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Summary 

• Using Google Services – Doug Byers 
• Basecamp – Andrea Littlefield 
• Trello – Marcie Jackson 
• “Traffic Light” Analysis – Mary Jo Daniel 
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Overview 
Google Free online collaboration tools for managing and 
organizing people, ideas and activities 

 
• Groups 
• Documents/File storage 
• Forms 
• Calendars 
• Wiki/Websites (internet and intranet) 

 



People 
Google Groups (groups.google.com) 

• Email distribution list 
• Manage access to other services (via group address) 
• User settings (email delivery, unsubscribe) 



Ideas 
Google Docs (Drive, www.google.com/drive)  

• Create, Share, Collaborate, edit in real-time 
• Supports versioning 



Activities 
Google Sheets for project management 



Project Wiki 
Google Sites (sites.google.com) 
Integrate any/all services in one place online 

• Store files 
• Embed documents 
• Calendars 
• Discussions 
• Blogs 
• Lists 
• Project Updates/Meeting notes 



Example: EPSCoRadmin 
sites.google.com/site/nsfepsadm/ 



Yes/No? 
Cons: 

• Google login required 
• Not a true project management tool 
• Only useful if maintained 
• Limited integration with other software 

Pros: 
• Robust, flexible and collaborative 
• Rich help resources 
• Cloud-based, easy sharing 
• Free 

 



QUESTIONS? 
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Basecamp 

What’s Basecamp? 
Basecamp makes it easy for people in different roles with 
different responsibilities to communicate and work together. It’s 
a place to share files, have discussions, collaborate on 
documents, assign tasks, and check due dates. Basecamp stores 
everything securely and can be accessed at anytime from 
anywhere. 
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Basecamp 
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Basecamp 
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Basecamp 

Prices start at just $20/month.  
Every customer gets a no-obligation, 60-day unlimited-use 
free trial. 
Visit www.basecamp.com for more information 
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http://www.basecamp.com/


Basecamp - Pros 

• Team members can connect regardless of location or 
organization 

• Email notifications anytime something is posted (can chose 
to aggregate for the day or week) 

• Opportunity for discussions 
• Cloud based, easy sharing 
• Value added: shared calendar, To Do lists,  
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Basecamp - Cons 

• No file-type organization of documents 
• No integration with other software programs 
• Difficult to get people to use 
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Want more information?  
 

Feel free to contact me! 
 

Andrea Littlefield 
Maine EPSCoR at the University of Maine 

andrea.littlefield@maine.edu 
207-581-2289 
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Questions? 
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www.epscorspo.nevada.edu 

https://trello.com/ 
 

Marcie Jackson 
Nevada EPSCoR Project Administrator 

https://trello.com/


www.epscorspo.nevada.edu 

What is Trello? 
 A Trello board is a list of lists, filled with cards. 
 Open a card and you can add comments, upload file 

attachments, create checklists, add labels and due 
dates, and more. 

 You can invite as many people to your board as you 
need, all for free.  

 Drag and drop people to cards to divvy up tasks. 
Everyone sees the same board and the whole picture all 
at once. 











www.epscorspo.nevada.edu 

Resources Needed 

 All online--no specialized software 
 Can be used with any email provider 
 Free version is very robust 
 Can pay for an upgrade to create custom 

graphics and have larger attachment capacity 



www.epscorspo.nevada.edu 

Pros 

 Very visual 
 Easy to move items-cards move among 

categories 
 Can individualize the look with colors and 

graphics 
 Syncs across platforms and devices--

notifications 
 Reduces email chains--keeps information in one 

place 
 Easy integration into calendar 



www.epscorspo.nevada.edu 

Cons 

 As with any project management tool, you must 
consistently use it 

 Some team members are not comfortable with 
the technology 



Questions? 
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Tracking Progress and Accountability 

• Display data related to 
metrics in Strategic Plan in 
visually compelling way 
 

• Share info with all project 
leads 
 

• Faculty want to be and be 
seen as productive 
 

• Can update and repeat as 
needed 

 

“ T R A F F I C  L I G H T ”  A N A LY S I S  
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Determine criteria and components 
W H AT  I S  I M P O R TA N T  T O  T R A C K  N O W ?  
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Component Spending Hiring  Publications Proposals 
Conference 
Presentions 

Inter-institutional 
coordination Leadership 

Research Area 1               

                

Research Area 2               

                

Research Area 3               

                

Research Area 4               

                

Research Area 5               

                

Research Area 6               



Stoplight Analysis Sample 
E A R LY  I N  T H E  P R O J E C T  
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Component Spending 
PostDoc/ 
Student Hires Publications Proposals 

Conference 
Presentns 

Inter-
institutional 
coordination Leadership Notes 

Research 1               1, 2, 8, 11 
                  
Research 2               1, 2, 3, 5, 7 
                  

Research 3               
2, 3, 4, 6, 7, 
9, 10, 11 

                  
Research 4               1, 2 
                  

Research 5               
1, 2, 6, 9, 10, 
11 

                  

Research 6               
1, 2, 4, 6, 7, 
9 



Spending 
PostDoc/ 
Student 
Hires 

Publications Proposals Conference 
Presentns 

Inter-
institutional 
coordination 

Leadership 

              

              

              

              

              

              

              

              

              

              

              

              

          n/a   

Management 
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Spending 
PostDoc/ 
Student 
Hires 

Publications Proposals Conference 
Presentns 

Inter-
institutional 
coordination 

Leadership 

              

              

              

              

              

              

              

              

              

              

              

              

          n/a   
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You need data to make it work 

• ER Core 
• Data on outputs and 

activities can be updated by 
participants any time, all 
the time 

• Financial reports 
• Monthly reconciliations of 

internal departments and 
subawards 

• Anecdotal knowledge 
• Regular contact to know 

what’s going on 
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Benefits and Limits/Costs 

• Frequent tracking of data 
by admin 
 

• Individuals may take 
information too seriously 
 

• Some aspects rely on 
judgment, not quantitative 
data 
 

• “Calls out” under-
productive leaders 
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• Easy to see potential and 
real problems 

 
• Encourages frequent 

reporting and invoicing 
 

• Transparency and 
knowledge of the project 
across components 
 

• Not static; can alter what 
is tracked as needed 

 



Questions? 
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