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Executive Summary

Our vision

To provide access to learning for all of XXX that is user-driven.  To maximize the opportunity that technology provides through on-demand audio, video, retrieval of content based on user need for business and practice knowledge, adjustable to individual learning styles, accessible from any XXX location. To deliver learning and educational opportunities that is just-in-time, real time, and in context of a learners work.

Our strategic priorities

1) Provide spectacular end-to-end customer service from needs assessment through evaluation

2) Provide tools and service to support and develop our world class talent

3) Extend the reach of the XXX U brand

4) Meet the needs of our constituents in unique and innovative ways

5) Gain economies of scale and leverage opportunities to avoid duplication of efforts

6) Identify new technologies and models through continuous research and development

Key initiatives

7) Re-design the XXX U web site to be more accessible and task-driven

8) Develop the “XXX U Presents…” program by creating a library of highly media-rich presentations

9) Develop a series of web-based training offerings

10) Integrate the TeamCenter application into our processes

11) Develop the Town Hall initiative prototype

12) Automate Core Services processes to meet higher demands and enhance customer service

Current FY’ 2001 Projects

	Completion Date
	Deliverable
	Dependencies

	Q1
	· LMS front-end, registration, and reporting for XXX U.

· XXX U Presents Video-On-Demand
	· LMS code drops supporting our domain

· Commitment of HR resources for email support

· Available resources to complete project on time

	Q1
	· Town Hall Skunkworks prototype
	· Available resources and development funding

	Q2
	· PDF job Aides (Email, Phone, Time, Stress Mgmt)
	· Available resources

	Q2 
	· Performance Management Online course revision (in Mindlever)
	· Resource availability

· Mindlever deliverables 

	Q2
	· XXX U web site redesign
	· Available resources 

· Intranet team technology adoptions

	Q2
	· XXX U Presents – Navigating at XXX
	· Available resources

	Q2
	Series 7:

· Web 7 project

· Dearborn Hook implementation

· STC/ FIRE online pilot

·  Series 7 Web site redesign
	· Available resources

· Available funding to keep project moving

	Q3-Q4
	· Navigating at XXX web-based training course (in Mindlever)
	· Available resources

	Q3
	· DPEC to NetG conversion
	· Available funding

	Q3
	· Content Management Migration
	· Available resources

	Q4
	· XXX U Presents new content
	

	Q4
	· Cultural awareness web site
	· Available resources


Our mission

13) To support the professional growth and success of XXX employees through the effective design and implementation of learning and performance support technologies.

14) To participate in the efforts of XXX University and Human Resources with consulting and development of state-of-the-art educational technologies that will effectively enhance the learning and performance of XXX employees. 

15) To make the Learning and Technology Innovations (LTI) Group, and subsequently XXX, a great place to work.

Our values

1) To produce anything we do to the highest quality and degree of effectiveness possible.

2) To be sensitive to the learning styles and capabilities of our audience.

3) To be responsive  - to improve the workflow of our group to meet the needs of XXX U in the best way possible.

4) To provide the most honest and consistent consulting services for our clients.

5) To enjoy our work and learn from what we do.

Our goals

1) Build cross-enterprise relationships to develop reliable dependencies, leverage good practices, share technologies, and collaborate on high impact projects. 

2) Support the Human Resources mission of  “XXXXX” through collaborative efforts with HR Directors on projects in the areas of personal and professional development and providing access to learning and performance improvement tools for XXX employees.

3) Research the latest methods and technologies for the effective transfer of knowledge and skills through technology including distance learning and performance support.

4) Provide state-of-the-art consulting practices, from idea through implementation, in an effort to design the best solutions to problems identified by the Human Resources group.

5) Provide a seamless and efficient experience for all XXX employees in searching for and enrolling into XXX University classes. 

6) Provide state-of-the-art classroom and conference facilities to support XXX U programs.

7) Develop the team and a workflow process that is approachable and reliable to our clients.

Our focus

The focus of the Learning and Technology Innovations (LTI) Group is to seek the best opportunities to support an individual’s performance.  It is the mission of the LTI Group to consult with our partners to uncover development issues and produce the most appropriate technology-based intervention that meets the challenges and objectives of the business and the individual. 

We view each situation from the design perspective that on-going support of an employee’s performance is the best approach to true learning and retention.  Following that course provides us the opportunity to look at a host of tools, information, and training solutions that, combined, will provide an effective learning environment. We believe that making the learning available at the time of need, in context of the work, is the most effective approach to learning.

In our approach, we look towards technology as the tool for reaching our partner’s goals.  Since technology is so much a part of our work lives, we seek to leverage the opportunities it provides, especially using web technologies. Our expertise is focused on instructional and performance support design and technology development.  Our goal is to develop the most effective technology so that our partners can transfer their content knowledge and skills to their constituents at any time, from any place.   

Our services

Consulting 

Our goal for every project is to develop the solution that best accomplishes the objectives our partners have set forth.  We strive to first clarify the goals, then challenge them against real life scenarios to see if a perceived solution best suits the goals. Once the goals are clarified, we suggest a number of interventions, be they technology-based or possibly some other appropriate program or set of materials.

We provide “front-end” consulting where we engage in conducting needs assessments, participating in focus groups, and early design prototypes.

We also provide “back-end” consulting with formative and summative evaluations, usability testing, and surveying. 

Research and Analysis

We strive to keep current with the latest techniques in adult learning theory and  educational technologies. We then attempt to fuse the best of breed in both categories to meet the needs and challenges of our constituents.  

We also plan on piloting the use of new techniques and technologies where an immediate need may not be present, but where we see technology can play a significant role in providing on-demand learning opportunities in the job environment.

For 2001, our research will focus on streaming media, virtual classrooms, building web communities, knowledge management, and evaluation techniques.

Design and Development

We will develop the instructional approach and design, storyboard the interactivity and develop the technical specifications for the development phase of the project.

Our team has competencies in the areas of instructional design, web application development as well as multimedia program development. These competencies allow us to independently develop a complete and comprehensive technology-based solution that is delivered through the XXX Intranet.

Whether we develop the specifications or our partners come to us with clearly stated requirements, the LTI Group can develop a technology-based prototype that models a proposed solution.  We will create the storyboard, visual specifications, user interface requirements, etc. in planning to build the prototype.  Then, using the latest technologies and techniques we will build a prototype application. 

Usability Testing

A very important aspect of any project we design and develop is its usability by the intended audience.  We have staff trained in usability testing and analysis.  We arrange for typical members of the targeted audience to use the newly developed application in a controlled environment where we pose usage scenarios, observe and record the behaviors and comments of users.  Then we analyze and report out our findings, usually resulting in client requested changes to the application itself.

Project Administration

Our team has developed a workflow that guides the development processes of each project.  Through a series of phases, each milestone is complete only when the appropriate steps are successfully completed and the phase is signed off by the project stakeholders.

We also plan to post all of our project schedules on the intranet for all stakeholders and upper management to view at any time at their convenience.

We provide customized documentation for all of our processes to help streamline development.   All projects follow naming and version control for easy reference, and archival. Electronic calendars are used to provide information about staff events and plans to contributors both within XXX U and outside.

Technical Operations Design

Each of our technology-based projects requires a strong “back office” component to ensure delivery of content and services over the XXX network.  One of our competencies is in the design and specification of the technical requirements necessary to support our projects.  Since we do not own or maintain the hardware to deliver our content, we depend upon IT to host our technology on their servers and maintain them in order to provide reliable delivery.  Our role in this effort is to define the technical requirements, document them, communicate them to the appropriate network teams, and secure the necessary service level agreements to ensure delivery of service by those organizations. 

Learning Object Repository

With the advent of new technologies in our “tool bag”, we will begin this year to build “learning objects” and “knowledge bits.” Defined, a learning object is a self-contained unit of instruction, usually containing an objective, the content, and some form of assessment. Knowledge bit, on the other hand, could be information, in a variety of forms that support either a learning process or on-the-job performance.  

Building units of instruction as discrete objects gives us the flexibility to re-use them in different venues and programs, resulting in savings of effort and time, as well as promoting consistency.  It also helps us to begin building a knowledge base which, over time, we can contribute to a larger knowledge management effort going on by the Intranet team.

Our team

	Who we are
	What we do
	Tools we use

	Director
	Integration and Relationship Manager

The Integration and relationship manager is responsible for initiating and maintaining contact with key stakeholders within XXX U and other enterprises.  Responsibilities include:

· Negotiate agreements

· Leverage opportunities

· Promote products and services

· Oversee product development

· Negotiate budgetary items

	· MS desktop applications

	Senior Manager
	Instructional  Designer

The instructional designer is responsible for conducting preliminary consultations with partners, sizing of project, developing the proposal and designing the approach to the project.  She works closely with the partners for content development and with the LTI developers on technology development, and conducts formative and summative evaluations.  The instructional designer is also responsible for project managing all of her projects.
	· Mindlever web authoring suite

· Visual Source Safe (VSS)

· LMS  project management application



	Senior Manager
	Technical Developer

The technical developer is the technical lead for all web-based projects as they relate to dynamic or media-rich web development.  Responsibilities include:

· Scoping of technical projects

· Consulting on projects

· Engineering tasks

· Programming of web-based deliverables

· Architectural design

· Integration planning

	· ASP

· HTML

· Web

· Database

· XML

· Streaming media

	Senior Manager
	Infrastructure Management and Support Manager

The Infrastructure and Support manager is responsible for all back end support for the technology deliverables developed by the group.  He is the group’s primary interface to IT and other organizations that can provide network infrastructure support.  He provides infrastructure design support, project management, technical documentation, programming, and consultation. He is also responsible for maintaining the registration system and classroom facilities for XXX University.
	· TeamCenter project management application

· Various applications depending on nature of project. Ranging from SQL server MGMT tools to remedy system access etc.

· Visual Source Safe (VSS)

· Access to a development server

· Additional hardware requirements (see Tech Req. section for details)

	
	Interactive Producer

The Interactive Producer is responsible for the design and production of web-based deliverables.  He provides project design consultation, interface design, creation of graphics, and project management.
	· Adobe Illustrator

· Dreamweaver 

· Adobe Photoshop

· Bryce 3-D

· Painter

· Macromedia Director/Shockwave/Lingo

· Flash

· Visual Source Safe (VSS)

· Adobe Premiere

· Windows Media Player

· Media 100 digital editing system

· Mindlever web-based authoring system



	webmaster (on contract)
	Web Application Developer

The web application developer serves as the technical lead for web-based projects.  He is responsible for scoping, consulting, designing, programming, on-going support and maintenance of web-based deliverables.  He provides HTML, Javascript, PERL and SQL programming, interface design consultation, project management support, technical advice on infrastructure support, and testing.
	· Web development client and server environment ( IIS, ASP, PERL, SQL Sever, multiple browsers, etc.)

· MS Visual Source Safe (VSS) 

· Adobe Photoshop

· Additional hardware requirements (see Tech Req. section for details)

	Interns
	Graphic artist/ Multimedia Developer 

The graphic artist and multimedia developer  is responsible for the design and development of web-based projects.  He or she provides project design consultation, interface design, and creation of graphics.
	· Adobe Illustrator

· Dream Weaver Attain

· Adobe Photoshop

· De-babelizer

· Fireworks

· Flash

· Adobe Premier



	Senior Manager
	Technical Writer

Responsible for documenting all technical requirements and for completing any and all technical documentation as required by IT or other XXX Processes.  This documentation will also include any user training manuals, workflow processes, and internal department turnover documentation to be developed as well as any other technical documentation that may be required for proper project archival.  This role is also responsible for maintaining and updating all of these documents on an ongoing basis.


	· MS office suite

· Visio Technical

	
	Writer

The writer coordinates with Instructional Designer to produce and polish course materials for web-based and instructor-led training opportunities.  S/he produces collateral material for promotion of XXX U courses and special offerings and is responsible for the development of any text copy used for advertising purposes.  The writer also assists with the development of content for XXX University web sites on an as-needed basis.

	

	
	Copy Editor

The copy editor insures the accuracy of grammar, spelling and punctuation of all XXX University written materials, including web page content, classroom materials, and promotional documents.   S/he insures style consistency and textual accuracy of all written documents delivered to XXX University clients.
	

	
	Project Lead

The project lead has ultimate responsibility for the production and delivery of a product.  The project lead:

· Drafts project proposals and plans

· Assigns resources

· Establishes timelines

· Escalates issues and problems

· Coordinates with the project administrator

· Calls and facilitates project-specific meetings

	· MS Office Suite

· TeamCenter project management application

· MS Visual Source Safe (VSS)

	
	Project Administrator

The Project Administrator plays an essential role in organizing and distributing project bulletins and timeline. Provides new methodology to increase the ease of use of  all management tools. Responsible for the following:

· Coordinating all project data & necessary documentation

· Maintains master schedules 

· Facilitates meetings 

· Creates new documentation

· Tracks tasks 

· Archives admin documentation,

· Trains others on processes 

· Provides regular status updates


	· MS Office Suite

· TeamCenter project management  application

· MS Visual Source Safe (VSS)

	
	Usability consultant

· Designs usability scripts

· Coordinates participants

· Writes the usability report

· Presents to report to clients

· Confers with clients on recommendations


	

	
	Core Services Manager

· Facilitating the team meetings

· Allocating resources

· Fostering innovation to meet client needs

· Planning and reviewing with team members

· Reporting team metrics to senior management

	

	
	Core Services Team Lead

· Coordinating team meetings

· Assuring high levels of customer satisfaction with Childers, Room Services and Registration

· Administration of the Core Services Projects

	

	
	Core Services Registrar

· The Registrar is responsible for:

· Coordinating registration 

· Maintaining the XXX U course catalog

· Communicating course offerings to clients

· Maintaining enrollment processing system

· Tracking and reporting registration statistics


	· MS Access

· Crystal Reports

· Crystal Info

· Registrar

· LMS

	TBD
	Core Services Childers Administrator 
· Receiving and responding to employee requests for Childers funds

· Reviewing requests for compliance with Childers policies

· Approving or denying requests in accordance to policies

· Forwarding reimbursement requests to Accounts Payable

· Tracking and reporting requests for Childers application and reimbursements


	· MS Access

	
	Core Services Room Scheduler

· Receiving and responding to client room requests

· Communicating the Audio Visual and  set up needs to the media coordinators

· Setting up Series 7 training videos

· Consulting with LTI team members regarding upgrading process or web enabling process

· Providing front line customer services to walk-by clients on 2nd floor

· Maintaining master schedule for usage of all San Francisco XXX U facilities

· Racking and reporting of San Francisco XXX U facilities
	· Schedule +

· Registrar


Our process 

We have developed a work flow process of eight phases that move a project from idea to implementation and maintenance.  The process helps us derive the greatest efficiencies from our resources. It utilizes good project management practice so we can stay focused on producing successful projects on time and within budget.  It also ensures that project stakeholders are in full agreement with the deliverables of each phase.  To view a graphical layout of the process, refer to Appendix A at the rear of this document.

The phases are as follows:

Phase 1 – Project Assessment

We approach each project with an initial assessment of relevancy, resource allocation, budgeting, IT integration, and a host of other aspects.  During this phase, our team conducts a consulting session with our requesting partner. During the consultation, we clarify the goals of the project, agree on an approach to the content and delivery, and identify technical requirements. Finally we determine the general scope of the work and determine the model for infrastructure support.

We then bring the request and general assessment into our Operations Meeting.  At that time, we discuss feasibility, resource allocations, scheduling, funding and the like to determine whether the work is appropriate for our group, if we have the necessary resources to be successful.  If we deem the project inappropriate, we will work with the client towards seeking alternative venues to complete the project.

The deliverables of this phase are a Project Request Form, a preliminary needs assessment, and a project proposal that goes to the client. There is a review cycle of the proposal and finally a sign off from the requesting partner.

Phase 2 – Project Plan

Phase 2 officially kicks off the project.  This phase focuses on a more detailed analysis of the project.  The Project Lead is identified and a complete project plan is developed outlining design characteristics, resources needed milestones and deliverables. 

Next, the project administrator opens a new project schedule in our project management software, TeamCenter.  The project administrator allocates team resources, creates the preliminary schedule with the Project Lead and sets up the necessary status and working meetings.  The project is then launched with a kick off meeting where the participating members sign off on the plan.

Phase 3 – Analysis and Design

Phase 3 concentrates on building out the design plan, content outlines, storyboards, data modeling, if necessary, and refinement of the technical specifications for the project.  

There are two components in the design phase.  One is the content design that includes instructional design, content outlines, knowledge engineering, and storyboarding. The second is the technical design, or specification, which defines architecture, technologies used, and maintenance considerations.  These may go to IT if they are part of the development project.

The deliverables for this phase are storyboards for the content and design specifications either for IT or our own developers. With these, our partners can evaluate and provide comments on the general content level and approach of the project.

Phase 4 – Development

Phase 4 focuses on the development of the project.  Drafts of the content and versions of the application are developed in stages and reviewed.  The deliverable in this phase is the final draft of the content and the final version of the application.  Our partners will be required to sign off on each review cycle and then sign an acceptance agreement of the final version.

Phase 5 – Review Cycle

Phase 5 comprises various levels of review.  On the content side, subject matter experts as well as compliance and/or legal review the material. This level of review is a check of validity, accuracy, and security.  On the technical side, usability testing is conducted to review the user experience with the application itself. 

When the review is complete and usability testing completed and corrections made, the final project is ready to be deployed.

Phase 6 – Production 

This is primarily a technical phase, but a very important one.  During this phase, the web application is integrated into the IT infrastructure so it can be accessed through the internal XXX network. Deployment is completed, the change ticket is closed, the turnover documentation is completed and delivered and other IT requirements are satisfied. The network support organization will be required to sign off on the final integration of our project.

Phase 7 – Roll out and Maintenance

This phase has two components to it.  The first is the roll out process that is comprised of marketing communications and generating interest in the overall application.  The second component, the Maintenance phase, kicks in immediately after initial deployment of the project and involves application support, content updates (planned), and on-going user support. Please refer to Appendix “C” for an overview of the web-site maintenance process. 

Phase 8 – Summative evaluation

Over time, our group will return to the users of our projects and conduct an evaluation.  We look for transfer of knowledge and skills to the job, usability of the program, and try to surface specific program modifications or updates that need to be done during the life cycle of the program.

Reporting

We hope to provide periodical reports to management on the usage of our products.  We also hope to publish our accomplishments, lessons learned, etc. to the XXX training community.

Our technology infrastructure

Our current infrastructure is a mix of servers and applications distributed amongst the XXX Technology  Innovation support organization, the newly launched Learning Intranet and those maintained solely by the LTI Group.  The figure on the following page depicts the various servers and applications and where they are hosted and supported.

Our current local web infrastructure (the XXX U server room at 101-6 100Mb segment) consists of both development and production NT boxes running IIS 4.0 connecting to SQLServer via PERL and ASP.  

The XXX U website is in production on the web farm and uses ASP and Oracle. The only application solely maintained by XXX U now in production is the web-based Performance Management On-line Course. It’s written in PERL and uses a SQL database for data storage.  The next version will be developed in the Mindlever Web-based Training authoring system, now hosted by RCS.

In the past year, we have successfully moved our static web assets to the Web Farm, implemented the online learning and project management applications into production and delivered the XXX Welcome database to production. 

We have also been working diligently on LMS and will be rolling it out in February 2001.  We collaborated extensively with both XXX and the XXX teams on LMS as well as the licensing of the Mindlever web-based training authoring system. 

Finally we have been developing a video-on-demand project which we also plan on deploying in February 2001. We worked collaboratively with the streaming media group from the intranet, EB who owns the production studio where we shot the footage for the video, and XXX who assisted in programming.
Our technology architecture

The LTI Group strives to use XXX standard technologies when developing all of its products.  The group also attempts to make all of its products compatible with the technologies and infrastructure that support it.  In that way, much of the technologies used or built can be maintained by the XXX Technology (IT) organization, thus minimizing XXX U’s dependency on staff to do so.  The figure on the following page depicts the layers of technologies utilized to build and deliver our products and services.
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Investments and Budgeting

XXX University is a cost center and is funded through the general HR budget.  The LTI Group is a sub-group of XXX University and thus derives its funding from that budget.  Costs incurred by the LTI Group fall into four main categories.  Each of the categories are described below along with the accumulated figures for anticipated costs during the remainder of FY’99 and into FY 2000 along with justification statements for each budget amount.  For a detailed report of the specific line items and costs, please see Appendix A.

Development and XXX U staff support costs

Supporting the staff and their development efforts is critical to the success of the mission and goals of the LTI Group. Most of the projects are developed in-house and deployed over the corporate intranet.  Certain supplies and service agreements need to be funded in order for work to be done efficiently and successfully.  Supplies include computing equipment and software applications needed to develop technology-based programs.  The service agreement is with the SITE organization that supports our development environment and as the deployment of our programs.

The following table identifies major investments which incur yearly renewal costs. The figures listed are the yearly licensing fees.

	Description
	Cost
	Justification

	XXX online desktop applications training system
	$XXK
	Need determined through Employee Survey data. XXX U is the only group who is delivering this type of content to date.

	LMS Learning Management System
	$XXXK
	LMS will improve efficiencies, provide individual training histories, and deliver enhanced reporting capabilities.

	XXX web-based authoring system
	$XXK

per year
	This system will provide technology to produce highly interactive learning opportunities available through the Intranet.  Capabilities include development of learning objects and meta-data tagging.

	TXXXr project management system
	$XXK

initial, $XK/yr. maint.
	This software will provide a web interface to project management and reporting.  It satisfies a need expressed by Linda Lewis for a way to view project status in real time from the desktop.


Our Metrics 

Below is a listing of the metrics for each of the objectives we intend to meet in the coming year.  We will strive to develop a comprehensive set of Levels 1, 2, and 3 evaluation methods for more accurate feedback and reporting on impact to the business.

	Objective
	Metric

	Build strong cross-enterprise relationships to develop reliable dependencies, leverage good practices, share technologies, and collaborate on high impact projects.
	· Consistent completion of projects on time and within budget.

· Positive feedback from partner enterprises

· Documented Cost and time savings 

	Support the Human Resources mission of “Fueling the Growth” through collaborative efforts with HR Directors.  We’ll support projects in the areas of personal and professional development and provide access to learning and performance improvement tools for XXX employees.
	· Number of HR projects completed 

· Feedback from HR Directors regarding applicability to their business need

· Feedback from XXX employees regarding applicability of training to their skills and career development

· Feedback from XXX managers

	Research the latest methods and technologies for the effective transfer of knowledge and skills using technology including distance learning and performance support.
	· Number of projects completed incorporating latest methods and technologies

· Feedback from management regarding pilot projects

· Immediate feedback from XXX employees and managers following training.

· Survey employees and managers approx. 60 days after the course attended to see if new skills are being retained and used.

· Poll managers to observe performance being trained.

	To provide state-of-the-art consulting practices, from idea through implementation, in an effort to design the best solutions to problems identified by the Human Resources group.
	· Number of projects completed

· Feedback from project owners (interviews, online response forms)

· Feedback from XXX employees  

· Feedback from XXX managers

	To provide a high quality experience for all XXX employees in searching for and enrolling into XXX University classes.
	· Feedback from XXX employees 

· Usability testing

· Telephone interviews with management/direct report pairs to compare success from both management and employee viewpoint.

	To provide state-of-the-art classroom and conference facilities to support XXX U programs.
	· Class evaluation scores

·  Feedback from instructors

	To develop the team and a workflow process that is approachable and reliable to our clients.
	· Quarterly reviews of team members and manager


APPENDIX A - Learning & Technology Innovation Project Management Process Diagram
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APPENDIX B  -  Infrastructure Scenarios



Sample/Past infrastructure Cases 

Performance Management Online Course:

Developed internally by XXX U in late 1998, this application was to provide managers with training on best practices for managing performance. 

The infrastructure supporting this is using SQL 6.5 database services to store user response and tracking information. The application uses a combination of HTML and PERL to provide interactivity and to provide connectivity to the database.   This application is hosted and Supported within XXX u currently.  

A diagram of the technology and platforms employed is below:


XXX U web site:

 The XXX U web site was developed internally by a combination of XXX U and Infonet development services and was deployed in late 1998.  This web site is used to provide timely course offering information and enrollment procedures for our clients. 

The XXX U web site was developed on Microsoft IIS using ASP for interactivity and database connectivity.  Oracle 8 is employed as the database engine.  This application is hosted on the “Retail web-farm” and supported by STS.  

The technology and platform diagram is below:


Mindleaders (Formerly DPEC):

Mindleaders is a 3rd party product implemented on the XXX Intranet to provide desktop-office-skills training to the end-user community.  The application is hosted by STS, but XXX U supports the application itself.

The Mindleaders application resides on dedicated infrastructure due to the fact that is uses a proprietary flat-file database for data storage.  This server is STS supported while XXX u supports the application itself. 

The technology and platform diagram is below:


XXX U presents: 

XXX U presents is a new venture currently under development.   This effort seeks to employ the uses of Streaming media technology and provide interactive desktop training to he end-user community on a wide range of soft-skills topics. 

The first work to be produced will provide “the performance management for the rest of us” brown-bag, one of our most popular and under-served live offerings. 

The technology and platform diagram is below:  


Future planning cases

Knowledge Management:

This project will seek to use the combined technologies of metadata/tagging, portal services/search engines, learning management and course development and delivery systems.  Through the combined use and integration of these, XXX U seeks to provide a more relevant information seeking experience.  This is to be a cross-enterprise initiative with strong ties to the XXX Teams and the training technology forums.  By providing all XXX users with a web-based interface that exposes information most relevant to them, this project seeks to enhance productivity on a macro scale, as well as eliminate inconsistent and outdated information. 

The technology and platform diagram is below:


Content Management:

This project is to migrate all XXX U web-site materials to the interwoven content management system. 

The Interwoven project seeks to enhance the processes for web-site content updates.  This tool will allow persons with little or no technical training to perform all necessary web-site updates and approvals. This project is dependent upon the Intranet Team and F-cat for support and success. 

The technology and platform diagram is below:


For and over view of Current and Future XXX U infrastructure plan details please refer to Appendix “D” 

APPENDIX C - Web-site maintenance process



Process For Web-site Maintenance Requests 

Purpose:

This document is to outline the approval process for updating the XXX University website.

Scope of responsibility:

This process is intended to guide the XXX University website front page and all sub pages updates as well as coordinating any postings to production from any other web-farm hosted XXX U websites(Menttoring, New hires, etc.) The scope of responsibility does not extend to the content gathering and or authoring of any of these sub-websites and is limited only to the actual posting into production of these changes once they have been fully developed and passed Q/A in their own right.  

The roles necessary to support this process:

· Webmaster: Responsible for overseeing the process of accepting in new content, the final publication of this content and tracking of the requests through out the process.  

· Graphic Developers: Responsible for graphic Development and/or modifications if any are required.

· HTML programmer: Responsible for converting text to HTML output.
· Q/A Reviewer: Responsible for review of site functionality, user-interface, final graphics, layouts and navigation.  This role will rotate among team members and they will be assigned this task via MS outlook tasks 3-5 day in advance of the date the review is due back to the Webmaster.  

· Editorial reviewer: Responsible for reviewing grammar and spelling. This role will also rotate among team members and will be assigned via MS outlook 3-5 day in advance of the date the review is due.

· Subject Matter Experts/Site-owner: Responsible for providing updates and ensuring accuracy of content and ensuring alignment with management priorities.

· Management/Strategic Review: Responsible for ensuring that final publications are in alignment with XXX University goals and objectives.  These are assigned per web-site.  
Process:

The XXX University Web master will be the central contact for gathering updates to be made to the XXX University website from subject matter experts or their appointee. 

Updates may come as: directives from management,  corrections, or updates to current postings, newsworthy events (XXX U fair,  etc.),  or from related projects that are hosted together with the XXX U website on the web-farm.  Related project updates will only require posting and should have been coded, QA’d and approved separate from this process.   

Important Note: The Webmaster will not accept changes from any persons other than the web-site owners listed at the bottom of this document, or their predetermined proxy.
· Once a need for changes has been identified it is the responsibility of the Course Administrator or Subject Matter Expert/Site-owner to author the content and to provide the final draft  in electronic format to the Webmaster.   This update should include a redlined (changes in red, etc) version for any updates to existing pages.  This should occur no later than 10 working days prior to the intended week of publication.  It is the subject matter expert’s responsibility to ensure that the content changes are in strategic alignment with management priorities and objectives prior to initiating this process.
Please Note: The Webmaster will not accept changes from any persons other than the web-site owners listed at the bottom of this document, or their predetermined proxy.

· Once updates have been provided to the Web master, they will determine if editorial review is necessary and if there is any graphics development work to be performed.  Depending on the amount of graphics work, and the availability of graphics development, the posting date may be pushed out if necessary.  If this is the case, the new date of publication is to be communicated to the subject matter expert/Site Owner.  The Web master will then provide the copy to the Editorial reviewer and/or the graphics requirements to the Graphics developer via E-mail.

· Editorial, textual review for grammar, spelling and appropriate language. Once changes are submitted to the editor there is a 3-5 day time frame for editorial reviews to be approved, or re-worked. Once changes are approved the webmaster is to be notified via e-mail and approved changes forwarded to the HTML programmer.  In the event that any text or copy changes must be made at this point the editor will make the necessary corrections and alert the webmaster and the subject matter expert of the changes.  It is suggested that the Editor obtain informal (Verbal) approval from the subject matter expert on any changes at this time, prior to approving them.

· The Graphics Developer  is responsible for creating/modifying any graphics materials as required for regular updates.  This work is to be extremely limited in scope.  If any work cannot be accomplished within 3-5 days time, this is to be communicated to the Web master, who is responsible in turn for communicating this to the Site-owner.  Once work has been completed the Graphics developer checks the changes/new files into the appropriate VSS folder and notifies the web-master so that the updates can be posted. 

· The HTML programmer codes the changes to HTML, checks the changes in to VSS (Visual Source Safe) and posts them to the staging site (\\n8001sfo\XXXu ), no less than 5 working days prior to any final publication dates.  Once it has been posted to this staging site, the Web master is then notified via e-mail of this.  The Webmaster  and then distributes the URL (http://n8001sfo/XXXu ) to the QA and Subject matter experts for review and approval.  HTML programmers are each assigned per Web site and are primarily responsible for HTML changes to that site.  A listing of programmers and associated sites is at the end of this document. 

· Q/A Functional reviews for broken links, user-interface, final graphics, layouts, and page sizes. Once changes are submitted to Q/A there is a 3-day time frame for reviews to be reviewed and approved.  If changes are approved the webmaster is to be notified via e-mail.  In the event that any changes must be made to the above areas, the scope of the work is to be determined and the webmaster sets the appropriate expectations and schedules changes for the most reasonable time frame. The webmaster is responsible for communicating revised time frames with all concerned parties. This role will rotate among team members and they will be assigned this task via MS outlook tasks 3-5 day in advance of the date the review is due back to the Webmaster.  

· Subject matter experts’ final approval of textual/factual content.  The subject matter expert is responsible for the final review of the website only as it pertains to the representation of textual and factual content. Once changes are submitted to the subject matter expert, there is a 3-day time frame for changes to be approved, or re-submitted. Once changes are approved the webmaster is to be notified via e-mail.  If changes are to be resubmitted at this time, the Web master is notified as early as possible of those changes and the scope of the changes are reassessed and posting timelines are adjusted accordingly. Please note that there is to be only 1 subject matter expert per web site, and updates will not be accepted from any other site stakeholders unless the Subject Matter expert has so designated this person as their proxy via e-mail to the web-master. 
· Final management review for strategic alignment.  Once the above approvals have been obtained the Web Master forwards the staging URL (http://n8001sfo/XXXu ) to the appropriate Management reviewer and notifies them that the changes are complete and ready for review.  Senior Management (Linda Lewis) is also copied on this message and allowed to approve/deny the request. Once changes are submitted to the management reviewer, there is a 2-day time frame for changes to be approved. The webmaster is to be notified via e-mail if changes are approved.  If no approval is received by the webmaster after this timeframe expires approval is assumed. The web master can then promote the changes to production via the Web Farm code migration utility on the next scheduled date.  
Please note: No changes should be required or allowed after this stage, short of resubmitting to this process in its entirety.  

Time lines:

Postings occur on a weekly basis, every Monday or the first working day of the week. Any changes in scheduled publication dates needs to be renegotiated with S-tech Change 

Management by either the Webmaster, or XXX U Management. It is advised that new requests be submitted on a Monday 14 days in advance of the intended date of publication to ensure the quickest update is made.

Workflow Diagram:

Web publishing client checklist for static site maintenance

· Identify need for content changes

· Develop changes and have them approved by management for strategic alignment (director level or above) 

· Provide the changes in red-lined electronic format  to the Web master 10 working days prior to the intended date of publication

Once received the webmaster will do the following:

· Forward the updates for editorial (spelling/grammar) review, and once completed they will be returned to the webmaster.

· Forward the updates to the HTML programmer, or code the changes themselves as appropriate.

· Once coded the changes will be posted to the “staging/review” server.  The review URL will be forwarded to the Q/A reviewer for functional/navigation review of the changes.

· The Webmaster will also forward changes to the Subject Matter Expert for final review and sign-off on the text and factual content.  Please limit review to these specific areas.  Any issues around layout, graphics etc. need to be addressed  in a redesign effort, not under this process. Once changes are reviewed, notify the Web master.

· Once the changes have been reviewed and approved by both the subject matter expert and the Q/A reviewer, the final Web site URL is forwarded to the management team for a strategic alignment review.  The focus of this review is to ensure that any content changes are in line with departmental objectives.  Once review is completed, the management reviewer will forward their approval to the Web master electronically. 

· After all changes have been approved the Web master will coordinate with IT Change management to post the changes to the Web site on the next Monday posting cycle.  

Web-site owners/subject Matter Experts identified currently are as follows:

	Web-site
	 Site-owner
	HTML

Person
	Mgt Review

	Menttoring
	
	
	

	New employee resource kit
	
	
	

	Childers
	
	
	

	OD
	
	
	

	Pre work postings
	
	
	

	Vision Quest
	
	
	

	          report card
	
	
	

	Management Survey
	
	N/A
	

	XXX U Web site
	
	
	


The below table lists or of succession for each major role:

	Role
	Name
	Level of support

	Web master
	
	1

	
	
	2

	
	
	3

	Graphics Developer
	
	1

	
	
	2

	
	
	3

	
	
	4

	HTML Programmer (Unassigned Sites)
	
	1

	
	
	2

	Q/A Reviewer
	
	(Rotational)

	
	
	(Rotational)

	
	
	(Rotational)

	
	
	(Rotational)

	Editorial Reviewer
	
	(Rotational)

	
	
	(Rotational)

	
	
	(Rotational)


Work Flow Process 

For Course Updates/Changes Requests 

This process is identical to the one above with the following exceptions: 

· Once a need for changes has been identified it is the responsibility of the Course Administrator or Subject Matter Expert/Site-owner to provide the necessary information to the Web master in electronic format. This should occur no later than 10 working days prior to the intended week of publication.
The required information is as follows:
· Course name 

· Course description

· Cancellation policies (if diff from standard)

· Class Time/Day Parameters

· Course prerequisites

· Course costs

· Course Audience

· Course Objective

· Courses place in curriculum maps if any
· Once updates have been provided to the Web master, the work will be coordinated with the  graphics development team.  Depending on the amount of graphics work, and the availability of graphics development, the posting date may be deferred if necessary.  If this is the case, the new date of publication is to be communicated to the subject matter expert/Site owner by the webmaster. 

· The Graphics Developer  is responsible for creating/modifying any graphics materials as required for course updates.  This work is to be extremely limited in scope.  If any work cannot be accomplished within 3-5 days time, this is to be communicated to the Web master, who is responsible in turn for communicating this to the Site-owner.  Once work has been completed the Graphics developer checks the changes/new files into the appropriate VSS folder and notifies the web-master so that the updates can be posted. 

· All other roles/responsibilities  are the same as the above process for static maintenance requests.  

Time lines:

Postings occur on a weekly basis, every Monday or the first working day of the week, however due to the amount of time it takes to develop new course graphics new course updates may take up to 2 weeks from the time of submission until they are posted.  

Web publishing client checklist for static site maintenance

· Identify need for content changes

· Develop changes and have them approved by management for strategic alignment (director level or above) 

· Provide the changes in red-lined electronic format  to the Web master 10 working days prior to the intended date of publication, including the following required information:

· Course name 

· Course description

· Cancellation policies (if diff from standard)

· Class Time/Day Parameters

· Course prerequisites

· Course costs

· Course Audience

· Course Objective

· Courses place in curriculum maps if any
Once received the webmaster will do the following:

· Forward the updates to the graphics developer and once completed they will be returned to the webmaster.

· Forward the updates to the HTML programmer, or code the changes themselves as appropriate.

· Once coded the changes will be posted to the “staging/review” server.  The review URL will be forwarded to the Q/A reviewer for functional/navigation review of the changes.

· The Webmaster will also forward changes to the Subject Matter Expert for final review and sign-off on the text and factual content.  Please limit review to these specific areas.  Any issues around layout, graphics etc. need to be addressed  in a redesign effort, not under this process. Once changes are reviewed, notify the Web master.

· Once the changes have been reviewed and approved by both the subject matter expert and the Q/A reviewer, the final Web site URL is forwarded to the management team for a strategic alignment review.  The focus of this review is to ensure that any content changes are in line with departmental objectives.  Once review is completed, the management reviewer will forward their approval to the Web master electronically. 

· After all changes have been approved the Web master will coordinate with IT Change management to post the changes to the Web site on the next Monday posting cycle.  

APPENDIX D – Infrastructure Diagram
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