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Welcome

Welcome to the Department of Homeland Security’s learning management system, known as DHScovery.  This course is designed to provide you with an overview of what this system can do for you and step-by-step instructions on how to function as a Content Manager within the system.

What will you learn in this course?

This course will provide you with the tools needed to function as a Content Manager.  As a Content Manager you will learn how to search for and edit records for which you have been given security rights to access.  You will learn to create online and classroom training courses.

How should Testing be handled?

System configuration and courses must undergo basic functional tests as well as instructional evaluation.  Each section of this guide will provide steps for verifying success of each task as it is completed.  However, the overall functional tests for courses that will eventually be uploaded to DHScovery which cover such areas as successful launch, link, audio, navigation and correct screen display, comprehension check response, and completion confirmation must be completed.  In Appendix F of this guide is a format for such functional testing.
What is DHScovery?

DHScovery is your online resource for learning. On the site, you will find required training and other courses to support your professional development. You can take a course online or enroll in classroom training. You can also print a certificate of completion and your learning history for future reference. 

What courses are currently in DHScovery?

There are thousands of on-line courses as well as thousands of on-line books for your reference.  The ability to request training via the SF182 process is also in the system and external training can be tracked in DHScovery as well. 

What is planned for the future of DHScovery?

Currently we offer two Skillsoft product lines.  One is a library of online courses and the other is an online library of professional reference materials called Books 24x7.  There are also DHS specific courses available, some of which are mandatory such as Computer Security Awareness.
How does employee data get into the DHScovery system?

Initially the data is loaded through a conversion process between DHScovery, NFC, and the ePerformance systems.  After this initial load, interfaces from NFC and ePerformance are run into DHScovery every other Monday.  

Glossary

Assignment Type - A Category established to help prioritize a user's learning needs by distinguishing between required, recommended and optional items. 

Catalog – The collections of items in a central location for viewing by learners so that they may self enroll or request enrollment. 

Computer Based Training (CBT) - training done by interaction with a computer

Content Objects – The records that link content to the items.  Content resides on the content server.
Curricula - Groupings of items that allow you to more easily assign a given set of learning items to a learner, and to track the completion and maintenance of required learning 

Domains – Are derived from NFC Organizations, maintained by the system administrator, and provide security rights to learner data.  Domains will reflect the top levels of the component structure at DHS.  A content manager will be assigned to maintain employees in one or more of the domains identified for his or her organizational group.

Free-floating item - An item that is assigned to a learner independent of the assignment of Curricula to that particular learner.

Item - Any activity that may be completed by a learner.  They can be online or instructor led.  Some item types are courses, exams, seminars, or self-study. 

Learning Event – A course or external activity that is recorded in the system as completed learning.

Learning History - The listing of all items and activities that a user has completed, which have been entered into the DHScovery system.  The Learning History is a list of Learning Events.

Learning Plan - List of the item which includes those that the learner would like to take and those that were assigned to them by a training coordinator or supervisor.

Online – When an Item can be taken/launched via the computer by the learner – no classroom training is required.
Retraining Interval - Is the number of days between the last time a learner completed an item and when the item must be completed again.

Scheduled Offering - A calendar event for an instructor-led/classroom course.
Subject Area - A category which is used to group and organize items within the catalog.
User/Learner - Any person for whom a record has been created in the Learners section of the Learner Management area including employees, contractors, and others for whom you wish to keep learning records and to enroll in courses.  Users will be referred to as learners in this course.

Web Based Training (WBT) - training done by interaction within the web/internet

Chapter 2 Create and Assign Catalogs

The first step in creating an item is to determine whether or not the item requires a new catalog.  Each component has the ability to create one or more catalogs with which to associate items.  The decision on whether or not to create a new catalog is based on the visibility requirements for the newly created item.  Catalogs determine which users can see which items.  You can assign a catalog to a subset of your component users or to all of your component users.  At a minimum, any component that has it’s own on line content or instructor-led courses will need to create at least one catalog.

The goal of this section is to provide guidance on creating catalogs and how to assign them to a group of users.  If there is content which should be published in the DHS-wide catalog, please refer to Appendix E for information on ADL Content Management Guidance.  Note: Component specific content MUST reside in its own catalog.

Objectives

Upon completion of this lesson, the participant will be able to:

· Create a Catalog
· Create an Assignment Profile
· Assign Catalogs to learners

Main Concepts
Items and curricula are grouped and organized through the use of Catalogs.  The catalogs control the items available to the learner by only allowing visibility/access to the items within that catalog.  As catalogs are established they need to be assigned to learners.  To do this, the Assignment Profile process must be run.

When evaluating the requirements for your new content, you need to determine who is allowed to see the content.  If only a subset of your population is allowed to take this training, it might be appropriate to set up a new catalog and to assign that catalog to only that particular population subset.  The result is that only some learners have visibility to that content.  
It’s also important to understand that you may have items that never get assigned to catalog.  Sometimes an item is created purely to record that a user took a course.  The learning activity may have been a course that did not use DHScovery to actually deliver the content or to coordinate registration.  In that case, you might create an item in order to record the learning event but you wouldn’t put this item into a catalog.
After the catalogs have been created and assigned, a learner will see any changes made to the catalog such as items being added or removed. 
Questions this section answers
When do I have to add a catalog?
How do I add a catalog?

How do I assign the catalog to learners?

Catalogs

Scenario: You have just gone onto the DHScovery system and have component specific content you would like to add and make available for learners to search in your own catalog.  You need to create that component specific catalog.

Under the Commerce tab – Catalogs menu, you can view, edit or create new Catalogs.
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Figure 1.1 - Catalog Search Page
To create a new Catalog click the Add New link at the top right hand corner of the page.

The Add New Catalog page displays.
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Figure 1.2 - Add New Catalog Page
Enter a new Catalog ID using the standard naming convention of:

· First part:  Component/Organization abbreviation
· Second part:  Audience/Subject 

· Third part (optional): Sequence Number
For example – DHS Headquarters has several courses that are for all their employees, so they may setup a catalog as HQ-All.
 In the Description field, enter an appropriate description for the new catalog.

Select the appropriate Domain.  When selecting the domain, keep in mind all the administrators which will need access to it.  It is recommended that component specific items are attached to the component root node, where applicable, as shown below.  
IA-00-00-0000-00-00-00-00


The Intel & Analysis Root Node

OS-00-00-0000-00-00-00-00


Under Secretary for Management Rood Node

BB-00-00-0000-00-00-00-00


ICE Root Node

OG-00-00-0000-00-00-00-00


OIG Root Node

(Note: Items should NEVER be assigned to the Public domain.  This is a special Plateau-Specific domain that grants entity visibility to all users.)

The Pricing Rule is to identify and store the percentage discount which can be applied to all items in this catalog.  This is not being used by DHS at this time.
To establish the point of contact for the catalog when automated processes are run and log files are generated, enter the appropriate administer in the Contact Email field. 
The Active checkbox defaults in as checked.  Leave the default as this indicates that the catalog is active and when assigned to learners they will be able to see items associated with it.

Click the ADD button.

The Catalog Record page displays.
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Figure 1.3 - Catalog Record
The information you established during the initial step is displayed on the Summary tab.  If you make any changes on the Summary tab, click the APPLY CHANGES button to save the changes.
Now that the Catalog has been established you will want to add items to the catalog.  To do this click on the Items tab.  (Note: you can also add Items to a catalog at the Item level by identifying which catalogs the Item should be a part of.)
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Figure 1.4 - Catalog Items Tab
On the Items tab you identify which items should be included in the newly established catalog.  To add the items, you can either enter the SKU or Item.
If you know the Item Type and Item ID you can enter then into the appropriate field and click the ADD button.  If you do not know this information, you can click on the add one or more from list link and search for the Item.  (Note: SKU is not currently being used – this is for when the Commerce functionality is being used.)
If you would like to have the scheduled offerings associated for this item included in the catalog as well, click the Add Associated Future Scheduled Offerings to the Catalog.  As with Items, you can also add a Scheduled Offering to a catalog at the Scheduled Offering level.
Once the Items have been added you can use the Catalog Options section to add additional attributes to the Item within this catalog.

The Flag field is used to identify the whether or not the item is New, Revised, or Featured.  Any item designated as such will show up at the bottom of the learner home page and will have a special graphic indicator in the catalog.
New is used when an Item is new and you would like to have it noted on the Item for the learner to see.  
Revised is used when the Item has been updated or changed.

Featured is used when the Item should be added as a hyperlink to the homepage for the learners.  
If you choose to have a Flag associated with the item you must enter an Until date for the length of time you want the Flag to display.
Use the Reason field to give a short explanation of why the flag was established for the item.

Enter a date in the Expires field if the item should expire from the catalog and no longer be visible to learners.
Click the APPLY CHANGES button to save changes.

To add Curricula to the catalog, click on the Curricula tab.
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Figure 1.5 - Catalog Curricula Tab
On the Curricula tab you identify which Curriculum should be included in the newly established catalog.  To do this, enter the Curriculum ID.

If you know the Curriculum ID you can enter then into the appropriate field and click the ADD button.  If you do not know this information, you can click on the add one or more from list link and search for the Curriculum.
Click the Add Items to Catalog checkbox if you wish to have all the items associated with this Curriculum added to the catalog as well for individual selection.
Once the Curriculum has been added, you can use the Catalog Options section to add additional attributes to the Curricula within the Catalog.

The Flag field is used to identify whether or not the curriculum is New, Revised, or Featured.  

New is used when an Item is new and you would like to have it noted on the Item for the learner to see.

Revised is used when the Item has been updated or changed.

Featured is used when the Item should be added as a hyperlink to the homepage for the learners.

If you choose to have a Flag associated with the curriculum you must enter an Until date for the length of time you want the Flag.

Use the Reason field to give a short explanation of why the flag was established for the curriculum.

Enter a date in the Expires field if the curriculum should expire from the catalog and no longer be visible to learners.

Click the APPLY CHANGES button to save changes.

To associate Assignment Profiles with the catalog, click the Assignment Profile tab.
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Figure 1.6 - Catalog Assignment Profiles Tab
The Assignment Profile tab is used to associate the Catalog to specific Assignment Profiles so that when the Assignment Profile process runs, the Catalog will be associated with the learner.  The learner can not see the items or curricula associated with a particular Catalog until that Learner has been assigned the Catalog through this process.

If you know the Assignment Profile ID enter it into the field and click the ADD button.  Otherwise, search for the appropriate profile by clicking the add one or more from list link.

The Catalog can also be associated to an Assignment Profile when the Assignment Profile is created – in this training we will associate the catalog in the assignment profile creation step.
Activity 1.1: Create a Catalog

Create a Catalog.  Use the standard naming convention for the ID.  For purposes of this exercise only - add your initials to the end for identification purposes later.  (You will not add an Assignment Profile at this point – we will do that in the next step.)
Catalog ID: 












Add your assigned item to the catalog.

Assignment Profiles

Now that the catalog exists, you need to define the population of users allowed to see the contents of that catalog.  To do this you create a new assignment profile.  This profile identifies the population that is able to view the items in the catalog.

Initially you can kickoff and run the process manually.  However, after the initial creation of the Assignment Profile it will be run in a batch process which is setup to run every four hours.

Scenario: You have created a new catalog that needs to be made available to all learners in a specific location within your component.

Under the User Management tab – Assignment Profiles menu, you can view, edit or create new Assignment Profiles.
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Figure 1.7 - Assignment Profile Search Page
To create a new Assignment Profile, click the Add New link at the top right hand corner of the page.
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Figure 1.8 - Assignment Profile Add New
Enter a new Assignment Profile ID using the standard naming convention of:

· First part:  Component/Organization abbreviation
· Second part:  Audience/Subject
· Third part (optional):  Sequence Number 

For example – DHS Headquarters may want to assign the catalog they just created to all learners so they would create an Assignment Profile – HQ-ALL_USERS

 In the Description field, enter an appropriate description for the new assignment profile.

Select the appropriate Domain.  When selecting the domain, keep in mind all the administrators which will need access to it.   It’s very important that you change the domain from PUBLIC to one of your valid component Domains.
To establish the point of contact for the assignment profiles when automated processes are run and log files are generated, enter the appropriate administrator email address in the Email field.

Click the ADD button.

The Assignment Profile record page displays.
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Figure 1.9 - Assignment Profile Summary Tab
The information you established during the initial step is displayed on the Summary tab.  If you make any changes on the Summary tab, click the APPLY CHANGES button to save the changes.

Now that the Assignment Profile has been established you will want define the learners who should receive the catalog when the assignment profile process is run.

Click the Domains tab to define the domains in which the user population will be select from.
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Figure 1.10 - Assignment Profile Domains Tab
Include all Domains associated with the users to which you want to grant access.  If you know the Domain ID enter it in the field and click the ADD button.  Or you can search for it using the add one or more from list link.
If you choose the link the Domain Search page will display.  Enter in your search criteria and click the SEARCH button.  The Results page will be displayed.
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Figure 1.11 - Domain Search Results Page
The ‘+’ icon next to the Domain ID indicates that there are subdomains.  If there are subdomains associated with the Domain ID you can select all of these at one time by checking the Include Sub Dmns. checkbox.  You can also individually select by clicking on the ‘+’ icon to expand the view to show all subdomains and select the appropriate checkboxes.
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Figure 1.12 – Subdomains
If you check the Top Level Only checkbox, this indicates you only want the domain at that specific level.
To further define the learners which should be included in this Assignment Profile, click the Attributes tab.
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Figure 1.13 - Assignment Profiles Attributes Tab
This tab will be used to further define the learner population which will be given this catalog.  You do this by identifying system search criteria specifically targeting a particular population.
There must be a value in the Group field as it is a required field.  This is a numeric field and can be in whatever sequence you would like.  The field is Assignment Profile specific so this number can be assigned to another Group within a different Assignment Profile.  (Example if you establish a Group 1 for Assignment Profile ABC you can also establish a Group 1 for Assignment Profile XYZ)
To add attributes, click the dropdown arrow in the Attribute field to you wish to define.  The available Attributes are:

	Address
	Employee Status ID
	LMS Pricing Model
	Organization Level 8

	Alternate Job
	Employee Type ID
	Login ID
	Pay Grade

	Branch
	Entry On Duty
	Middle Name
	Pay Grade Step

	City
	Entry On Management
	OPM Org ID
	Pay Plan

	Component Srvc Separation Date
	Entry On Position
	Org Unit ID
	Postal Code

	Contractor Name
	E-Performance Resource Number
	Organization ID
	Region ID

	Country
	GoLearn Organization
	Organization Level 1
	State

	Detailee Organization
	Hire Date
	Organization Level 2
	Sub Organization

	Domain ID
	Item Completion
	Organization Level 3
	Suffix Name

	Duty Station
	Job Location ID
	Organization Level 4
	Supervisor ID

	Duty Station Description
	Job Position ID (i.e. OCC)
	Organization Level 5
	Supervisory Status

	Education Level
	Job Series
	Organization Level 6
	System Migrated From

	eHRI ID
	Job Title
	Organization Level 7
	User ID


Click the dropdown arrow in the Operator field to select an appropriate Operator.  The available Operators are:
	Any
	If you want to use a list
	Exact
	To identify a value that is an exact match

	Between
	If you want to use multiple values between two other values. 
	Include Sub Records
	If you want to include any associated sub records if they exist

	Contains
	If you want to use a partial value
	Not Any
	If you want to exclude values on a list

	Does Not Contain
	If you want to exclude a specific value
	Not Exact
	If you want to exclude exact values

	Does Not Start With
	If you want to exclude values stating with something specific
	Starts With
	If you want to use values which start with something specific.


Click the ADD button.
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Figure 1.14 - Attribute Value Link
Now that you have selected which Attributes you want to use to, you need to further defind and identify the learners to be associated with the assignment profile.  

To do this, click the Values link.
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Figure 1.15 - Attribute Value Page
In the Value field enter the appropriate value for the Attribute and click the ADD button or search by clicking on the add one or more from list link.

Click the RETURN TO MAIN ATTRIBUTES PAGE button when you are completed adding Values.

Scroll down to the bottom of the Attributes tab to the User Tools section.
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Figure 1.16 - Attributes User Tools
To test that your Assignment Profile identifies the correct learner population for assignment, click the ASSIGNMENT PROFILE USER PREVIEW button.

The Results will be displayed in a popup page for you to verify.
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Figure 1.17 - User Preview Results Popup
If there is a learner who should have shown up in the results but did not, you can view that learner’s record by clicking the ADVANCED USER SEARCH button back on the Attributes tab and search for the learner.  Once you have reached the learners record, and if you have rights to do so, you can update the learners’ record in this step so it will be picked up and associated to the catalog when the assignment profile process runs.
To identify the catalog to be assigned, click the Catalogs tab.
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Figure 1.18 - Assignment Profiles Catalog Tab
If you know the Catalog ID enter it in the field in click the ADD button.  Otherwise you can search for it using the add one or more from list link.

When all the catalogs are selected, the domains have been added, and the attributes setup, you can manually run the Assignment Profile process.
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Figure 1.19 - Propagate Button
Click the PROPAGATE ASSIGNMENT PROFILE… button to have the Catalog associated with all the selected Learners.  (Note:  The Propagate Assignment Profile button only displays if the profile is new or after a change is made to the assignment criteria.)
The Schedule Background page is displayed.
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Figure 1.20 - Assignment Profile Propagate Process
You can either leave the default settings to Run the job immediately, or if it is a large group you can Schedule this job for a later time.  You also have the option of not doing either and letting the already established Assignment Profile Process, which runs every four (4) hours, to run and populate the data.

If you choose to run it, make the appropriate selections and click the FINISH button.

The Status page is displayed.
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Figure 1.21 - Propagate Status Page
The Status page will display messages letting you know whether or not the process was successful.

Now that you have run the process you should verify that the catalogs were associated with the appropriate learners.  Using a small sample simply go to the learners record and verify.
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Figure 1.22 - Learner Record Catalog Preview Tab
Click on the User Management tab, User menu, then search for the Learner and open their record, click on the Catalog Preview tab.
The Catalog associated with the Assignment Profile you created and ran should now be listed for the Learner.  If you manually create a new user, their catalogs will be assigned to them once the automated process is run during the normal four hour processing cycle.
Activity 1.2: Create an Assignment Profile

Create an Assignment Profile.  Use the standard naming convention for the ID but add your initials to the end for identification purposes later.

Use the Domain of OS-02-03-0000-00-00-00-00.

Use the Attribute of Organization ID, and enter the value assigned to you.

Assignment Profile ID: 









Chapter 3 Create Subject Areas

One of the decisions you need to make when adding a new course to DHScovery is how you want the user to find the course.  One of the ways to find courses in DHScovery is through the subject areas.  
In order for learners to find items you are going to want to make sure they are in a logical listing where they can find them. 

Objectives

Upon completion of this lesson, the participant will be able to:
· Create Root Level Subject Areas

· Create Child Level Subject Areas

Main Concepts

Learners use catalogs to view items within the DHScovery system.  These items are grouped and categorized within the catalog based on subject areas.  Items may be assigned to multiple subject areas.  The main purpose of a subject area is for the learner to easily locate what they are looking for.
Questions this section answers

What are subject areas?

How do I add subject areas?

How do I attach a subject area to an item?

Subject Areas

Subject areas are the listing of items that learners can choose from.  As shown in Figure 2.1, there is a subject area called Administrative Support.  And subordinate to that subject area is one called Advanced Skills for Administrative Support Professionals.  Subject areas are linked to one another in order to build a tree or hierarchy.

Courses are assigned to subject areas.  When a course is assigned to that subject area, this course will display on the right hand side of the page when the user clicks that subject area while browsing.
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Figure 2.1 - - Learner Catalog Tab Subject Areas
Scenario:  You want to make sure your learners find the new item.   You have already created the Catalog for your Component but now you want to add a corresponding category (Subject Area) for the new item.

Under the System Admin tab – References, Subject Areas menu, you can view, edit or create new Subject Areas.
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Figure 2.2 - Subject Area Search Page

To create a new Subject Area click the Add New link at the top right hand corner of the page.

The Add New Subject Areas page displays.
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Figure 2.3 - Subject Areas Add New Page Root Level

Subject Areas are used to group items in a catalog.  The relationships are cascaded from the Root Level Subject Area to the Child Level Subject Areas.  The relationships established here will determine how the learner sees Items.

If you choose the ADD ROOT LEVEL SUBJECT AREA radio button, enter the Subject Area ID – this is what will display within the Catalog.  Use the standard DHS naming convention.

· First part: Component/Organization abbreviation
· Second part: Subject Area

For example – DHS Headquarters would like to setup a subject area for just headquarters employees – HQ-HEADQUARTERS_ONLY.

In Appendix C is a complete list of all Subject Areas currently in DHScovery.

Enter a Description and choose a Color if you want the Subject Area to be displayed in a color other then black, which will help to have it stand out.

Click the ADD button (Note: using the bottom scroll bar, scroll all the way over to the right to see the ADD button)

The Edit Subject Area page displays.
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Figure 2.4 - Edit Subject Area Page

The Parent Subject Area ID will not be filled in initially.  If you wish to make your Subject Area a child to another area click the drop down arrow at the right-side of the field and choose the appropriate Parent Subject Area.  (Note: use the bottom scroll bar to scroll all the way over to the right to find the drop down arrow.)

Click the APPLY CHANGES button.  (Note: use the bottom scroll bar to scroll all the way over to the right to find the drop down arrow.)
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Figure 2.5 - Subject Areas Add New Page Child Level

If you choose the ADD CHILD LEVEL SUBJECT AREA radio button, select the Parent Subject Area ID from the dropdown and enter a Child Subject Area ID – this is what will display within the Catalog.  Use the standard DHS naming convention.

· First part: Component/Organization abbreviation
· Second part: Subject Area

For example – DHS Headquarters would like to setup a subject area for internal communication courses child subject area – HQ-INERNAL_COMMUNICATIONS

In Appendix C is a complete list of all Subject Areas currently in DHScovery.

Enter a Description and choose a Color if you want the Subject Area to be displayed in a color other then black.  This may help to have it stand out.

Click the ADD button (Note: using the bottom scroll bar, scroll all the way over to the right to see the ADD button)

The Edit Subject Area page displays.

Attach Subject Area to an Item

Now that the subject area has been established you need to go to the Item and associate the corresponding subject area.

Under the Learning tab – Items menu, you can view, edit or create new Items.
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Figure 2.6 - Items Search Page

Enter data into the search fields to select which item you are going to associate the subject area to.  When the data is entered, click the SEARCH button.

From the results area, click the EDIT icon next to the appropriate item to go into the item record.

The Item Summary page displays.

Click on the Subject Area tab

[image: image29.png]tem Type: TRIG

tem 110725.engs
Revision Dt 2006 0200 PMEST
Revision Nuer
e T Iiroctuction o Commuricatons Meth and Exuigment
Pricing Chargeback I suvicctArcas | Stangard Ostions
Orine Setngs | Nafications Wteriats Objectives | Grading Options | Cost Caloiaion
Cuculs | Competencies | CustomFields |  Reuests | RostReasons |  Subsitues
Summery DesinDeta | DelveryData | Prerecustes | Documents Tasks

Edit Subject Areas for the ftem.

Add a Subject Area to an ftem

Enter Suject area I of ad one or more from st

et prea || [ |

Update the Subject Areas for the kem

‘Selact Al Desslect Al

HG-INTERNAL_COMMUNICATIONS Internal Commuricattons Training

NTERNET AND NETWORK TECHNOLOGIES SOLUTION _ Iternet and Netwark Technolagies Sokion

AREA area
T PROFESSIONAL T Professionsl
WAN TECHNOLOGIES WeN Technologies

oo DDE




Figure 2.7 - Item Subject Area Page
Add the appropriate Subject Area(s) by either entering them in the Subject Area ID field and clicking the ADD button or you can search by clicking the add one or more from list link.

Once an Item has been added to the new subject area, the Learner will be able to see it under the Catalog tab on the learner URL.
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Figure 2.8 - Learner Catalog Tab

Activity 2.1: Create Subject Areas

Create a Root Level Subject Area with two Child Level Subject Areas associated.  (For the Root Level Subject Area, use your component plus your initials.)

Root Level Subject Area: 










Child Subject Area 1: 











Child Subject Area 2: 










Add your assigned item to your newly created subject area.

Login to the Learner URL and verify that your Item is available under the new subject area.  After you have logged in, click the Catalog tab.  Then click Expand all.  (The User ID and Password for your learner are the same as for your administrator – only the URL is different.)
Chapter 4 Attach Documents

There are times when you want to supply additional information about a course.  For example, maybe you want to provide hotel and travel instructions or maybe you just want to provide a detailed course agenda.   When creating a new item, you need to think about whether or not you have requirements for this type of additional information.  If you do, you will want to create one or more documents.  Once the documents are created and loaded to the content server, you can associate the document one or more item(s) or scheduled offer(s).  Learners are then able to launch the documents and review them as they review the other course details.  

The goal of this section is to provide detailed information about adding documents.  Documents can then be attached to items/courses in DHScovery.

Objectives

Upon completion of this lesson, the participant will be able to:

· Add a document

Main Concepts

There maybe times when you want to add a document to supplement information in the course description or to provide additional special information.
Questions this section answers

How do I create a document?

How do I attach the document to an item?
Create Documents

Figure 3.1 illustrates the learner interface for reviewing documents.  The learner, to find out more about the course, would click the course title and then click the blue triangle associated the Related Documents section.  The system then displays a link to access the document.
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Figure 3.1 - Learner Interface Documents
Scenario: One of the items you need to create has a document which should be read prior to taking the course.  This document should be attached to the course within DHScovery so the user will see it.

The first step of loading a document is having it loaded to the content server.  

Under the Content Tab – Documents menu, you can view, edit or create new Documents
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Figure 3.2 - Documents Search Page
To create a new Document click the Add New link at the top right hand corner of the page.

The Add New Document page displays.
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Figure 3.3 - Document Add New Page
Enter the Document ID using the DHS standard naming convention.

· First part: Component/Organization abbreviation
· Second part: Document description

For example – DHS Headquarters has a document which should be attached to a communications course; they may name it HQ-COMM_BASICS

Enter the Title for the document.
To activate the document, make sure there is a checkmark in the Active field.

The Document Type field is used to indicate the category the document should be associated with.

In the Domain field select the appropriate domain, at the highest level, which should have access to the document.  This document should never be assigned to the Public domain.   Anything in the Public domain is viewable and editable by all administrators.
In the Source field enter, if applicable, where the document was issued from, and in the Author field, who created the document.

Use the Location field to indicate where the document is physically located on the content server.  When adding a document to production the content server path is:
https://dhscovery.dhs.gov/content/dhs/components/XX/production/documents/YYYY
where XX is the 2-character component abbreviation and YYYY is the name of the document.

When adding a document to demo the content server path is:
https://dhscovery.dhs.gov/content/dhs/components/XX/demo/documents/YYYY
where XX is the 2-character component abbreviation and YYYY is the name of the document.
Use the Revision No and Revision Date field to indicate which version of the document that is being established.

For the Reviser and Approver fields, enter who is responsible for these activities as related to this document.  Enter any Comments in the field to further explain the reason or purpose of the document.

Click the ADD button.
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Figure 3.4 - Documents Summary Tab
The information you established during the initial step are displayed on the Summary tab.  If you make any changes on the Summary tab, click the APPLY CHANGES button to save the changes.

Before moving on you should test that the path to your document is working.  To do this copy the path from the location field and paste it into the address bar of your internet browser.
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Figure 3.5 - Web Browser Address bar
If your document does not display verify and update the Location until you are able to test successfully.

As Items, Curricula, or Tasks are associated with the Document, they will be displayed here.  To view any of these, click on the corresponding tab.
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Figure 3.6 - Documents Items Tab

If you are using a document management system like Documentum, the Needs Review checkbox is used to ensure that the most up to date document is associated with the Item(s).

When the document is initially associated with the document the NEEDS REVIEW checkbox defaults to empty.  However, if the document is changed and receives a new revision number the checkbox will default to checked.  You can also manually place a check in the checkbox.  If you do this, click the APPLY CHANGES button to save changes.
To associate the Document with and Item, Curricula, or Task you must go to record for each of these an add the document.  For purposes of this training, we will add the Document to an Item.

Attach Document Process to Item

Now that the Document has been created and configured, it needs to be assigned to an Item.
Under the Learning tab – Items menu, you can view, edit or create new Items.
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Figure 3.7 - Items Search Page

Enter data into the search fields to select which item you are going to associate the subject area to.  When the data is entered, click the SEARCH button.

From the results area, click the EDIT icon next to the appropriate item to go into the item record.

The Item Summary page displays.

Click the Documents tab.
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Figure 3.8 - Item Document Tab

Activity 3.1: Create a Document

Create a document using the following URL: https://dhs.plateau.com/content/dhs/train/documents/JobAidLogin.ppt  
Use the standard naming convention plus your initials at the end for identification purposes.
Document ID: 












Associate the Document to your assigned Item.

Login to the Learner URL and verify that your Item has the Document association established.  (The User ID and Password for your learner are the same as for your administrator – only the URL is different.)
Chapter 5 Create Approval Process

When designing course behavior in DHScovery, one of the areas for consideration is whether or not the course will be on-line or part of a scheduled offering and will it require some type of approval.  For example, you may have a rule stating enrollment in a particular course requires a security clearance.  In this situation you might want all registrations to go to the security office so that clearance status can be checked.  Approval processes can be designed to accommodate this type of design requirement.

The goal of this section is to provide detailed information about creating an approval process which can then be attached to items within DHScovery. 
Objectives

Upon completion of this lesson, the participant will be able to:

· Create an Approval Process

· Assign the Approval Roles to Users

Main Concepts

There may be times when you need to have an Item approved prior to a learner taking the Item.  When an approval process is associated with an Item a learner will be able to request to take the item but prior to it being added to their learning plan it will go through the defined process to receive the appropriate approvals.
When a user is assigned an Approver Role and an Item has been assigned the approval role has been requested by a learner, the approver will receive an email telling them they have an item to approve.  They can then log into the system, on the learner side, look at their pending approvals, and either approve or deny the request.  Once it is approved it will move to the next step in the approval process.  Once the final approval has been given the learner will see the item on their learning plan.
Questions this section answers

How do I create an Approval Role?

How do I create an Approval Process?

How do I assign the Approval Role to a User?

How do I attach an Approval Process to an Item?

Creating Approval Roles
There are several approval roles, which can be thought of as approval steps, already in the DHScovery system you can choose from. 

· 182_AUTH_OFFICIAL – SF 182 Authorizing Official

· TO-EXT – SF 182 Training Officer – External Request

· EXT-VERIFY – Certifying External Training Official

· *Supervisor Level 1 – Supervisor Level 1

· *Supervisor Level 2 – Supervisor Level 2

· TC – Training Coordinator

· TrainingAdminApproval – Training Administrator Approval

*The supervisor level roles can NOT be changed and do not need to be assigned at they are ‘hard coded’ within the system.  In other words, the system knows who these supervisors are for each learner.

If one of the preexisting roles will not meet your needs you can establish a new role.

Scenario: At your component, all learning events need to be approved prior to a learner being able to take the item.  The approval workflow needs to be the immediate supervisor and someone from the budget department.  As there is no role for the budget department one needs to be created.
Under the System Admin tab – References, Approval Roles menu, you can view, edit or create new Approval Roles.
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Figure 4.1 - Approval Roles Search Page
To create a new Approval Role click the Add New link at the top right hand corner of the page.

The Add New Approval Roles page displays.
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Figure 4.2 - Approval Role Add New Page
Enter the Approval Role ID and a Description.

Click the ADD button.

The Approval Role record will display.
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Figure 4.3 - Approval Roles Record

The information you established during the initial step is displayed on the Edit Approval Role page.  If you make any changes here, click the APPLY CHANGES button to save the changes.

Activity 4.1: Create an Approval Role

Create an Approval Role that requires your assigned user to approve request for enrollment into an item.  Use your name as the Approval Role ID. 







Setup Approval Process

Like the approval roles, several approval processes already exist in the DHScovery system you can choose from. 

SF-182 APPROVAL_PROCESS – Four Step Approval Process for SF-182 Requests

EXT-VERIFY – SF-182 Verification Approval

SUPERVISOR & TC – Two Step Process (Supervisor and Training Officer)

SUPERVISOR LEVEL 1 – First Line Supervisor Only

If none of the preexisting processes meet your needs, you can create a new one.

Scenario: At your component, all learning events need to be approved prior to a learner being able to take the item.  The approval workflow needs to be the immediate supervisor and someone from the budget department.  The roles have been created – now you just need to create the process.

Under the System Admin tab – References, Approval Process menu, you can view, edit or create new Approval Processes.
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Figure 4.4 - Approval Process Search Page
To create a new Approval Process click the Add New link at the top right hand corner of the page.

The Add New Approval Process page displays.
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Figure 4.5 - Approval Process Add New Page
Enter an appropriate Process ID and Process Name.

In the Domain ID field select the appropriate domain, at the highest level, which should have access to use this Approval Process.

In the Owner Email field enter the email of the person responsible for maintaining the Approval Process.

To further explain the use of the Approval Process, add Comments into the field.

Click the NEXT button.

The Process Steps page is displayed.
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Figure 4.6 - Approval Process Confirmation Page
Enter the Step Name for step you are creating.  If there are multiple steps, use this field to identify which step you are at, for example, Step 1 – Immediate Supervisor.
In the Add an Approval Role section, enter the Approval Role ID and click the ADD button.  If you do not know the Approval Role ID or the User ID search for them by clicking the corresponding add one or more from list link.

Once the value has been added, it will display at the bottom of the page.
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Figure 4.7 - Approval Process Step 1
If there are additional steps click the NEXT STEP button, otherwise click the FINISH button.
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Figure 4.8 - Approval Process Step 2
Continue to enter steps until all approval steps in the process have been established.

When you have added all the steps click the FINISH button to finalize.

The Confirmation page will be displayed.
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Figure 4.9 - Approval Process Confirmation
Verify the steps and click the CREATE PROCESS button.

The Status page is displayed.
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Figure 4.10 - Approval Process Status Page
The Status page will display a message to let you know if the process was successfully run or not.
Activity 4.2: Create an Approval Process

Create a one step Approval Process using the Approval Role previously established.
Assign Roles

Now that the Approval Role and Approval Process have been created, the actual approval role needs to be assigned to the user(s) responsible for granting the approval.  Once the role is assigned to the responsible approver, that approver will get email notifications whenever an approval in waiting for them.  Additionally, an approval item is generated in DHScovery.  The approver can log into the system and approve the item.  (Note: Generally this would be done by the Training Coordinator within your component.)
Scenario: At your component, all learning events need to be approved prior to a learner being able to take the item.  The approval workflow needs to be the immediate supervisor and someone from the budget department.  The approval process has been created and now it has to be attached to someone within the budget office*.

*Because the first step in our approval was setup to go to Supervisor Level 1 there is no need to attach the role to the supervisor because the system, based on data elements, knows who a learner’s supervisor is.

Under the User Management tab – Users menu, search for your User you would like to add the approval role to.
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Figure 4.11 - Users Approval Role Tab
Click on the Approval Role tab to assign the role.

If you know the Approval Role ID enter it in the filed and click the ADD button.  To search for the role click the add one or more from list link.

Once the Approval Role has been added, you need to define which domains (organizations) the approver allowed to approve for.  Click the Control Domains links to add the domains.
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Figure 4.12 - Control Domain Link Page
If you know the Domain ID enter it in the filed and click the ADD button.  To search for the role click the add one or more from list link.

Once the Domain has been added, click the SUBMIT button.

Click the RETURN TO APPROVAL ROLE button to go back to the User record.
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Figure 4.13 - Assign Approval Roles to the User

Click the APPLY CHANGES button to activate the approval role for the user.  (Note: If you forget to click the APPLY CHANGES button all changes will be lost.)
Activity 4.3: Assign Approval Role to User

Assign your Approval Role to Elise Emmit – DHS-1230.
Attach Approval Process to Item

Now that the Approval Role and Approval Process have been created and assigned to a user, the process must be associated with the item that requires approval.
Under the Learning tab – Items menu, search for your Item you would like to add the approval process to.
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Figure 4.14 - Item Summary Tab
Select the appropriate Approval Process in the Approval Process ID field and place a ‘Check’ in the Approval Required checkbox field.

Click the APPLY Changes button.
Now that you have attached the approval process to the item each time a learner requests the item, the approval process will be started.

Activity 4.4: Assign Approval Process to Item

Attach the approval process to your assigned Item.

Login as a learner, find the item in the catalog and request approval.
Accessing a Course with an Approval Requirement

When a learner tries to access a course that requires an approval, DHScovery blocks this attempt by displaying a Request Approval button.  When the button is clicked, DSHcovery notifies all the users you tied to the approval role whenever an approval is awaiting review.  Once the request is approved, the learner is notified and is then allowed to launch or register for the course.
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Figure 4.15 - Learning Plan with Request Approval Item

The learner will have to click the REQUEST APPROVAL button to initiate the approval process before they can launch the item.
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Figure 4.16 - Approver Link to Approvals

When the approver signs on to DHScovery system an Alert message indicating a training request is awaiting approval is displayed on the home page.
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Figure 4.17 - Approver Approval Page

When the approver clicks on the Alert link, it will take them to the approval page which will display the awaiting approvals.
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Figure 4.18 - Learning Plan with Launch Content Button
Notice now that when the learner logs back in, the button has changed to LAUNCH CONTENT because it has been approved at each step in the approval process.

Chapter 6 Create Content Objects/Package
If the course material is online, it is necessary to create a content object/package.  If the course is instructor lead only, this step is not necessary.  

The content object is the physical path to the content server.  In other words, this is how DHScovery knows where to find the content.  A content package is simply a way to group multiple objects.  Creation of a content object is required; creating a content package is optional depending on the way the content was designed.
This training will not cover how to load (ftp) content to the content server.  When you have identified content which needs to be loaded to the content server, a representative from HCBS will contact you and walk you through how to do this.

Objectives

Upon completion of this lesson, the participant will be able to:

· Run the SCORM import process
· Run the AICC import process

· Edit the content object

Main Concepts

Typically, the course content will reside on the DHScovery content server although this does not always have to be true.  For example, Skillsoft content objects are setup to point to the Skillsoft content server.  For the purposes of this course, we will assume all content resides on the content server.
The content objects are the records that link the item to the content.  A content object can be associated with more than one item.  There may also be more then one content object per item. When this happens you may want to group the objects into a content package.  
The learner accesses the item via the DHScovery catalog or the learning plan.  The item then links to the appropriate content package or content object to find the content on the content server.  When the learner completes the online training, DHScovery will automatically record a completion in learning history for the item.

Questions this section answers

How do I import content from an AICC file?

How do I import content from a SCORM?

How do I edit a content package?

AICC/SCORM Import – Creation of Content Objects and Content Packages
DHScovery provides import tools that facilitate the creation of content objects and content packages.    Most training is delivered using the Airline Industry CBT Committee (AICC) or Sharable Content Object Reference Model (SCORM) communications protocols.  Training delivered in one of these formats can be loaded to DHScovery via import tools.  

AICC and SCORM are standards established for communications between a client side machine (your PC) and the host machine (the DHS content server).  Most online content is defined in an AICC or SCORM compliant format.  The information communicated using these standards might be test scores, content book marking, or successful course completion.  In short, when we say a course is AICC or SCORM compliant, we are saying the content communicates course information back to DHScovery.

If you have content in either or these formats it is to your benefit to use the import tools.

AICC Import

Based on our understanding from the user community, most course vendors deliver SCORM content.  As such, we do not address the AICC import process in this class.   Should you have a requirement to load this type of content, please reference the AICC Import Process job aid.    
This as well as all other job aids can be found on the Learner Login page.  

1. Go to https:/dhscovery.dhs.gov/

2. Click Go on the warning page

3. Click the DHScovery Help link at the bottom of the page

SCORM Import

Scenario: Your component has a SCORM training course to be offered on-line to your users.  The content needs to be loaded into DHScovery so that all employees have access to it.

The first step of loading content is having it loaded to the content server.  Again, this is not covered in this class.   For this exercise this instructor has already loaded this information for you.
Under the Content Tab – Tools menu, you can either import an AICC or SCORM Manifest.  
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Figure 5.1 - Content Tools SCORM Manifest Import page

To import SCORM compliant content, you need a manifest file.  Your courseware development vendor should include the manifest along with the rest of your course content.  Find the manifest file in your course content.

As DHScovery only accepts a manifest files in a zipped format, save the manifest file into a .zip file.
In the SCORM ZIP File (upload) field, enter the path and the name of manifest .zip file.
Click the NEXT button.

The Step 2:SCORM Manifest Information page displays

[image: image58.png]SCORM Manifest Import IHelp |

>step?
[Step 2: SCORM Manifest nformation

[Previous et |

Marifest D EK7283
Marifest Tie:

Contert Packages (Organizations): 1
Created By. <nane>
Descripion:

Resource Resoluion:  Tris SCORM course structure may cortainreferences 1o cortent objects an cortent packages
that may notbe in your dtabase.

Onthe next few pages, yau will see he lits of contert abjects and cortert packages
ontained inthe manifest i, song with the importer’ best guess a5 o what can be reliably
matcherito existing objects aready in the detabase. For thoss that cou not he matchectto
ems inthe database, defaut new IDs wil be provided for you converience.

Hems thet do nct et matchect wil e acded to the database during the import as new tems.

RS [y




Figure 5.2 - Step 2 SCORM Manifest Information

The wizard parses the information provided in the manifest xml, extracting the information needed to create the content object.

Make a note of the Manifest ID as it becomes part of the content id.  The content id is the unique identifier for the Content Object in DHScovery.

Verify the information and click the NEXT button.

The Step 3: Resolve Content Object(s) page displays.
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Figure 5.3 - Step 3 Resolve Content Object(s) Page

In the Prepend URL prefix to SCO entry points you can identify the location (the URL ) on the content server where the content is located.    
When you are setting up content the production path to the content server will always be:

https://dhscovery.dhs.gov/content/dhs/components/XX/production/YYYY/
where XX is the 2-character component abbreviation and YYYY is the name of the directory that houses the content.

When you are setting up content the demo path to the content server will always be:

https://fed-staging2.plateau.com/content/dhs/components/XX/demo/YYYY/

where XX is the 2-character component abbreviation and YYYY is the name of the directory that houses the content.

The column entitled Resources/Content Object provides the id the system uses to uniquely identify the content object (here it is EK-7263_A7263_2).  Record this id so you can easily identify your content object later. 

 If a Content Object with the same ID already exists in the system, the wizard will automatically add an _& suffix, where the & in a sequential number.  For example, if the object ID being loaded already exists in the system, the import utility amends the id by adding a _1 suffix:

EK-7263_A7263_1
The Resources/Content Object column also provides information about the Launch Parameters (here it is 7263start.html) file, assuming your content developer had this field of information in the manifest xml file.  The launch parameter file is used to launch the content.
Verify the information and click the NEXT button.

The Step 4: Resolve Content Package(s) page displays.
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Figure 5.4 - Step 4 Resolve Content Package(s)

Verify the information and click the NEXT button.  This page supplies you with the Content Package Id.  Most manifest file imports load both the content object and an associated content package.  In theory, if the course only has one content object you don’t really need a content package.  
For simplicity, we recommend that all online items link to a content package rather than the content object.   Always tie your item to the content package which will save you from having to reconfigure content setup if additional content objects need to be added for the item.
The Step 5: Complete SCORM Import page displays.
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Figure 5.5 - Step 5 Complete SCORM Import Page

Click the FINISH button.

Activity 5.1: Import a SCORM File to create the content object and the content package
Import the SCORM file from your desktop.  

Enter the following URL in the Prepend URL Prefix to SCO Entry Point field

https://dhs.plateau.com/content/dhs/train/maritimenav/
What is the Manifest ID? 







What is the Content Object Id? 






What is the Content Package Id? 






Content Package Edit

Now that you have completed the wizard for the SCORM import must edit the newly created Content Package to provide some additional information
Under the Content tab – Content Package menu, search for the Content Package created during the SCORM import process.  
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Figure 5.6 - Content Package Summary Tab

On the Summary tab, verify the data created via the import.

Update the following fields at a minimum:

· Title 

· Domain

· Build Date

· Description 

Click the APPLY CHANGES button.
Under the Content tab – Content Object menu, search for the Content Object associated with your content package.  
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Figure 5.7 - Content Object Summary Tab

On the Summary tab, verify the data created via the import.

Update the following fields at a minimum (as required):

· Title 

· Domain

· Build Date

· Description 

Click the APPLY CHANGES button.
Click the Launch Method tab
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Figure 5.8 - Launch Method Tab

On the Launch Method tab, verify the data that came in from the import and test the file.

Before moving on, test that the path and start file to your successfully launches.  To do this copy the path from the Filename field, paste it into the address bar of your internet browser, and click Go.
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Figure 5.9 - Web Browser Address bar
If the content does not launch, verify that the path/launch file contained in the Filename is correct.  Make necessary corrections and retest.

Activity 5.2:   Update a Content Object

Using the content imported during the SCORM import process in Activity 5.1, find the content package and edit the necessary data.
Update at least one of the content objects associated with the package.
Test that the Content launches correctly.
Chapter 7 Create Items

You are finally ready to create an item.  This is the last step and should be done after you have completed all your analysis regarding how the item should behave.  In Appendix D of this document you will find Item Creation Procedure Step-by-Step process.  The goal of this section is to provide detailed information about items and how to create and work with them in DHScovery.
Training (as defined in Section 4101, Title 5, United States Code) is “the process of providing more and making available to an employee, and placing or enrolling the employee in, a planned, prepared, and coordinated program, course, curriculum, subject, system, or routine of instruction or education, in scientific, professional, technical, mechanical, trade, clerical, fiscal, administrative or other fields which will improve individual and organizational performance and assist in achieving the agency’s i.e., Department’s mission and performance goals.”  

To put the above definition in context, a Training Requirement or DHS Training Objective (in relation to setting up an item to record an external event) includes training that:

· Supports the Department’s strategic plan and performance objectives

· Improves an employee’s current job performance

· Allows for expansion or enhancement of an employee’s current job

· Enables an employee to perform needed or potentially needed duties outside the current job at the same level of responsibility

· Meets organizational needs in response to workforce plans and/or program changes

· Satisfies a retraining requirement i.e., a requirement for screeners at TSA to complete security retraining requirements on a regular basis 

· Satisfies a pre-requisite for another course the employee is required to take

· Focuses on subject matter defined by the Department and/or supervisor as an area requiring additional training (i.e., training for supervisors in response to the Federal Human Capital Survey)

· Contributes to meeting annual employee performance objectives or to closing competency gaps

The process of categorizing an external event as one that meets a DHS, component or agency training objective can be difficult.  The training coordinator should rely on the organizational Training Officer for guidance when this situation occurs. 
Note:
Throughout this section, fields that are always required when creating items will be noted with an asterisk*.  Fields that are required depending on the type of item being created are noted with a ◘
Objectives

Upon completion of this lesson, the participant will be able to:

· Create an Instructor-led Item

· Create an On-line Item

Main Concepts

An item identifies any type of training that an employee has assigned himself or has been assigned to him.  An item is tracked for completion.  Typically, items can be thought of as “courses.”  The content manager can create items that will be used to create scheduled offerings or items that will contain launch able content.  Examples of item types may include:

· Instructor-led training

· Computer-based training 

· Web-based training 
· Briefing

· Assessment

· Workshop, conference, or seminar

· Survey

· Reading or reference materials

· Simulation

· Performance Support

Questions this section answers

How do I create an Item?
Which field so I need to complete to finalize an Item?

How do I add an Approval Process to an Item?

How do I associate Content Packages to an Item?

How do I add a Document to an Item?

For a chart summary of the required fields as well as a field description, refer to Appendix D, Item procedure Step-by-Step Process.  We recommend using this Appendix to guide you through the item process when you go back to your office.
Adding an Item
Scenario: Create the item for the communications course and link it to the appropriate catalog.  
From the Quick Links choose the Create Learning Item link to launch the wizard.  The wizard walks you through the initial steps of Item creation.  Once the wizard is completed and the record has been established, there is additional configuration that needs to be completed.
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Figure 6.1 - Quick Links - Create Learning Item

The Add New Learning Item page will display.
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Figure 6.2 - Add New Learning Item - Enter Description

Select the appropriate *Item Type.  The Item Types are categories of training activities such as TRNG, EXT, BRIEF, SURVEY, etc.  These Item Types can also be used for reporting purposes.  For example – if you want to run a report on all learners who have taken an external course you can run the report using the Item Type of EXTL.
Enter the *Item ID.  To ensure continuity and consistency, it is recommended that the following Item naming convention be used.

· First part:  Component/Organization abbreviation
· Second part:  Course abbreviation

· Third part (optional):  Sequence Number 

For example – an Item for DHS Headquarters on communicating within teams – HQ-COMM-0001.

Enter the date the Item is being created in the *Revision Date field.  The Revision Number should be a ‘1’ for the initial creation of the Item.  If the Item is revised later the revision number should increment with the change.
The *Description field is used to enter information about the course content.  This field will be displayed in the catalog for the users to see and will be used during keyword searches.
Enter an appropriate *Title for the Item.  Remember that this field is searchable by the learner, so try to make it as intuitive as possible.  This field displays to the end-user on the learning, learning history and in the catalog.  This field is also searched when the learners does a catalog search.  Accordingly, choose yours words wisely to ensure the course is found in searches.
Select the appropriate *Domain.  When selecting the domain, keep in mind all the administrators which will need access to it.  Never accept the default of Public.  This gives all system administrators across the system the ability to view and edit the item.
If there is a corresponding Approval Process, click on the drop down arrow and select the appropriate Approval Process.  (see Chapter 4 of this training manual for more information on approval processes)
Enter the *Course Length which is the total course length (schedule offering length + web-based course length).  This field must be populated for all items.  It is used as the default to the recorded learning event and also displays in the catalog. 

Enter Credit Hours, and CPEs as they apply to the item.  These are typically defined by the issuing organization or by the issuing organization in conjunction with DHS.  This information will display to the learner in the catalog.

The Subject Area ID groups items under specific headings in the catalog.  This will help the employees who will browse the learner catalog for this item.  (see Chapter 2 of this training manual for more information on subject areas)
If you know the Subject Area ID you can type it in and then click the ADD button or you can search by clicking on the add one or more from list link to locate the subject area.  (Note: An Item can belong to multiple subject areas.)
In the *Description field you can enter a brief description regarding this segment.  This field is displayed to the end user when click item details.  This field is also searched when the learners does a catalog search.  Accordingly, choose yours words wisely to ensure the course is found in searches.
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Figure 6.3 - Subject Areas
Click the NEXT button.
The Specify Delivery Dates page is displayed.  
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Figure 6.4- Item Segments Page
NOTE: If this Item has one or more parts that are instructor-led – complete this page.  If the Item is ONLY On-Line, do not fill anything out on this page.

If the item has multiple daily segments, identify which day this segment should be associated with by placing a numeric value in the *Day field.

In the *Duration field, enter the length, in hours of the segment being established.  When the record is established, the duration hours are totaled and entered into the Scheduled Length field for the item.  Then upon creating a scheduled offering the length will default in.
The Offset field is used to determine the starting time of the second segment based on the ending time of the first segment.  If there are two segments for an item and they are separated by a one hour lunch break enter a 1 in the Offset field.

Use the Location Type field if you would like to identify a specific type of location for the item.

Click the ADD button.

Continue to add segment information until all necessary segments and related data have been established.

Click the NEXT button.

The Add Online Content page is displayed.
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Figure 6.5 - Add Online Content Page

Here you can enter the content objects that the learner can launch for online training.  
NOTE: If this Item has one or more parts that are On-Line – complete this page.  If the Item is ONLY Instructor-led, do not fill anything out on this page.

Choose the ◘Online Completion Status from the dropdown menu.  This will determine what will show on the Learning History for a Learner when they have successfully completed the course.

If there are multiple Content Objects associated with the Item and all objects must be complete to get credit for the course, check the Mark Item complete when all objects are complete checkbox.  An example of an Item which my have multiple content objects could be if a learner is required to view a presentation (object 1) and then certify they viewed it (object 2).
Select the appropriate radio button in the Content section to indicate the ◘Content Type as an Object, Package, or Exam.

· Object is for individual content objects

· Package is group of content objects – you would normally click this radio button for content imported via the SCORM import.
· Exam is if the content is a test

In the Content ID, Title, and Parameters fields, enter the information established in the creation of the Content Object/Package step.  

If you want the Item to automatically be considered complete upon launching the content, check the Mark the object COMPLETE when launched checkbox.

If Objectives have been defined for the object and the learner should review them, check the Objective review enabled checkbox so the learner will be able to review the objectives.  If this should be optional, also check the Objective review optional checkbox.

Click the ADD button.

Click the NEXT button.

The Add to Catalog page is displayed.
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Figure 6.6- Add to Catalog Page
In this section you identify which catalogs this item should be added to.  (Note: You may only add Items to your own component catalog(s).)
If you know the Catalog ID you can enter it and then click the ADD button.  You can also search for the catalog by clicking the add one or more from list link.

Upon locating the appropriate catalog, place a check in the Add check box and click the ADD button.

Update the Options associated with the Catalog as appropriate.

The Flag field is used to identify the whether or not the item is New, Revised, or Featured.  Items that are flag display on the learner home page.  These items also have special icons that function to highlight the course in the catalog.
The Until field is the date which you no longer want the Flag associated with the item.

The Reason field is the reason why the flag is no longer appears with the item in the catalog.

The Expires field is the date the item expires and should no longer display in the catalog.

Click the NEXT button after the Catalog has been added.  
The Review and Save page is displayed.
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Figure 6.7 - Review and Save Page
Review what you have entered, and if everything looks fine, click the SAVE button.

If the Item has been created as Instructor-led, the SAVE AND SCHEDULE button will be available so you can also create scheduled offerings upon save.

Upon clicking the SAVE button you will be taken to the record for the item you just created.  This allows you to edit the item to supply DHScovery specific information.
The Item record is displayed.
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Figure 6.8 - Item Summary Tab

From the Item record Summary tab, you can make changes to the fields you entered earlier and finish making the necessary updates to the Item.  (Note: Use the Item Creation Procedure Step-by-Step process to walk you though this input.)
Notice that the Classification field can not be changed and the value is ‘Blended’.  This is because when we created the Item using the wizard, we added information to both the Specify Deliver Data and the Add Online Content steps.

You must also fill in the *Source ID field indicating where the course will be taken.  If the item is within DHScovery or taught internally at the component it is considered Internal.
Verify the correct *Domain has been chosen.

In the *Method ID field choose how the course is going to be administered.

Choose whether the item will be required or optional in the Assign. Type ID field.
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Figure 6.9 - Item Summary Tab (bottom of page)
If you would like users to be able to record their own learning, you can leave the default check in the checkbox for the User can record Learning Events field.  This will allow the user to update their completion status for the item.
Place a check in the Supervisors can record Learning Events for subordinates if you wish for them to be able to record this item for their subordinates.

In the *Comments box it is recommended that you enter additional information about the item including who was responsible for creating it.  This information will allow other administrators to further understand the created item.

As you scroll down the page, make any changes to the remaining fields.

If you make any changes be sure to click the APPLY CHANGES button before you move to another tab in the item record.

Click on the Design Data tab.
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Figure 6.10 - Item Design Data Tab

In the Approved By field, enter the name of content manager or content board member that approved adding the item.  Enter the name using a last name,first name format.

Enter the date it was approved in the Approval Date field.

If you did not enter the Course Length in the wizard, do so now.  This is total course length (scheduled offering length + web-based course length).  

If you enter the Contact’s Email, the email entered will be notified of certain item events.  For example, item expiration, etc.  

Enter any additional information you would like to complete.
Click the APPLY CHANGES button

Click on the Documents tab.
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Figure 6.11 - Documents Tab
On the Documents tab you can associate documents with the Item.
If you know the Document ID you can enter it in the field and click the ADD button.  You can also search for the Document by clicking the add one or more from list link.

Be sure to click the APPLY CHANGES button before leaving this tab.
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Figure 6.12 - Custom Fields Tab

The Custom Fields tab contains the fields that are required by OPM’s Enterprise Human Resources Initiative (EHRI) system.  All Federal agencies are required to provide a file to OPM.  The file contains information about training provided to DHS employees.  It’s critical that these fields are properly entered into the system.  Failure to provide a required value will result in an interface failure. 
Go to the Custom Fields tab and fill in information for all the fields.
Course Vendor – Enter the full name of the course vendor
*Training Accred. Indicator – This field indicates the training offers accreditation.  This field must contain an entry.
Training Accred. Organization – This field indicates the training offers accreditation organization.
Course ID from Vendor – Enter the full course ID as provided by the vendor.
* Training Source Type - Select the appropriate value from the dropdown indicating which source is used for completion of course.
* Training Purpose - Select the appropriate value from the dropdown to indicate the purpose of the training completed by the employee.
* Training Sub Type Code - Select the appropriate value from the dropdown indicating the sub-type of the course.
* Training Credit – This is the amount of academic credit hours or continued education units earned by the employee for the completed course.
* Training Credit Desig. Type - Select the type of academic credit hours or continued education units earned by the employee for the completed training course.
* Training Delivery Type Code - Select the appropriate value from the dropdown to reflect the type of training delivery for the training course completed by the employee.
* Training Credit Type Code - Select the appropriate code which represents the type of credit hours the employee received for the completed training.
Instructor Competencies – Enter the appropriate value
Internal or External Course - Select the appropriate value from the dropdown

Training Certification Type - Enter the appropriate value
* Course Development Cost - Enter the appropriate value
*Estimated Tuition and Fees - Enter the appropriate cost of the training tuition and fee for training completed by the employee that was paid for by the Federal Government.
* Training Materials Cost - Enter the appropriate value to accurately reflect the cost to the Government for the training materials used during the training unit completed by the employee.
* Contin. Srvc. Agrmnt. Required? - Select the appropriate value from the dropdown to indicate whether or not an employee is obligated to remain in service as a stipulation for taking the training course
For a chart summary of the required fields as well as a field description, refer to Appendix D, Item Procedure Step-by-Step Process.  We recommend using this Appendix to guide you through the item process when you go back to your office.

Be sure to click the APPLY CHANGES button before leaving this tab.

Click the Online Settings tab.
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Figure 6.13 - Online Setting Tab
If Item should be made available to learners online, check the Item is Online checkbox.

If the Item is both online and part instructor-led (this is referred to as blended) you can make the Item only available during the scheduled offering times by checking the Online modules are available only to Users during the segment times defined by the Scheduled Offering checkbox.

If you want the Item to automatically be considered complete upon launching the content, check the Mark the object COMPLETE when launched checkbox.

Check the Objective review enabled checkbox to allow learners to review the objectives of the object.

To establish a timeframe within which training must be completed, enter a value in the Days from launch to expiration field.

Use the Online Completion Status field to select the default completion status which should be applied to the learning history for the learner upon successful completion of the item.

Use the Online Failure Status field to select the failure status which should be applied to the learning history for the learner upon unsuccessful completion of the item.

Be sure to click the APPLY CHANGES button before leaving this tab.

Activity 6.1: Adding Item

Add a new Item using all the data which was created in the earlier steps.

Login as your learner and verify the Item is in the catalog under the appropriate subject area.

Chapter 8 Item Revision Assistant

The goal of this section is to provide detailed information about using the Revision Assistant

Objectives

Upon completion of this lesson, the participant will be able to:

· Revise an Item

Main Concepts

When content of an item changes dramatically, a component may require its employees to retake the revised course. The Revision Assistant enables the administrator to create a new version of the item for all learners who are required to complete the item as a part of a curriculum, or have the item as a free-floating assignment and need to complete the new version.

The revision assistant is only used if you need to push training back out to learners.  Do not use the revision assistant if you have a typo that you needed to fix or simply an edit to the item record.  The purpose for the assistant is to track versions of an item, and the learners who have taken the different versions, and finally to force learners who took earlier versions of an item to take the new version of the item as well.  

The revision assistant creates a copy of the existing item.  The Item Type and ID of the new Item are identical to the original in a revision, but the Revision Date/Time will be changed.  An administrator has the option of updating the version number, but it is not required. After the revision process is complete, the administrator may need to remove the old Item from curricula, catalogs, or learning plans. It is not deleted from DHScovery in case there is a need to access the old Item for audit and reporting purposes.

Questions this section answers

When would I need to revise an item?

How do I revise an item?
How do I productionize an item after it has been revised?

Using the Revision Assistant

Scenario:   The content for an item has changed and a new file has been loaded to the content server.  As the Content Manager you have been asked to revise the item and attach the new content object. 

Under the Learning tab, in the Items search page, search for the Item you would like to revise.

Enter the appropriate information and click the SEARCH button.
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Figure 7.1 - Items Search Page

When the Search Results page displays, locate the item you are going to revise and click the EDIT icon associated with that item.

From the Summary tab, click the REVISE… button.
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Figure 7.2 - Revise Button on Summary Tab

The Step 1: Item Revision page displays.
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Figure 7.3 – Step 1: Item Revision
Enter the New Revision Date, Time, and Time Zone of the revision.

Be sure to change the Revision Number for the new item (increment by 1), and if necessary, update the Title for the Item.

Click the NEXT button.

The Step 2: Item Revision page is displayed
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Figure 7.4 - Step 2:  Item Revision

If there are substitute relations for the item and you want to copy this, check the Yes next to the Do you wish to copy the substitute relationships of this item to the new revision? field.
If the instructors which were previously authorized to instruct on this Item should still be authorized, check the Yes next to the Do you wish to change all authorized instructors to the new revision? field.

If you want to reuse the came content and online settings, check the Yes next to the This item has online settings.  Do you wish to include the online settings in the new revision of this item? field. 

Click the NEXT button when done on this screen.

The Step 3: Item Revision page is displayed

Here, depending on which option you choose the next step will be different.
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Figure 7.5 – Step 3:  Item Revision
If you select the Making this item production ready radio button, you will allow the item to be pushed out to all affected catalogs, users, and curricula.  
Click the NEXT button.

The Step 4: Item Revision page is displayed

If the item has content that needs to be reset, choose the Do not make this item production ready radio button (see steps later in this section).  
Click the NEXT button.
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Figure 7.6 - Step 4: Item Revision 

If you wish to deactivate previous versions of the item, select the Yes checkbox next to the Do you wish to inactivate previous revisions of this item? field.  This does not remove the item from the database, it only unchecks the Active field.
If this item is part of curricula and you want to add the revised item to that curriculum, select the Yes checkbox next to the Dou you wish to update curricula potentially affected by this new item revision? field.
You can also automatically add the revised item to a learning play if you select the Yes checkbox next to the Do you wish to update User learning plan assignments potentially affected by this new item revision? field.
To update all future scheduled offerings with the updated Item, select the Yes checkbox next to the Do you wish to change all future scheduled offerings to use/access the new revision? field.
If in Step 3 you select the radio button Do not make this item production ready, upon clicking the NEXT button, the Final Step: Complete page displays.
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Figure 7.7 - Step 3: Item Revision (do not make this item production ready)
Click NEXT button when done selecting or deselecting checkboxes.

The Final Step: Complete page displays.  (Note: this page will display differently also depending what was chosen in Step 3.)
[image: image86.png]ch Results > Edit Summary > Revise > Final Step

Final Step: Complete

Revise tem
tem:

New Revision Dete:

New Revision Number:

New Revision Tie:

Copy Subsites:

Update Authorized Instructors:
Copy Online Sstings:

Make fem Production Reacl:
Inacivate Previous Revisions:
Update Curicul:

Updste User Learring Plans:
Updste Future Scheduled Offerings:

SURVEY DHScoverySurueyMar2007 (Rev 1 - 3572007 1200 AMEST)
61472007 12:26 PMEST

2

DHSCovery Survey - March 2007

o

Yes

Yes

Yes
Yes
Yes
Yes
Yes





Figure 7.8 - Final Step: Complete
The final step will show all the selections you have made on the previous steps.  Verify the data and click the RUN JOB NOW button to make the changes.

If the job is going to impact a large number of learners, curricula, or free floating items to update, you may want to schedule it to run at a later date or time to minimize impact to system performance.

Now that you have created a new item with the new revision number, click the Learning tab – Items menu and search for your revised item.

Click the EDIT icon next to your Item.

Go through the item and make the necessary updates.  It may be that you need to associate a new content object or the prerequisites or associated documents.

 If in Step 3 you chose Do not make this item production ready because there was associated online content complete the following steps.
The new content will need to be created and uploaded to the appropriate folder in the content server.  You may need to have the old content removed or deleted.
[image: image87.png]Priong || Craroeback || Cataogs | SubjsctAveas | St Optens
| ottcators | wterels | Objctes | GradngOptns | CostColouston |
[ | customrees [ | Rostrossons | substutes |

I I |

bocumerts || Tesks

Curticula Competencies. Rectiests

|

[ sunmry | ossgnData | DeiveryData | Prreuistes

Edit the Online Settings & Status for the fem

otting Defaults

¥ temis Oniline (avaiabie for Users)
T Oriine modules are available only to Users during the segment times defined by the Scheduled Offering
T Merk tem complete when all obiscts are complete.

[ allow Review of Oniine Cortent.

Days from unch o xpraton; [——————
(1000,001)

Orine Completon Status: [ TRNG-COMPLT CTvining Successly Competed - For reat ]
Onine Faiure Sstus: [ =l
P m— —

(1000001 range 1.5

A1cC Export

‘Secuty Awareness

B Contert. Eat
Local Security Awareness for CHCO





Figure 7.9 - Online Settings Tab

Once the content is ready, you will need to go to the Online Settings tab.  Here you can remove the existing content object.  Place a check in the REMOVE checkbox next to the Object which should be removed.  Click the APPLY CHANGES button.
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Figure 7.10 - Edit Object

You will need to replace the content you removed with the new content.  Click the Edit link to the right of the object that looks like a file cabinet.

From the Add an Object to the Structure section (at the bottom of the page), add an Object Label this is the label for the content object.
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Figure 7.11 - Adding an Object to an Item

At the bottom of the Add an Object to the Structure section, click the Content Package radio button and then search and add the Content Package information.  

Click the ADD button.

The new content is now associated with the Item.
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Figure 7.12 - Revised Item that is not Production Ready
The Item is now ready to make production ready.  Go to the Summary Tab.  Click the PRODUCTIONIZE… button.

The Step 1 Item Revision page displays.
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Figure 7.13 - Step 1: Item Revision

If you wish to deactivate previous versions of the item, select the Yes checkbox next to the Do you wish to inactivate previous revisions of this item? field.  This does not remove the item from the database; it only unchecks the Active field.
If this item is part of curricula and you want to add the revised item to that curriculum, select the Yes checkbox next to the Dou you wish to update curricula potentially affected by this new item revision? field.
You can also automatically add the revised item to a learning play if you select the Yes checkbox next to the Do you wish to update User learning plan assignments potentially affected by this new item revision? field.
To update all future scheduled offerings with the updated Item, select the Yes checkbox next to the Do you wish to change all future scheduled offerings to use/access the new revision? field.
Click the NEXT button.
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Figure 7.14 - Final Step: Complete
Click the RUN JOB NOW button.
Learners will have the previous and current

Activity 7.1: Revise an Item that contains content

Revise the online item assigned to you using the revision assistant.  



Item: 











New Content ID:







Add the new content and make it production ready.

Verify the learning plan for you assigned learner has been updated with the revised item.

Chapter 9  Prerequisites and Substitutes 
In some training situations it may be necessary for a learner to complete one training item prior to beginning another.  To ensure that the appropriate sequence takes place in these cases, you can establish prerequisites at the item level.

It may also be necessary to grant a learner substitute credit for one item while completing a different item (this is especially useful in Curricula). 
Objectives

Upon completion of this lesson, participants will be able to:

· Define Prerequisites and Substitutes 
· Setup a Prerequisite for an Item 

· Establish a Substitute relationship between two Items

Main Concepts

Depending on the training that is being taken by users, it may be necessary to allow alternative courses to be taken for credit against another.  It may also be necessary to have a items taken in a specific sequence.
Questions this section answers

What is a Prerequisite?

How do I associate a Prerequisite to an Item?

What is a substitute?

How do I associate a substitute with an Item?

Prerequisite Items

Scenario:   There are several communication courses a learner can take within the DHScovery system.  Your component has decided to require that the COMM0001 item must be completed prior to taking the COMM0002 item.
Under the Learning tab – Items menu, search for your Item (Note: this is going to be the item that has the prerequisite requirement, not the item being identified as the prerequisite.)
Click the SEARCH button.

Click the Prerequisites tab.
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Figure 8.1 - Prerequisite Tab

Under the Add a Prerequisite to the Item section enter an Item Type and Item ID and click the ADD button.  You can also search for the item by clicking on the add one or more from list link.

Now before a learner can take COMM0002 they must have a successful completion of COMM0001 in their learning history.

Activity 8.1: Establish a Prerequisite

Setup a prerequisite for the item that you established previously.

Substitutes Items

Scenario:   For the Management Skills curricula, your component has decided that if a manager takes the ADM0103 item and successfully completes it, they should automatically receive a success completion rating of the ADM0102 item.
Under the Learning tab – Items menu, search for your Item (Note: this the item which is being substituted for, not the item being used as the  substitute.)

Click the SEARCH button.

Click the Substitutes tab.
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Figure 8.2 - Substitutes Tab

Under the Add an Item Granting Substitutes to the Item section enter an Item Type, Item ID, and the Status which should be associated with the substituted item upon successful completion of this item.

If you do not know the information for the item you are searching for, you can click on the add one or more from list link and search for the item.

If you check the Force Complete checkbox then the item does not have to be in a learners learning plan for it to be recorded in their learning history.

Click the ADD button.
Now if the learner takes and successfully completes ADM0103 they will see both ADM0103 and ADM0102 on their learning history plan as if they had taken and successfully completed both.
Activity 8.2 Establish a Substitute

Setup a substitute for the item you established previously.

Appendix A Activity Answers and Quick Steps

Activity 1.1: Create a Catalog

1. Click on the Commerce tab

2. Click on the Catalogs menu (as it is the top menu under the Commerce tab, it should already be open to the Catalog search page)

3. Click the Add New link

4. Enter the Catalog ID using the standard naming convention (+ your initials but only for in class exercise).

5. Enter a Description for the catalog

6. Select an appropriate Domain (in class only – use OS-02-03-0000-00-00-00-00)

7. Make sure the Active checkbox is checked

8. Enter the remaining to fields (Pricing Rule, Contact Email) if desired – they are optional.
9. Click on the Items tab
10. Either search for your assigned item by clicking on add one or more from list link

11. Enter the appropriate information to locate your item such as title, id, etc.

12. Click the SEARCH button

13. Put a check in the appropriate Add Checkbox
14. Click the ADD button

15. Or select the value of TRNG from the Item Type field and type in your item in the Item ID field

16. Click the ADD button

17. Update the Catalog Options fields (Flag, Until, Reason, Expires) if desired
Activity 1.2: Create an Assignment Profile

1. Click on the User Management tab

2. Click on the Assignment Profiles menu

3. Click the Add New link

4. Enter the Assignment Profile ID using the standard naming convention (+ your initials but only for in class exercise).

5. Enter a Description for the Assignment Profile

6. Select the appropriate high-level Domain (in class only – use OS-02-03-0000-00-00-00-00)
7. Enter an Email if desired – this is optional
8. Click the ADD button
9. Click on the Domains tab

10. Click on the add one or more from list link

11. In the Domain ID field enter the value of OS0

12. Click the SEARCH button

13. Click the select link next to OS0000000000000000
14. Click the ‘+’ next to OS-02-00-0000-00-00-00-00
15. Check the checkbox next to OS-02-03-0000-00-00-00-00 to choose Top Level Only
16. Click the ADD button.

17. Click on the Attributes tab

18. In the Group field enter a ‘1’

19. In the Attributes field choose ‘Organization ID’

20. In the Operator field leave the default of ‘Any’

21. Click the ADD button

22. Click the Values link on the Organization ID Attribute
23. In the Values field enter your assigned ‘Organization ID’ (this field is case sensitive)
24. Click the ADD button

25. Click the RETURN TO MAIN ATTRIBUTES PAGE button

26. Click the ASSIGNMENT PROFILE USER PREVIEW button at the bottom of the Attributes tab page
27. Your user should display in the popup page.

28. Close the popup page

29. Click the Catalogs tab

30. Enter the appropriate Catalog in the Catalog ID field

31. Click the ADD button

32. Click the PROPOGATE ASSIGNMENT PROFILE… button

33. Leave the default of Run the job immediately, if allowable
34. Remove check from the Notify via email upon completion field

35. Click the FINISH button

36. Click the BACK TO ASSIGNMENT PROFILE button
37. Click the User Management tab

38. Click the Users menu (as it is the top menu under the User Management tab, it should already be open to the Users search page)
39. Enter search data to locate your user

40. Click the SEARCH button

41. From the search results page, click the EDIT icon next to the correct user

42. Click the Catalog Preview tab and verify the new catalog is there

Activity 2.1: Create Subject Areas

1. Click on the System Admin tab

2. Click on the References menu

3. Click on the Subject Areas menu

4. Click on the Add New link

5. Make sure the Add Root Level Subject Area radio button is selected

6. Enter a Subject Area ID 







7. Enter a Description and choose a Color if desired
8. Click the ADD button

9. Click on the Subject Areas menu

10. Click on the Add New link

11. Click the Add Child Level Subject Area radio button

12. Enter the Parent Subject Area ID using the Subject Area you established in step 6.

13. Enter a Description and choose a Color if desired
14. Click the ADD button (continue steps 9-14 to add the second child subject area)

Child Subject Area 1: 









Child Subject Area 2: 









15. Click on the Learning tab

16. Click on the Items menu (as it is the top menu under the Learning tab, it should already be open to the Items search page)
17. Enter data into the search fields to select your item

18. Click the SEARCH button

19. From the search results area select the EDIT icon to open the item record

20. Click the Subject Areas tab

21. Enter the Subject Area in the Subject Area field and click the ADD button if you know it.  To search, click the add one or more from list link and search for the subject area.

22. Login to the Learner URL

23. Click on the Catalog tab
24. Click the Expand All link
25. From the listing, locate the Subject Area and verify the appropriate item is associated
Activity 3.1: Create a Document

1. Click on the Content tab

2. Click on the Documents menu

3. Click on the Add New link

4. Enter your Document ID using the standard naming convention (+ your initials but only for in class exercise)

5. Make sure the Active checkbox is checked

6. Select the appropriate high-level Domain (in class only – use OS-02-03-0000-00-00-00-00)
7. Enter your name in the Author field

8. Enter the url for the document in the Location field (in class only - use https://dhs.plateau.com/content/dhs/train/documents/JobAidLogin.ppt)

9. Enter the date of creation (as this is a new document) in the Revision Date field

10. Enter a description of the document in the Comments field
11. Enter values in the remaining fields if desired, they are optional

12. Click the ADD button

13. To add the document to an item: Click on the Learning tab

14. Click on the Items menu (as it is the top menu under the Learning tab, it should already be open to the Items search page)
15. Enter data into the search fields to select your item

16. Click the SEARCH button

17. From the search results area select the EDIT icon to open the item record

18. Click the Documents tab

19. Enter the Document in the Document ID field and click the ADD button if you know it.  To search, click the add one or more from list link and search for the document.

20. Login to the Learner URL

21. Click on the Learning tab

22. Click the link for the Item that has the Document associated with it
23. Click the down arrow next to the Related Documents section of the Item Details page

24. The document should be listed, click the document link to launch

Activity 4.1: Create an Approval Role

1. Click on the System Admin tab

2. Click on the References menu

3. Click on the Approval Roles menu

4. Click the Add New link

5. Enter your Approval Role ID using the standard naming convention (+ your initials but only for in class exercise)

6. Enter a Description
7. Click the ADD button

Activity 4.2: Create an Approval Process

1. Click on the System Admin tab

2. Click on the References menu

3. Click on the Approval Process menu

4. Click the Add New link

5. Enter your Process ID using the standard naming convention (+ your initials but only for in class exercise)
6. Enter a Process Name
7. Select the appropriate high-level Domain (in class only – use OS-02-03-0000-00-00-00-00)

8. Enter the remaining fields if desired – they are optional

9. Click the NEXT button

10. Enter the Step Name
11. Enter your Approval Role ID
12. Click the ADD button

13. Click the FINISH button (if you had more steps then this for your approval process you would click the NEXT STEP button and keep adding steps until they are all input.)

14. Click the CREATE PROCESS button

Activity 4.3: Assign Approval Role to User

1. Click on the User Management tab

2. Click on the Users menu (as it is the top menu under the User Management tab, it should already be open to the User search page)

3. In the User ID field enter DHS-1230
4. Click the SEARCH button

5. Click the EDIT icon next to your user

6. Click on the Approval Role tab

7. Enter the Approval Role ID
8. Click the ADD button

9. Click the Control Domains link

10. Enter the Domain ID (there can be multiple Domain ID’s added -in class only – use OS-02-03-0000-00-00-00-00)

11. Click the ADD button

12. Click the RETURN TO APPROVAL ROLE button

13. Click the APPLY CHANGES button

Activity 4.4 Assign Approval Process to Item

1. Click on the Learning tab

2. Click on the Items menu (as it is the top menu under the Learning tab, it should already be open to the Items search page)
3. Enter information in the search fields to locate your item

4. Click the SEACH button

5. From the search results page click the EDIT icon next to your item

6. On the Summary page locate the Approval Process ID field

7. Select the appropriate Approval Process from the list

8. Place a check in the Approval Required checkbox

9. Click the APPLY CHANGES button

10. Login to the Learner URL

11. Click on the Learning tab

12. From the Learning Plan click the REQUEST APPROVAL button
13. Click the SUBMIT button the status for this item on the learning plan should now be Pending Approval
Activity 5.1: Import a SCORM File

1. Click on the Content tab

2. Click on the Tools menu

3. Click on the SCORM Manifest Import menu

4. Click the BROWSE button

5. Locate the SCORM file on the desktop
6. Click the NEXT button

7. Verify the Manifest ID 





8. Click the NEXT button

9. Enter location of the content in the Prepend URL prefix to SCO ports: field – https://dhs.plateau.com/content/dhs/train/maritimenav/
10. Click the NEXT button

11. Verify the Content Package ID 





12. Click the NEXT button
13. Verify the Objectives

14. Click the NEXT button
15. Click the FINISH button

Activity 5.2: Update a Content Object

1. Click on the Content tab

2. Click on the Content Package menu 

3. In the Content Package ID field enter the ID from the SCORM import process

4. On the Summary tab update the Title field

5. On the Summary tab Select the appropriate high-level Domain (in class only – use OS-02-03-0000-00-00-00-00)
6. In the Description field enter information about the package

7. In the Build Date field you can keep the default of today’s date
8. Enter any of the remaining fields as desired.

9. Click the APPLY CHANGES button
10. Click on the Content tab

11. Click the Edit link next to one of the objects to get the Content Object ID

12. Copy the data in the Content Object ID field

13. Click on the Content Object menu

14. In the Content Object ID field enter one of the content object id that you copied from the package

15. Click the EDIT icon next to the correct Content Object

16. On the Summary tab verify the Title, Domain, Description, and Build Date
17. Click the Launch Method tab

18. Verify the Launch Method is set to SCORM

19. Copy the Filename URL
20. Open up another browser window

21. Paste the Fieldname URL in the address bar

22. Verify that the content launches as expected

Activity 6.1: Adding Item (Also use Appendix D for step-by-step addition of items)
1. Click the Quick Links dropdown arrow
2. Click on Create Learning Item
3. Select the Item Type of TRNG
4. Enter an Item ID using the standard naming convention (+ your initials but only for in class exercise)

5. In the Revision Date field enter today’s date

6. Verify Revision Number is ‘1’

7. Enter a Description and Title for your Item

8. Enter the Domain ID (in class only – use OS-02-03-0000-00-00-00-00)

9. Select your Approval Process from the dropdown
10. Put a check in the Approval Required checkbox
11. Enter an appropriate Course Length
12. If applicable enter Credit Hours and CPEs
13. Enter one of your Subject Area IDs
14. Click the ADD button

15. Click the NEXT button

16. Do not enter anything on the Special Delivery Data page (this is only if any part of the item is classroom/instructor led.  For this activity it will not be)
17. Click the NEXT button

18. Select an Online Completion Status from the drop down
19. Select the Package  radio button

20. Enter your Content ID or search for it by clicking the LOOKUP icon
21. Enter a Title
22. Click the ADD button

23. Click the NEXT button

24. Enter the Catalog ID you established in an earlier exercise

25. Set the Flag to ‘New’

26. Enter an Until date

27. Click the NEXT button

28. Click the SAVE button

29. The following fields on the Summary tab are required:
a. Title

b. Source ID

c. Domain ID

d. Method ID

e. Assign. Type ID

f. Approved

g. Active

h. Create Date

i. Description

j. Comments

30. Click the APPLY CHANGES button
31. Click the Design Data tab

32. The following fields on the Design Data tab are required:

a. Approved by

b. Approval date
33. Click on the Documents tab

34. Enter the Document ID you established in an earlier exercise

35. Click the ADD button

36. Click on the Custom Fields tab

37. The following fields on the Custom Fields tab are required
a. Course Vendor

b. Training Accred. Indicator

c. Training Sources Type

d. Training Purpose

e. Training Sub Type Code

f. Training Credit

g. Training Credit Desig. Type

h. Training Delivery Type Code

i. Training Credit Type Code

j. Internal or External Course

k. Course Development Cost

l. Estimated Tuition and Fees

m. Training Materials Cost

n. Contin. Srvc Agrmnt Required?
38. Click the APPLY CHANGES button

39. Click on the Online Settings tab

40. Check the Item is Online checkbox

41. Check the Mark item complete when all objects are complete checkbox

42. Select on Online Failure Status

43. Click the APPLY CHANGES button

44. Click the Catalog tab

45. Verify the Catalog ID you associated with the Item is there

46. Click the Subject Areas tab

47. Verify the Subject Area ID  you associated with the Item is there
48. Login to the Learner URL

49. Click on the Catalog tab

50. Search for the new item

51. Click the ADD TO LEARNING PLAN button
Activity 7.1: Revise an Item

1. Click on the Learning tab

2. Click on the Item menu (as it is the top menu under the Learning tab, it should already be open to the Items search page)

3. Enter your new Item ID in the search field

4. Click the SEARCH button

5. Locate your Item on the Search Results page

6. Click the EDIT icon next to your item

7. On the Summary tab, click the REVISE… button

8. Leave the default New Revision Date
9. Change the Revision number to ‘2’

10. Click the NEXT button

11. Put a check in each box on Step 2

12. Click the NEXT button

13. Select the Do not make this item production ready radio button

14. Click the NEXT button

15. Click the FINISH button

16. Click the Online Setting tab

17. Check the Remove checkbox next to the highest level Object
18. Click the APPLY CHANGES button

19. Click the Edit link next to the highest level content Object
20. Enter the Object Label
21. Select the Content Package  radio button

22. Enter the new Content Package
23. Click the ADD button
24. Click the Summary tab

25. Click the PRODUCTIONIZE… button

26. Put a check in each box on Step 1
27. Click the NEXT button

28. Click the RUN JOB NOW button

Activity 8.1: Establish a Prerequisite

1. Click on the Learning tab

2. Click on the Item menu (as it is the top menu under the Learning tab, it should already be open to the Items search page)

3. Enter your newly created Item ID in the search field

4. Click the SEARCH button

5. Locate your Item on the Search Results page

6. Click the EDIT icon next to your item

7. Click on the Prerequisites tab

8. Add and Item Type and Item ID
9. Click the ADD button

Activity 8.2 Establish a Substitute

1. Click on the Learning tab

2. Click on the Item menu (as it is the top menu under the Learning tab, it should already be open to the Items search page)

3. Enter your newly created Item ID in the search field

4. Click the SEARCH button

5. Locate your Item on the Search Results page

6. Click the EDIT icon next to your item

7. Click on the Substitutes tab

8. Add and Item Type and Item ID
9. Select a Status
10. Check the Force Credit checkbox

11. Click the ADD button

Appendix B Questions this Guide Answers

Chapter 1 – Create and Assign Catalogs

When do I have to add a catalog?
6
How do I add a catalog?
7
How do I assign the catalog to learners?
15
Chapter 2 – Create Subject Areas 
What are subject areas?
29
How do I add subject areas?
29
How do I attach a subject areas to an item?
33
Chapter 3 - Attach Documents

How do I create a document?
37
How do I attach the document to an item?
42
Chapter 4 – Create Approval Process

How do I create an Approval Role?
45
How do I create an Approval Process?
47
How do I assign the Approval Role to a User?
53
How do I attach an Approval Process to an Item?
57
Chapter 5 – Create Content Objects

How do I import content from an AICC file?
62
How do I import content from a SCORM file?
63
How do I edit a content package?
68
Chapter 6 – Create Items

How do I create an Item?
72
Which field so I need to complete to finalize an Item?
72-87 & Appendix D
How do I add an Approval Process to an Item?
73
How do I associate content objects to an Item?
75
How do I add a Document to an Item?
82
When would you create an item with multiple content objects vs. creating curriculum?


When would you use different training types?


Source ID – which should you choose when?


Method ID – which should you choose when?


Chapter 7 – Item Revision Assistant

When would I need to revise an item?
88
How do I revise an item?
89
How do I Productionize and Item after it has been revised?
96
Chapter 8 –Prerequisites and Substitutes

What is a Prerequisite?
98
How do I associate a Prerequisite to an Item?
99
What is a substitute?
98
How do I associate a substitute with an Item?
101
Appendix C Subject Areas
	Level 1
	Level 2
	Level 3

	AGENCY
	
	

	BASIC-ED
	
	

	BUDGET/FIN/BUS ADMIN
	
	

	BUSINESS CERTIFICATIONS
	
	

	
	HDI
	

	
	
	HDI CUSTOMER SUPPORT SPECIALIST (CSS) CERTIFICATION

	
	HUMAN RESOURCE CERTIFICATION INSTITUTE
	

	
	
	PROFESSIONAL IN HUMAN RESOURCES (PHR)

	
	INFORMATION SYSTEMS EXAMINATION BOARD (ISEB)
	

	
	
	FOUNDATION CERTIFICATE IN IT SERVICE MANAGEMENT

	
	PROJECT MANAGEMENT INSTITUTE (PMI)
	

	
	
	CERTIFIED ASSOCIATE IN PROJECT MANAGEMENT (CAPM)

	
	
	PROJECT MANAGEMENT PROFESSIONAL (PMP) - PMBOK® GUIDE - THIRD EDITION-ALIGNED

	BUSINESS SKILLS 
	
	

	
	ADMINISTRATIVE SUPPORT
	

	
	
	ADVANCED SKILLS FOR ADMINISTRATIVE SUPPORT PROFESSIONALS

	
	
	THE EFFECTIVE ADMINISTRATIVE SUPPORT PROFESSIONAL

	
	BUSINESS ANALYSIS
	

	
	
	CERTIFIED BUSINESS ANALYSIS PROFESSIONAL (CBAP)

	
	BUSINESS LAW
	

	
	
	FUNDAMENTALS OF BUSINESS LAW

	
	COMMUNICATION
	

	
	
	INTERNATIONAL BUSINESS SKILLS - CULTURE

	
	
	MEETING THE PRESENTATION CHALLENGE

	
	
	ANGER MANAGEMENT IN THE WORKPLACE

	
	
	ASSERTIVE COMMUNICATION

	
	
	BUILDING BETTER WORK RELATIONSHIPS

	
	
	BUSINESS ETIQUETTE AND PROFESSIONALISM

	
	
	BUSINESS GRAMMAR ESSENTIALS

	
	
	BUSINESS WRITING ESSENTIALS

	
	
	DEALING WITH CONFLICT IN THE WORKPLACE

	
	
	DELIVERING SUCCESSFUL PRESENTATIONS

	
	
	EFFECTIVE BUSINESS MEETINGS

	
	
	EFFECTIVE LISTENING SKILLS

	
	
	EFFECTIVE USE OF FEEDBACK FOR BUSINESS
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Appendix D Item procedure Step-by-Step Process

	Field Location
	Field Name
	Reported on EHRI?
	Field Entry Instructions
	Field Definition

	Wizard – Enter Description
REQUIRED
	Item Type
	No
	Select the appropriate value from the dropdown.  The available values are:
ASSESS – Assessment

BRIEF – Briefing

EXT – External

PERF_SUPPORT – Performance Supporting training

READ – Reading

SIMULATION – Simulation

SURVEY – Survey

TRNG – Training

WORKSHOP - Workshop
	Categories of training activities such as TRNG, EXT, BRIEF, SURVEY, etc

	Wizard – Enter Description
REQUIRED
	Item ID
	No
	All UPPERCASE in the following format:
Part 1: Component/organization Acronym/Abbreviation

Dash

Part 2: Commonly accepted Acronym/Abbreviation

Dash

Part 3 (optional): Sequence Number

Example – TSA-CST-01 (Transportation Security Administration Computer Security Training version 1)
	The ID will help to identify component/organization specific training

	Wizard – Enter Description
REQUIRED
	Revision Date
	No
	Accept the Default of Today’s Date
	This should be the date the item is created in the DHScovery system.

	Wizard – Enter Description
REQUIRED
	Revision Number
	No
	Accept the Default of 1
	This indicates which version of the item is being created.  To revise an item you should use the Revision Assistant process (outlined in chapter 7 of the Content Manager training guide)

	Wizard – Enter Description
REQUIRED
	Description
	No
	Record information that describes the course content, goals, and objectives.
	This field will be displayed in the catalog for the users to see and will be used during keyword searches.

	Wizard – Enter Description
REQUIRED
	Title
	Yes
	Enter the official vendor course title
	Remember that this field is searchable by the learner, so try to make it as intuitive as possible.

	Wizard – Enter Description

REQUIRED
	Domain ID
	No
	The domain always defaults to Public.  This must be changed to be a domain in your agency.  If you leave the domain as public this gives all admins across all of DHS access to this item.
	When selecting the domain, keep in mind all the administrators which will need access to it.  

	Wizard – Enter Description

OPTIONAL
	Approval Process
	No
	Select the approval process for the item being created.
	If an approval process is associated with the item the learner will be able to request approval for the item once loaded on to their learning plan.  However, they will not be able to launch the item until all approvals have taken place.

	Wizard – Enter Description

OPTIONAL
	Approval Required
	No
	If you have selected an approval process place a check in this box to ensure that the approval process takes place.
	If an approval process is associated with the item the learner will be able to request approval for the item once loaded on to their learning plan.  However, they will not be able to launch the item until all approvals have taken place.

	Wizard – Enter Description

REQUIRED
	Course Length
	No
	Enter the length of the course in hours
	This is the length that is estimated the training to take and is displayed for the learner in DHScovery.

	Wizard – Enter Description

OPTIONAL
	Credit Hours
	No
	Enter the number of credit hours if applicable.
	If credit hours are given for completion of the item they should be entered here.  This will display for the learner in DHScovery.

	Wizard – Enter Description

OPTIONAL
	CPEs
	No
	Enter the number of Continuing Professional Education (CPE) hours if applicable.
	If CPE hours are given for completion of the item they should be entered here.  This will display for the learner in DHScovery.

	Wizard – Enter Description

OPTIONAL
	Subject Area
	No
	If the item will appear in a catalog, select the appropriate subject area where the learner should be able to easily locate the item.
	Groups items under specific headings in the catalog.  This will help the employees who will browse the learner catalog for this item. 

	Wizard – Specify Delivery Data

OPTIONAL
	Description
	No
	If any part of the item is instructor-led/classroom, enter in a description associated to the segment you are setting up.
	This will display for the learner in DHScovery when the item is part of a scheduled offering.

	Wizard – Specify Delivery Data

OPTIONAL
	Day
	No
	This indicates which day of the class this segment is.  If there are multiple segments on one day use the same day number (1, 2, 3 etc) until all segments for that day are entered.
	This will display of the learner in DHScovery when the item is part of a scheduled offering.

	Wizard – Specify Delivery Data

OPTIONAL
	Duration
	No
	Enter the length of the segment you are setting up.
	This will display of the learner in DHScovery when the item is part of a scheduled offering.

	Wizard – Specify Delivery Data

OPTIONAL
	Offset
	No
	If there is a break between segments, enter the length of time the break should take.  This will also determine the start time of the next segment.
	This field is used to identify breaks between segments for a classroom training item.

	Wizard – Specify Delivery Data

OPTIONAL
	Location Type
	No
	Select a location type for the item.
The available values are:

AUDITORIUM – Auditorium

BREAKOUT – Breakout Room

CLASS-PC-WIRED – Computer Equipped & Connected Classroom

CLASS-STD – Standard Classroom

CONF-ROOM – Conference Room

LAB – Classroom Lab

VENDOR – Vendor Training Facility
	Use this field to indicate which type of room is necessary for the teaching of this item.

	Wizard – Add Online Content

OPTIONAL
	Online Completion Status
	No
	Select the appropriate status from the drop down.
The available values are:

TRNG-COMPLT – Training Completed for Credit

TRNG-CC – Collateral Credit Received for Training for Credit

TRNG-WAIVED – Training Requirement Waived for Credit


	This field is used to indicate what should display on the learners history upon successful completion of the item

	Wizard – Add Online Content

OPTIONAL
	Content Type
	No
	This field indicates which type of content is associated with the item.  Select the appropriate radio button.
The available values are:

EXAMS – select if the item is an exam
CONTENT – select for an individual content object
CONTENT PACKAGE – select if there is a group of associated content objects
It is recommended when the on-line is either content or content package to choose content package so that all associated content objects can be added.
	The selection made here determines the behavior of the item when launched.

	Wizard – Add Online Content

OPTIONAL
	Content ID
	No
	Enter the content id from the list of available values.
	This field is where you associate the item with the actual content.

	Wizard – Add Online Content

REQUIRED
	Title
	No
	Enter a title for the content you are adding.
	This field is used to associate a title with the content object for ease of use by the administrators.

	Wizard – Add Online Content

OPTIONAL
	Make this object COMPLETE when launched
	No
	Check the field if you wish to have the item listed as successfully completed in the learners’ history upon launching – completion is not required.
	If used the learner simply has to launch the item to have it listed on their learning history.  They do not have to go in and review any of the content to have a successful completion status.

	Wizard – Add Online Content

OPTIONAL
	Objective review enabled
	No
	If there are objectives associated with the content which should or can be reviewed by the learner place a check in the box.
	The checkbox applies only to content created with the Plateau content editor.

	Wizard – Add Online Content

OPTIONAL
	Objective review optional
	No
	If there are associated objectives and you selected to have Objective Review Enabled, check this box if you wish to make the review optional – otherwise the learner will have to review the objectives prior to launching the item.
	The checkbox applies only to content created with the Plateau content editor.

	Wizard – Add to Catalog

OPTIONAL
	Catalog ID
	No
	If listing the item in a catalog (can also list in multiple if desired) either enter or search for the catalog ID.
	Based on which catalog you add the item too, users with that catalog associated to them will be able to see the item.

	Wizard – Add to Catalog

OPTIONAL
	Flag
	No
	Select one of the available flags.  The values are:
FEATURED – if you which to have the item under the featured section select this value

NEW – if you wish to identify the item as new select this value


REVISED – if the item is revised and you would like to indicated this, select this value
	This field is used to call out items and list them on the learner home page.

	Wizard – Add to Catalog

OPTIONAL
	Until
	No
	If you have indicated a flag you will need to enter a date that you wish the flag to be active until.
	Use this field to enter an end date for the flag.

	Wizard – Add to Catalog

OPTIONAL
	Reason
	No
	If you have indicated a flag and until date enter the reason to why the flag will expire.
	Use this field to identify a reason for the removal of the flag.

	Wizard – Add to Catalog

OPTIONAL
	Expires
	No
	If the item should expire at some point from the catalog enter the expiration date.
	If an item should expire, no longer be available for learners to see/choose, enter an expiration date in this field.

	Summary

REQUIRED
	Title
	No
	Enter the official vendor course title

If you filled this out while using the wizard it will already be present.
	Remember that this field is searchable by the learner, so try to make it as intuitive as possible.

	Summary

AUTOFILLED
	Classification
	No
	This field indicates what type of training.

The classifications are:

INSTRUCTOR-LED – if the item is 100% classroom training

ONLINE – if the item is 100% online

BLENDED – if the item is both online and instructor-led

OTHER – if the item is anything other then the three listed above
	Classifications are automatically assigned based on whether the item has segments and online content.

	Summary

REQUIRED
	Source ID
	No
	The source ID will most commonly be Internal or External.
Select the appropriate value from the dropdown list.  The values are:

GOVT-EXT – Government External

GOVT-INT – Government Internal

INTRNTL – Foreign Governments and Organizations

NON-GOVT – Non-government/COTS/Vendor

STATE-LOCAL – Government State/Local
	This field indicates what source is responsible for the creation and maintenance of the item.

	Summary

REQUIRED
	Domain ID
	No
	The domain always defaults to Public.  This must be changed to be a domain in your agency.  If you leave the domain as public this gives all admins across all of DHS access to this item.

If you filled this out while using the wizard it will already be present.
	When selecting the domain, keep in mind all the administrators which will need access to it.  

	Summary

REQUIRED
	Method ID
	No
	Select the appropriate value.  The values are:

CBT – Computer Based Training

EPSS – Electronic Performance Support Systems

FIELD – Field Exercise

ILT – Traditional Classroom, Instructor-led

JOB-AID – Job Aid

MENTOR – Mentor or Coach

OJT – On the Job Training

TELCON – Teleconference

VIDEO – Video on CD, DVD, or VHS

VTC – Video Teleconference

WBT – Web Based Training

WEBINAR – Webinar/Virtual Learning


	This field is used to identify how the item is delivered to the learner.

	Summary

REQUIRED
	Assign. Type ID
	No
	Select whether the taking of the item is either Optional or Required.  If required select the appropriate reason for the Required status.

	This field is used to identify whether or not the item is required to be taken by the learner once assigned on their learning plan or if it is optional.  Assignment Type can be modified at the employee specific level if necessary.

	Summary

OPTIONAL
	Approval Process ID
	No
	Select the approval process for the item being created.

If you filled this out while using the wizard it will already be present.
	If an approval process is associated with the item the learner will be able to request approval for the item once loaded on to their learning plan.  However, they will not be able to launch the item until all approvals have taken place.

	Summary

OPTIONAL
	Approval Required
	No
	If you have selected an approval process place a check in this box to ensure that the approval process takes place.

If you filled this out while using the wizard it will already be present.
	If an approval process is associated with the item the learner will be able to request approval for the item once loaded on to their learning plan.  However, they will not be able to launch the item until all approvals have taken place.

	Summary

OPTIONAL
	Safety Related
	No
	If the item is safety related check the box.
	This is for reporting purposes and also can be used in searches for items.

	Summary

REQUIRED
	Approved
	No
	Place a check in the box
	This box indicates that the creation of this item has been approved.

	Summary

REQUIRED
	Active
	No
	Leave the default of Checked.
	This box indicates that the item is active and can be selected by a user.

	Summary

OPTIONAL
	Auto Fill Registration
	No
	If the item has scheduled offerings and you wish to have registration auto fill check the box.
	If checked, when a learner withdraws from a scheduled offering, an alternate learner from the waitlist (if there is one) will automatically be added to the offering.

	Summary

OPTIONAL
	User can access online content without being registered in offering
	No
	If the item has scheduled offerings and you would like to make the content available to learners who are not in the scheduled offering, check the box.
	If checked, the users will have access to the content associated with the item even though they have not been registered for the scheduled offering.

	Summary

OPTIONAL
	User can record Learning Events for themselves
	No
	Make sure this box is unchecked.
	If checked, this allows the learner to indicate that they have completed the item themselves.

	Summary

OPTIONAL
	Supervisors can record Learning Events for subordinates
	No
	If you would like to have the supervisor be able to record the completion of this item for their subordinates, check the box.
	If checked, this allows the supervisor to indicated that a subordinate has completed the item

	Summary

REQUIRED
	Create Date
	No
	Enter the day which the item was created.
	This field indicates when the item was created.

	Summary

OPTIONAL
	Registration Threshold Days
	No
	If there is a registration threshold enter it into this field.
	This field indicates the number of days prior to a scheduled offering that a learner may request registration into the scheduled offering.

	Summary

REQUIRED
	Description
	No
	If any part of the item is instructor-led/classroom, enter in a description associated to the segment you are setting up.

If you filled this out while using the wizard it will already be present.
	This will display for the learner in DHScovery when the item is part of a scheduled offering.

	Summary

REQUIRED
	Comments
	No
	Enter the name and contact information of the person who created and is responsible for the item.
	The comments entered here can only be seen by other administrators.

	Design Data

REQUIRED
	Approved By
	No
	Enter the name of the Content Mgr or Content Board member that approved adding the item to the system using a last name, comma, first name format. 
	This field is used to identify the person(s) responsible for approving the item.

	Design Data

REQUIRED
	Approval Date
	No
	Enter the date the Content Mgr or Content Board approved the item
	This field is to indicate the date the item was approved to be created.

	Custom Fields

REQUIRED
	Course Vendor
	Yes
	Enter the full name of the course vendor

This field is 40 characters.  Only use abbreviations in this name where space does not allow for the full name.
	This field is used to indicate the vendor who created the item and who is responsible for maintenance.



	Custom Fields

REQUIRED
	Training Accred. Indicator
	Yes
	Select the appropriate value.


	This field indicates if the training offers accreditation.  Accreditation is based upon the organization providing the training and not the specific course taken. 

	Custom Fields

OPTIONAL
	Training Accred. Organization
	No
	If the Training Accred Indicator field was set to Yes, you must supply a value in the Training Accred. Organization field.
	This field indicates the training offers accreditation organization.

	Custom Fields

OPTIONAL
	Course ID from Vendor
	No
	Enter the full course ID as provided by the vendor.
	This field allows for traceability back to the original vendor course in the case where the item title and vendor course ID do not match.

	Custom Fields

REQUIRED
	Training Sources Type
	Yes
	Select the appropriate value.  

	This field is used to indicate which source is used for completion of course.

	Custom Fields

REQUIRED
	Training Purpose
	Yes
	Select the appropriate value from the dropdown list.
	This field is used to indicate the purpose of the training completed by the employee.

	Custom Fields

REQUIRED
	Training Sub Type Code
	Yes
	Select the appropriate value from the dropdown list
	This field is used to indicate the sub-type of the course.

	Custom Fields

REQUIRED
	Training Credit
	Yes
	Enter in the number of credit hours if applicable.  (Zero (0) is a valid value)
	This field indicates the amount of academic credit hours or continued education units earned by the employees for the completed training.

	Custom Fields

REQUIRED
	Training Credit Desig. Type
	Yes
	If the course is not for credit set this value to 03 Continuing Education Unit.  Otherwise indicate the type of degree to which the credit applies.
	This field identifies what type academic credit hours or continued education units will be earned by the employee for completing the course.

	Custom Fields

REQUIRED
	Training Delivery Type Code
	Yes
	Select the appropriate value from the dropdown to reflect the type of training delivery for the training course completed by the employee.


	This field indicates the delivery method of the training.

	Custom Fields

REQUIRED
	Training Credit Type Code
	Yes
	Select the appropriate code which represents the type of credit hours the employee received for the completed training.
	Code representing the type of credit hours the employee received for the completed training. 

	Custom Fields

REQUIRED
	Internal or External Course
	Yes
	Select the appropriate value from the dropdown list.
	This field is used to identify whether or not the training is internal or external to the government.


	Custom Fields

REQUIRED
	Course Development Cost
	Yes
	Enter a value for the course development cost.  If there was no associated value enter a ‘0’
	This field is used to identify the cost of creating the course.


	Custom Fields

REQUIRED
	Estimated Tuition and Fees
	Yes
	Enter a value for the cost of tuition and fees.  If there are no estimated cost enter a ‘0’
	Use this field to enter the appropriate cost of the training tuition and fee for training completed by the employee that was paid for by the Federal Government.



	Custom Fields

REQUIRED
	Training Materials Cost
	Yes
	Enter a value for the cost of the training materials.  If there are no associated costs enter a ‘0’ 
	Use this field to enter the appropriate value to accurately reflect the cost to the Government for the training materials used during the training unit completed by the employee.



	Custom Fields

REQUIRED
	Contin. Srvc Agrmnt Required?
	Yes
	Select the appropriate value from the dropdown list.
	This field is used to indicate whether or not an employee is obligated to remain in service as a stipulation for taking the training course



	Online Settings

OPTIONAL
	Item is Online
	No
	If the item is an online item put a check in the box.
If you added any information in the wizard on the Add Online Content page this will already be checked.
	This field is used to indicate whether or not there is online content associated with the time.

	Online Settings

OPTIONAL
	Online modules are available only to users during the segment times defined by the Scheduled Offering
	No
	This field will only be visible if it has a classification of instructor-led or blended.

Place a check in the box if the content objects should be available to the users who are enrolled in the scheduled offering.
	This field is used to indicate whether or not only enrolled learners should be able to have access to the online content during the scheduled offering times.

	Online Settings

OPTIONAL
	Mark item complete when all objects are complete
	No
	If you would like to have the system update the completion status upon successful completion of all associated content, put a check in the box.
	This field is used to automatically mark the item as complete on the learner’s history.

	Online Settings

OPTIONAL
	Allow Review of Online Content
	No
	If you wish to allow review of the online content for AICC and SCORM put a check in the box.
	This field enables the review of online content for AICC and SCORM items.

	Online Settings

OPTIONAL
	Days from launch to expiration
	No
	If applicable, enter in the number of days from when the item is first launched to when the item should expire.
	This field is used to indicate the number of days, once launched, the learner has to complete the item.

	Online Settings

OPTIONAL
	Online Completion Status
	No
	Select the appropriate status from the drop down.

The available values are:

TRNG-COMPLT – Training Completed for Credit

TRNG-CC – Collateral Credit Received for Training for Credit

TRNG-WAIVED – Training Requirement Waived for Credit

If selected while completing the wizard the value will be present.
	This field is used to indicate what should display on the learners history upon successful completion of the item.

	Online Settings

OPTIONAL
	Online Failure Status
	No
	Select the appropriate status from the drop down list.
The available values are:

· TRNG-INCMP – Training Unsuccessful or Incomplete not for credit

· TRNG-NOSHOW – Training Unsuccessful – No Show not for credit


	This field is used to indicate what should display on the learners history upon unsuccessful completion of the item.


Appendix E ADL Content Management Operations

Introduction

Background

The Content Management Program within the Advanced Distributed Learning Program Management Function (ADL PMF) under the DHS Chief Learning Officer is responsible for the following:

· Oversight and coordination for the approval and delivery of DHS enterprise-wide courseware via the Content Management Board

· Oversight and coordination of the reuse, or development of content utilized to fulfill DHS mandated training

· Coordination of the submission process for component custom courseware for DHS enterprise-wide use.

· Storage and maintenance Department wide courseware on DHScovery

· Upload, configuration and testing of courseware for enterprise-wide distribution in the DHScovery test environment

· Distribution of Department wide SCORM content to components POCs not yet served by DHScovery 

· Distribution of DHS Advanced Distributed Learning Standards and Specification documents addressing SCORM, 508 and use of approved templates.

· Development and maintenance of ADL content management policies, standards, and procedures through the MD 3200.

DHS Content Management Board

Summary

The DHS Content Management Board (CMB) is intended to serve as a starting point toward the adoption of a uniform submission, review and management process for department wide learning content distribution and DHS courseware Catalog. The creation of the CMB is meant to: help reduce the number of duplicative training efforts, promoting the standardization of learning content, integrity of instructional standards, efficiency technical delivery standards and best practices, and enable more effective communications regarding content distribution.

The CMB is a governance body made up of representatives from the component training community. The Content Management Board (CMB) is charged with the role of oversight and coordination for the ongoing development and maintenance process for DHS Advanced Distributed Learning content.  This responsibility includes ensuring that proposed learning requirements and courseware projects are tracked and managed in a consistent and verifiable manner. It is only through a well-defined and well-documented process that efficiencies of content development and delivery can be maintained. Thorough documentation of the content management process will make it possible for better overall communications and delivery operations through out the Department.

The CMB will exercise the oversight required to ensure timely additions to the Department wide DHS courseware Catalog as well as to keep learning content delivery to the Department in compliance with all mandated standards, to ultimately maintain employee confidence in the DHS learning strategy and ensure that performance and compliance metrics are met.

All proposed training requirements, pre-existing courseware products, content conversions, COTS software buys, for department wide content development and distribution efforts may go through different levels of submission and review. Minor changes (as determined by the CMB) may have an express route made available for their review and distribution.

ADL Content Management

Best Practices and trouble shooting courseware

The ADL will be the clearing house for best practices for the Department for technical questions on SCORM, and LMS’s.  The ADL PMF will provide to the components and their Content Managers access to all forms, templates, and technical references for their use in managing content.

Content Manager Forum (future after training)

The ADL PMF will facilitate regularly scheduled group meetings with component content managers to vet issues troubleshoot problems.

Creation of items in DHScovery

The ADL PMF Content Manger will handle creation of DHScovery Plateau items for learning events, mainly courseware and classroom sessions for Headquarters components until Component Content Managers are trained to create scheduled offerings and maintain courseware that is component specific.  Note that this does not include external training events either entered through the SF-182 DHScovery from or other training the needs to be recorded in the system. 

Below is our current process for item creation (i.e. classroom events).

· Request for Item Creation arrives into DHScovery-Support@dhs.gov 

· E-mailed submission requests are moved to the an Outlook Pending Content Folder

· Item Submission Form in e-mail attachment is copied to a network folder

· DHScovery Content Administrator will check submission network folder regularly to see if any Items need to be created

· DHScovery Content Administrator reviews submission for completeness and accuracy

· Requestor is contacted to clarify or complete any required Item information

· Item data is entered into DHScovery Production instance by ADL Content Administrator.

· ADL Content Administrator updates the Course Item Creation Control Sheet within the network folder.

· Item Creation Requester will be contacted by replying to initial e-mail.

· Original e-mail request will be archived from Pending Content Folder to Completed Content Folder within DHScovery-Support@dhs.gov

Courseware submission and testing process onto DHScovery

The Advanced Distributed Learning Content Management Function is responsible to process the Custom Courseware Submission Request Forms submitted by Component Courseware sponsors and developers for those courses to be implemented DHS wide.  The form will be submitted with the required SCORM and Section 508 documentation. All courseware and required attachments will be reviewed and validated before distribution to DHScovery Production instance and other DHS Learning Management Systems.  Courseware for the purposes of this submission process include self paced, asynchronous online learning products.  

Courseware content that has been deemed to be made available to the entire Department should be submitted to the ADL Content Management Function (CMF) for configuration, testing and placement onto DHScovery production. Department wide courseware includes DHS Required Training such as IT Security Awareness Training, Privacy Act, Constitution Day, and Annual Refresher training for Clearance Holders. The current list of the DHS required training courses can be found on the DHSonline Learning and Development page.  Other non-required training from such areas as the Civil Rights and Civil Liberties Institute and Section 508 (Office on Accessible Systems and Technology or OAST) will also be included in the Department wide Catalog.

The basic process to get courseware placed onto DHScovery and into the DHS Catalog is as follows:  

· The Courseware Sponsor provides a submission package including a courseware submission form and a CD-ROM with the SCORM package to the ADL CMF

· The submission package is reviewed for accuracy by the ADL Content Management Function and the course is then put into the queue for configuration and testing on the DHScovery Test server

· Once the courseware is setup and configured (including creation of a learning item) on the DHScovery Test Server the Courseware Sponsor will be provided a login and password to test their courseware on the DHScovery Test Server.

· The Courseware Sponsor notifies the ADL CMF when the course is working properly and the approved course in put into the queue for placement and testing on the DHScovery Production Server.

· Once final testing on the course is complete the ADL CMF notifies the Courseware Sponsor that the course is ready for communication to DHS that it is ready for use.

The ADL Courseware Submission Form and other standards and procedures documents can be found on DHSonline Learning and Development page.

DHS Required Training

The Chief Learning Officer maintains a list of required DHS training that is referenced in the Management Directive 3210.

Department Wide Courseware Distribution

The ADL PMF is responsible for the distribution of SCORM content via the DHS ADL Working group to the legacy LMS POC’s.  Distribution will also include information regarding authorities and frequency of the training.

ADL Component Content Management Expectations

All DHS Component will comply with the following guidance regarding DHS content. 

· Follow the policy and procedures for the use, acquisition, development and maintenance of learning content for DHS use as described in MD 3200.

· Follow best practices  reflected in the current DHS Headquarters Advanced Distributed Learning (ADL) Standards and Specifications Guide

· Ensure that all content meets Public Affairs Guidelines

· Vouchsafe that content communication follows appropriate DHS channels and protocols

· Ensure that all content is 508 compliance

· Ensure that all content follows current SCORM standards

· Component Content Managers will create component specific items in DHScovery upon approval for ADL

· Component Content Managers will create their own Component catalogs upon ADL approval

· Component Content Managers will set user access profiles for learner access to items in DHScovery

· Component Content Managers will be responsible for the transmission of courseware files to the DHScovery Content Server

· Component Content Managers will be responsible for testing component specific content on DHScovery Test

· Component Content Managers will be responsible for moving courseware from Test (Stage) into Production

Appendix F Online Content Testing

Whenever an agency develops training, to improve performance, there must be some way to determine if the training follows instructional, functional and Federal standards. Is the courseware what students need to proficiently perform the tasks that make up their jobs? Does the courseware contain accurate and pertinent information in an effective way? Did course designers follow established courseware guidelines?

Many agencies use a "revise-as-you-go" (formative) evaluation approach to instruction. This approach may use a panel of experts to try out content. Or, it may use a small group of students (pilot evaluation) to test function. Either way, course designers fix the deficiencies experts or students find and then field test the revised course. Research shows that the "revise-as-you-go" method has been very effective. However, there are better ways to "revise-as-you-go" or evaluate courseware.

The following tables below identify various alternative and new methods of evaluation. 

	Table 18. Example of Alternative Methods Alternatives to 1 to 1 Methods 
	How it Works 

	One-to-One 
	One learner reviews the course. As the learner proceeds through the course, comments, questions, problems, and/or errors are documented and then provided to the evaluator. 

	Two-on-One 
	Two learners review instruction. As they work through the program, they discuss with each other (and the evaluator) errors and problems that arise. 

	Think Aloud Protocols 
	Learners describe their thoughts (reactions, plans, ideas and confusions) to the evaluators as they proceed through the materials. 

	Computer Interviewing 
	Interviewers send questions via electronic mail to experts or learners. Or, computer-assisted data collection (CASAC) programs present questions on screens and register the answers, with or without an evaluator present. 


	DHS ADL Standards and Specifications Guide May 2006 Table 19. Example of Expert Review Methods Expert Review Methods 
	How it Works 

	Self Evaluation 
	The designers prepare a set of evaluation questions and criteria to evaluate the instruction, and then arrange a time to conduct the "self evaluation." Evaluation is conducted alone or with another team member acting as evaluator. 

	Panel Reviews 
	A panel review is a directed and structured group interview conducted by two or more experts. Methodology is similar to the discussion method used in the two-on-one learner evaluation. Experts and evaluator move through the instruction together. The panel discusses instruction and answers the evaluator's prepared questions. 


Example of Small Group Field Test Methods 
	Small Group Field Test Methods 
	How it Works 

	Evaluation Meetings 
	Learner groups discuss instruction without an evaluator. Then, a learner representative meets with the evaluator to discuss problems and possible changes. Based on meeting outcomes, the instruction is immediately revised and tried out on the same learner group. 

	Computer Journals and Networks 
	Individual users of networked software use the computer journal to gather evaluation data by solicitation and then store comments. Students write in their individual, on- line journals about their reactions to the software. The instructor assesses this information, and the evaluator may use the network for follow-up questions. Students (or the evaluator) can post their comments for general discussion. 

	Rapid Prototyping 
	A working portion of the final product is developed and immediately implemented with a group of learners or experts. Their input is used to revise the prototype. 


More extensive testing is required to vouchsafe 508 accommodation for the differently-abled as meets the requirements of the DHS Office of the Office on Accessible Systems and Technology (OAST.)  You will want to coordinate with their office for advice at the beginning of a course creation process as well as a final test before requesting upload to DHScovery server.  Even procured courses off the shelf (COTS) must meet these standards.  SCORM (Shareable Content Object Reference Model) standards must also be observed therefore tested before final upload.  The DHS Advanced Distributed Learning Content Management Function (ADL CMF) has an electronic copy of their DHS ADL Standards and Specifications Guide that describes what is required of any online course in DHScovery.  A copy may be requested through DHScovery-Support@dhs.gov.

Additionally, online courses must undergo basic functional tests as well as instructional evaluation.  Functional tests for courses that will eventually be uploaded to DHScovery will cover such areas as successful launch, link, audio, navigation and correct screen display, comprehension check response, and completion confirmation.  On the next page is a format for such functional testing that can also be obtained in electronic form from the ADL CMF.
When you have identified those from your component or vendors who will test your courseware for enterprise wide use on the DHScovery Sandbox instance, submit their names to DHScovery-Support@dhs.gov so they can be assigned testing access.  Testers will receive an informational e-mail containing the Sandbox URL, their login ID and their password as well as whom to call for help.

Online Content Functional Test

PLEASE READ THE ENTIRE LIST OF STEPS BELOW BEFORE BEGINNING YOUR TESTING.

Testing content is part of the training quality assurance process. Document any problems noted and provide a screen snapshot (CTRL Print Screen and Paste into another document.). Directions for form completion: 

1. Enter Course Name, Course Title, today’s date, and your information

2. Check the Yes or No blocks for each item 1-12 and note any problems you find

3. Check one item in Block 13, sign and date the form

                                                                               
Name                                                                                                 Date

	Course Name:     
Course Title      
Date Tested       
	Tester’s Name       

Tester’s e-mail      
Tester’s Phone      

	
	Task
	Yes
	No
	Problems Noted

	1
	Click on the course launch link from your Learning Plan Launch link works.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	2
	Exit and reenter each content object before completion to assure that bookmarking is working.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	3
	Click on ALL links/buttons in each content object – the links/buttons work.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	4
	Go through each content object – the content plays through without giving an error.  If not, please print or screen capture the error page.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	5
	Complete a content object (lesson or topic) – an object indicator is present that the object in the content structure has been completed.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	6
	Re-access the content object you just completed – the indicator stays on in the content structure
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	7
	Deliberately fail a knowledge check/ assessment if there is one. –  Incorrect indicator response.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	8
	Re-enter the knowledge check and pass it –  Correct indicator response.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	9
	Exit the course before completing it. . –  Completion status for the course is NOT recorded in DHSCOVERY Learning History 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	10
	Complete the entire course. – Completion certificate prints correctly.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	11
	Complete the entire course.  . –  Learning History reflects course completion. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	12
	After completing the course, check your Learning Plan. –  Course NOT reflected in Learning Plan.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	13
	__ FORMCHECKBOX 
_ This course has been tested and is NOT ready to be moved to DHSCOVERY Production

__ FORMCHECKBOX 
_ This course has been tested and is ready to be moved to DHSCOVERY Production.

            A Migration Request Form must be filed by the ADL Content Management Function to HCBS.

                                                                                  
Name                                                                                                 Date

Remediation Comments:
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12Figure 1.5 - Catalog Curricula Tab


13Figure 1.6 - Catalog Assignment Profiles Tab


15Figure 1.7 - Assignment Profile Search Page


16Figure 1.8 - Assignment Profile Add New


17Figure 1.9 - Assignment Profile Summary Tab


18Figure 1.10 - Assignment Profile Domains Tab


19Figure 1.11 - Domain Search Results Page
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20Figure 1.13 - Assignment Profiles Attributes Tab
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23Figure 1.17 - User Preview Results Popup


24Figure 1.18 - Assignment Profiles Catalog Tab


24Figure 1.19 - Propagate Button


25Figure 1.20 - Assignment Profile Propagate Process


26Figure 1.21 - Propagate Status Page
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30Figure 2.2 - Subject Area Search Page


30Figure 2.3 - Subject Areas Add New Page Root Level


31Figure 2.4 - Edit Subject Area Page


32Figure 2.5 - Subject Areas Add New Page Child Level


33Figure 2.6 - Items Search Page


34Figure 2.7 - Item Subject Area Page


35Figure 2.8 - Learner Catalog Tab


37Figure 3.1 - Learner Interface Documents


38Figure 3.2 - Documents Search Page


38Figure 3.3 - Document Add New Page


40Figure 3.4 - Documents Summary Tab


40Figure 3.5 - Web Browser Address bar


41Figure 3.6 - Documents Items Tab


42Figure 3.7 - Items Search Page


43Figure 3.8 - Item Document Tab


45Figure 4.1 - Approval Roles Search Page


46Figure 4.2 - Approval Role Add New Page


46Figure 4.3 - Approval Roles Record


47Figure 4.4 - Approval Process Search Page


48Figure 4.5 - Approval Process Add New Page


49Figure 4.6 - Approval Process Confirmation Page


50Figure 4.7 - Approval Process Step 1


51Figure 4.8 - Approval Process Step 2


52Figure 4.9 - Approval Process Confirmation


52Figure 4.10 - Approval Process Status Page


54Figure 4.11 - Users Approval Role Tab


55Figure 4.12 - Control Domain Link Page


56Figure 4.13 - Assign Approval Roles to the User


57Figure 4.14 - Item Summary Tab


58Figure 4.15 - Learning Plan with Request Approval Item


58Figure 4.16 - Approver Link to Approvals


58Figure 4.17 - Approver Approval Page
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63Figure 5.1 - Content Tools SCORM Manifest Import page


64Figure 5.2 - Step 2 SCORM Manifest Information


65Figure 5.3 - Step 3 Resolve Content Object(s) Page


66Figure 5.4 - Step 4 Resolve Content Package(s)


66Figure 5.5 - Step 5 Complete SCORM Import Page


68Figure 5.6 - Content Package Summary Tab


69Figure 5.7 - Content Object Summary Tab


70Figure 5.8 - Launch Method Tab


70Figure 5.9 - Web Browser Address bar


73Figure 6.1 - Quick Links - Create Learning Item
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75Figure 6.3 - Subject Areas


75Figure 6.4- Item Segments Page


76Figure 6.5 - Add Online Content Page


77Figure 6.6- Add to Catalog Page


78Figure 6.7 - Review and Save Page


79Figure 6.8 - Item Summary Tab


80Figure 6.9 - Item Summary Tab (bottom of page)


81Figure 6.10 - Item Design Data Tab


83Figure 6.11 - Documents Tab


84Figure 6.12 - Custom Fields Tab


87Figure 6.13 - Online Setting Tab


90Figure 7.1 - Items Search Page


90Figure 7.2 - Revise Button on Summary Tab


91Figure 7.3 – Step 1: Item Revision


91Figure 7.4 - Step 2:  Item Revision


92Figure 7.5 – Step 3:  Item Revision


92Figure 7.6 - Step 4: Item Revision


93Figure 7.7 - Step 3: Item Revision (do not make this item production ready)


94Figure 7.8 - Final Step: Complete


95Figure 7.9 - Online Settings Tab


95Figure 7.10 - Edit Object


96Figure 7.11 - Adding an Object to an Item


97Figure 7.12 - Revised Item that is not Production Ready


97Figure 7.13 - Step 1: Item Revision


98Figure 7.14 - Final Step: Complete


100Figure 8.1 - Prerequisite Tab


102Figure 8.2 - Substitutes Tab
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