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MDCPDS TRAINING MODULE

POSTING INFORMATION ON THE OTA BULLETIN BOARD

Lesson Plan

Purpose
This lesson plan covers the procedure for posting training announcements, needs surveys, instructions to students and other items on the OTA Bulletin Board. 

Target audience
This training is intended for the following audience:

· HRD Specialists in CPOC, CPAC Specialists, and others who are authorized to post information on the OTA Bulletin Board.



Objectives
After completing this module, participants will be able to:

· Understand the data fields that make up the Bulletin Board input window

· Post authorized announcements and other information on the OTA Bulletin Board. 

Prerequisites
Students must have completed the following module(s) prior to attending this session (or have been through comparable training):

· Fundamentals

· OTA Overview 

Related training
The following modules provide related information:

· Enrollments

Synopsis of lesson
This module contains the following:  

· Instructor demonstration (participants follow along).

· PowerPoint slide show is provided as a contingency.
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Lesson Plan, Continued

Estimated time
This module takes approximately 15 minutes to complete.

Reference materials
The following references are applicable to this module:

· Modern DCPDS User’s Guide (Aug 99), module 7, chapter 2, pp. 45-47.

· Modern DCPDS Desk Guide (18 January 2000), pp. 93-95.



Handouts
The following handouts should be provided to each student:

· None

Classroom setup
This module requires the following:

· A computer classroom with workstations that have access to modern DCPDS (CPOCMA training database or regional training database or regional live database) using either Metaframe (Citrix client) or an Oracle client.

· An instructor workstation with the same connectivity plus a hook up to a data projector and the capability of running Microsoft PowerPoint 97.

· Access to a printer (if applicable) – know the printer name.

· Butcher block paper and/or whyteboard.

Preparation
Prior to conducting this module, the following tasks need to be completed:

· Appropriate student user IDs and passwords need to be set up, with the following roles and responsibilities (provide each student with a printed page or card showing their logon and password):  

· CIVDOD OTA TRN ADM

· CIVDOD PERSONNELIST OTA

· CIVDOD OTA ORG TRN MONITOR (if authorized)

· Others if authorized

· User ID and password for the instructor: CIVDOD OTA TRN ADM.
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Lesson Plan, Continued

Notes to instructor
In the instructional module, the following format conventions are used:

· Actions that you are to perform are shown in bold (e.g., Click the <OK> button.)  Buttons that you are to click are shown in angle brackets.  Successive steps are both bulleted and in bold type.

· Points that you are to share with the class are so indicated, and are bulleted.

· Additional notes to the instructor are shown in italics (e.g., Make sure all students are successfully logged on before proceeding.)

· Underlined spaces are used to indicate items that you need to know in advance (e.g., Retrieve position number __________).  Hint:  fill these out in your copy of this lesson plan before you teach this module – and check to make sure the item works.

Instructional Module

Purpose
This portion of the module covers the following:

· Introduction to the data fields that make up the Bulletin Board input window

· Step-by-step demonstration of  procedure used to post authorized announcements and other information on the OTA Bulletin Board

Background
Provide the following background information to the class:

· The OTA Bulletin Board is the primary means of announcing annual needs surveys, announcing training classes, providing information on changes, cancellations, student instructions and other HRD topics.

· All personnel may be assigned access to VIEW the Bulletin Board.

· Only HRD specialists at CPOC, CPAC personnel, and selected others will be assigned access to POST INFORMATION on the Bulletin Board.
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Instructional Module, Continued
PowerPoint Slides
--Introduce the topic, show slides 1-4 of OTA-Bulletin Board-Scr.ppt, which illustrates how users can access the OTA Bulletin Board in order to find current information about training events in their region.

· Slide 1: Responsibilities Window:  Choose responsibility

· Slide 2: Navigator Window: Choose Bulletin Board

· Slide 3: Bulletin Board (blank): Use F7, F8 to populate screen

· Slide 4: Bulletin Board (populated): Identify data elements

--Note these slides may be used if you are unable to access modern DCPDS.


Select a 

Responsibility
Highlight <CIVDOD OTA Personnelist>

Navigator

Screen
Scroll down to or Highlight <Bulletin Board>

Click <Open>

Reading the Bulletin Board
Point Out.  

· Appears nothing is on the bulletin board.

· To display message on the bulletin board  - Press F8
· Post Date Block is date message is posted

· Title Block is title of message

· Expiration Date is date message expires

· Text block provides information about the message

· Scroll down to view next message or place cursor in box next to message that you wish to view.
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Instructional Module, Continued
Posting to the

Bulletin Board
· Click the mouse in a blank Title block and type the title of your message.

    (Or add a new record by clicking on the green plus icon.)

· Type your message in the Title block.  Tab to Expiration Date.

· Type in your Expiration Date or Click the <LOV> to select the date.

· Use mouse to place cursor in Text block.  Enter appropriate text.

· Click <Save>  (Yellow disk on menu bar)

Point out:

· Post date is automatically populated with today's date.

· Message at bottom - Transaction complete - 1 record applied and saved.

· To find out whom posted a particular entry Click on <Help> above the toolbar.  Then Click on <About This Record>. 

To Exit

Click <Action> top left hand side of window.  Select Close Form on drop down window.

Assumption
Did not log students out of system, as a different module should be presented.

Summary and conclusion
In this module we have learned how to:

· Access the OTA Bulletin Board to read new announcements

· Post our own announcement on the OTA Bulletin Board

Any questions?  
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