	Preparing a Course for AgLearn Integration
	 

	
	

	Please use this annotated form to fill in the appropriate fields and submit it via an ATS ticket. If you have questions about this form, please email isabel.morrow@ocio.usda.gov.

	
	

	You must complete the Pre-submission checklist before submitting this form and uploading content to your agency folder at “ftp://clientftp.genphysics.com/”.

	
	

	Pre-submission Checklist 
	 

	
	

	Has the course been tested for SCORM compliance and functionality?   
	 FORMCHECKBOX 
 Yes                  FORMCHECKBOX 
 No                                 

	NOTE: If you are submitting SCORM content, please make sure it is functional by running it through a test site such as the ADL test lab.  For more information on how to do this, please refer to the Content Integration FAQ.
	

	If submitting SCORM content, did you include the file “imsmanifest.xml”?
	 FORMCHECKBOX 
 Yes                   FORMCHECKBOX 
 No                                 

	Do your files contain any spaces in the filenames?
	 FORMCHECKBOX 
 Yes                   FORMCHECKBOX 
 No                                 

	Note: Filenames cannot contain spaces.  The AgLearn content server will not function correctly if spaces are encountered.
	 

	Is this a new submission or a revision request?
	 FORMCHECKBOX 
 New submission      FORMCHECKBOX 
 Revision request

	If this is a revision request, please give us the revision number.
	Revision number:

	Is this a Mandatory course?
	 FORMCHECKBOX 
 Yes                   FORMCHECKBOX 
 No                                 

	What is the launch method?
	 FORMCHECKBOX 
 AICC

	
	 FORMCHECKBOX 
 SCORM

	 
	 FORMCHECKBOX 
 Browser

	 Is there an exam or knowledge checks associated with this course?
	 FORMCHECKBOX 
 Yes                   FORMCHECKBOX 
 No                                 

	Have you provided Team AgLearn with the answer key?
	 FORMCHECKBOX 
 Yes                   FORMCHECKBOX 
 No                                 

	If the Item Type is a Video, have you had the Broadcast group load the content on their servers?
	 FORMCHECKBOX 
 Yes                   FORMCHECKBOX 
 No                                 

	Did the Broadcast group provide you with a URL?
	 FORMCHECKBOX 
 Yes                   FORMCHECKBOX 
 No                                 

	Please list the URL from the Broadcast Group here.
	     


	Item (Course) Information
	 

	Item type:
	 FORMCHECKBOX 
 Web Based - New custom course

	
	 FORMCHECKBOX 
 Web Based - New course developed in COTS product (i.e. Captivate)

	Note: For more information on Item Type please refer to the Content Integration FAQ.
	 FORMCHECKBOX 
 Web Based - New custom/COTS course developed using a previous template

	
	 FORMCHECKBOX 
 Video

	
	Document:

	
	                           FORMCHECKBOX 
 Word Document

	
	                           FORMCHECKBOX 
 PDF

	
	                           FORMCHECKBOX 
 PowerPoint

	
	 FORMCHECKBOX 
 CD-ROM

	
	 FORMCHECKBOX 
 Exam

	
	 FORMCHECKBOX 
 Survey


	Follow the naming convention: AGENCY-ITEMNAME-VERSION
	Item ID: FSIS-PACSClassCertifier-1

	This is what users will see in the catalog
	Item Title: FSIS PACS Classification Certifier

	The Domain ID identifies where the course actually resides as well as the administrators that have access to it. 
	Domain ID: FSIS

	The description appears to users who are browsing the catalog.
	Item Description: PACS users with the Classification Certifier role should take this tutorial to learn how to classify PDs and submit PDs to HR. Users are Delegated Classification Authorities and are at the Director-level or above.

	Enter the Subject Area (s) where users should logically expect to find the item when searching available catalogs.
	Subject Area(s): FSIS, PACS, Classification Certifier, Position Descriptions, Delegated Classification Authority

	This determines which users can see the Item.  Generally the catalog ID is the same as the agency name.  If you would like to open the course to all of the USDA users, please specify the USDA catalog.
	Catalog(s): FSIS, USDA

	Assignment Type
	 FORMCHECKBOX 
 Legislatively mandated

	
	 FORMCHECKBOX 
 Optional

	
	 FORMCHECKBOX 
 Recommended

	 
	 FORMCHECKBOX 
 Required

	If the average user were to sit down and complete the course start to finish, how long would it take to complete
	Seat time (in hours):

	Describe the specific goals or objectives of the item.
	Item goals:

· Learn how to:

· Search for a PD
· Save a PD as a PDF File
· Print a PD
· Submit a PD to HR
· Return a PD to a Generator

·      
·      
·      
·      
·      


	This is a description of the intended target group of users for this item.
	Audience: Director-level or above. 

	Course submitter contact information
	Name: Ellyn Blumberg

	
	Email: Ellyn.Blumberg@fsis.usda.gov

	
	Phone: 202-690-3158

	
	Agency: FSIS

	
	Vendor (if contracted): DKW Communications, Inc.

	 
	Vendor Email: bbartel@DKWCommunications.com

	This is the name of the person listed as the Contact in Item Summary information in AgLearn.
	Name: Ellyn Blumberg

	
	Email: Ellyn.Blumberg@fsis.usda.gov


	Folder/Object Information
	 

	
	

	Note:  For those who submitted SCORM content and supplied us with the imsmanifest.htm file, you can skip this section.  If the course contains more than one Content Object, please fill in the remaining Content Object sections.
	

	Content Object  #1
	Content Object ID: FSIS-PACSClassCertifier-1

	Use the naming convention AGENCY-Course-Module#
	Content Object Title: FSIS PACS Classification Certifier

	
	Content Object Description: PACS users with the Classification Certifier role should take this tutorial to learn how to classify PDs and submit PDs to HR. Users are Delegated Classification Authorities and are at the Director-level or above. 

	Note: If you have only one content object, it may be the same as the Item ID, Title, and the Description
	Launch Method:

	
	                             FORMCHECKBOX 
 AICC

	
	                             FORMCHECKBOX 
 SCORM

	
	                             FORMCHECKBOX 
 Document

	 
	                             FORMCHECKBOX 
 Browser

	Content Object  #2
	Content Object ID:      

	
	Content Object Title:      

	
	Content Object Description:      

	
	Launch Method:

	
	                             FORMCHECKBOX 
 AICC

	
	                             FORMCHECKBOX 
 SCORM

	
	                             FORMCHECKBOX 
 Document

	 
	                             FORMCHECKBOX 
 Browser

	Content Object  #3
	Content Object ID:      

	
	Content Object Title:      

	
	Content Object Description:      

	
	Launch Method:

	
	                             FORMCHECKBOX 
 AICC

	
	                             FORMCHECKBOX 
 SCORM

	
	                             FORMCHECKBOX 
 Document

	 
	                             FORMCHECKBOX 
 Browser


	eHRI Information
	 

	For a more detailed description of eHRI codes, please click on the link below to see the Content Integration FAQ.
	

	Code for the sub-type of training which has been completed by the employee.
	Training Type Sub Code: 05

	Indicates whether a continued service agreement is required for the training the employee is taking.
	Continued Service Agreement Required Indicator: NA

	Indicates if the training course offers accreditation.
	Training Accreditation Indicator: N

	Number of academic credit hours or continued education units earned by the employee for the completed training.
	Training Credit: NA

	Code for the type of academic credit hours or continued education units earned by the employee for the completed training course.
	Training Credit Designation Type Code: 05

	Code representing the type of credit hours the employee received for the completed training.
	Training Credit Type Code: -

	Code for the type of training delivery for the training course completed by employee
	Training Delivery Type Code: 03

	Cost to the Government for the training materials used during the training unit completed by the employee. It can include but is not limited to costs of supplies, cost of equipment, and cost of software used by the student during the training event.
	Training Materials Cost:  $ 0

	The cost of the training tuition and fee for training completed by the employee that was paid for by the Federal Government
	Training Tuition and Fees Cost:  $ 0


