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Overview

* Sustainable Jersey for Schools offers an online
application for certification.

e Districts and schools submit applications, but
only schools are certified

* Points earned on the district application flow
to their schools

* Application Deadline: Rolling Submissions
accepted February 2015 — March 30, 2015
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e Green team e Green team
* 2 out of 11 priority * 3 out of 11 priority
actions actions

e Actions completed in 6 e Actions completed in 8
of 17 categories of 17 categories i wui™




District and School Dashboard

District and School Dashboards
e Th|S IS Where you Listed below are the district and/or school accounts for which you are an
can access your s sttt
appllcatlon; update I TEST DISTRICT (ATLANTIC)
your profile, add
users, and view
registration

documentation

Update Application Update your existing application
Up kcatior

Update District Profile Update the primary contact, secondary contact, and certification
PUGLC UISUICLT e o =
report “introduction

By = n A . wador
Manage District Users Manage applicant owners and contributors

Download Registration Click to download district registration documentation
Ty \CUIoU g

Documentation

* In order to have access to a dashboard you must:

— Create an account (if you do not have)
— Be linked to a district or school through the registration
process or by someone already linked SR SCHOUTSR,
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Accessing the Dashboard

You are signed in.

¢ CI iCk Sign in or Sign . 9 Logi n 9 L [sammc29Edcomcast.net] ]

District and School Dashboards ACTIONS & CERTIFICATION

* You will go to a Ser
page that lists the
districts and/or o
schools that you are
linked to

| TEST SCHOOL A (ATLANTIC)




Update District/School Profile

e Use this primarily to
update contact
information

— Please keep this information
up to date since these
contacts will receive
important emails regarding
the program and the
application processes

e Click Update Profile to
save changes

ACTIONS & CERTIFICATION

Update Your Profile

FRIMARY CONTACT

Farsi Hams

nnnnnnnnn

SECONDARY CONTACT

Farst Nams Last Hama

47 ScHOOLOR
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* Allows you to add or remove

users to the district/school
dashboard

e Can be designed as owner
(limit 5) or contributor

* Both can work on application
(edit, upload, submit for i
review, etc.)
 Owners can add/remove other

ADD A USER
owhers & contributors

Manage Users

Emai

e Contributors can add other
contributors




Manage Users

* Those that have already created
an account on the website can be
added immediately and will
receive a confirmation email

OWNERS

* Those without a website account
can be sent an invitation email
instructing them to create an e
account in order to have access to s
the dashboard

Email Role:

" (

Enter email  Designate
address role




Download Registration Documentation

 View the resolution
submitted to District and School Dashboards
register your Dt eae B s
district/school.

y d
current user

! TEST DISTRICT (ATLANTIC)

L ]
¢ Th I S d O eS n Ot n e e d Update Application Update your existing application

to be u pd ated , a n d Update District Profile ';'J‘ifar:el:wim?:itccmac\ secondary contact, and certification

S h O u I d n Ot b e Manage District Users Manage applicant owners and contributors
Download Registratio Jick to download district registration documentation
JOWINIOE ﬁ,.alU‘l

removed from your

L ] L ]
district/school

profile.
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Application — “Living Document”

| Test District (Atlantic) Application

Application
Overview

IM PROGRESS
Reviewer Feadback: 0 comments

Application Overview
View detads and I'Ilst:l"f.' Help | View School Applcations

SEARCH ACTIONS
S e ar C h Planned Completed Must Revise Not Approved Approved Expired
Feat u r eS To identify actions by status, check the desired box or boxes above The Action Totats box at right wil also
reflect only those actions selected C

ck on the Clear Search button to return to the full action histing

Search Actions Clear Search

&) Back to Top o Expand All ¢ Collapse All
Diversity & Equity a

ﬂ-ﬂ-uesmhlq Communications Status: Unplanned

Unplanned [z
Action

. . ) Breakfast After the Bell Status: Unplanned

L I Stl n g 20 Points Unplanmed |=

) Diversity on District Task Forces & Committees Status. Unplanned

I District Only

Unplanned |=

Energy Efficiency

+— My Dashboard

ACTION TOTALS

(Completed, Approved)

Mandatory 01
Priority 0/3
Total 0/370
Categories 017
Actions 0/35

When you have completed all the
actions you would like to include in
your application, click on the button
below.

Point Calculatlons

SUSTAINABLE



Application Overview

e At the top of the application, click “View
details and history” to see:

Hopewell Valley Regional School District (Mercer) Application

Current status: All new
applications are marked In

Application Qverview IN PROGRESS
view details and history | Help | Yiew Schoal Applications ReviW Progress —you have
A .
Current Status IN PROGRESS started working on your

This application is IN PROGRESS app lication

Application History
This applicantas applied 0 times Check on reviewer

Reviewér Feedback 0 comments — <€— feedback: Once you have
submitted your application
it has been reviewed

Get help: Access more
detailed instructions on
navigating the
application

View school applications: District
users can view the applications of
registered schools in the district




Application Overview

e At the top of the application, click “View

details and history” to see:

Bear Tavern Elementary School {Mercer) Application

IN PROGRESS
Reviewer Feedback: 0 comments

Application Overview
Wiew details and history | Help

Current status: All new
applications are marked In
Progress — you have

Current Status 'T INPROGRESS <€

This application is IN PROGRESS

Application History
This applicant has applied { times
Reviewer Feedback 0 comments

F

— started working on your
application

Check on reviewer

IN PROGRESS
Yisit application

District Application
Hopewell Yalley Regional $chool District

|

Get help: Access more
detailed instructions on
navigating the

View district actions:

School users can view the
applications of the district

— feedback: Once you have
applied for certification
and the application has
been reviewed

4FOR SCHOOLS®R
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Search Features

SEARCH ACTIONS SEARCH ACTIONS

. _ @Planned T ompleted 7 Must Revise ) Mot Approved 1 Approved I Expired
Planned Completed hlust Revise Mot Approved Approved Expired -ann ETIEe o R e

. . . . . . To identify actions by status, check the desred box or boxes abowe. The Action Tolals box at right wil also
To identify actions by status, check the desired box or boxes above. The Action Tatals bax at right will also i - = - =
refect orly those actlions selecisd Chek on the Cear Search bufon 1o rsturm i ihe Tull 3ction isting
reflect only those actions selected. Click on the Clear Search hutton to return to the full action listing
Cearch Achons Clear Search

Search Actions Clear Search

© Back 1 Top o Expand A1l X Collapss All
&) Back to Top «" Expand All ¥ Collapse All

#® Climate Mitigation & Renewable Energy
® Climate Mitigation & Renewable Energy

) Buy Renewable Electricity

‘ @ Diversity & Equity ‘ Dy A school Onty anmed  |®

‘ ® Energy Efficiency ‘

" Diversity & Equity
Food & Nutrition
) Promote Locally Grown Foeds Status: Unplanned Energy Efficiency
Unplanned ¥
® Food & Nutrition
@ Healthy Food Choices Status: Unplanned @ Fromete Lacally Grows Fosds
Unplanned ¥ L1220 renned |18

e Search for actions using key words in the action title OR by
action status
e Actions that meet search criteria will expand

Clear search when complete



e District and School applications function the same
* Actions shown on application varies by
e Types of actions

Type of Action District Application School Application
District Only 1 Yes Yes in View Only Mode
School Only & No Yes
Both Yes Yes but in View Only

Mode if District has
claimed




Examples of Action Listing

District Application
View

Green Design

€) Green Building Policy
ITETICe W Priority I District Only

€ Green Building Training

10 Points

Green Purchasing

School Application
View with “Both”
Action Not Claimed
by District

Green Design

€ Green Building Policy
@I  Priority I District Only

@ Green Building Training

© Green Building Survey

A School Only

School Application
View with “Both”
Action Claimed by
District *

® Green Design

© Green Building Policy

€LY * Priority M District Only

© Green Building Training

® Last updated 01/27/15

@ Green Building Survey

A School Only

SUSTAINABLE
L JERSEY )
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Action Status

® Climate Mitigation & Renewable Energy

__ Default unless
changed by user

© School Carbon Footprint Status: Unplanned
TS & Priority M School Only Unplanned ||
) Buy Renewable Electricity Status: Planned

10 Points ,.. School 'DHJY Planned Tl

) Collaborate with Municipality on Government Energy Aggregation Program  Status: Completed

_ Changed by user to
indicate it will or has
been worked on

Changed by user to indicate the action submission is completed
including the uploading of supporting documentation

A “Both” Action is Claimed by District when a district user changes
the status to “Planned” or “Completed” in the District Applicatiogestie,

SUSTAINABLE ¥




Variable Point Actions

 The points awarded for the
action will vary based on
what has been accomplished

Energy Efficiency

€ Energy Audit

@& * Priority A School Only * For examp|E, BU|Id|ng

@ This action has variable points: 5. 10, 15, 20 Eff|c|ency Measu res po|nts

@ Building Efficiency Measures are based on the decrease in
EID) * Priority A School Only energy use ach|eved

@ This action has vanable points: 5, 10, 20, 30

* Application view defaults
lowest point value until
changed by user




Variable Point Actions

ACTION SUBMISSION: BUILDING EFFICIENCY MEASURES

You are editing the action submission for the action "Building Efficiency Measures."
Learn more about this action.

Directions: Please complete this form to submit this action as part of your application. First, mark the
Status as "planned"” and, if it is a variable point action, indicate the Requested Points. See the action
text for the action requirements associated with each point level. After you have entered the
Description and Implementation and Uploaded the Supperting Documentation, click on the
Save Action Submission button. Finally, when the action submission is complete and ready for
review, change the status from "planned" to "completed"” and resave.

+  Status Planned E|
Current action submission status: Planned

) v Requested Points 20 |'| (

Point level requested for this submission

e User selects point value supported by the
documentation as part of the submission from the drop
down menu

* Reviewer confirms point value selected or , .........
based on review of the documentation

SUSTAINABLE "




Action Listing

& Back to Top ¢’ Expand All ¥ Collapse All

@® Climate Mitigation & Renewable Energy

€ Buy Renewable Electriciw( Status: Planned ® CIiCk On aCtion title to go to
D &y we H Action Submission Page

@ Last updated 01/27/15

e Click on (3 ) to view action | Test School A (Atlantic) Application for Certification

ACTION SUBMISSION: BUY RENEWABLE ELECTRICITY

You are editing the action submission for the action "Buy Renewable Electricit
Buy Renewable Elednclty {18 Pows 1 & Schoet Learn more about this action.

Vo B # SaOren i = Plonce S . x 2
ibdadae dabic Thes action recognizes a school or dstrict that buys electncty from a renewable source Directions: Please complete this form to submi this action as part of your application. First, mar

o SIOUES 306 G B¢ S haree the @l Status as “planned” and, 4 it is & vaniable point action, ndicate the Requested Points. See the §
PNONMOOD WITN TS 3CTon

text for the action requiremens associaled with each point level Alter you have entered the
Description and Implementation and Uploaded the Supporting Documentation, chck on th
Save Action Submission button. Finally, when the acton submession is complete and ready for

Ul ulilty supply channel S

Tmetiame

Cty mox, ether by buying

0, and how to 0o and heip create review, change the status from "planned” to "completed” and resave

) edacincty through

Tat 150 eam an be
ports for this acson =
- . v Sstatus Planned v
gt e 2y US speclaired energ Current action submussion status Plamned
NO0IS 818 GOk red y
n e w pancpating schouls
esource s under this action v Points 10
Points for Buis achon are not vanadie
e F Acton D
Why is it important?
DESCRIPTION OF IMPLEMENTATION:

o ; B SUSTAINABLE

InCréasmg e adoption of renewable energy S 8 ey SIrategy for devalopng & more




Action Submission Page

* This is where you upload ! Test School A (Atlantic) Application for Cerfification
documentation for a ACTION SUBMISSION: BUY RENEWABLE ELECTRICITY

S p eC|f | C a Ct | O N You are editing the action submission for the action "Buy Renewable Electricity."
’ Learn more about this action.

o F O u r m a i n S e Ct i O n S Directions: Please complete this form to submit this action as part of your application, First, mark the

Status as "planned"” and, if it is a vanable point action, indicate the Requested Points. See the action
text for the action requirements associated with each point level. After you have entered the

L Act i O n I n fo r m a t i O n : Description and Implementation and Uploaded the Supporting Documentation, click on the

Save Action Submission button. Finally, when the action submission is complete and ready for

Sta t u S a n d P 0 i n ts review, change the status from "planned” to "completed™ and resave

. . v)s Planned -
. D e S C rl pt I O n Of C}:rt::ac:lon submission status: Planned A -
. “ Pol
I m p I e m e nta t I O n PC?I:]’::?CHN‘S action are not vanabie i

[ U p I o> d S u p p 9) rt | N g DESCRIPTION OF IMPLEMENTATION:

D . In the text box below, please provide a short summary (300 word maximum) of what was
O C U I I l e n ta t I O n accomplished and the impact it had or will have on the school community. Include relevant references
to the uploaded materials. If you are pasting information into the text box, please be sure to check the

o R evi ewe r F e e d b a C k content and format of the entry

AFUK SUNUULY NS,
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Action Information

APPLICATION NAVIGATION

| Test District (Atlantic) Application for Certification

Jump to another planned action

ACTION SUBMISSION: SUSTAINABLE ENERGY TRANSITION PLAN submission

You are editing the action submission for the action "Sustainable Energy Transition

VieW actlon teXt =  Plan." Learn more about this action.

Directions: Please complete this form to submit this action as part of your application. First, mark the — Back to Apphcation
Status as "planned” and, f it is a vanable point action, indicate the Requested Points. See the action

it for t tonr NE S Cic 3 with eac oint level o you Ve entere e < ~
text for the action requirements associated with each point level. After you have entered the Save Action Submission
Description and Implementation and Uploaded the Supporting Documentation, click on the

Save Action Submission button. Finally, when the action submission 1s complete and ready for
U p d a te Sta t u S review, change the status from "planned” to "completed” and resave
and select point |
v Status Planned v |
I I -f . b I \ Cumrent action submission status: Planned
evel IT variapie 5

point action

Point ievel requested for his submission

v Schools working on this action
The number of schools In this distnct who have begun
working on this action

If district application and a “both” action, you will see how many schools in
the district are working on the action. Districts should not change the status
of an action if schools are working on it without consulting the schoglssfigst.
The district submission will override the schools. g )

SUSTAINABLE
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Description of Implementation

DESCRIPTION OF IMPLEMENTATION:
Input a short

f In the text box below, please provide a short summary (300 word maximum) of what was

summa ry O accomplished and the impact it had or will have on the school community. Include relevant references

What was to the uploaded materials. If you are pasting information into the text box, please be sure to check the
content and format of the entry.

accomplished
and the impact
it had or will
have on the
district and/or
school.

This is where you tell us what you did and the impact it had on the district and/or schtml.|

4f0R SCHOOCSR
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Upload Supporting Documentation

UPLOAD SUPPORTING DOCUMENTATION

Please upload the supporting documentation required as outlined in the “What to submit to eam points
for this action” section of the action. Simply enter a document title, click on the Choose File button to
select the file, and then click on the Uplead button. Up to six files can be uploaded. Each file must be
uploaded individually. Individual files cannot exceed 20 MB. If there is a need to provide more than six
documents, please combine documents into one PDF file. To remove any uploaded file, simply click

Select the file from your

com p uter to u p I Oad the “X" in the column labeled “Delete.” Be sure to click on the Save Action Submission before exiting
this page.
Many types of files can be
U /OC)V/d:Z U ]:_5 ZOMB Document Title (optional)
p » up ) ’ Sustainable Energy Transition Plan Documentation
You can rename it to be Browse... | Mo file selected. Upload
whatever you like.
. Type Title Uploaded On  Delete

Once SucceSSfu I Iy u ploaded It 5] Sustainable Energy Transition Plan 11111970 at
will appear in the box below 1200 AM T

Easily remove flles by
clicking “X” upgen®




Be Sure to Save Action Submission

At Top of Page

ACTION SUBMISSION: SUSTAINABLE ENERGY TRANSITION PLAN Suvee twgy ek

You are editing the action submission for the action "Sustainable Energy Transition

: > «— Back to Application
Plan." Learn more about this action.

Directions: Please complete this form to submit this action as part of your application. First, mark the Save Action Submission
Status as “planned” and, if it 1s a vanable point action, indicate the Requested Points. See the action
text for the action requirements associated with each point level. After you have entered the
Description and Implementation and Uploaded the Supporting Documentation, click on the
Save Action Submission button. Finally, when the action submission is complete and ready for

review, change the status from "planned” to "completed” and resave

Document Title (optional)

Sustainable Energy Transition Plan Documentation

0 R Mo file selected. Upload

Type Title Uploaded On  Delete

[5] Sustainable Energy Transition Plan 11/1970 at

At BOttom 12:00 AM
Of Page Save Action Submission

v

e,
" F Uture, One 5“‘2



Calculating Points

 Use the ACTION TOTALS chart in left column to track your point totals.
* The default va_Iues will be a combination of Completed and Approved actions.
ACTION TOTALS

Completed, Approved

SEARCH ACTIONS
Mandatory o1
Pnority 0/3
Planned Completed Must Revise Not Approved Approved Expired
Total /370
To identify actions by status, check the desired box or boxes above. The Action Totals box at right will also
b
reflect only those actions sefected. Click on the Clear Search button to retum to the full action listing e i o7
Actions 0735

Search Actions Clear Search

When you have compléted all the

actons you would ke to Include in
© Back to Top < Expand All ¥ Collapse All cour application. chick on the button

Delow

* You can view different combinations by checking the desired boxes under
SEARCH ACTIONS

ACTION TOTALS
(Flanned)
SEARCH ACTIONS
Mandatory /1
Priority 13
v Planned Completed Must Revise Not Approved Approved Expired
Total 70/370

To identify actions by status, check the desired box or boxes above. The Action Totals box at nght will also

- N . - p Ca nes /
reflect only those actions selected. Chck on the Clear Search button to return to the full action ksting Biegane mntr e

Actions 7135
Search Actions Clear Search



Preparing to Submit District Application

* Once you are finished working on an action,
mark it as “Completed”

 There are no minimum requirements districts

ACTION TOTALS

(Completed, Approved)

. . . Mandatory 01

must meet to submit an application
. . . . Friority 073

* When ready to Submit Application for Review,
: Tatal 20/370
press the yellow submit button:
. . . . . Cateqgories 1116
— Confirm submission, and you will receive a

notification in green at the top of the page the Actions 1734
application has been submitted When you have completed all the

. . : actions yvou waould like to include in
— All users on the account will receive an automatic sour application. click an the button

email that your application has been submitted for below.
review
* You will be locked from editing your application

until review is complete

Subrmit Application far

ZIFUR SUnuuLvsg,
SUSTAINABLE W



Preparing to Submit School Application

CERTIFICATION CRITERIA
e Certification Criteria visible on right hand side .
* Action Totals — In school application you can Vandatory b1 SWT
also view points by District, School or Both.. Priorty 2 3
— District points flow from the District Application e 15? .
— District and School point combined determine e S
ability to Submit Application for Review and ACTION TOTALS

o (20 o (Completed, Approved)
Certification PR

District School @ Both

e Gray submit button turns yellow once

5o o Mandaton 0N
minimum requirements met for bronze . E i
certification based on actions marked Total 101965
“Completed” and “Approved” Categores 7

. 1 . . Actions 1/81
* Once submitted, the application is locked from

e, . . . actions you would like to include in

Edltlng Untll the FEVIEW IS Complete your application, click on the button

below.

Submit Application for
Review and Certification




* Those working on the district application and those
working on schools applications need to
communicate with each other

— Need to determine at what level “Both” actions
will be completed

— District application needs to be completed in
same time frame as school applications




Review Feedback

All users will be notified by email when their application is
unlocked and ready for editing.

After the application is submitted a subject matter expert will
review the action and provide feedback. The action will be marked
“Approved” or “Must Revise”.

REVIEWER FEEDBACK

Mo feedback has been published.

“Must Revise” feedback will summarize what more is -,
have the action approved.

' SUSTAINABLE



2015 Certification Cycle

January 29t — March 30t™: Rolling online application
submission deadline

— Indicate all actions you plan to complete for credit by
marking “complete”

Mid-April: First round review comments provided

May 30t": Second application submission deadline for
those who applied in March only

Mid-June: Second round review comments provided
August 30t": Third (final) application submission deadline

Mid-September: Final decision on pending appllcatlons

il SUSTAINABLE ¥
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Final Thoughts

74 g, o Sign up for an account and update your
West Miiiord x

R e 7y district/school profile.
| N MO,,,jjjjj“ cm:g * Take the lead!
o, Washington N¥vark:. /
R sciienss 5 a-zr owuvork * Collaborate with your district and other
Allentown
\‘Qu\:%rlown ’ug‘r‘g Mi ddletown S C h O O I S *
Doylestown Red 3a « . .
an L.{gd!.e? Y m . * When you are finished with your
orristown reif Tow"Sh’p sHowelll d c c . .
s 4 ’\&A et ek application, log out by clicking the “you
’CcruesterPhllaa Toms'River . ) . c U
At o are signed in” button and clicking “Sign
Gloucester Slaﬂo
2 V%zi*:;;{'%"" ".'fs.o ,. out”
,’" md Logout c
Mlllwlle 'Ia AR
R ‘fou are currently signed in. To logaut, click the button below. Click here to update your account
& information

Map data 201!
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Questions?

Sustainable Jersey for Schools is here to help!

Contact Veroniqgue Lambert

at 609-771-3427 or
schools@sustainablejersey.com

The webinar and presentation will be posted
on the Past Webinars & Trainings Page



mailto:schools@sustainablejersey.com
http://www.sustainablejerseyschools.com/events-trainings/past-webinars-and-trainings/

