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What we'll learn about today

* A lot of basic skills in the following areas

« What the “back end” of a Word document looks like, how it
works, and why this is important

« How to set headers and footers
« How the various page and section breaks function
« How to add in page numbers in the correct place in a document

« How to troubleshoot issues with page breaks and page
numbering
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The OCA Process OCA process and
~ cohort solidified
The OCA is made up of a multi-phase proc
strated in the diagram at right. Each pha
wplained in its own chapter of this
, and requires facilitator guidance.
Phase 2:

Facilitated tool design

Factlltattng the OCA l

Phase 3:
Guided self-assessment

e o Phase 7:
articipate and listen. Faﬂl.ttatnrr also Reassessment
ha-u]d mal(e space for more timid

participants, incl g those who may be
in subordinate roles, and be especially Phase 6: Phase 4:

ISP implemented
and monitored Results analyzed
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Institutional Strengthening
Plan created

a motivation for creative brainstorming and
pa.rtlupa nts |:| apPl' tcn 1'1te down their ideas
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Pact uzes a variety of measurement tools to establish and reassess organizational capacity. The
Organizational Capacity Assessment, or OCA, reviews, in a highly participatory manner, an
organization’s capacity or outputs, Often the reviews include assessments of “organizational” functions,
such as financial and human resources management, communications, strategy and governance, assets,
and logistics. In recent years, Pact has integrated technical components into the OCA, sometimes using
the name Integrated Technical O: izational Capacity A t, or ITOCA, In these instances,
organizations also review aspects more closely associated with the services they deliver, such as the
continuum of care for children, policy and legislation advocacy, education, or workforce safety.

The OCA Process ool

OCA process and
cohort solidified

The OCA is made up of a multi-phase process, as

demonstrated in the diagram at right. Each phase contains

a set of steps, explained in its own chapter of this

handbook, and requires facilitator guidance.

Phase 2:
Facilitated tool design

Facilitating the OCA
Both participants and facilitators play crucial roles in Ph .
designing the tool and in the aszezzment itself. . ase 3:
Guided self-assessment

and process and the neceszary commitments. Phase 7:
Facilitators should encourage all attendees to Reassessment
should make space for more timid
participants, including those who may be
attuned to any excessive or restrained ISP implemented
participation becanse of cultural norms and monitored Results analyzed
education, and hierarchy or seniority in
the organization.

Institutional Strengthening
when examples are contextualized. And, because people Plan created
process information at different rates, make space for
participation by all attendees; it can be useful to give participants paper to write down their ideas
during times of silent reflection. Also, pay close attention to and use the variety of facilitation

Effective facilitation is key to a successful OCA process. l
Participants should understand the OCA methodology
actively participate and listen. P;cil.itatnrs also
in subordinate roles, and be especially Phase 6: Phase 4:
around wealth, gender, age, formal /
\ Phase 5:
MNote that participants often grasp concepts more easily
reflection, ask clarifying questions, and use silence as a motivation for creative brainstorming and
techniques outlined throughout this handbook,

instances,
such as the

The OCA Process

The OCA is made up of a multi-phase process,

rated in the diagram at right. Each £ contains
a zet of steps, explained in its own chapter of this
handbook, and requires facilitator guidance.

Facilitating the OCA

Effective facilitation is key to a successful OCA DIOCESS,
Both participants and facilitators play crucial r
designing the tool and in the assessment itself.
Participants should und nd the OCA methodology
and process and the nec commitments
ators should encourage all attendees to
participate and listen. Facilitators also
1d make space for more timid
participants, including those who may be
in subordinate rols d be especially
attuned to am or restrained
participation be of cultural norms
around wealth, gender, age, formal
education, and hierarchy or seniority in
the organization.

Note that par‘hupgnb often grasp concepts more easily
1en examples are contextnalized. And, becanse p
ocess information at different rates, make space for
refecnou. ask clarifying q jons, and use silence as a motivation for creative brair nstorming and
) t can be useful to give participants paper to write down their ideas
d ring hm: of silent reflection. Also, pay close attention to and use the variety of facilitation
techniques outlined throughout this handbook.

Footer -Section 4-

Introduction to OCA
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headers and footers 101

1. What is the fundamental difference between a header and a
footer?

2. What is the difference between a header and a heading?

3. Can each page in a Word document have more than one
header or footer?

4. Can an entire multi-page Word document have more than one
header or footer?

5. In *most* documents, where should page numbers be placed:
in the header or in the footer?



how to format headers and footers

 open the back end of the document

* type in text as you like

* you can add in page numbers during this step (note: you can
also add page numbers out of the back end view)

 you can even add pictures or logos***
 headers and footers always will follow their styles
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Welcome to the Pact branding + marking subspace! On this subspace, you can find information on Pact's brand, various versions of our logo and tagline, and templates for materials and
resources from an email signature to a proposal or report cover. Can't find what you're looking for? Email someone on the integrated communications team. Need a template that isn't here?

Visit the Support Portal &

OUR BRAND

Iltems tagged with branding
Pact color swatches (CMYK, RGB, HEX)

Update to some of our color specifications: CMYK vs.
RGB vs. HEX

E
Office Signage Standards

Pact's Brand Standards Manual

LOGOS

to submit a request to the integrated communications team.

TEMPLATES

El Branding strategies and marking plans for USAID
awards
Case studies
E Certificate of completion
Email signature
Fact sheets (standard 2-pagers)
Fax
Letterhead
PA sector strategies (for internal use only)
PowerPoint presentations
Proposals
Word documents /reports
Word document back covers
Word documents for USAID contracts

Pact logo with tagline
Pact logo without tagline é B Tips and tricks for formatting in MS Word
Pact logo for professional design/printing

Locus logo
DFID - UK AID loao

* Templates are optimized for MS Office 2013. If you need
to uparade. click herec?, login with vour pactworld email

GRAPHICS

Items tagged with icon, graphics, mosaic_tile

) Natural Resources Management icon (.png)
B Livelihood icon (.png)
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Capacity Development icon (.png)
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the only breaks you should use
page break

next page
(section) break

Footer -Section 4-

Introduction to OCA 4
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the only breaks you should use (cont.)

column break

Lorem ipsum dolor sit amet,
consectetuer adipiscing elit,
IMaecenas porttitor congue
massa. Fusce posuere, magna
sed pulvinar uliricies, purus
lectus malesuada libero, =it
amest commodo magna eros
Quis urna.

MNunc viverra imperdiet enim.
Fusce est. Vivamus a tellus,

Pellentezgue habitant morbi

tristique senectus et netus ot
malezuada fames ac turpis
egestas. Proin pharetra
nonummy pede, Manris et
orci,

Asnean nec loram, In
porttitor, Donec laoreet
NonUmoy augue,

Suspendisse dui purus,
scelerizque at, vulputats
vitae, pretinm mattis, none.
IMauris egat neque at sem
venenatis eleifend. Ut
TOMILITIIY.



building
local

promise.

S % K
NAINININ NN

\]/

/

@)
-
=
O
O
L
)
D
O
-
O
-
e




N e E B ergish Ut - JE

File Home Insert Layout Design References Review Developer ACROBAT Q Tell me what you want to do |»j> Share

Qutline Ruler . [E] One Page = [0 View Side by Side - — P
ST ¥ = E
- . E =4 [ Multiple Pages ~ | [E] Synchronous Scrolling . ‘
Read Print Web Zoom 100% . New Arrange Split = Switch Macros = Properties
Mode Layout Layout hPageWidth  yyirgow Al Reset Window Position | windows = |~

>

Window Macros = SharePoint

Foom

continuum of care for children, policy and legislation advocacy, education, or workforce safety.

The OCA Process

The OCA is made up of a multi-phase process, as demonstrated in the diagram at right. Each phase
contains a set of steps, explained in its own chapter of this handbook, and requires facilitator guidance.

Facilitating the OCA

Effective facilitation is key to a successful OCA process. Both participants and facilitators play crucial
roles in designing the tool and in the assessment itself. Participants should understand the OCA
methodology and process and the necessary commitments. Facilitators should encourage all attendees
to actively participate and listen. Facilitators also should make space for more timid participants,
including those who may be in subordinate roles, and be especially attuned to any excessive or
restrained participation because of cultural norms around wealth, gender, age, formal education, and
hierarchy or seniority in the organization.

Note that participants often grasp concepts more easily when examples are contextualized. Anjj,
because people process information at different rates, make space for reflection, ask clarifying
questions, and use silence as a motivation for creative brainstorming and participation by all atfendees;
it can be useful to give participants paper to write down their ideas during times of silent reflecfjon.
Also, pay close attention to and use the variety of facilitation techniques outlined throughout tiiis
handbook.

Section Break (Next Page)

Phase 1: OCA Cohort and Process Solidified
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Lorem ipsum dolor sit amet, consectetuer adipizcing elit. Mascenas porttitor congue massa. Fusce
posuers, magna sed pulvinar ultricies, purus lectus malesnada libero, sit amet commode magna aros quis
urna.

Munc viverra imperdiet enim. Fusce est. Vivamus a tellus.

Pellentesgue habitant morbi tristigue senectns et netus et malesuada fames ac turpis egestas. Proin
pharetta nonommy pede. Mauris at oroi

Asnean net lorem. In porttitor. Donec laorest nonummy augue.

Euspendizze dui porus, scelerisque at, vulputate vitae, pretiom mattis, nonc. Mauris eget neqgue at sem
venenatis eleifend. Ut nomamomy.

Lorem ipsum dolor sit amet, consectetuer adipiseing elit. Mascenas porttitor congue massa. Fusce
posuers, magna sed pulvinar ultricias, puros lectus malesnada liberc, sit amet commode magna aros quis
Urna.

Nune viverra imperdist enim. Fusce est. Vivamus a tellus.

Pellentesgue habitant morbi tristigue senectas et netus et malesuada fames ac turpis egestas. Proin
pharetra nonummy pede. Mauris et orol

Aenean net lorem. In porttitor. Donec lacrest nonummy augue.

Suspendizze dui porus, scelerisque at, vulputate vitae, pretinm mattis, nonc. Maunris eget negue at sem
venenatis eleifend. Ut nonammy.
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Munc viverra imperdiet enim. Fuscs est. Vivamms a tellus. Nunc viverra imperdiet enim. Fusce est. Vivamns a tellus.

Pellentesque habitant morbi tristique tns et netns et malesuada fames ac tarpds egestas. Proin Pellentesque habitant morbi tristigue tms et metus et malesnada fames ac turpis egestas. Proin
pharetra nonummy pede. M . phareira nonommy pede. Mam
Asnean nec lorem. In poi‘lO{. Donec laorest nonummy Fugue. Asnean nec lorem. In poitOl’. Donec laorest nonummy augue.
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