PROPOSING YOUR SHARING WITH COLLEAGUES

1. Discuss the details of how you might share your workshop experiences with teachers in your district, and with parents of your students.  You may wish to pair with another workshop participant and plan, for example, for a half-day presentation for teachers, and a 30 minute presentation on some parent nightLogin to the system.

a. Go to www.appalmsp.org.

b. Click “login” and log yourself into the system.

2. Create a proposal form.

a. Click “Proposals”.

b. Click “New Proposal”.

c. At the bottom of the screen, click “New Proposal Form”.  A window should open up which includes a lengthy form at the bottom labeled “Proposal Narrative”.

d. For “Reference Name” type something short, like “ProbShareCWLee” or “GeomShareCWLee” (but use your own name!).

e. For “Parent Activity” type the number 

i. “94” for the Kentucky June 2004 Prob/Stat Workshop.

ii. “95” for the Tennessee June 2004 Prob/Stat Workshop.

iii. “96” for the Virginia July 2004 Prob/Stat Workshop.

iv. “129” for the Tennessee July 2004 Geometry Workshop.

f. For “Proposal Title” type something more descriptive, like “Carl Lee's 2004-05 Sharing of Probability Workshop”.

g. For “Partner” choose “University of Kentucky-Math (KY)”.

h. For “Activity Director” enter your own name.  To look up your Account Identifier, click “lookup account information”.  A new window will open.  Enter your last name in the box and click “Get Account Information”.  In the first column of the result, you will see your Account Identifier.

i. Click “Save Proposal” (one of the buttons near the top of the screen).  This will save the unfinished version of your proposal.  Double check that your proposal has been saved by checking that it is listed in the pull-down menu next to the button labeled “Open Proposal”.

j. As you continue to fill in your proposal, you may save it if you need to take a break to do something else and return to it later.  IMPORTANT:  DON’T LEAVE THE COMPUTER IDLE WITHOUT SAVING YOUR PROPOSAL.  IF THE SYSTEM TIMES YOU OUT, THE UNSAVED PORTIONS MAY BE LOST.  When you return, you can select your proposal from the pull-down menu next to the button labeled “Open Proposal”, click “Open Proposal”, and continue to work on it.

3. Fill in the proposal form, using the example “proposal2.pdf” as an example, making the appropriate changes to fit your particular activity.  

a. You don’t need to enter any figures into the budget, since you will already have materials supplied to you at the workshop, so you can ignore that.

b. IMPORTANT!!  When you are finished, return to the top of the screen and click “Save Proposal”.

4. Submit your proposal.

a. Open your proposal if you are returning to the system.

b. Check that everything in the form has been filled out.

c. Click “Submit Proposal” at the top of your screen.

d. After others have a chance to review the proposal, you may be asked to withdraw it and resubmit it with some changes.  That’s normal!

5. Notes:

a. If things appear jumbled on top of each other on the screen, you may need to download a more current version of a web browser, such as Microsoft Internet Explorer.

