in pull-downs.  Any user can add new data to these tables at any time.  However, using these tables causes two major issues:

(1) The logic flow in most of the EDCATS forms requires that additions to tables be made BEFORE the pull-down that uses them is encountered.  (The main problem being that, if you were to jump out of a form to add data to a pull-down, other data that you entered on the form would not be saved).  

(2) The data tables are very large, therefore, they must be broken down into manageable pieces before being displayed.

Therefore, most of the forms start by asking you to specify parameters that will allow EDCATS to pick out the subset of each data table that you will need in your pull-downs.  It then shows you those pull-downs and asks you to pick your specific item.  If your item is not there, you can then back out and insert it before you get too deep into the form you were trying to fill out.  More experienced users will circumvent this by anticipating the data they will need in pull-downs, and going first directly to the source forms for those pull-downs to be sure that the data they will need is there.
When using source forms for pull-downs, please check first to see if your item is there before you make your entry.  This will help us avoid having duplicate entries in the pull-downs. 

The Institution/Organization table is intended to contain only the following types of entries:

(1) Names of Institutions, but not names of entities within those institutions (e.g., University of Colorado, but not Laboratory For Atmospheric and Space Physics.)

(2) Names of stand-alone organizations (e.g., American Astronomical Society)

(3) Names of community events (e.g., Pomona County Fair)

Addresses

All address fields have two parts:

(1) The Institution address, which is part of the Institution/Organization table (e.g., NASA Jet Propulsion Laboratory, 4800 Oak Grove Drive, Pasadena, California 91109 or University of Colorado, Boulder, Colorado 80309)

(2) The individual address, which is part of the information on the individual person in question (e.g., Dr. Mark Smith, Mail Stop 164-98 or Mr. Clyde Jones, Laboratory For Atmospheric and Space Physics)

The Institution address is always filled in from the Institutions/Organizations table.  The individual address is always entered manually for each individual.

Establishing Overview Information

Coordinators: 

· From the OSS menu page, click on your Missions/Programs category (e.g., Astronomical Search for Origins Missions) to see the list of your Missions/Programs.

· Distribute instructions for reporting to each Mission/Program Lead

· Use the PASSWORD forms (EDCATS home page) to verify or request any new passwords needed for Mission/ Program Leads.

· Follow up to see that the reporting is accomplished correctly.

Mission/Program Leads: 

· On the list of Missions/Programs, click on your Mission/Program to see the menu page for your Mission/Program.

· Provide summary information on your overall Mission/Program E/PO program by creating and filling in an E/PO LEAD SOURCE FORM.
The Mission/Program description should be a paragraph containing a brief description of the mission itself (i.e., science and spacecraft) followed by a description of how the E/PO program is related to that mission and what it contains.  Draw out the unique characteristics of the mission that drive the E/PO program.  Overview the E/PO activities and the strategy that underlies them.

· Distribute instructions to each Activity Lead, and (if necessary) use a PASSWORD REQUEST FORM (EDCATS home page) to request a password for the Activity Lead.
Activity Leads:

· Use an ACTIVITY INVENTORYAND SOURCE FORM to define the Activity title, to provide summary information on the Activity, and to provide contact information for the Activity Lead.  (As each Activity is defined, it will appear on the Mission/Program menu page.)
The Activity title should uniquely define the Activity.  Some examples:

--“Teacher Workshops” [Bad—far too generic to be meaningful]

--“Astrobiology Teacher Workshops” [Better—at least you know who’s doing it]

--“Living in the Microbial World” [Best—unique and enticing]

The Activity description should be a paragraph containing a brief description of the what the Activity is (i.e., what do you actually do?).  It should draw out the unique characteristics of the Activity (e.g., what distinguishes your teachers’ workshop from anyone else’s teachers’ workshop?) and what you are accomplishing through it. Any necessary overview information that will help the reader understand the content of the events details that will follow should also be included. 

The list of Partners should include those Institutions/Organizations that contributed substantially to developing the product or activity.  It should not include Institutions/Organizations whose role was primarily to be the host site or the recipients for the Activity, and it should not include the names of individual people.

Reporting on Each Event:

Activity Leads:

· For each Event, assign a Reporter and (if necessary) use a PASSWORD REQUEST FORM to request a password for the Reporter.

Event Reporters:

· Use an EVENT REPORT FORM to provide details (e.g., dates, locations, participant numbers, and participating scientists) on each Event.

· The Venue for an Event may be selected either from the Institutions/Organizations table, or from the Conferences table.  (see notes below on Conferences). 

Be sure that the dates make sense.  For one-day events, the start date and end date should be the same.  For events that span the whole year, the start date should be October 1, 2001 and the end date September 30, 2002. Double check that you did not enter 2001 when you meant 2002 for the year, or vice-versa!!

Event venues should be meaningful.  For example:  “South Bay Rotary Club Meeting,” not “Holiday Inn Restaurant.”  “American Astronomical Society Meeting,” not “San Diego Convention Center.”  “University of Indiana,” not “Conference Room 53,” or “Department of Physics.”

Participant numbers must be defensible.  Direct participants are those whose participation was substantial and who, if need be, you could track down by name.  Web participants are those who participated in a specific Web event (e.g., Web chat, Web cast, etc.), not just numbers of Web hits.  Anonymous participants are honest audience estimates for open events such as museum exhibits, media broadcasts, large lectures, conference booths, etc.

The general nature of your events should be obvious from your Activity description.  For example, if your Activity description is about a traveling exhibit and the Events are places where the exhibit was on display then no further explanation is necessary.  If, instead, the Events are teacher workshops associated with the exhibit, then your Activity description needs to make that clear.

“Participating Scientists” means OSS-affiliated scientists, technologists, or support staff who contributed to the E/PO Activity.  OSS-affiliated means either employed by NASA in a space science capacity or funded by OSS through grants or contracts.  Although this information is entered at the Event level, it is published in aggregate at the Activity level.  Therefore, even if a scientist participates in more than one Event for a given Activity, it is only necessary to enter that information in any one Event for that Activity. 

Conferences:

Only major (regional or national) education, outreach, or science conferences (e.g., AAS or NSTA) should be entered into EDCATS as conferences.  Minor conferences (e.g., a workshop at a local university or NASA in-house activities (e.g., workshops or conferences sponsored by an OSS mission) should not be entered into the Conferences table.  Instead, they should be listed on the Events form by the host institution/organization, and described as necessary in the Activity description.

Conferences are Venues, not Activities.  The reporting emphasis is on the Activities (e.g., workshops, exhibits, etc.) that take place at conferences, rather than on the conference itself.  Thus, for example, we will not have an Activity listing for the NSTA conference that attempts to list every OSS-related activity that happened at that conference.  Instead, each Activity(e.g., the Living in a Microbial World workshops) will have its own entry that lists the NSTA conference as one of many venues at which that Activity took place.

If there is a major coordinated exhibit at a conference, then the coordinator of that exhibit will make an Activity entry about the exhibit on behalf of all who participated.  (For example, if Dan Woods coordinates a special OSS E/PO exhibit at a AAS meeting, then Dan will make an Activity entry about that exhibit in which all participating missions are mentioned.)

If an individual mission has its own exhibit at a conference, then that mission should make an Activity entry about the exhibit that lists the conference as one of, presumably, many venues at which the exhibit was displayed.

For this Annual Report, we are interested in activities at conferences that promote E/PO to either educators or scientists, or that provide outreach to the public.  We are not interested, for this purpose, in activities that promote scientific or technical information on missions to a scientific or technical audience.

Please do not report the routine presentation of papers or posters at conferences.  What we are after is reporting the special services to E/PO, such as teacher workshops or conference exhibits.

Reporting Awards:

· Awards or other forms of public recognition received during FY 2002 for E/PO activities may be reported at any time or at any level of this process by using a CITATIONS/AWARD FORM.

A Laundry List of Format and Style Considerations
You can help us greatly reduce the time necessary for editing and producing the Annual Report by adhering to the following format and style guidelines:

· E/PO (not EPO)

· Specify Dr., Mr., or Ms. for all names entered.

· NASA Goddard Space Flight Center (not NASA’s Goddard or just Goddard)

· Use double hyphens where long dashes (em-dashes) should appear.

· Avoid putting URL’s or e-mail addresses in description text fields.  Instead refer to the URL’s or e-mail addresses that should appear elsewhere in the Annual Report.
· When entering URL’s into fields that ask for them, please include the http:// so that they are directly clickable.
· All phone numbers should be formatted:  202-358-0000
· Institution/Organization names should be complete:  “Anne Wiegel Elementary School,” not “Weigel Elementary.”
· “Web site” is always two words, with capital W and lower case s (except in titles, where both are capitalized.)

· Where it does not violate the university’s official policy, write “University of Hawaii at Hilo” rather than “University of Hawaii, Hilo.”
· Accented letters (e.g., é or ü) can be inserted into the database if you first produce them in Word and then paste them in.  Please do so if you can.
· Write tenses as if you were writing on September 30, 2002. 
· Avoid using formatted (e.g., bulleted) lists within description fields.  Instead, write lists into the text, as, for example: 1) use right parentheses only; 2) separate the items with commas or, if necessary, with semi-colons; and 3) don’t forget the “and” before the last item.

· Place commas after every item in a list (including the last item).

· Activity Titles should be properly capitalized (e.g., Mission to the Moon), and NOT done in all caps.

· Do not capitalize “standards” such as “national science education standards.”

· Do capitalize “State” as in “State standards” or “State systemic reform.”

· Use “and” instead of “&”

· Use “Earth” instead of “the Earth” or “earth”

· Use “Sun” instead of “sun”

· Use “preservice” instead of “pre-service”

· Use “bimonthly” instead of “bi-monthly”

· Use “online” instead of “on-line”

· Use “solar system” instead of “Solar System”

· Use “third grade” instead of “3rd grade”

· Use “hands-on activities” instead of “hands on activities”

Please first write your descriptions in Word and give them a complete spelling and grammar check before pasting them into EDCATS.

Year-End Verification of Data Entries:

Activity Leads:

· After data on all Events has been entered, complete a FINAL REPORT for the Activity.  This form automatically sums data over all Events, and allows opportunity to verify it's accuracy and reasonableness.  If necessary, correct any data mis-entries, then certify the Final Report as complete and accurate.
Mission/ Program Leads:

· Verify that all Activities have completed their Final Reports

Coordinators

· Verify that reporting from all Missions/Programs is complete. 

· Notify phil.sakimoto@hq.nasa.gov that all is done.
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