PRPP Template Documentation
PRPP stands for Program/Resource Planning Process. It is the process through which each program/unit (aka Department) documents their progress/accomplishments in meeting the goals of the District and requests additional funding and resources to meet those goals. It is a yearly process. The information in the template rolls from year to year so each program/unit starts the year with the previous year’s information. The information can then be edited to suit the current year. 
PRPP is comprised of various categories/sections that are displayed in the treeview at the left side of the screen. Clicking on a section brings up an edit window for maintaining the information in that section. There are two types of sections; text-sections and spreadsheet-sections. Text-sections have a document icon: [image: ]  Spreadsheet-sections have a spreadsheet icon: [image: ]  Text-sections can contain formatted text and graphics that are commonly pasted into the template from a Word document. Spreadsheet-sections contain information arranged in rows and columns similar to an Excel spreadsheet.
When entering the PRPP template you will be asked to log on using your normal email user/password. You will then be prompted to select a template. Your logon determines which templates you can edit or approve.

[image: ]


Editing Text Sections
Text sections are edited in the edit window on the right side of the screen. The edit window provides limited tools for formatting the text. Most people prefer to do their editing in Microsoft Word to take advantage of its advanced formatting features. The formatted text is then copy/pasted into the edit window. Graphics, such as charts and tables, can also be pasted into the edit window.
The Create Documents [image: ]  function can be used to create a Word document containing the current contents of the template prior to editing.
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Editing Spreadsheet Sections
Spreadsheet sections are edited in the grid on the right side of the screen. The information is entered directly into each cell, similar to editing an Excel spreadsheet. Dropdown menus are provided when choosing from a list of values. There is no need to save the changes when finished editing. Changes to the grid are automatically saved when the contents of the cell changes. Approvers, Deans, and VPs will see additional columns on the grid for their use that are not shown to the editors of the template. For example extra columns to rank requests at the cluster and VP level. 
New rows are added by entering information into the blank row at the bottom of the grid.
Rows can be deleted by clicking in the gray cell at the left of each row and pressing the Delete button on the keyboard. A dialog box will be shown to confirm the deletion of the row.

[image: ]

PRPP Toolbar Buttons
[image: ]  PRPP Administrator Tools – used by PRPP Admins to maintain system-wide configuration information and pull District-wide master spreadsheets. These tools are documented in a separate document.
[image: ]  Logon – logon as another user.
[image: ]  Select PRPP Template – selects a PRPP template to view and/or edit.
[image: ]  View Template Information – displays information about the template.
[image: ]  View PRPP Writer’s Guide – displays the current PRPP Writer’s Guide document.
[image: ]  Clear Textbox – clears all the text from the text-section edit window. Disabled when editing a spreadsheet-section.
[image: ]  Save Text Changes – saves changes made to the text-section edit window. Disabled when editing a spreadsheet-section.
[image: ]  Create Documents – saves the contents of the template as a Word document. Disabled if the user does not have a home directory.
[image: ]  Create Spreadsheets – exports information from spreadsheet-sections. Saving the information is disabled if the user does not have a home directory.
[image: ]  Request Template Approval – sends an email to the template approver requesting approval of the template.
[image: ]  Reject Template Approval – sends an email back to the template editors explaining why the template wasn’t approved. Disabled if the user is not an approver.
[image: ]  FINAL Approval of Template – approves the template. Once a template has been approved it can no longer be edited. PRPP Admins can re-open the template for editing on request. Disabled if the user is not an approver.
[image: ]  Increase Template Font Size – increases the font size displayed in the treeview and spreadsheet-sections. This does not affect the font sizes of the text-sections.
[image: ]  Decrease Template Font Size – decreases the font size displayed in the treeview and spreadsheet-sections. This does not affect the font sizes of the text-sections.

[image: ]  View Section Help – displays help/instructions for the current section being edited. The help for each section is also found in the PRPP Writer’s Guide document.


[image: ] Logon
The Authenticate PRPP User Logon screen is the first screen displayed when getting in to PRPP. Logon with your normal District email user/password. Your logon determines which PRPP templates you can edit or approve.
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[image: ] Select PRPP Template
The Select PRPP Template screen is the second screen displayed when getting in to PRPP. Select the PRPP program/unit from the Program/Unit dropdown menu. You can limit the choices by selecting a component from the Component dropdown menu and/or selecting the Show ALL Program/Units or Show Program/Units I can EDIT options.
The PRPP templates for the selected program/unit will be displayed. Approved templates from previous years are shown with a green checkmark icon: [image: ]  The current in-progress template is shown with a yellow exclamation-point icon: [image: ]  Select the template you want to view or edit and click the OK button.
Approved templates become public documents and can be viewed by anyone. In-progress templates can only be opened by the editors and approvers of the template. An error message will be displayed if you attempt to open a template you’re not authorized to access.
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[image: ] View Template Information
Displays information about the currently selected PRPP template and the logon user. Shows the status of the template, the current editors and approvers of the template, and the user’s level of access to the template.
Note: PRPP saves documents and spreadsheets in the user’s home directory, usually referred to as the “X” drive. The create documents and save spreadsheets buttons will be disabled if the user does not have a home directory. Home directories are created by Information Technology while creating the user account. Contact the Help Desk for additional information.
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[image: ] View PRPP Writer’s Guide
Displays the complete text from the current PRPP Writer’s Guide document. 
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[image: ] Create Documents
Creates a document containing the contents of the currently selected PRPP template. Select the type of document from the Document Type dropdown menu and click the Create Document button. The document types are:
Complete PRPP Template
Faculty Staffing Requests Sections
Strategic Planning Sections
Annual Planning Sections
The default is to create a Word document. You can choose to create a pdf document instead. The document will be saved in the user’s home directory.
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[image: ] Create Spreadsheets
The Export Spreadsheet Data screen serves multiple purposes. Its primary purpose is to harvest data from the spreadsheet-sections of PRPP and export that data as a spreadsheet file. It also serves as a way for the cluster Deans and the VPs to rank all the requests in their cluster or component. Approvers, Deans, and VPs will see additional columns on the spreadsheet for this purpose that are not shown to the editors of the template. 
The Export Spreadsheet Data screen has its own set of toolbar buttons:
[image: ]  Select Records – displays the Select Records screen to select the spreadsheet data to harvest.
[image: ]  Create CSV File – saves the selected records as a csv spreadsheet file. The file will be saved in the user’s home directory. Disabled if the user does not have a home directory.
[image: ]  Cut – disabled.
[image: ]  Copy – disabled.
[image: ]  Paste – disabled.
[image: ]  Enable/Disable Editing – enables or disables editing of the data. Editing must be enabled before the Deans or VPs can rank the requests.
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Select Records
The Select Records screen is used to select the spreadsheet data to harvest. Select the PRPP spreadsheet-section to harvest from the PRPP Section dropdown menu. The selection can be narrowed down by selecting values from the Year, Template Status, Location, Strategic Plan Goals, and Mission Alignment dropdown menus. 
Users who are Cluster Admins or Component Admins (Deans and VPs) can use the Component, SubComponent, and Program/Unit dropdown menus to select records from all the program/units in their cluster or component. These records can then be edited and ranked as a group.   
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Export Spreadsheet Data
The selected records will be displayed in the grid. If editing has been enabled the data can be edited or ranked. New records cannot be added in this screen.
Individual columns can be hidden by right-clicking the column header and selecting the Hide Column option. Hidden columns will not be included when the data is saved as a spreadsheet file. The hidden columns will be restored when the records are re-selected on the Select Records screen.
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[bookmark: _GoBack][image: ] Request Template Approval
Sends an email to the approver requesting FINAL approval of the PRPP template.
There is no chain of command in the approval process. There is only one final approval of the template. PRPP is a collaborative process. Everyone on the editor list is considered equal, any one of them can request approval of the template. Usually the highest ranking editor (Dean, department chair, director, etc.) is designated as the one to submit the template for approval. When the editors reach consensus and complete the template, that person submits it for approval.
The Subject and Message can be edited to send additional information to the approver.
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[image: ] Reject Template Approval
Sends an email back to the editors rejecting their request to approve the PRPP template.
If the approver feels the template needs additional work, he/she can reject the request for approval and send the template back to the editors with instructions on what needs to be improved. The editors will then revise the template and resubmit it for approval.

[image: ]




[image: ] Final Approval of Template
Sends an email to the editors notifying them that the PRPP template has been approved.
Once a template has been approved it can no longer be edited. PRPP Admins can re-open the template for editing on request.
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E 2016 PRPP Writer's Guide

Santa Rosa Junior College
Program and Resource Planning Process (PRPP)

Writer's Guide
Spring 2016

ANNUAL PLANNING CYCLE (SECTIONS 2, 4.1¢, and 6 ONLY)
Revised December 2015

FACULTY STAFFING REPORT: The Faculty Staffing Committee no longer extracts a report of the following
sections of PRPP: 1.2, 2.3a, 2.3b, 2.3¢, 2.3d, 2.3¢, 5.0, 5.1, 5.2, 5.2b, 5.3, 5.4, 5.5, 5.9, 5.11a. Information
reported in these sections by academic departments may be used to complete faculty staffing request
documents as required by the Faculty Staffing Committee.
SECTION 1: OVERVIEW
1.4 Unit Mission and Description (Update every third spring; 2018, 2021, 2024)

1.4a Mission (Update every third spring; 2018, 2021, 2024)

State the programvunit's mission. If the program/unit doesn't have one, create one. The mission statement should include
the purpose of your programunit, the ideals the program strives to attain, and whom the programunit serves (students, staff,

‘community, etc.). 200-word limit

Writing Tips: Following are examples of wel-uritten mission statements
Mission of Life Sciences Department: To provide students with a general education in the biological sciences as
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Send email requesting FINAL Approval of the PRPP Template
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Message  The template is ready for your approval.
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Send email to Editors requesting changes to the PRPP Template

Subject  pRPp 2016 PRPP Training Template

Message  The template is being sent back to the Editors with the following comments:
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Send email notification of FINAL Approval of the PRPP Template

Subject  pRPp 2016 PRPP Training Template

Message  The template has been APPROVED and can no longer be edited.
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Our budget is used effectively, yet in the 4000s, we often go over budget due to that category not

increased even though our student numbers increased. The increase in student enrollment has increased the
use of supplies such as skill lab linen and soap. Because of grant funding, we are able to cover these
‘additional costs but future grant funds are not guaranteed. We were awarded continuing nursing enrollment
grant funding for $ 331, 937 for 2015-2016. The 2016-2017 grant application is currently being written and
the hope is that the ADN program will be awarded ongoing funding. At this time, it looks like our funding wil

be reduced to $267,000. This reduction will have an impact on supply and equipment funding.

Another area that we need additional support is in the 5000s. Currently the budget includes $255 for Director
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attends four statewide meetings each year with a transportation cost of approximately $2,500.
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