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Audience
Leaders and members acting as PHIN Community of Practice (CoP) Technical Managers.
Purpose
You’re technically savvy, but for your CoP you also need to help identify the right tools for your group, define account permissions and roles, and help develop collaboration rules to ensure everyone acts respectfully.  Read this Tip Sheet for some ideas on how this can work within your CoP.

To Use this Resource
You can read through this document as often as needed to help keep your responsibilities in mind.  You might find it helpful to print it out and bring it with you to CoP meetings and events. It is also suggested that you coordinate your activities with the person who is managing facilitation for your community. 

Have an Idea for How this Resource Can be Improved?  

We’d love to hear it!  Use the feedback form or send an email to phin@cdc.gov to let us know how this resource can be improved or to suggest other resources you would find useful. 

Since members of your CoP are likely spread out geographically, you will need electronic mechanisms for communication. Since email is so prevalent and easy to use, it’s a great way to begin connecting the group.  Telephone bridge lines are also widely available. As time goes on, your CoP will likely identify other needs
· Electronic document repository to hold work products and research

· A message board system
· Web conferencing tools 
Initially the leaders and members may suggest tools to use and it’s likely that you will select several via trial and error. As your CoP matures, your Technology Manager can drive the selection of tools that are ideal for your group.  
Communication can happen synchronously or asynchronously: 
· Direct communication, where all parties involved in the communication are present at the same time (an event) is a form of synchronous communication. Examples include
·  A telephone conversation
·  A company board meeting
·  A chat room event
·  Instant messaging

· Asynchronous communication does not require that all parties involved in the communication need to be present and available at the same time. Examples of this include:

· Email (the receiver does not have to be logged on when the sender sends the email message)
· Discussion boards, which allow conversations to evolve and the community to develop over a period of time
· Text messaging over cell phones


PHIN is currently evaluating collaboration tools and will share information as it becomes available.  

The task of technical management deals with administration of communication and collaboration technologies.  Those handling technical management responsibilities should possess a strong understanding of technology and have familiarity with a wide array of robust communication methods.  CoP Technical Managers work to ensure that all members of the CoP are informed and connected to the work of the group.  They ensure that employed technologies function properly and that all members understand how (and when) to use the tools available.  
Managing a CoPs Technology Needs Means…
· Working with the community to identify the type of tools necessary (see the Technology Tool Comparison Spreadsheet to help compare options)

· Setting up distribution lists or an announcement listserv for the community leaders to contact community members
· Managing discussion boards to ensure members are playing by the rules
· Ensuring that tools and resources are available to all members
· Coordinating web and teleconferences (and testing them beforehand to work out any kinks)

Helpful Hints





Listservs can be set up for meeting announcements only, allowing members to receive fewer messages. 


A separate listserv can facilitate those wanting to be more connected to the community through emails on discussion topics.


Chat room events and web conferences allow your Community to interact in real-time, but from a variety of locations.





Helpful Hints


Ensure that all members e-mail addresses are correct by noting any bounce-backs upon sending and making periodic announcements at meetings and on the collaboration space to ensure that members are getting announcements.


Ensure that all equipment is checked well in advance of when it is needed and that technical support is available for troubleshooting before all meetings.


Provide directions for the use of all technological equipment and software that will be used by the community.


Manage the training needs of the community to ensure that all members are able to effectively use the software.
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