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Introduction to TechAtlas
TechAtlas is a web-based planning tool developed by NPower and Tech Rocks. Your nonprofit can use TechAtlas
to assess its current technology and to receive recommendations on how to better implement technology to
achieve your mission. TechAtlas was created to help nonprofits gain an understanding of the role technology plays
in their organizations. It works best when coupled with its companion tool, TechSurveyor, to tackle technology
planning. Though each tool can be used separately, TechSurveyor and TechAtlas were designed to work together,
providing one account for each organization. This means you have the same account profile for both tools, and use
the same login name and password for each.
To make the most effective use of technology, start by assessing your current capacity and then plan on how to
improve it. This is particularly true for smaller nonprofits that have few resources to devote to technology.
TechAtlas assists your organization in doing this assessment and planning.
TechAtlas provides technical advice and planning assistance and is designed to be used either: a) directly by a
staff member at your nonprofit organization, or b) with the support of a technical assistance provider or consultant.
The first time you use TechAtlas, you’ll set up the foundation for your technology planning work. Later, when you
return to TechAtlas, you’ll automatically go to the Planning Center so you can review what you’ve done, look at
recommendations, and continue working through your goals.
Because TechAtlas is an online application, you don’t have to install anything, and you can access it from any
computer that has an Internet connection and a web browser (such as Internet Explorer or Netscape Navigator).
As you work with TechAtlas, you’ll see references to users and partners—and possibly the tool owners. Who’s
who? Any nonprofit with a TechAtlas account is a TechAtlas user; an organization or individual you share your
data with is your partner; and the owners of the tool, who update and maintain it, are NPower and Tech Rocks.
(For more information about partners, check out Appendix A.)
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Create a free account.
To use TechAtlas, your organization needs to have an account. Your account stores all of your information, such as
your mission statement, assessments, and your action plan.
To start working with TechAtlas, do one of the following:
• Follow the link from a host’s web site if you are participating in Tech Fitness Day or another event that uses
TechAtlas.
• Follow the link from an invitation you were sent through email.
• Type http://techatlas.org in a web browser to open TechAtlas if you weren’t sent any other instructions.
You’ll see the TechAtlas home page.
Click here to create a new account.

Type your login name and
password if you already
have a TechAtlas or
TechSurveyor account; then
click Enter.

If you’ve already got a TechAtlas or TechSurveyor account, type your email address and password in the Login
box, and then click Enter. You’ll automatically be taken to the Planning Center.
If you don’t yet have an account, click Sign Up. The sign-up screen appears. If you’ve accessed TechAtlas through
a partner’s web site or invitation, you’ll see a note informing you that your information will be shared with that
partner. With access to your data, your partner can assist you appropriately. However, you can also choose not to
share your information with the partner. The following note appears if you use the link from the NPower Seattle
web site to get to TechAtlas.
You’ll see a
description of the
partner
organization.

Click here if you want to start a TechAtlas
account without giving the organization
access to your data.

1. Scroll down until you see the heading “Create a new TechAtlas account.”
2. Enter the information about your organization. Fields with asterisks are required; TechAtlas won’t create an
account until you’ve completed them. Other fields are optional, but can be useful for you in creating your
technology plans.
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NPower collects the data in aggregate to better understand and serve the nonprofit community, but only
partners you’ve specified see your data connected to your organization.

Enter the number of physical
offices your organization has,
whether they’re in one city or
in different parts of the world.

3. Enter the contact information for your primary contact.
TechAtlas uses the primary contact’s email address as the Login Name. Make sure you write down your
password in a place that is secure, but that you’ll be able to find later.

The primary contact is the
person who will be
responsible for managing
the TechAtlas account for
your organization.

The contact email address
becomes your
organization’s
Login Name.

Use a full, active email address so we can send you any information about changes to TechAtlas.
Consider using a generic email address, such as info@yourdomain.org, so that the email address will
exist even if the employee who creates the account leaves your organization. But make sure to use an
email account someone checks.
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4. Designate a secondary contact.
The secondary contact serves as a back-up person in case the primary contact is unavailable, to ensure your
organization continues to have access to its data. It’s a good idea to name your executive director as the
secondary contact.

5. Specify a type of organization.
Choose an organization type from the dropdown menu. Choose the type that is closest to your oganization’s
purpose; if nothing comes close, choose Other.

Your organization may not
fall neatly into one of these
categories, but pick the
closest option. If you serve
multiple purposes, choose a
primary purpose.

6. Click Create New Account.
You’ll receive an email message (at the primary contact’s email address), confirming your account and noting
your password for your records. You don’t have to wait for the email message to start using TechAtlas,
though!
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7. Read the Guided Start summary and click Next.
The Guided Start summary screen describes the process you’ll go through to lay the foundation for your work
in TechAtlas. After you’ve read the information, click Next to proceed.

You’ll see this screen the first
time you use TechAtlas.
Guided Start introduces you to
each section of TechAtlas.
Later, when you log in, you’ll
go directly to the Planning
Center. There, you can choose
which section you want to work
in. You can change your
information at any time.
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Describe your mission and services.
Your organization’s mission guides the work you do, so it makes sense that it should also guide your technology planning. Ultimately, the technology you use should serve your mission—not the other way around.
So that you can refer to your mission statement as you work in TechAtlas, enter it in the Mission Statement
and Services field. Type the text, or if it already exists electronically, copy and paste it into the field.

If your mission
statement isn’t handy,
move on and plan to
add it later. You need
the mission statement
for planning, but not
for completing the
initial assessment.

Click here to read
more about how
mission statements
inform technology
plans, and why they’re
so critical. If you don’t
have a mission
statement, you can use
the information and
examples to write a
draft that can guide
you.

If someone is helping you use this tool, this is an excellent time to talk with them about your mission
and the services you provide.
Click Next when you’ve got a good mission statement, or a summary of the services your organization
provides.
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Form a technology team.
Your technology plan affects the entire organization. Assemble a team of people who have different roles, or
who represent different programs, in your organization.
1. Type the name of your plan leader. By default, TechAtlas fills in the primary contact’s name. If you
identify a different plan leader, make sure that person is listed as your secondary contact.
2. Type the plan leader’s email address.
3. Type the email addresses for everyone on your technology team, separating them with a semi-colon (;) or
a comma (,).
The members of your team depend on how large your organization is, how it’s organized, and how technologically savvy your staff are. Ideally, you should have people on the team who represent different roles (such as a
board member, a program manager, a person on the “front lines,” and so on). It can also be beneficial to have
people with different attitudes and levels of experience (such as one person who is very familiar with the
organization’s current technology and someone who isn’t; someone who is excited about what technology can
do, and someone who is skeptical).
Typically, technology teams have between three and ten members.
4. Click Next to move on to the vision statement.

Click here to learn
more about
assembling a team
that works
effectively.

TechAtlas
automatically
uses the primary
contact name and
email address
here. You can
change this if you
want to.

You don’t have to
name all your
team members
right away. You
can add and
remove people
later.
Enter email addresses for team members, or, if
they don’t have email addresses, enter their
names. If you use email addresses, you can
configure TechAtlas to send automatic reminder
messages later.
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Craft a technology vision statement.
This is your opportunity to dream up a better future. A vision statement essentially describes the benefits
you’d like to receive from technology. How could technology help you serve your constituents better? How
could it help your staff be more efficient so you could expand your efforts?
Type your technology vision statement in the field provided. Be as general or precise as you like. You can add
to the vision statement or revise it later.
Click Next when you’re ready to proceed..

Click here for help
crafting your
technology vision
statement.

The technology vision statement is best when it’s developed by the technology team,
rather than an individual. The first time you use TechAtlas, jot a couple of ideas here
and then move on. You can come back later to revise it, after the team has had a chance
to form a vision.
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Assess your current status.
To plan any journey, you have to identify your starting point. A technology assessment gives you a place to
record all the information about your current technology, and a way to compare your current situation with
recommended configurations and practices.
1. Select an assessment. (If you accessed TechAtlas using a link, you may not see this screen. Instead, the
assessment you’re using may open automatically. If so, skip this step.)
TechAtlas includes a default basic assessment that covers most of the areas nonprofit organizations need to
think about. You may have access to other assessments, as well.
To begin working with an assessment, click Begin in the Select column for the assessment. (If you’ve used the
assessment previously, click Retake in the Select column.)

Click here to begin
the assessment.
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2. Answer the questions in the assessment.

For some questions, you’ll select a single answer (such as Yes or No); for others, you’ll chose an
answer from a pop-up menu; and sometimes you’ll need to type a number. If you aren’t sure about an
answer, leave it blank. You can do some research and return to complete it later. (It’s more important
that the information be accurate than that all questions be answered.)

You may see a different assessment, if a technology partner has customized one for you.
3. When you’ve completed as many questions as you can, click “Save Your Responses.”

Click here to see a list of
terms and what they mean in
this context.

Sometimes you might want to
answer “Maybe” or
“Occasionally,” but in order for
TechAtlas to provide
recommendations, you must
choose either Yes or No. If
you’re not sure which is more
accurate, leave it blank for now.

Always click this button
before you leave this
screen, even if you haven’t
answered any question.
Your responses aren’t
saved until you click Save
Your Responses.You can
change your answers later,
if necessary.
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Fill in the gaps in your assessment.
You can move forward and see the results of your assessment—and the recommendations TechAtlas provides, or
you can revisit your assessment to complete the answers you weren’t sure about.
To wait, and see the recommendations after you’ve finished the assessment, click “Not Finished with my assessment, go to my Planning Center without suggesting recommendations now.” (If you select this option, you’ll go
to the Planning Center, where you can see a summary of what you’ve done and what you have left to do in creating a technology plan. Click “Finish Now” when you’re ready to finish the assessment .)
If you answered every question in the assessment, or if you don’t want to wait to finish before seeing the recommendations for the questions you did answer, click “Finished! See Suggested Recommendations.” You’ll see your
recommendations in the Planning Center.

Click here if you’re
participating in a Tech
Fitness Day. This is the
only link that gaves you
recommendations.

Click here if you want
to email questions to
other members of
your organization.
(See the FAQ for more
information about
this.)

If you click “Finished! See Suggested Recommendations” and then change or add responses to your assessment later,
TechAtlas will add all the recommendations to your list again. This ensures that TechAtlas does not overwrite any
recommendations you have modified. You can delete any duplicate recommendations.
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Prioritize recommendations and review resources.
TechAtlas provides suggestions based on the answers you gave. Though these recommendations are appropriate
for a majority of organizations, they can’t replace common sense and the knowledge you and your technology
team have about your own organization. Use the recommendations as a starting place for research and planning.
The recommendations appear in the third section of the Planning Center. From now on, when you log in to
TechAtlas, you’ll start in the Planning Center.
To prioritize recommendations, click “Prioritize” at the bottom of the list, and then choose High, Medium, or Low
for each recommendation. Click “ more” to learn the rationale behind a suggestion, things to consider when
deciding whether to adopt it, steps required to implement it, and resources or tools to help you.
Click the triangle to expand or
collapse the view.

TechAtlas can only provide
general recommendations. Click
here to customize one to meet
your organization’s needs.

Delete a recommendation if it
isn’t appropriate for your
organization.

Click “More” to see information
about the recommendation.

Create additional recommendations, based on ideas
and priorities your technology team, advisors, and
partners have.

Reviewing recommendations is a good stopping point for Tech Fitness Day or if you’re just getting to
know the tool.

The Rationale section
describes the benefits
of the recommendation.

The Special Considerations
section provides information
about why this might or might
not apply to you.

The Implementation section
provides the general steps.
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Click “Customize” to modify the rationale or special considerations, add and remove steps, and see cost and time
estimates for each step. Click Done when you’ve finished.
To further manage the implementation, click “Edit” Next to a step. You can assign tasks, send email reminders,
assign due dates, note the actual cost and time of each step, and check off steps as they’re completed. Click
Update to record your changes.

There may be additional
reasons a recommendation
is appropriate for your
organization. You may even
want to add examples of how
this wll benefit the
organization or specific
stakeholders.
Add any special
considerations that
are unique to your
organization.
Click the Edit button to
customize a step.

Capture the ideas that volunteers, contractors, or staff members have by creating recommendations for
them. When people put their ideas in writing, ask them to include the rationale for the recommendation
and any special considerations. Then, you have the information you need to keep all your plans in mind
while prioritizing.
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Act!
You’ve prioritized your recommendations, checked out the steps for implementation—maybe even assigned tasks
and deadlines. Use the resources in the Act section of the Planning Center to make it all happen: understand the
technology roles of your staff, budget for technology improvements, raise funds to support those efforts, and
implement all these great ideas.

Click here
to see more
information
about
budgeting.
View your
action plan
on-screen or
download
it to a
spreadsheet.

Learn the ins and outs of
raising the money to support
your technology plan.
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Frequently Asked Questions
Why does my Planning Center look different?
There are two views for each section of the Planning Center: the minimized view and the expanded view. In the
minimized view, you see only the major links for the section; in the expanded view, you see all of the resources
and options associated with that section.
To change the view, click the triangle in the upper-right corner of the section. When the triangle points up, the
section is minimized; when the triangle points down, it’s expanded.

How do I change a response in an assessment?
The primary contact is the only person who can make changes in an assessment. To make changes, click on the
assessment in the Assess section of the Planning Center. (When you log in, TechAtlas takes you directly to the
Planning Center.)

Why don’t I see any recommendations?
TechAtlas creates recommendations based on the responses in your assessment. You won’t see recommendations
if any of the following are true:
• Based on your responses, TechAtlas has no recommendations to offer.
• You chose to email questions to other people; after you email the questions, TechAtlas takes you to the
Planning Center without generating recommendations.
• You clicked “Not Finished” after taking your assessment. TechAtlas doesn’t generate recommendations until
you have finished the assessment.
• You closed TechAtlas before clicking “Finished” on the Review Assessment page. If you go to a different Web
page or close your Web browser before you click “Finished,” TechAtlas doesn’t have a chance to generate
recommendations.

How do I view my TechAtlas recommendations?
To see any recommendations TechAtlas has for you based on your responses, do the following:
1. Log in to TechAtlas.
2. Expand the Assess section in the Planning Center (click on the triangle to expand it)
3. Click “Begin a new or modify an existing assessment.”
4. Click Retake next to the assessment.
5. Click “Begin a new assessment using your existing responses.”
6. Make any changes you want to make.
7. Click Save Your Responses.
8. Click “Finished! See Suggested Recommendations.”

Why do I see duplicate recommendations?
Every time you take an assessment and click “Finished”, TechAtlas generates recommendations. Because you may
have customized existing recommendations, TechAtlas adds the recommendations to the list, rather than replacing
similar recommendations. You can delete duplicate recommendations; just click Delete next to the one you want
to delete.
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Appendix A: Working with a technology partner
It can be challenging to implement a technology plan alone, especially when your organization is continuing to
perform the day-to-day tasks required to fulfill your mission. That’s why many organizations share their information with a Partner.
Partners are groups or individuals who are working with you to evaluate, prioritize, and implement a technology
plan that is right for your organization. They may develop a separate assessment, appropriate for nonprofits in
your service sector (e.g., environmental groups) or your geographic area (e.g., the greater Chicago area). Or they
may just help you understand and implement the recommendations you receive from the Basic Assessment.
You give one or more Partners permission to access your TechAtlas data so that they can help you. Partners must
start a Partner account with TechAtlas, which requires that they agree to the Terms of Use. Note, though, that
TechAtlas does not screen Partners. Make sure the Partner you’re selecting is an individual or organization with
whom you already have a relationship. You may add or remove Partners from your account at any time. And if
you have a relationship with a consultant or company that does not yet have a Partner account, encourage them to
become a TechAtlas Partner by visiting techatlas.org/tools/partner.
To add or remove a Partner, click “Your Profile and Partners” at the top of any TechAtlas screen. Then either
select an existing Partner and click Remove, or click a new Partner and click Add.
The Partner features are evolving, so this screen may look different when you use it. For help, click Contact
TechAtlas and type your question.

Click here on any TechAtlas
screen to jump to this page.

Click here to remove a
current Partner from your
account.

Click “Add” next to the
Partner name to add a
Partner to your account.
You can have designate
more than one Partner.
©2002 NPower Seattle, WA
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Appendix B: A detailed look at the Planning Center

Click a triangle to expand the
section. (See the following
pages for a detailed
description of each expanded
section.)

Click a blue link to go directly
to the information about that
topic.
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Click the triangle to collapse the
section, when you want to see only
the header and the main links.

View and make changes to your organization’s
mission statement.
View and add or remove members of
your team.
View and modify your organization’s
technology vision.

Click the triangle to collapse the
section, when you want to see only
the header and the main links.
See the current responses in the
assessment.
This is the status and the date it
was last modified.
Click here to start over or to
change your responses in an
existing assessment.

If you’ve created an inventory in Tech Surveyor, click
here to see a summary of it.

These links take you to Tech Surveyor. You’ll use the same
account in Tech Surveyor that you use in TechAtlas. Use
Tech Surveyor to inventory your equipment and your staff
skills.
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Delete recommendations that aren’t
appropriate for your organization.
Customize recommendations for your
organization.

Capture ideas from consultants, staff
members or others by creating your own
recommendations.

Click here to read about the recommendation, including the
steps required, the benefits you’ll receive, and any special
considerations to keep in mind.

Prioritize the recommendations so you know
where to focus your efforts.
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Learn about creating
technology budgets.

See your action plan as a whole and
make any adjustments to it. Or
download it as a spreadsheet.
View your action plan and
download a printable version.
Learn about common technology
roles at nonprofits.
Find out what you know about total cost of
ownership, and then calculate what your
technology will cost you.

Find out how to successfully raise money to
implement your technology plan.

