AgLearn Job Aid
June 7, 2007

	Notes
	Preparing a Course for AgLearn Integration

	Be sure to check the date in the upper right hand corner to make sure you are using the latest version of this form. 
	The following form must be completed before new online content can be placed on the content server and integrated into AgLearn. Information collected will enable users to search for your course and admins to run reports on key fields. 
Please use this annotated form to fill in the appropriate fields and return it to Team AgLearn. If you have questions about this form, please email Kathleen.fallow@usda.gov.
Tip: Be sure to click the [image: image1.bmp] button to see form notes. 

	
	General Information

	This is the name of the person submitting this form. It will be Team AgLearn’s primary contact for content integration. 
	1. 
	Course submitter contact information.
	Name:___Wilbur Crawley_______________________
Email:___ wilbur.crawley@usda.gov______________
Phone:____ (202) 690-0028______________________

	This is the agency name of the person in step 1.
	2. 
	Agency name. 
	Agency:_______USDA-OCIO____________________

	Name of the company contracted to provide the course. 
	3. 
	Vendor name, if contracted.  
	Vendor:_______Intecorp_______________________
POC (email) for Vendor__gaith.abdo@intecorp.net__

	This is the name of the person listed as the Contact in Item Summary information in AgLearn.
	4. 
	Course Contact information.
	Name:____ Wilbur Crawley ____________________

Email:____ wilbur.crawley@usda.gov ____________


	Enter tools such as Dreamweaver, Flash, PowerPoint, etc.
	5. 
	Authoring Tool and version used to create course. 
	Tool(s): Macromedia Flash 
Version(s) 7_______________________________

	
	Item (Course) Information

	Item in this form refers to the course as a whole. 
	6. 
	Item type:
	Circle or enter the item type:____Web-based_______
Assessment, audio, briefing, CD-ROM, certification, classroom, conference, course, detail, document, exam, shadow assignment, video, web-based.

	For example, the first version of an APHIS course about personal protective equipment might be 

APHIS-PPE-01
	7. 
	Item ID. 

Follow the naming convention:

AGENCY-ITEMNAME-VERSION
	Item ID:__OCIO-NIST SP 800-53 Controls- v1_______

	The title should be as clear as you can make it. No abbreviations unless necessary This is what the users will see in the catalog.
	8. 
	Item Title 

Note: This is a key field used by students to search for a course.
	Item Title: 800-53 Controls Training _____________________________________

	A course with both classroom and online elements might receive a blended classification
	9. 
	Item Classification
	Circle or enter the item classification:__Online______
Online, Instructor-Led, Blended, Other

	The Domain ID identifies where the course actually resides as well as the administrators that have access to it. 
	10. 
	Domain ID
	Domain ID:____________________________________

	
	11. 
	Assignment Type
	Circle or enter the assignment type:__Required_____

Legislatively mandated, Optional, Recommended, Required

	The description appears to users who are browsing the catalog. Descriptions should include a detailed overview of the course content 
	12. 
	Item Description
Note: Field is large and can accommodate a large amount of text
	Item Description: 800-53 Controls Training

	Enter the Subject Area(s) where users should logically expect to find the item. 
	13. 
	Subject Area
	Subject Area(s):      Security

	Catalogs determine which users will see the Item. Usually the catalog is identical to the agency name.
	14. 
	Catalog
	Catalog(s):  Personnel responsible for selecting , approving and testing information  technology security controls for Federal information systems 


	Describe the specific goals or objectives of the item.
	15. 
	Item Goals
	Item goals: Increased awareness of the minimum security controls necessary to implement a Federal information system. 


	If the average user were to sit down and complete the course start to finish, how long would it take to complete
	16. 
	Length in hours (Seat time)
Tip: See “Seat Time Tip” at the end of this section for additional information. 
	Seat time: 45 min

	A description of the intended target group of users for this item.
	17. 
	Audience
	Audience: Project Managers (Grades 12-14)


Seat Time Tip: Accepted industry algorithms propose the following: One page of content equals one minute of "seat" time. Each page of content with a question requiring user reflection equals two minutes of "seat" time. On average, a 45 page course will usually require an hour of seat time. This is based on the assumption that 30 pages will be pure content each page requiring one minute (total 30 minutes) and 15 pages will assess specific course objectives with questions, each requiring 2 minutes (total 30 minutes). 
	
	Folder/Object Information (Repeat for each module or lesson)

	
	In this section you’ll represent the structure of the online item, which is similar to a file folder with files. Folders contain either content objects, exam/survey objects, or (sub) folders .

In the example below, the web-based item contains only one file folder, represented by the filing cabinet. The folder in this example contains two content objects; (1) Microsoft Office 2003: New Features for Outlook Users and (2) Survey For: Microsoft Office 2003: New Features for Outlook Users
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If your course contains only one content object, you will only need to complete lines 1 through 3. If your course contains more than one content object, complete lines 5 through 8, then copy and insert rows for additional objects, as needed.   

	If you have only one content object, it may be the same as the Item ID
	18. 
	Content Object ID #1
Use the naming convention 

AGNCY-Course-Module
	Content Object ID:

	If you have only one content object, it may be the same as the Item Title
	19. 
	Content Object Title #1
	Content Object Title:

	If you have only one content object, it may be the same as the Item Description
	20. 
	Content Object Description #1
	Content Object Description:

	
	21. 
	Content Object Launch Method #1
	Circle or enter the correct launch method:
AICC, SCORM, Document, Browser, Content Player

	Complete the next four steps for a second content object. If you have more than two content objects, insert lines in this form. 
	22. 
	Content Object ID #2

Use the naming convention 

AGNCY-Course-Module
	Content Object ID:

	
	23. 
	Content Object Title #2
	Content Object Title:

	
	24. 
	Content Object Description #2
	Content Object Description:

	
	25. 
	Content Object Launch Method #2
	Circle or enter the correct launch method:

AICC, SCORM, Document, Browser, Content Player


	
	eHRI Information

	Code for the sub-type of training which has been completed by the employee.
	26. 
	Training Type Sub Code
Tip: Training Type Sub Codes are detailed at the end of this form. 
	Training Type Sub Code

08

	Indicates whether a continued service agreement is required for the training the employee is taking.
	27. 
	Continued Service Agreement Required Indicator
Y=Yes, N=No, NA=Non Applicable
	Continued Service Agreement Required Indicator

NA

	Indicates if the training course offers accreditation.
	28. 
	Training Accreditation Indicator
Y=Yes, N=No, NA=Non Applicable
	Training Accreditation Indicator

NA

	Number of academic credit hours or continued education units earned by the employee for the completed training.
	29. 
	Training Credit (number of hours)
	Training Credit 

NA

	Code for the type of academic credit hours or continued education units earned by the employee for the completed training course.
	30. 
	Training Credit Designation Type Code
01=Undergraduate Credit, 02=Graduate Credit, 03=Continuing Education Unit, 04=Post Graduate Credit, 05=NA
	Training Credit Designation Type Code
05

	Code representing the type of credit hours the employee received for the completed training.
	31. 
	Training Credit Type Code
01=Semester Hours, 02=Quarter Hours, 03=Continuing Education Unit,
	Training Credit Type Code



	Code for the type of training delivery for the training course completed by employee
	32. 
	Training Delivery Type Code
01=Traditional Classroom, 02=On the Job, 03=Technology based(CD-ROM, WBT), 04=Conference/workshop, 05=Blended, 06=Correspondence
	Training Delivery Type Code

03

	Cost to the Government for the training materials used during the training unit completed by the employee. This includes all direct costs associated with purchasing the training materials used by the employee that is in addition to the tuition cost. 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.
	33. 
	Training Materials Cost
	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
	34. 
	Training Tuition and Fees Cost
	Training Tuition and Fees Cost  $ 0

	
	
	
	


Training Type Sub-Codes

01 – Legal - Education or training in the concepts, principles, theories, or techniques of law.

02 – Medical and Health - Education or training in the concepts, principles, theories, or techniques of medicine.

03 – Scientific - Education or training in the concepts, principles, theories, or techniques of disciplines such as the physical, biological, natural, social sciences; education; economics; mathematics; or statistics.

04 – Engineering and Architecture - Education or training in the concepts, principles, theories, or techniques of disciplines such as architecture and engineering.

05 – Human Resources Education or training in the concepts, principles, theories of such fields as public administration; personnel; training; equal employment opportunity; human resources policy analysis; succession planning; performance management; classification; and staffing.

06 – Budget/Finance Business administration Education or training in the concepts, principles, theories of business administration, accounts payable and receivable; auditing and internal control; and cash management.

07 – Planning and Analysis Education or training in the concepts, principles, theories of systems analysis; policy, program or management analysis; or planning, including strategic planning.

08 – Information Technology Education and training in the concepts and application of data and the processing thereof; i.e. the automatic acquisition, storage, manipulation (including transformation), management, system analysis, movement, control, display, switching, interchange, transmission or reception of data, computer security and the development and use of the hardware, software, firmware, and procedures associated with this processing. This training type does not include any IT training on agency proprietary system.

09 – Project Management Education and training in the concepts, principles, theories necessary to develop, modify, or enhance a product, service, or system which is constrained by the relationships among scope, resources, and time.

10 – Acquisition Education or training in the concepts, principles, theories or techniques related to the 1102 occupation.

11 – Logistic Specialty Training for professional skills of a specialized nature in the methods and techniques of such fields as supply, procurement, transportation, or air traffic control.

12 – Security Training of a specialized nature in the methods and techniques of investigation, physical security, personal security, and police science.

13 – Clerical (Non-supervisory clerical/administrative) Training in skills such as office management, typing, shorthand, computer operating, letter writing, telephone techniques, or word processing.

14 – Trade and Craft Training in the knowledge, skills, and abilities needed in such fields as electronic equipment installation, maintenance, or repair; tool and die making; welding, and carpentry.

15 – Foreign Affairs Training for professional skills of a specialized nature in the methods and techniques of such fields as foreign languages, foreign culture, diplomacy, strategic studies.

16 – Leadership/Manager/Communications Courses Training that address skill areas such as Leadership/Management and Communication (eg. written, oral, and interpersonal) coursework.

20 – Pre-supervisory Program Development/training program for non-supervisors.

21 – Supervisory Program Development/training program which provides education or training in supervisory principles and techniques in such subjects as personnel policies and practices (including equal employment opportunity, merit promotion, and labor relations); human behavior and motivation, communication processes in supervision, work planning, scheduling, and review; and performance evaluation for first-line supervisors.

22 – Management Program Development/training program which provides mid-management level education or training in the concepts, principles, and theories of such subject matters as public policy formulation and implementation, management principles and practices, quantitative approaches to management, or management planning, organizing, and controlling. (Supervisors of supervisors; GS-14/15 supervisors; GS-14/15 direct reports to Senior Executive Service (SES)

23 – Leadership Development Program Formal developmental program that provides leadership training and development opportunities.

24 – SES Candidate Development - OPM-approved program to prepare potential SES members.

25 – Executive Development Continuing development for leaders above the GS-15 level.

26 – Mentoring Program Formal stand-alone program with established goals, measured outcomes, access open to all who qualify, protégées and mentors paired to facilitate compatibility, training and support provided, company benefits directly.

27 – Coaching Program Formal stand-alone which provides ongoing partnership with an employee and coach that helps employee produce desired results in professional lives.

30 – Employee Orientation Training of a general nature to provide an understanding of the organization and missions of the Federal Government, or the employing agency or activity, or a broad overview and understanding of matters of public policy.

31 – Adult Basic Education - Education or training to provide basic competencies In such subjects as remedial reading, grammar, arithmetic, lip reading, or Braille.

32 – Mandated Training Mandatory training for all employees Government wide. This includes training required by law and/or regulation; such as ethics, information system awareness, safety, or health.

33 – Work-life Training to promote work life (e.g., health and wellness training, employee retirement/benefits training)

34 – Soft Skills Training involving development of employees’ ability to relate to others (e.g., customer service, effective communication, dealing with difficult people).

35 – Agency Specific Agency specific required training that is not addressed in Training Program Type 01. This training type includes IT training on agency proprietary system.
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