O INTEGRATED
PLANNING

HELP GUIDE - HOW TO ENTER YOUR THREE-YEAR PLANS IN DIAMOND

This Help Guide will walk you through how to add your Three-Year Plans to Diamond.
If you have any questions, please email planning@otc.edu.

STEP 1 - LOGIN TO DIAMOND

e The website is otcc.strategicplanningonline.com
e Your username and password are the same as your Ozarks Tech username and password.

STEP 2 — SELECT THE “2026-2027 (Current)” PLANNING YEAR

e Inthe upper right corner, ensure the Planning Year is 2026-2027 (Current).

I Welcome, Misty Tollett

STEP 3 —ENTER YOUR THREE-YEAR PLAN INFORMATION

A. Click on the Planning Icon on the left menu.
B. Click your Program/Department name.

Planning

All Planning

Create New Objective

Favorites

Search Q

Q Al Manager

Member Reporting to me

I- Diamond User Training I

C. The Planning Unit Details screen will appear.
If you need to update your Mission Statement, please email planning@otc.edu.
D. Hover over the Goals heading.
E. Click on the Add icon (a blue plus sign) that appeared on the far-right side of Goals.

< Planning Unit Details
* &
440999 - Diamond User Training
Manager
Tollett, Misty
Next Level Approver
450000 - Strategic Planning and Grant Development
er Training is lo create lraining documentalion and provide one-on-one assistance for all SPOL users.
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—
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F. The Goal Information — What do you want to accomplish? screen will open:
1. Enter atitle for your Three-Year Plan under Goal Title.
Leave your respective program/department selected under Planning Unit.
Leave Leave Unchecked unchecked.
Leave the Planning Year as 2026-2027 (Current).
Select the Goal Purpose that best fits your Three-Year Plan.
Choose In Progress for your Goal Status.
Enter a description of what you would like to accomplish under Goal Description.
Click Save when complete.

IlGoaI Information - What do you want to accomplish? | o %

PNV~ WN

¥mplers

Dizmond %o inbegrated Flanning

Lesve Unchecked

411300 - Diamurad User Traiving — Tulkll, Misty

Goal Purpose [ Goal Status [+]-]
Depntrmrenlyl Permieg v Py -
I Goal Description
B [l | = === Cramgh ~ | [E=E = .

Diegdeesent Diarunud fos ol propzaans'depeteavnts who complete Integated Plans.

s QI

G. The Goal Details screen will open after you click Save.

ﬁ- < Goal Details

All Planning

GOALDETAILS

STEP 4 — ALIGN YOUR THREE-YEAR PLAN TO OTC’S STRATEGIC PLAN

A. On the Goal Details screen, click on How does this align with OTC’s Strategic Plan?

& < Goal Details

4793 - Implement Diamond for Annual Planning
Planning Unit

440999 - Diamond User Training

Goal Status

In Progress

Goal Description

Implement the updated version of SPOL. Diamond. for al programs/departments

How does this align with OTC' Strategic Plan?

There are no records to display
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B. The How does this align with OTC’s Strategic Plan screen will open on the right.
1. Click the circle next to the primary strategy your Three-Year Plan most closely aligns to.
It will automatically add the checkbox under Select as well.
2. You may check any additional initiatives if desired.
3. Click Save when your selections are complete.

< Goal Details
'Y ax =
e ww s
< How does this align with OTC's Strategic Plan?
L 5075 - Implement Diamond for Integrated Planning . 9
Select Category
= Plarminig Uty Marges. Dream.Fian.Busd. Strategic Flan 20232028
440999 - Diamand Liser Training Tollet, Misty
Primary Select Commitment  Strategy
= Goal Status Goal Purpose Planning Year
In Frogress Degartmental Flanning 20242025 e
» Gosl Description
Impiement d for 3l programs/departments who camplete nteqrated Plans
mplement Diamond for all programs/department mplete Integratea Plan: E i
-
o

How does this align with OTC's Strategic Plan?

There are na records to display

Wihat are your steps to complete this goal? (List st least 3 steps)
Community Engagement

What ather programs /deparments do you need assistance from? Workferee Development

Cancel I I

There are no records to display,

C. The Strategic Plan Strategy (or Strategies) you selected will appear on the Goal Details screen.

L] 5075 - Implement Diamond for Integratq
5 Planning Unit
440539 - Diamend User Training
= Goal Status
In Progress
‘ Goal Description
Irrglement Diamaond for all programs deparmiments who o

How dizess this align with 6TC's Stralegic Plan?

Dresm. Plan Build. Stralegic Plan 202

® Instituticnal Excallence - Dperatior

nztitutional Excellence - Innovation

STEP 5 —ENTER HOW YOU WILL COMPLETE YOUR THREE-YEAR PLAN

A. Scroll down and hover over the What are your steps to complete this goal? heading.
The line will turn blue and the add icon (a blue plus sign) will appear on the right side.

B. Click the Add icon.

How does this align with OTC's Strategic Plan?

Dream.Plan.Build. Strategic Plan 2023-2028

@ Institutional Excellence - Operational Excellence

Institutional Excellence - Innovation

I What are your steps to complete this goal? (List at least 3 steps) I

Page 3 — updated 8/25/2025



O INTEGRATED
PLANNING

HELP GUIDE - HOW TO ENTER YOUR THREE-YEAR PLANS IN DIAMOND

C. The Step Details entry screen will open on the right.
1. Enter the Anticipated Start Date.
2. Enter the Anticipated Completion Date.
3. Choose the this step will occur in.
i. Example, if your start date is 7/1/2026, you will select “A. Next Year: 2026-27" for this step.
4. Choose your desired Priority Level.
5. Choose your desired Step Status.
6. The Actual Completed Date is optional, and you will update it in Year 2 or Year 3.
7. Enter one of the steps you plan to take under How will you complete this step?.
8. Click Save when complete.
You may have to scroll down to see the save button depending on your screen size.

Sep Dotalls Budget

| Anticipated Start Date Anticlpated Completion Date
2026 =] 1206 =
—_—
{51ep Planning Yeer | Friarity Level
TR b v, 202687 P B T
Acbugl Campleted Dale
I Frogess L] wonls/ et B
How will yau complete this siep?
BT U = o= W om  Foma i
Budesipn 35 cone Integrancd Plasnig mateials (e.g., guides, wmplaics, tip shees)

wimg plam language and aopeoved visuals. Develop accompaying short video
explainers

coest DI

. You have entered your first step. It will appear on the Goal Details screen.
E. If you need to add a New Resource (Budget) Request to this step, follow the instructions listed under
Step 6 below. Otherwise, repeat steps 5A — 5D to enter your remaining steps to complete this Three-
Year Plan and move to Step 7 when complete.

What are your steps 1o complele this goal? [List at least 3 steps)

= I Create hielp guide with steo-by-step process for entering Inlegraled Planning three-year plan information into Bizmond. I =

Anticipated Start Date Anticipated Complation Date Step Planning Year Priority Leval Step Status Budget Request Approved

STEP 6 — ADD NEW RESOURCE (BUDGET) REQUESTS, IF NEEDED

A. Click on the step you would like to add your New Resource (Budget) Request to open it.
The Step Details entry screen will open on the right.
1. Click on Budget
2. The only date option will be 2026-2027. It is ok to leave it as this, even if your resource request
will be for a future year.
3. Click on the add icon (a blue plus sign).

Step Details x

Step Details | Budget
20262027 w

i
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B. The New Resource Request screen will appear.

1. Select the Budget Account and GL Code for your request and click Next.

INew Resource Requestl

Budget Account GL Code
10-614000-00 - STRATEGIC PLANNING v 00012 - New One-Time Operational Budget R

Cancel

2. Ascreen will appear where you will include additional details about your request:

i
ii.
iii.
iv.
V.
Vi.

Vii.

Select your desired Priority Level.

Enter a brief one-line Description about your request.

Select the Budget Fiscal Year of your request.

Select if your request Has Ongoing Cost or is Connected to Another Budget Request.

Enter the Quantity, Cost Per Item, and Total Price of your request.
Enter the following information in the Justification box:

1. Why you need the item (be descriptive as possible).

2. Dollar amount for any estimated ongoing costs.

3. Impacts the request may have on items such as water, electrical, ADA

compliance, etc.

4. Perkins/Enhancement Requests: Include room number and instructor.

Click Save when complete.

Priority Level

Description:

Type a brief one-line description here.

Budget Fiscal Year
Fiscal Year 2027 v
Has Ongoing Cost_| Connected to Another Budget Request_|
Proposed
Quantity: Cost Per Iltem: Total Price:
1 $1,000.00 $1,000.00
Approved
Quantity: Cost Per Item: Total Price:
Not Approved(]
Fustification: |
B | I |(U|l= | =|Z=|Z || Paragraph v = = B

‘Write your justification here.

— D
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C. Your completed request will appear on the screen. You may click the X in the upper right to return to
the Goal Details screen.

Budget Detail E
Step Details Budget

20262027 v

Account: 10-614000-00 - STRATEGIC PLANNING

GL Code 00013 - Ongoing Operational Budget Expansion

Priority: Medium

Description Type a brief description here

Qy:  CPU: Total
Requested Values: 1 $1,000.00 $1.000.00
Approved Values: 0 5000 $0.00

D. If you have additional resource requests to add for this Step, repeat items A-C. Otherwise, move back to
Step 5 to enter your next Step or move on to Step 7 below.

STEP 7 — SELECT ANY PROGRAMS/DEPARTMENTS YOU NEED ASSISTANCE FROM FOR YOUR THREE-

YEAR PLAN (OPTIONAL)

A. Scroll down and hover over the What other programs/departments do you need assistance from?

heading.
The line will turn blue and the add icon (a blue plus sign) will appear on the right side.
B. Click the Add icon.

What other programs/departments do you need assistance from? ‘

There are no records to display.

C. The What other programs/departments do you need assistance from? screen will open on the right.
1. Check any areas you need direct assistance from to complete your Three-Year Plan.
You do not need to select your own program/department.
2. Click Save when your selections are complete.
You may have to scroll down to see the save button depending on your screen size.

wihat are your steps to complete this goal? (List at least 3 steps) I What other programs/departments do you need assistance from? I X

= Redesign 3-5 core Integrated Planning materials (e.g, guides, templates, tip sheets) using plain language and improved visuals. Develop accompanying short £ Planning Unit
video explainers. in Progress =

T T S e G v

0/11/2027 05/31/2027 A Next Year: 2026-27 Medium InProgress $0.00 50.00 Republic Education Center
Research and Governmental Affairs
= Collect feedback from Diamond users and Planning Unit leads to identify needs and pain points in current materials. A
In Progress Respiralory Therapy - AAS

Respiratory Therapy - BS

Anticipated Start Date Anticipated Completion Date step Planning Year Priority Level  StepStatus  Budget Request Approved

Richweod Valley Campus
07/01/2026 12/11/2026 A Next Year: 2026-27 Medium In Progress $1,500.00 $0.00

Safety and Security
Sonography
What other programs/departments do you need assistance from?
| Strategic Planning and Grant Development |

08/25/2025 411000 - Strategic Planning and Grant Development Holden, Calie

‘Student Account Senices
What would success ook ike and how would you messure it? Student Afairs
08/25/2025 Redesigned materials are in active use and seen as helpful across departments. Al least B0% of surveyed users report impraved clarity and ease of use. Usage tracking =

shows consistent access to guides and videos during key planning periods. Materials are updated and promoted ahead of the FY30 cycle.

e D
I
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F. The programs/departments you selected will appear on the Goal Details screen.

= collert feedback fram Diamond users and Planning Unit leads to identify needs and pain points in current materials. =
In Progress
Anticipated Start Date Anticipated Completion Date Step Planning Year Priority Level Slep Stalus Budget Requesl Approved
Q70172026 1271172026 A, Next Year: 2026-27 Medium In Progress 51,500.00 50,00
What ather pragy dap do you need assi from?
08/25/2025 411000 - Strategic Flanning and Grant Development Holden, Calie

STEP 8 — ENTER WHAT SUCCESS WOULD LOOK LIKE AND HOW YOU WILL MEASURE IT

A. Scroll down and find “What would success look like and how would you measure it?”
B. Hover over the “What would success look like...” heading.

The line will turn blue and the add icon (a blue plus sign) will appear on the right side.
C. Click the Add icon.

What other programs/departments do you need assistance from?

08/25/2025 411000 - Strategic Planning and Grant Development Holden, Calie

I What would success look like and how would you measure it? I

G. The “What would success look like...” entry screen will open on the right.
1. You may leave the Date as the current date or change if you would like.

2. Leave the Planning Year as 2026-2027 — Current.
3. Under Description, enter your “What would success look like...” information.
4. Click Save.
You may have to scroll down to see the save button depending on your screen size.
ASORE D6 ES onT- - Wk kG

‘What would success look like and how would you measure it? I - X

- materials (e g., quides, lemplates, tip sheets) using plain language and improved visuals. Develop accompanying short w
In Progress
Anticipated Start Date i p g Vear Priority Level Step Status Budget Request Approved
o01/11/2027 05/31/2027 A Next Year: 202627 Medium In Progress 5000 s0.00
= Collect feedback from Dismand users and Planning Unit leads to identify needs and pain paints in current matesials ]
In Frogress
Anticipated Start Date i g Year Priority Level Step Status Budget Request Approved
07/01/2026 1211/2026 A Next Year: 2026-27 Medium In Progress §1,000.00 $0.00

What ather programs/departments do you need assistance from?

There are na records to display. Cancel

Your Three-Year Plan has now been entered.

Repeat Steps 3-8 to enter each additional Three-Year Plan.
Note — in the past we had you submit the goal for approval. You will not do that at this point.
You will submit the goals after your Peer Review meeting.
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