Community of Practice (1/29/04)
(For smoother navigation, print these instructions.)

Instructions for signing on to the JMESP Working Group Community of Practice site:

1. Go to https://ke.army.mil/synergy/main.php?cid=93 and click on ‘Join Community.’  (You will be joining the JMESP Working Group Community of Practice.)

2. The site is tied to the AMEDDC&S Knowledge Exchange (KE).  If you already have a profile (user ID and Password) created in the KE, use that same information as your login.   If you do not have a KE profile, go to number 3 and follow the procedure listed.   (NOTE: this is the KE and not the AKO.)

3. If you do not have a Knowledge Exchange profile (user ID and password), then follow the new user link and complete the profile. You will need the login information for each time you access the COP, so you might want to record it in an easy accessible place.  

4. You will receive an email notification clearing you to enter the site.

5. If you have any problems with the site, please contact Mr. Danny Schladetzky at Danny.Schladetzky@amedd.army.mil or 210.221.7578.

Overview of the COP

Discussion Group View the discussion area as the ‘big conference table’ with all the participants sitting around. Instead of voicing ideas, concerns, issues, solutions, etc, participants will ‘write/post’ them. This will be the primary mode of ‘introductions and disscussions’.

Specific instructions for posting a new discussion topic are as follows:

· click the discussion group

· click add new discussion

· place topic/title in the box to the left  - which is titled – topic

· then, create discussion

In this area, you can

· ask questions

· state opinions

· answer questions

· post ideas, suggestions, etc

· give background information

· anything that you would normally do at a face to face (f2f), traditional discussion
Click post after writing your text
The first postings will be introductions of all symposium attendees. Feel free to respond back with a greeting to those introductions. Remember, the behavior will mirror that of a f2f meeting.

To receive email notification of postings check the box to the left of the folder in the discussions area. 

Instructions for answering a post/discussion already listed:

Click that discussion

Post using the box on the left

Click post after the your discussion

When you see a red number that indicates the number of unread postings to any discussion

Once read, the numbers become black

NOTE:  spell check is currently only available with the initial discussion posting. Misspellings will be viewed the same as getting ‘tongue tied’ in a f2f conversation 

Working Group Resources will house administrative information, minutes, metrics and presentations.
The Calendar will show scheduled suspense dates, and other significant dates to the Working Group Members.

The Library will house the meeting minutes, agendas, read ahead documents and articles of interest to Working Group Members. 

Communication Center allows another venue for contacting one, several, or all members of the Working Group. All Working Group members as well as the administrative staff of JMESI will be listed here. Use this to discuss particular issues with specific individuals.

Group Discussions
Overview 

The first postings will be the introduction to the meeting by the Director, JMESI, as well as the introductions of the JMESI staff that assist with the Working Group.

Please post your introductions in the ‘introduction thread’. A thread is a topic/titled area. Each of those different topics is a different ‘threaded discussion’.
See the instructions above for specific navigational instructions.

Methodology

JMESI will begin some of the threaded discussions with particular questions for review, consideration, and information. With each discussion thread, there will be a listed suggested time for a return response. For a more successful experience, please respond as close to the suggested time as is convenient for you.

This is an asynchronous (24/7) environment, therefore no specific meeting times when we are all required to be online at the same time.

If you incur any technological problems, please notify Danny Schladetzky danny.Schladetzky@amedd.army.mil or Andrew Munoz at Andrew.Munoz@amedd.army.mil
Please read any and all posted material listed as ‘handouts’ prior to participating in the discussions.
General Instructions

The discussion items will be posted in the discussion area.

The symposium agenda will be posted in the library.

Rules of engagement for discussing topics:  This CoP might be the first totally online meeting experience for many of you. With that in mind, it is important that you feel comfortable with the process of working in this environment. 

Responses to the discussion questions should relate to the content, be concise, and stated in the appropriate tone.  There will be times when a few sentences/words will provide an adequate response, but other times a more detailed response might be required.

You will have the opportunity to read all the postings from every member.

You will post your responses as well as comment on the responses of others.  Feel free to ask questions, state personal experiences, and/or provide references to share with the class.  Participation is well thought out with plenty of time for reflection.  There will be many times when we constructively disagree, but always maintaining appropriate dialog.  

Responses to discussion questions should be posted as close to the suspense dates as possible.  The discussion goals are to solve problems, share, collaborate, and never be combative.  Respect, participation, and feedback are the foundations for successful online meetings.

When you post think WRITE  - 


W (Warmth) - telephone when necessary, send sensitive information to private mailboxes, and incorporate warmth into text

R (Responsiveness) -  set deadlines, be consistent - provide feedback and occasional reminders 
I (Inquisitiveness) - ask questions. 
T (tentativeness) use tentative language and posturing - unless the situation dictates otherwise 
E (empathy) put yourself in the shoes of your colleagues

General considerations: 

· Do not write in all caps. 

· Make sure that you include a subject line and that it is clear. 

· Time lines will be clearly stated in the agenda. If there is a problem with a time line, please notify the JMESI Director, facilitator, and/or the chair as soon as possible. 

· A general rule of thumb for a person with respectful oral communication practices – don’t say anything online that you wouldn’t say face to face (f2f).  

· Online discussions require human contact and demands instructional structure with aims, objectives, goals, and rhythms. It is through STRUCTURE that the online discussions solve problems, enhance the transfer of knowledge.

· Technical problems – contact Danny Schladetzky danny.schladetzky@amedd.army.mil
· Problems with dates – contact Director, JMESI Director, CDR Lori Frank lori.frank@amedd.army.mil 







