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Sample Models for eLearning

Project Management
Jim Moshinskie, PhD, CPT  (Dr. Mo)
Accenture Professor, Baylor University, Waco, Texas
President, Mo, etc eLearning
3717 Old Marlin Road, Waco, Texas USA 76705

Telephone: 254-744-7934

James_Moshinskie@baylor.edu   (   Technologythatteaches.com
Welcome to this sharing session on management ideas for corporate eLearning projects.  My goal is to provide you with walk-away ideas you can use immediately on your next project.  Please email me if you would like to have a hard copy of these models.   Thanks for attending.
Dr. Mo’s interest is in cognitive psychology, particularly how people learn using technology.  Dr. Mo has received two Awards of Excellence from ISPI and three Excellence Citations from ASTD for past eLearning projects for large corporations.  Clients have included Toyota, Exxon, David Weekley Homes, Conoco, YMCA, Young Life, World Bank, Accenture, Baylor Medical Center, and World Bank.  
Our Agenda Today:

1. Welcome and introduction
Dr. Mo
2. Define:  What is a Module
3. Introduce sample models 1-5
4. Participants to discuss and offer suggestions and share their best practices
Everyone
5. Introduce sample modules 6-10
6. Participants to discuss and offer suggestions and share their best practices
Everyone
7. Keep Points / Summary
Dr. Mo
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Model 1:  Process for eLearning Design and Development

This model shows an approach to designing, developing, and implementing e-Learning that utilizes a process-approach based upon seven stages as shown below.  Each stage is further divided into specific procedures (exact steps) and supporting principles (guidelines).   See:  technologythateaches.com for examples.
	Stage
	Procedures (Steps)
	Timeline
	Principles (Tips)


	1
	Choose the Approach
	1. Select the team, choose a leader.

2. Review existing best practices

3. Conduct thorough needs analysis.

4. Select the exact competencies.

5. Set the e-Learning standard.

6. Set the critical path.

7. Ascertain organizational readiness for moving to e-Learning.
	.
	· Involve many stakeholders

· Communicate constantly

· Monitor best practices

· Network with others

· Stay updated on latest trends



	2
	Format the Content
	1. Write the learning objectives tied to specific business needs

2. Collect all the information related to the subject (books, videos, etc)

3. Divide into specific procedures (steps) and principles (guidelines)

4. Determine what additional support information is needed (Concepts and facts)

5. Organize content into a logical process, or into related clusters

6. Determine the final assessments 
	
	· Help SMEs understand the importance of their role, and show your appreciation

· Separate the nice to know from the critical need to know

· Stick to the real business needs

· Involve end users

· Make it as job-like a possible

· Remember WIIFM and WTMI

· Keep it simple

· Have fun

	3
	Design and Develop the Course
	1. Name the course (How to…)

2. Divide course into short stand-alone short lessons (learning objects)

3. Develop the overall course look and feel  (The design standards)

4. Build each lesson using ROPES
5. Conduct formative evaluation
(Pilot test, Try out LMS, etc.)

6. Revise as needed
	
	· Maintain consistency

· Keep it always interactive

· Reduce the word count using the 10-10 rule

· Hyperlink to references

· Reuse any learning objects

· Use animations and artwork appropriately

· Pay attention to detail

· Think usability

	4
	Implement the Course
	1. Create a customized learning portal 

2. Roll out to targeted audience

3. Market aggressively

4. Provide motivation to complete

5. Track results
	
	· Monitor results constantly

· Stay enthusiastic

· Be creative

· Reward success

· Anticipate barriers

· Learn from mistakes

	5
	Connect P2P
	1. Establish asynchronous resources

2. Later, as e-Learning continues to gain popularity, we would like to provide on-going synchronous opportunities (chats) 
	
	· Think “hi” touch

· Involve everyone

· Identify and help laggards

	6
	Blend
	1. Write job aids / support sites

2. Connect to other resources online (websites, portals, etc).
	
	· Make it authentic and job-like

· Make it easy to read

· Link to tell me more references

· Listen to the learners

	7
	Maintain the Course
	1. Track progress constantly

2. Evaluate summative results

3. Incorporate new material

4. Connect to knowledge management 
	
	· Embrace change

· Evolve constantly

· Date stamp everything

· Revise quickly and often


Model 2:  Model for Categorizing and Building Content / SME
This model shows how to take the content and breaking it into its component parts, then designing it concisely into interactive experiences.  Goggle:  David Merrill and Ruth Clark for more details.
	Performance Has Two Aspects  (Tasks):



	
Procedures (Steps)


	Principles (Guidelines)

	Concepts
	Concepts

	Facts
	Facts


	
	If your goal is to teach a…
	You will focus on…

	1
	Procedure
	How to …

	2
	Principle
	How to …

	3
	Concept
	What is …

	4
	Fact
	What is …


Model 3:  ROPES for Designing a Single eLearning Module
This model shows how to sequence content within a module or lesson.
	Stage


	Role of 
e-Learning
Addressed: 
	Possible Activities to Consider Including:

	R
	Explain
	1. Relate (tie in) the new topic to the learner's job and needs.

2. Review the previous lesson(s) – Link to current lesson.

3. Give a user-friendly "Welcome to…" statement.

4. Tell how long lesson will take - (Usually a minute a screen.)

5. Pose a problem that course will solve for learners.

	O
	Explain
	1. Provide concept map (Active menu with links).

2. List / Animate the key terminal objectives.
3. Show clearly how this will help them do their jobs better.

	P
	Explain, Exercise
	1. Show overall process again with an arrow to current stage.

2. Zoom in to the underlying principles and procedures featured in the current stage.

3. Present any necessary support information – (Sidestream screens containing support facts, concepts, commitment.)
4. Provide practice questions - unscored, but with feedback.

	E
	Exercise, Exchange, Explore
	· Show scenarios / simulations and challenge the employees to perform the correct task or solve the problem - Start with simple problems and progress to more complex ones as the employee gains confidence with the new material.

· Link to collaborative interactions (chat, bulletin boards) with other employees and with the trainer.

· Allow online or offline searches to find similar topics.
· Bring everyone back together to brainstorm, solve, and devise other ways to doing the job even better. 

	S
	Exchange
	· Ask: What have you learned?

· How can you use it on your job? 

· Tell them what is next (contextual links).

· Give a final lesson exam (Optional).




Model 4:  Model for Evaluating Content
This model shows sample questions for Level 1 evaluation questions.

EVALUATION FORM FOR E-LEARNING COURSE

Circle Your Response to These Questions:

1. The content was well organized

2. The content was clear and understandable. 

3. The content met my needs and expectations.  

4. The content was relevant to my job.  

5. The content was interesting and held my attention.  

6. The e-Learning was enjoyable.  

7. The e-Learning length was about right.  

8. The exercises were realistic and applicable to my job. 

9. The e-Learning kept my interest.  

10. The e-Learning was timely.  

11. The content was accurate.  

12. The e-Learning will help me improve my job.  

13. The e-Learning increased my knowledge about the topics.   
14. The e-Learning was dynamic and interactive. 

15. I would take this type of training again.  

16. I would recommend this course to others.  

17. The e-Learning encouraged group participation.  

18. My questions were answered adequately.  

19. How would you rate the training overall.  

20. What is the probability that you will use the ideas presented in this program in your job. 
Model 5:  Module for Sequencing an eLearning Course
This model shows how to take the content and breaking it into its component parts, then designing it concisely into interactive experiences.  


· Lesson 1 – Introduction to the Course – This opening lesson includes a catchy welcome (called a splash screen) and provides information about the course, its objectives, its goals, time to complete, and navigational tips.

· Lesson 2 – Overview of the Content – This lesson presents a concise overview of the entire process that will be taught.   It can be animated so the learners can view each stage building on screen or it can be interactive so the learner can click on parts of a diagram explaining the process and view component stages.  The lesson should preview instances in which the process can be appropriately applied.  It should be very apparent to the learner how the content applies specifically to their job and how it matches specific business needs of the corporation.

· Lesson 3 – How to Perform Stage 1 – This lesson would detail the required steps necessary for stage 1 of the process and also provide helpful guidelines to do each step better.  The lesson will show instances of the stage being properly applied and demonstrate best practices.  The emphasis is on performance.

· Lessons 4 - 8  -- Stages 2 – 5 -- The subsequent lessons explain stages two through five.  A helpful tip is to limit the number of stages to seven or under which seems like a manageable number for remembering things.

· Lesson 9 – A Realistic Scenario – Tie all of the stages together by pacing learners through a realistic, job-related scenario in which they apply their new knowledge to job-like conditions, supplying legitimate feedback that tells them why their responses were incorrect and linking them to remedial sequences.  Learners could also use synchronous opportunities (chat sessions or live webcasting using audio and video feeds) to brainstorm solutions and defend their approaches. 

· Lesson 10 – Summary – Re-state the key points covered in the course and provide references.  Inform the learners of follow-up chat sessions or invite them to post on-going messages on the company bulletin board.  David Weekley Homes of Houston teaches a home selling course online to its sales consultants.  After they sell their first home, they post comments about this first experience on the course bulletin board explaining what worked and what did not.

Model 6:  Module for Statement of Work Contracts
This model shows how to write a statement of work for a vendor in an eLearning contract.


<Put Title of Course Here>
1. General Description of Work  
This Statement of Work (SOW) is unique for Mo, etc., and for this project. This SOW describes three online courses:

· Trade Capture and Reporting Level 1 – an overview of Trade Capture and Reporting concept
· Trade Capture and Reporting Level 2 -- a review of the Trade Capture and Reporting process and introduction of twenty-three NSCC reports.
· Trade Capture and Reporting Level 3 – a case study that will allow the learner to make decisions based on what they learned in the Level 1 and Level 2 courses.
NOTE:  
The audience for these courses is National Lending participants. The following describes the work to be completed.

Scope: Trade Capture and Reporting Level 1  
Trade Capture and Reporting Level 1 will be designed to provide an overview of the Trade Capture and Reporting function. Specifically, the Course will:
· Include approximately one (1) e-hour of online content.

· Include a Pre- and Post-test.

· Include four (4) environments in VLS: Welcome, Pre-Test, Learn, and Post-Test.

· Include audio to introduce and explain module topics.

· Be based on content provided by Client, specifically defined in the Source Documents area, below.

· Be based on Client branding for look and feel.

· Adhere to the styles and standards as described in the Client’s standards document.

· Be designed for both IE and Netscape users.

· Include Flash and animations as necessary to ensure the content is portrayed in a manner in which the users will understand.

The course scope is specifically defined in Appendix A: Course Scope Level 1

Source Documents 
Mo, etc. will build the Course based on materials provided by Client, including:  <LIST DOCUMENTS HERE>

Scope: Trade Capture and Reporting Level 2

The course will review the Trade Capture and Reporting process and introduce twenty-three NSCC reports. Specifically, the Course will:
· Include approximately 90 minutes of online content.

· Include a Pre- and Post-test.

· Include four (4) environments in VLS: Welcome, Pre-Test, Learn, and Post-Test.

· Include audio files to introduce and explain topics and reports.

· Be based on content provided by Client, specifically defined in the Source Documents area, below.

· Be based on Client branding for look and feel.

· Adhere to the styles and standards as described in the Client’s standards document.

· Be designed for both IE and Netscape users.

· Include Flash and animations as necessary to ensure the content is portrayed in a manner in which the users will understand.

The course scope is specifically defined in Appendix B: Course Scope Level 2

Source Documents 
Mo, etc. will build the Course based on materials provided by Client, including:
· Trade Cap & Report-Level 2.final.doc1231.doc

Scope: Trade Capture and Reporting Level 2

The Course will be designed to provide an review of the Trade Capture and Reporting function. Specifically, the Course will:
· Include approximately 10 minutes of online content.

· Include two (2) environments in VLS: Welcome and Case Study.

· Be based on content provided by Client, specifically defined in the Source Documents area, below.

· Be based on Client branding for look and feel.

· Adhere to the styles and standards as described in the Client’s standards document.

· Be designed for both IE and Netscape users.

· Include Flash and animations as necessary to ensure the content is portrayed in a manner in which the users will understand.

· Include audio on introduction screens.

The course scope is specifically defined in Appendix C: Course Scope Level 3

Source Documents 
Mo, etc. will build the Course based on materials provided by Client, including:
· Level 3 Clearance.doc

Deliverables   
The deliverables are:
· Pre- and Post-Assessment questions

· Audio script for Level 1 and Level 2, for Client approval before recording

· Online storyboard for all three courses, including graphic ideas, for Client content approval

· Online draft courses for all three courses including graphics and audio files, published to the Client VLS server, for Client approval

· Pre- and Post-Assessment key for all three courses 
· Quality defense of all three courses, for <CLIENT> approval

· Final courses, for Client approval

2. Responsibilities of Mo, etc. <Vender>
Mo, etc. is responsible for:
· Ensuring timelines are met in accordance with the project plan.

· Sending all deliverables to <CLIENT>
· Writing an audio script for Level 1 and Level 2
· 
· Creating course storyboard (online), draft and final course release based on Client comments

· Defending the adherence to the Client’s standards throughout the courses

· Operational testing and quality assurance review of the Course on the live server following final publication

Course Development  
Mo, etc. will develop the course based on the outlines in the attached scope. Mo, etc. has the discretion to incorporate interactivity as deemed necessary. Comments provided by Client during the draft review and final review will be incorporated into the course by Mo, etc.

Assessments  
Mo, etc. will be responsible for writing the Pre- and Post-Assessment questions for each course based on the objectives from each course. The Client will sign-off on the Pre- and Post-Assessment questions before Mo, etc. designs the actual courses.  
Mo, etc. will furnish an answer key for the Pre- and Post-Assessment of all three courses to <CLIENT> and to the Client.

Images and Graphics  
Mo, etc. will use flash templates for the twenty-three reports in Level 2 and follow image standards created by <CLIENT>. Mo, etc. will customize the flash templates and select images following these standards for insertion into the course.  Any custom flash files created by Mo, etc. will be approved by <CLIENT> before showing to the Client. Mo, etc. will follow <CLIENT>’s file naming conventions for all flash files and images.  
Client will furnish flash templates of games used within other Client courses. Mo, etc. will be able to modify and re-use these games for Checkpoint exercises.
Audio Script 
  Mo, etc. will write the audio script for Level 1 and Level 2 in Word document format for approval by Client.
Audio Recording  
Mo, etc. has the option to elect to record the audio files and insert the files into the course, at additional cost to <CLIENT>. If Mo, etc. does not record the audio files, Mo, etc. will still be responsible for inserting the audio files onto the course screens.
Content Changes  
Mo, etc. is responsible for making all content changes requested after all reviews: online storyboard, draft, and final.
Operational Testing  
Mo, etc. is responsible for testing all courses in both end-user operating systems (IE and Netscape). Operational testing will be completed on both the staging server and the live server prior to notification to Client of course review or completion.

Proofreading  
Mo, etc. is responsible for ensuring each final course is proofread by an outside source. Mo, etc. will retain the right of decision on incorporating certain proofreader comments. Mo, etc. will use the standards set internally by the Client to determine if comments by the external proofreader will be incorporated.
Quality Defense  
Mo, etc. will present highlights of each course to <CLIENT>, defending the inclusion of the Client’s standards into the courses. This is not intended to be a screen-by-screen demonstration, but rather an overall summary to verify the quality of the courses. There will be two separate instances of the quality defense: (1) before the client’s draft review and (2) before the client’s final review.

Comment Tracking  
Mo, etc. will update the status of comments in VLS Administrator during each phase of the review cycle. Upon completion of all courses, all comments will be marked as “Done”.
3. Responsibilities of <CLIENT>  

· Creating the overall look-and-feel of the course

· Providing all source documents and necessary information to Mo, etc. Instructional Designers prior to course development.

· Providing standard graphic and flash source files to Mo, etc.
· 
· Proving feedback as necessary to the Instructional Designer.

· Providing an instructional design for the quality defense sessions.

· Publishing the final version of the courses to the live server.

· 






Assumptions

Size of Course

Level 1 – approximately 60 screens

Level 2 – approximately 90 screens

Level 3 – approximately 10 screens

Content  
Mo, etc. assumes that all content necessary for the course is found in the source documents specified in Source Documents, above. Communication with a Subject Matter Expert at Client should be only to clarify points in the content as necessary for the instructional soundness of the course. 

Schedule  
<CLIENT> believes in prompt delivery of courseware to its clients. In order to effectively and efficiently deliver the course to Client in a timely manner, <CLIENT> and Mo, etc. agree to the following interim delivery dates:
TBD dates will be established after <CLIENT> completes the project plan with the Client.

	Deliverable
	Responsibility
	Date

	Approval of SOW 
	Mo, etc. delivers to <CLIENT>
	 

	Delivery of image and flash source files
	<CLIENT> delivers to Mo, etc.
	 

	Online course storyboard and audio script
	Mo, etc. delivers to <CLIENT>
	 

	Comments on storyboard
	Client delivers to <CLIENT>; <CLIENT> notifies Mo, etc.
	 

	First draft of the Courses
	Mo, etc. publishes 
	 

	First quality defense of the Courses
	Mo, etc. presents to <CLIENT>
	 

	Comments on first draft of the Course
	Client delivers to <CLIENT>; <CLIENT> notifies Mo, etc.
	 

	Revised version of the Course, for final approval
	Mo, etc. publishes 
	 

	Final quality defense of the Courses
	Mo, etc. presents to <CLIENT>
	 

	Final approval of revised Course/ Sign off on Final Sign Off Document
	Client delivers to <CLIENT>
	 

	Publication of final Course
	<CLIENT> publishes
	 


Model 7:  Module for a Sample eLearning Project Timeline
This model shows how to build a timeline for an eLearning project.  
	
	
	
	
	Start Date
	Finish Date
	

	
	Deliverable
	Owner
	Duration
	Est. 
	Actual
	Est.
	Actual
	Comments

	Gather & Analyze Feedback

	1.
	<CLIENT> Delivers Draft Course Feedback Document for Review:
	<CLIENT>
	
	
	
	
	
	Done.

	2.
	TME Reviews and Provides Feedback on Draft Course Feedback Document:
	TME
	10 days
	
	
	
	
	

	3.
	<CLIENT> Makes Final Updates to Draft  Course Feedback Document:
	<CLIENT>
	4 days
	
	
	
	
	

	4.
	<CLIENT> Delivers Final Course Feedback Document:
	<CLIENT>
	
	
	
	
	
	

	5.
	TME Approves Final Course Feedback Document:
	TME
	2 days
	
	
	
	
	

	Course Kick-off & Gather Course Assets:

	6.
	<CLIENT> Conducts Internal Kick-off Meeting Using Final Course Feedback Document:
	<CLIENT>
	
	
	
	
	
	 

	7.
	<CLIENT> and TME Conduct Team Kick-off Meeting:
	<CLIENT>,

Adrian, Ann
	
	
	
	
	
	 

	8.
	Adrian / TME Provides Graphical Assets and Access to Branding Site:

All graphical assets must be received by <CLIENT> before the Initial Course Mockup (Item 16) can be produced. Receipt of this content on a later date will affect the remainder of this schedule by a number of days specified by <CLIENT>.
	Adrian / TME
	
	
	
	
	
	

	Course Design & Development: Concept Story

	9.
	<CLIENT> Produces Concept Story:
	<CLIENT>
	3 days
	
	
	
	 
	Dr. Mo creates concept story  

	10.
	<CLIENT> Delivers Concept Story:
	<CLIENT>
	
	
	
	
	
	

	11.
	TME Reviews Concept Story:

Concept Story is one or more course scenarios in Word format.
	TME
	2 days
	
	
	
	
	

	12.
	TME Signs-off on Concept Story:
	TME
	
	
	
	
	
	

	Course Design & Development: Outline Storyboard & Course Mockup

	13.
	<CLIENT> Produces Outline Storyboard:
	<CLIENT>
	3 days
	
	
	
	
	
   

	14.
	<CLIENT> Produces Initial Course Mockup (including Prototype):
	<CLIENT>
	3 days
	
	
	
	
	
 

	15.
	<CLIENT> Delivers Initial Course Mockup Prototype to Adrian:

Initial Course Mockup Prototype is one or more sample Flash animations.
	<CLIENT>
	
	
	
	
	
	

	16.
	Adrian Provides Feedback on Initial Course Mockup Prototype:
	Adrian
	2 days
	
	
	
	
	

	17.
	<CLIENT> Produces Final Course Mockup Prototype:
	<CLIENT>
	3 days
	
	
	
	
	

	18.
	<CLIENT> Delivers Final Course Mockup Prototype to Adrian:

Final Course Mockup Prototype is one module containing sample Flash animations.
	<CLIENT>
	
	
	
	
	
	

	19.
	Adrian Reviews and Signs-off on Final Course Mockup Prototype:
	Adrian
	2 days
	
	
	
	
	

	20.
	<CLIENT> Delivers Final Course Mockup & Outline Storyboard to TME:
	<CLIENT>
	
	
	
	
	
	

	21.
	TME Receives Final Course Mockup & Outline Storyboard for Review:



	TME
	8 days
	
	
	
	
	 

	22.
	TME Presents Final Course Mockup & Outline Storyboard at Brand Steering Committee Meeting.
	TME
	
	
	
	 
	
	

	23.
	TME Provides Feedback and Sign-Off on Final Course Mockups &  Outline Storyboard:
	TME
	
	
	
	
	
	

	Course Design & Development: e-Storyboard

	24.
	<CLIENT> Produces e-Storyboard:
	<CLIENT>
	5 days
	
	
	
	
	 

	25.
	<CLIENT> Delivers e-Storyboard Copy for Copywriting:
	<CLIENT>
	
	
	
	
	
	 

	26.
	Copywriter Produces Finalized Course Copy:
	Copy-writer
	5 days
	
	
	
	
	

	27.
	Copywriter Provides Finalized Course Copy:
	Copy-writer
	
	
	
	
	
	

	28.
	<CLIENT> Delivers e-Storyboard Using Finalized Course Copy:
	<CLIENT>
	
	
	
	
	
	

	29.
	TME Receives e-Storyboard for Review:

e-Storyboard is the draft version of the course with a text-only description of animations, graphics. 


	TME
	5 days
	
	
	
	
	

	30.
	TME Provides Feedback and Sign-Off on e-Storyboard:
	TME
	
	
	
	
	
	

	Course Design & Development: Draft Course

	31.
	<CLIENT> Produces Draft Course:
	<CLIENT>
	10 days
	
	
	
	
	 

	32.
	<CLIENT> Delivers Draft Course:
	<CLIENT>
	
	
	
	
	
	

	33.
	TME Receives and Reviews Draft Course: 

Draft Course is the completed course, with full graphics, presented for review on the edit server. Once approved, the course will be edited, proof-read and QA tested for the last time. The course is then published to the live site.
	TME
	5 days
	
	
	
	
	

	Course Design & Development: Final Course

	34.
	<CLIENT> Proof-reads, QA Tests & Completes Final Course:
	<CLIENT>
	2 days
	
	
	
	
	

	35.
	<CLIENT> Delivers Final Course:
	<CLIENT>
	
	
	
	
	
	

	36.
	TME Receives and Reviews Final Course:
	TME
	2 days
	
	
	
	
	

	37.
	TME Provides Sign-Off on Final Course:
	TME
	
	
	
	
	
	

	38.
	TME Publishes Live Course:
	TME
	
	
	
	
	
	


Model 8:  Module for eLearning Course Design and Development
This model shows how to sequence the design and development stages of an eLearning project.
Course Development Outline for <Name of Client here>
	 
	Key Activity
	Persons Responsible
	Length
	Location
	Comments

	1
	Content Development
	Both SME’s
	3 working days together
	SME’s offices
	· Gather, write and approve content

· Write all the performance objectives

· Denote the specific critical objectives

· Submit in digital format to Dr. Mo

· Sign off required

	2
	Content Sharing
	SME’s & Designer
	1 working day together
	SME’s office
	· Deliver content to designer

· Discuss objectives of the course

· Go through module content together

	3
	Content Creation
	Instructional Designer / Developer , Dr. Mo
	10 working days
	 
	· Convert into <CLIENT> storyboard 

· Add clipart for SME to review

· Recommend FLASH

	4
	Course Editing
	Both SME’s and Designer
	3 working days together
	SME’s Office
 )
	· Review and edit screen by screen

· Approve all clip art and photographs

· Discuss FLASH needed

· Approve clipart for FLASH movies

· Finish the entire course

· Sign off required

	5
	Course Review
	Ann, Dr. Mo, Reviewers, 
	5-day window
	Conference Call
	· Review look and feel

· Verify content accuracy  and content focus

	6
	Revisions
	Both SME’s and Developer
	1-day together
	SME’s office
	· Consider changes and revisions

· Make changes from recommendations

· Edit screen by screen

	7
	FLASH creation
	FLASH Developer
	¼ day together
	 
	· Discuss with designer and SME as needed

· Design and develop FLASH movies

· Submit both files to Dr. Mo

· Sign Off required

	8
	FLASH review
	Both SME’s and FLASH Developer
	¼ day
	Conference Call
	· View all FLASH movies

· Approve all FLASH movies

· Edit as necessary and insert into course

· Sign Off required

	9
	Final Review
	SME’s, Ann and David
	1 day
	 
	· Insert docs into <CLIENT> course and library – Make links

· Sit with David as he goes through the course

	10
	Develop

Blended
	SME’s
	3 days 
	SME’s office
	· Complete blended workshop and workbook

· Cannot precede to publish without this being complete

	11
	Final Edits
	Mo / both SME’s / Ann
	½ day
	Conference Call
	· Decide on David’s recommendations

· Determine costs for changes

· Determine go forward strategies

· Sign Off required


Model 9:  Module for Assigning Personnel to Tasks
This model shows how to identify personnel needed for an eLearning project.  It uses a spreadsheet.

	Tasks and Subtasks

	1
	Project manager
	 
	 
	 

	2
	Instructional designer
	
	 

	3
	Instructional developer
	
	
	
	 

	4
	Graphic artist
	
	
	
	 

	5
	Proofreader
	
	
	
	 

	6
	Editor
	
	
	
	 

	7
	Librarian
	 
	 
	 
	 

	
	
	
	
	
	
	

	Stage
	Key Person
	Subtask
	Personnel
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	Analyze
	Project manager
	Establish liason with client, contact information, SMEs
	1, 2
	 
	 
	 

	
	
	Conduct needs analysis
	1, 2
	
	
	 

	
	
	Conduct cognitive analysis
	2
	
	
	 

	
	
	Link project goals to performance goals
	1,2
	
	
	 

	
	
	Confirm / Develop curriculum
	1,2
	
	
	 

	
	
	Receive content material from client
	2
	
	
	 

	
	
	Analyze content / Grasp the context
	2
	
	
	 

	
	
	Gather any missing content / Fill in the gaps
	2
	
	
	 

	
	
	Write statement of work (SOW)
	1,2
	
	
	 

	
	
	Get client sign-off
	1
	
	
	 

	
	
	Make any project adjustments
	1
	
	
	 

	
	
	Organize content, build course library
	2,7
	
	
	 

	
	
	Communicate with SME on content emphasis areas
	1,2
	
	
	 

	
	
	Determine assessment goals and needs
	2
	
	
	 

	
	
	Analyze technical capabilities / limitations / needs
	1
	
	
	 

	
	
	Assess learning management system (if applicable)
	1
	
	
	 

	
	
	Determine client involvement / resources available
	1
	
	
	 

	
	
	Establish any corporate image / branding guidelines
	1
	
	
	 

	
	
	Establish timelines
	1
	
	
	 

	
	
	Get client sign-off
	1
	
	
	 

	
	
	 
	 
	 
	 
	 

	Design
	Instructional designer
	Confirm / compose e-learning standards
	2
	 
	 
	 

	
	
	Write measurable enabling objectives
	2
	
	
	 

	
	
	Build course outline / Sequence content
	2
	
	
	 

	
	
	Tie objectives to assessments and performance goals
	2
	
	
	 

	
	
	Determine instructional type and sequence
	2,3
	
	
	 

	
	
	Write detailed storyboard
	2,6
	
	
	 

	
	
	Proofread storyboard
	5,6
	
	
	 

	
	
	Gather printables (word documents)
	2
	
	
	 

	
	
	Draw artwork
	2
	
	
	 

	
	
	Design interactions
	2
	
	
	 

	
	
	Collect / take photographs
	2
	
	
	 

	
	
	Write audio scripts
	2,6
	
	
	 

	
	
	Write video scripts
	2,6
	
	
	 

	
	
	Write feedback text
	2,6
	
	
	 

	
	
	Write assessments
	2,6
	
	
	 

	
	
	Get client sign-off
	1
	
	
	 

	
	
	 
	 
	 
	 
	 

	Develop
	Instructional developer
	Build interface or client's learn authoring tool
	3, 4
	 
	 
	 

	
	
	Determine available screen real estate
	3
	
	
	 

	
	
	Build navigation icons and other links
	3
	
	
	 

	
	
	Build course according to storyboard specifications
	3
	
	
	 

	
	
	Create graphics
	3,4
	
	
	 

	
	
	Create Flash animations
	3,4
	
	
	 

	
	
	Design interactions linked to performance goals
	3,4
	
	
	 

	
	
	Hyperlink printable word documents
	3
	
	
	 

	
	
	Combine assets to build each screen
	3
	
	
	 

	
	
	Confirm workability of each screen
	3
	
	
	 

	
	
	Combine screens into modules or learning objects
	3
	
	
	 

	
	
	Metatag screens / learning objects as required
	3
	
	
	 

	
	
	Proofread / Edit
	3,5,6
	
	
	 

	
	
	Coordinate asset management
	3,7
	
	
	 

	
	
	Confirm functionality / navigation of finished screens
	1,3
	
	
	 

	
	
	Build and create links to adjunct screens
	3
	
	
	 

	
	
	Get client sign-off
	1
	
	
	 

	
	
	 
	 
	 
	 
	 

	Implement
	Instructional developer
	Publish to testing server
	3
	 
	 
	 

	
	
	Pilot test with key stakeholders
	2,3
	
	
	 

	
	
	Collect and evaluate edits / comments
	2,3,6
	
	
	 

	
	
	Determine necessary changes / Get approval
	1
	
	
	 

	
	
	Assign editing responsibilities
	1
	
	
	 

	
	
	Make edits
	3
	
	
	 

	
	
	Proofread / Edit
	2,5,6
	
	
	 

	
	
	Confirm functionality 
	3
	
	
	 

	
	
	Insert into course
	3
	
	
	 

	
	
	Get client sign-off
	1
	
	
	 

	
	
	 
	 
	 
	 
	 

	Evaluate
	Project manager
	Pilot test with key stakeholders
	1
	
	
	 

	
	
	Monitor usage
	1
	
	
	 

	
	
	Evaluate effectiveness
	1
	
	
	 

	
	
	Determine any changes / Get approval / Set costs
	1,2
	
	
	 

	
	
	Roll out to entire audience
	1
	
	
	 

	
	
	Collect user data
	1,2
	
	
	 

	
	
	Determine upgrade schedule
	1
	
	
	 

	
	
	Archive and organize course materials
	7
	
	
	 

	
	
	Get client sign-off
	1
	 
	 
	 


Model 10:  Module for Estimating Costs for Bidding 
This model shows how to assign the various eLearning design and development tasks to required personnel and
estimate costs.
	Task I
	Pre Project Bid
	 
	Key: PM/IDS
	 
	 
	Assigned Personnel
	 
	 

	 
	 
	Subtasks
	 
	PM
	IDS
	IDV
	GA
	PRF
	ED
	LIB

	


	Identify and Research Prospect
	
	X
	
	
	
	
	
	

	Establish 1st contact with prospective client
	X
	
	
	
	
	
	

	Send 1st materials
	
	
	X
	
	
	
	
	
	

	Follow up 2nd contact with prospective client
	X
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Conduct 1st telephone conference
	
	X
	X
	
	
	
	
	

	Send 2nd materials
	
	
	X
	
	
	
	
	
	

	Conduct 1st meeting
	
	
	X
	X
	
	
	
	
	

	Conduct 2nd meeting
	
	
	X
	X
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Accept/Not accept Bid opportunity
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Personnel Estimated Hours to Complete Non Billable
	0.00 
	0.00 
	0.00 
	0.00 
	0.00 
	0.00 
	0.00 

	
	
	Task Total Hours
	0.00 
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Personnel Estimated Cost to Complete Non Billable
	$0.00 
	$0.00 
	$0.00 
	$0.00 
	$0.00 
	$0.00 
	$0.00 

	
	
	Task Total Cost
	$0.00 
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Task
	Analysis
	 
	Key: PM/IDS
	 
	 
	Assigned Personnel
	 
	 

	 
	 
	Subtasks
	 
	PM
	IDS
	IDV
	GA
	PRF
	ED
	LIB

	My note: some of below need to go above
	
	
	
	
	
	
	

	Establish liason with client, contact information, SMEs
	X
	X
	
	
	
	
	

	Conduct needs analysis
	
	
	X
	X
	
	
	
	
	

	Conduct cognitive analysis
	
	
	
	X
	
	
	
	
	

	Link project goals to performance goals
	
	X
	X
	
	
	
	
	

	Receive content material from client
	
	X
	
	
	
	
	
	

	Analyze content / Grasp the context
	
	
	X
	
	
	
	
	

	Gather any missing content / Fill in the gaps
	
	X
	
	
	
	
	

	Write statement of work (SOW)
	
	X
	X
	
	
	
	
	

	Get client sign-off
	
	
	X
	
	
	
	
	
	

	Make any project adjustments
	
	X
	
	
	
	
	
	

	Organize content, build course library
	
	
	X
	
	
	
	
	X

	Communicate with SME on content emphasis areas
	X
	X
	
	
	
	
	

	Determine assessment goals and needs
	
	
	X
	
	
	
	
	

	Analyze technical capabilities / limitations / needs
	X
	
	
	
	
	
	

	Assess learning management system (if applicable)
	X
	
	
	
	
	
	

	Determine client involvement / resources available
	X
	
	
	
	
	
	

	Establish any corporate image / branding guidelines
	X
	
	
	
	
	
	

	Establish timelines
	
	
	X
	
	
	
	
	
	

	Get client sign-off
	
	
	X
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Personnel Estimated Hours to Complete Billable
	0.00 
	0.00 
	0.00 
	0.00 
	0.00 
	0.00 
	0.00 

	
	
	Task Total Hours
	0.00 
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Personnel Estimated Cost to Complete Billable
	$0.00 
	$0.00 
	$0.00 
	$0.00 
	$0.00 
	$0.00 
	$0.00 

	
	
	Task Total Cost
	$0.00 
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Task
	Design
	 
	Key: IDS
	 
	 
	Assigned Personnel
	 
	 

	 
	 
	Subtasks
	 
	PM
	IDS
	IDV
	GA
	PRF
	ED
	LIB

	Confirm / compose e-learning standards
	
	
	X
	
	
	
	
	

	Write measurable enabling objectives
	
	
	X
	
	
	
	
	

	Build course outline / Sequence content
	
	
	X
	
	
	
	
	

	Tie objectives to assessments and performance goals
	
	
	
	
	
	
	

	Write detailed storyboard
	
	
	
	X
	
	
	
	X
	

	Proofread storyboard
	
	
	
	
	
	
	X
	X
	

	Gather printables (word documents)
	
	
	X
	
	
	
	
	

	Draw artwork
	
	
	
	X
	
	
	
	
	

	Design interactions
	
	
	
	X
	
	
	
	
	

	Collect / take photographs
	
	
	
	X
	
	
	
	
	

	Write audio scripts
	
	
	
	X
	
	
	
	X
	

	Write video scripts
	
	
	
	X
	
	
	
	X
	

	Write feedback text
	
	
	
	X
	
	
	
	X
	

	Write assessments
	
	
	
	X
	
	
	
	X
	

	Get client sign-off
	
	
	X
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Personnel Estimated Hours to Complete Billable
	0.00 
	0.00 
	0.00 
	0.00 
	0.00 
	0.00 
	0.00 

	
	
	Task Total Hours
	0.00 
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Personnel Estimated Cost to Complete Billable
	$0.00 
	$0.00 
	$0.00 
	$0.00 
	$0.00 
	$0.00 
	$0.00 

	
	
	Task Total Cost
	$0.00 
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Task
	Development
	 
	Key: IDV
	 
	 
	Assigned Personnel
	 
	 

	 
	 
	Subtasks
	 
	PM
	IDS
	IDV
	GA
	PRF
	ED
	LIB

	Build interface or client's learn authoring tool
	
	
	X
	X
	
	
	

	Determine available screen real estate
	
	
	
	X
	
	
	
	

	Build navigation icons and other links
	
	
	
	X
	
	
	
	

	Build course according to storyboard specifications
	
	
	X
	
	
	
	

	Create graphics
	
	
	
	
	X
	X
	
	
	

	Create Flash animations
	
	
	
	
	X
	X
	
	
	

	Design interactions linked to performance goals
	
	
	X
	X
	
	
	

	Hyperlink printable word documents
	
	
	
	X
	
	
	
	

	Combine assets to build each screen
	
	
	
	X
	
	
	
	

	Confirm workability of each screen
	
	
	
	X
	
	
	
	

	Combine screens into modules or learning objects
	
	
	X
	
	
	
	

	Metatag screens / learning objects as required
	
	
	X
	
	
	
	

	Proofread / Edit
	
	
	
	
	X
	
	X
	X
	

	Coordinate asset management
	
	
	
	X
	
	
	
	X

	Confirm functionality / navigation of finished screens
	X
	
	X
	
	
	
	

	Build and create links to adjunct screens
	
	
	
	X
	
	
	
	

	Get client sign-off
	
	
	X
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Personnel Estimated Hours to Complete Billable
	0.00 
	0.00 
	0.00 
	0.00 
	0.00 
	0.00 
	0.00 

	
	
	Task Total Hours
	0.00 
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Personnel Estimated Cost to Complete Billable
	$0.00 
	$0.00 
	$0.00 
	$0.00 
	$0.00 
	$0.00 
	$0.00 

	
	
	Task Total Cost
	$0.00 
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Task
	Implementation
	Key: PM/IDS/IDV
	 
	 
	Assigned Personnel
	 
	 

	 
	 
	Subtasks
	 
	PM
	IDS
	IDV
	GA
	PRF
	ED
	LIB

	Publish to testing server
	
	
	
	
	X
	
	
	
	

	Pilot test with key stakeholders
	
	
	X
	X
	
	
	
	

	Collect and evaluate edits / comments
	
	
	X
	X
	
	
	X
	

	Determine necessary changes / Get approval
	X
	
	
	
	
	
	

	Assign editing responsibilities
	
	X
	
	
	
	
	
	

	Make edits
	
	
	
	
	X
	
	
	
	

	Proofread / Edit
	
	
	
	X
	
	
	X
	X
	

	Confirm functionality 
	
	
	
	
	X
	
	
	
	

	Insert into course
	
	
	
	
	X
	
	
	
	

	Get client sign-off
	
	
	X
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Personnel Estimated Hours to Complete Billable
	0.00 
	0.00 
	0.00 
	0.00 
	0.00 
	0.00 
	0.00 

	
	
	Task Total Hours
	0.00 
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Personnel Estimated Cost to Complete Billable
	$0.00 
	$0.00 
	$0.00 
	$0.00 
	$0.00 
	$0.00 
	$0.00 

	
	
	Task Total Cost
	$0.00 
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Task
	Evaluation
	 
	Key: PM/IDS
	 
	 
	Assigned Personnel
	 
	 

	 
	 
	Subtasks
	 
	PM
	IDS
	IDV
	GA
	PRF
	ED
	LIB

	Pilot test with key stakeholders
	
	X
	
	
	
	
	
	

	Monitor usage
	
	
	X
	
	
	
	
	
	

	Evaluate effectiveness
	
	
	X
	
	
	
	
	
	

	Determine any changes / Get approval / Set costs
	X
	X
	
	
	
	
	

	Roll out to entire audience
	
	
	X
	
	
	
	
	
	

	Collect user data
	
	
	X
	X
	
	
	
	
	

	Determine upgrade schedule
	
	X
	
	
	
	
	
	

	Archive and organize course materials
	
	
	
	
	
	
	
	X

	Get client sign-off
	
	
	X
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Personnel Estimated Hours to Complete Billable
	0.00 
	0.00 
	0.00 
	0.00 
	0.00 
	0.00 
	0.00 

	
	
	Task Total Hours
	0.00 
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Personnel Estimated Cost to Complete Billable
	$0.00 
	$0.00 
	$0.00 
	$0.00 
	$0.00 
	$0.00 
	$0.00 

	
	
	Task Total Cost
	$0.00 
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	Assigned Personnel
	 
	 

	 
	 
	Project Totals
	PM
	IDS
	IDV
	GA
	PRF
	ED
	LIB

	
	
	
	
	
	
	
	
	
	
	

	Personnel Total Estimated Hours to Complete Billable
	0.00 
	0.00 
	0.00 
	0.00 
	0.00 
	0.00 
	0.00 

	Project Total Estimated Direct Labor Hours Billable
	
	
	
	
	
	
	

	
	
	
	0.00 
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Personnel Total Estimated Cost to Complete Billable
	$0.00 
	$0.00 
	$0.00 
	$0.00 
	$0.00 
	$0.00 
	$0.00 

	Project Total Estimated Direct Labor Cost Billable
	
	
	
	
	
	
	

	
	
	
	$0.00 
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	


Send an email to Dr. Mo if you would like to have
a hard copy of these modules:

James_Moshinskie@baylor.edu
The two


Primary


Tasks





The 


Background


Information














(James_Moshinskie@baylor.edu                 For examples, see: Technologythatteaches.com  - Page 3 of 16

