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MODERN DCPDS TRAINING MODULE

TRAINING PREPARATION

Lesson Plan

Purpose
This lesson plan discusses some techniques and methods to assist CPOC and CPAC staff when they are conducting training in modern DCPDS, and provides technical information related to classroom preparation and access to materials.  

Target audience
This training is intended for the following audiences:

· CPOC and CPAC staff members who will be training other users on modern DCPDS.

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

· Know what reference materials cover this topic, and where to find them.

· Prepare to conduct training in modern DCPDS.

· Set up a classroom for modern DCPDS training.

· Identify the key players and their roles in modern DCDPS training.

· Get training materials, lesson plans, etc.

· Know where to find current policy and procedures covering TDY/travel funding and printing costs.

· Conduct a class, handle questions and keep on track.

· Know how to report on the completion of the class.

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

· Fundamentals of modern DCPDS (recommended).

Related training
The following training course provides related information:

· Instructional Methods.

Synopsis of lesson
This module contains the following:  

· Instructor-led discussion.

· Demonstrations.

Estimated time
This module takes up to 2 hours to complete (depending on depth of coverage of technical information).

Reference materials
The following references are applicable to this module:

· N/A.

Handouts
The following handouts should be provided to each student:

· Copy of this lesson plan (Training Preparation LP.doc)
· Standard agendas (CPOC, CPAC, End User) (select agendas depending on audience)
· Citrix client installation instructions (Citrix Install.doc)

Classroom setup
This module requires the following: 

· Internet access and an Internet browser on the instructor’s workstation (preferably also on student workstations).

· 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: 

· No database preparation is required for this module.

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 – General Preparation for Training

Purpose
This lesson covers the following:

· Hints and information to help you prepare for and conduct training in modern DCPDS.

Background
Provide the following background information to the class:

· Many of you have been selected to conduct training in modern DCPDS without having had much experience in using this new system; some of you may not have had much experience in conducting training classes, either.

· This module is provided to help you prepare for and conduct this training.   A lot of this material is common sense, but it also includes some specific things you should be aware of that pertain to the modern DCPDS.

Overview
This discussion (and lesson plan) has been organized into several parts:

· Advance preparation – things you need to do before leaving to conduct the training class.

· Includes a section on the CPOCMA MDCPDS training website and the training materials available there.

· Classroom setup – things you need to check in the classroom before training starts.

· Hints for conducting the class itself.

Advance preparation and practice
Advance preparation prior to conducting training is critical.  This phase will usually require substantially more time than the actual class itself – at least the first time.

Run through the lesson plans for all modules that you will be teaching at least once – preferably several times.  Connect to the training database and make sure you understand how to perform all the covered operations and that they work as expected.  Make sure the User IDs work, and that they have the appropriate authorities to perform operations.  

PRACTICE – PRACTICE – PRACTICE!

The instructional  team
The instructional team is the group of people who will actually be in the classroom conducting the training.

· Except for very small classes (6 or less), you should always have at least two people conducting a class for modern DCPDS.  One will be the primary instructor, usually speaking from the front of the room, and the other should be walking around the room to provide individual assistance to students.

· If the class is large (15 or more students), it is better to have three people in the room – rule of thumb: one talk, two walk.

· Using a “driver” – depending on the classroom layout, it sometimes helps to have one person operating the instructor workstation while another talks.  (You will usually still need a “walker” unless students are not using their computers.)

· Decide well in advance who will be doing what during each lesson – who will be talking, who will be walking, who will be driving (if used).

· If you are a CPAC employee preparing to conduct training for end users, it helps to have a CPOC person on site to answer questions that might come up during the training, particularly for frequent user classes.  Second best, have a CPOC representative available telephonically.

· Make sure that the instructional team members all know the class dates, times, location, etc.  

Team teaching
Although one member of the instructional team is designated as the primary instructor for each module, each person on the instructional team should be encouraged to contribute:

· Since all of us are new to this system, and none of us are experts, it will enhance the students’ learning if the other team members can contribute insights or answer questions.  The primary instructor needs to be willing to accept commentary provided by other team members.

· It helps to have one team member following along in the lesson plan (this is sometimes difficult for the primary instructor to do without appearing to be just reading) and bring up points that may have been missed or help in keeping the class on track with the lesson plan. 

The support team
The support team is the people who are supporting your class but not actually present in the classroom.  These include:

· A systems person who can assist with setting up workstations and can help resolve systems (technical) problems that arise during class.  This will usually be a PSM from a CPAC, or an ISD staff member from the CPOC, or a DOIM staff member from the installation.

· The training coordinator for the class who knows who should be attending, usually someone from HRDD or a CPAC equivalent.

· The classroom “owner” – the person who controls the classroom. 

· CPOCMA (SMD or TMD) needs to be informed about the class to insure training database availability and to resolve any user ID/password problems.

Make sure that all these people know the dates and times of your classes, and that you know how to contact all of them.  They should be “standing by” during class sessions (accessible by phone), or provide a suitable alternative.  Keep in mind that classroom training is expensive to conduct, and having support available to take care of problems will help insure that the students get a good training session.

Modern DCPDS Training Web Site

Location
CPOCMA is maintaining a web site specifically for modern DCPDS training.  We’re going to take a quick tour so you know what kinds of information and materials are available.

Using the Internet browser, navigate to the CPOCMA MDCPDS web site (http://www.cpocma.army.mil/mdcpds).  Students should follow along if they have Internet access on their workstations.  Point out the following:

You can also get to this page via CPOL, several different ways:

· Modernization ( Training Materials.

· Regional Homepages( CPOCMA’s Homepage ( Divisions ( Training Management ( Tools ( Modern DCPDS.

· Training ( Training Management Division (CPOCMA) ( Tools ( Modern DCPDS.

Home page
The modern DCPDS training home page contains links to various subordinate pages, which will be covered next.  

· The home page also contains information about recent changes (“New Stuff”).  Keep an eye on this section to see what’s new and different (the posting date is included with each item).

· Show the pages below as you discuss them.

Desk Guide
The Desk Guide is an on-line reference tool for use by CPAC staff and frequent end users.  It’s an alternative to the full User Guide, which is very large and covers a lot of material about processing personnel actions that is not applicable to these users .  This page also contains:

· An MS Word version of the Guide that you can print and distribute as a handout when conducting CPAC and frequent end user training sessions

· The “Modern DCPDS Short Guide” (an 8-page abbreviated version of the Desk Guide) that you can download, print, and distribute to infrequent end users.

· A link to a downloadable “Quick Start” card which is intended to assist new users when they receive their user IDs.  CPOCs may want to tailor this to their region – make the logon process specific, etc.

Training Course Evaluation
This is an on-line end of course evaluation that your students can complete and submit.  

· More information will be provided later in this lesson.

· The results from this form will be used by CPOCMA TMD to monitor training quality and trends.  Results are also sent periodically to the region from which the evaluations originate.

· When your students complete this form at the end of their class, it helps to tell them what type of training they have just had (CPOC, CPAC, frequent user, etc.).  You can also review the other “common” items (location, date, etc. at the top of the form).

Trainer’s Page
This page contains hints and information for modern DCPDS trainers (similar to some of the information in this lesson).

Instructor’s Report
This is a simple on-line form for reporting on modern DCPDS training.  

· One form is to be completed and submitted by the primary instructor for each modern DCPDS training session conducted.  

· CPOCMA TMD will use the information from this form to compile Army-wide training statistics and monitor training quality and problems.

· Show the drop down menu for type of training.  These are the basic categories of training classes that we’ve identified – and these are the categories that your students will use when filling out their evaluations.  

Job Aids
These are on-line and downloadable aids that are primarily for CPOC use to assist in processing personnel actions in modern DCDPS.

· These supplement the information in the User Guide, providing more detailed information or instructions specific to Army use.

· They are arranged by type of action.

· We’re trying to provide both a downloadable Word version and an on-line version of each aid (but not all have both).  The Word versions are generally more detailed (with screen dumps, etc.).  There’s also a consolidated file (downloadable) at the top of the page if you want the whole set (Word version).

· Some of the job aids are about other topics (not personnel actions) and may be useful to other (non-CPOC) users (e.g., Histories and Lists, Civilian Inbox).  These are in the “Other Actions” category.

Tools
This page contains data element locators, nature of action table, DIN crosswalk, RIP Ready list.  

· The Data Element Locator is for locating a specific data element in modern DCPDS. It was covered in the “Accessing Records” lesson (if the locator has not been covered with the class, you can cover it here).  

· A revised version of this locator is under development.  It contains a search engine to make locating items easier, and some data element definitions (the start of a data element dictionary for modern DCPDS).

· Because of its universal appeal, this particular tool may be migrated to CPOL at some point.

· The CSU data element locator is for use with the CSU Application.  The same locator is found at the end of the Desk Guide.  

· The RPA data element locator can assist in locating data when starting from an RPA (this locator is being reviewed for accuracy).

· The remaining tools are special purpose tools with limited appeal.

Training Materials
Lesson plans, handouts, and other materials for use in conducting training (this will be covered in more detail in the next section).

Reference Materials
Various downloadable files and/or links to other web sites.  This includes:

· The CPMS User Guide (with three options):

· A link to the CPMS page that has the Guide by chapter in Adobe Acrobat (for on-screen viewing).

· A link to the Guide by chapter in MS Word (alternative to Adobe) – for on-screen viewing or downloading of individual chapters.  Also includes a linked version of the User Guide index.

· Downloadable zipped files, by module – use these to download and print large sections of the Guide.

· A link to the CPMS page containing their list of work-arounds.

· A link to the OPM website page containing on-line versions of the CPDF manuals and the Guide to Processing Personnel Actions.

· There’s also a link to the GPPA on the NC website – this is an HTML version rather than Adobe Acrobat.

Exercises
(under development)  Will contain refresher exercises for CPOC staff who have been through basic modern DCPDS training but have not yet deployed.

Training Plan
Information on the Army’s overall modern DCPDS training strategy.  This includes such things as roles and responsibilities, scheduling of training, training database access and user IDs, funding, and types of training sessions.

Charter Team
Information of interest to the Charter Team.  

· This page contains a copy of the downloadable file needed for Citrix installations (to be covered later in this lesson).

· It also contains two links that can be used to access the training database (one for HR and one for the CSU Application) via the Internet (handy for home or TDY use).

Business Objects Application
Links to a page containing the PowerPoint modules used in Business Objects Application training.  Includes an outline to indicate what is covered in each module.

Training Materials

Overview
The Training Materials page contains materials needed to prepare for and conduct modern DCPDS training.   This includes standard training modules (lesson plans) and standard agendas and curricula guides.

· Navigate to the “Training Materials” page.  This page contains the following links (show each page as you describe it):

Ala Carte Training Materials
All lesson plans, backup (PowerPoint) files, and other training materials are available on this page as downloadable MS Word documents.  

· The “lesson plan” is the basic unit for modern DCPDS training.  Lesson plans are shown in bold on the list, supporting documents are listed below the lesson plan (supporting files are also listed in the lesson plan).

· Point out the top of this page which explains the naming conventions used for different types of training materials.  Backup files are discussed below (next section). 

· Materials get updated regularly; keep an eye on the “posting date.”  

· Demonstrate how to download a lesson plan and save it on your workstation (or open it from the Internet and print it).

Backup presentations
PowerPoint files are provided as a contingency for hands-on  training for many modules in the event the system is inoperable or communications are on the blink.  

· These generally consist of “screen dumps” that follow the same outline as the lesson plan, so you can run a PowerPoint “slide show” and at least show the class what they would be seeing if the system were up. 

· Backup files for lesson plans are listed on the “ala carte” training materials page right after the lesson to which they pertain (they are also included in the packaged training materials).  They all have a .PPT extension (PowerPoint).

Packaged Training Materials
This page contains the same lesson plans and training materials as the “Ala Carte” page, but they have been bundled or packaged for convenience into self-extracting files for ease in downloading and transporting to a training site (files are limited in size so they will fit on a floppy diskette).

· As a general rule, file names ending in “LP” contain lesson plans, and those ending in “PPT” are backup slide shows.

· The bottom section of the page contains all the files needed for CPAC training (and for CPAC use in conducting end user training).

· If students are not familiar with self-extracting archive files, abbreviated instructions are included at the top of the page.

Training Library
This page contains draft lessons and training materials that have not yet been incorporated into the standard curricula. 

· If the module or topic that you need to conduct training is not available on the ala carte page, check the library page to see if any draft materials are available.

Standard course agendas
Standard agendas for the most common audiences (CPOC staffs, CPAC staffs, and end users (frequent or “super” users, and infrequent users) have been developed (show the three “Training Agenda” pages):

· Handouts and other supplemental materials recommended for each type of class are shown.

· The CPOC page contains recommended generalist, staffer, and classifier agendas.  There is an expanded (generalist) agenda that provides more detail to assist in planning the class, and a worksheet that students can use.  Modify these as necessary for your situation.

· These agendas can be printed directly from the Internet and used as handouts for the class and as a guide to use in preparing for the course.

Nonstandard curricula
For other audiences, there is information to assist in putting together a course for a specific group (other than the standard audiences). 

Navigate to the “Curricula Guide” page.

· The “curricula guide” is a lesson plan grid that lists all of the training modules and indicates what audiences are appropriate for each lesson.

· Lesson plans are modular in format, so that trainers can put together the appropriate series of lessons for a particular audience.

· For example, to conduct a class for CPOC HRD staff, you would select all the lessons that are marked under the “HRD” column.

· If you are preparing to teach a different, non-standard audience, use the lesson plan grid to identify appropriate lessons for that group.

Advance Preparation

Preparing training materials
When preparing to conduct a modern DCPDS training course, start with the training materials on the CPOCMA MDCPDS web site.

· Identify what lessons will be needed, and download all of the lesson plans and other training materials that will be needed.  Also download any backup files for the lessons you are using and carry them with you (on disk) to the training site.

· Print sufficient copies of handouts that will be needed for the class, including the class agenda and any other guides (see below).  

· Do NOT print more copies than you will need for the immediate future since the handouts and reference materials change fairly regularly.

Other training supplies
You might want to consider some of the following:

· “Coveted prizes.”  You may want to get some nominal-value fun “trinkets” that you can give out while conducting class to reward correct answers to questions, first student to complete an exercise, etc.

· If you are presenting completion certificates, get a supply of them from your organization.

· Have a supply of gummed tabs available for students to mark important sections of their manual.

· A laser pointer or comparable tool is handy for pointing out items on the projected screens.

Handouts for classes
Recommended handouts for standard classes (CPOC, CPAC, etc.) are shown on the agenda (on the web page) for each type of class.  This information is consolidated here:

· CPOC class participants should have access to segments of the DOD User Guide pertaining to their functional area, for example, Classifiers should have a copy of the Position module.  Virtually all CPOC users should also have access to the Fundamentals module (module 1).  

· The DOD User Guide is available on the Internet (Adobe or Word files for viewing or downloading), so CPOC users will not necessarily need to have their own personal hard copy if they will only be referring to it once in a while (show (or remind the class) where this is located on the CPOCMA MDCPDS training page).  However, in a training environment, the preferred option is to have a set of User Guides available for in-classroom use.

· CPOC classes should also have hard copies of any job aids that correspond to the specific lessons they are covering. 

· CPAC classes should have a copy of the Modern DCPDS Desk Guide.  This is a greatly condensed version of the User Guide (about 120 pages).

· CPAC users who are involved in OTA should also receive a copy of the OTA Desk Guide Supplement (note: not being used at this time).

· End User classes fall into two categories:

· Frequent end users (super users) should also receive a copy of the Desk Guide. 

· Infrequent end users (most managers and supervisors) should receive a copy of the Short Guide to Modern DCDPS.  This is a very short (8 page) summary of key functions.

· All users should get a copy of the Quick Start card.  Alternately, regions can elect to tailor this card to their region’s procedures (correct logon procedure, name of default inbox view, etc.), and provide this when they provide user IDs.

Funding for printing, TDY, and travel
Starting in FY01, each region is funding their own training efforts relating to modern DCPDS.  This includes printing costs and travel and TDY costs for trainers and trainees.  See the “Training Plan” page of the CPOCMA MDCPDS web site for the most current information..

Classroom requirements
Contact the “owner” of the classroom (training site POC) where you will be conducting your training.  Make sure that the classroom meets the requirements:

· Student workstations (and the instructor workstation) must have access to the Internet (to use a Citrix client) and a web browser (if your lessons require WWW access).  

· You will need to be able to load software on the workstations – specifically a Citrix client.  

· Workstations should be capable of 1024x768 resolution.  A lower resolution (800x600) will work but is not ideal (requires more scrolling).

· The instructor workstation should control a data projector.  It will also need to be able to run PowerPoint and connect to the Internet.

· Make sure that at the classroom has a printer installed and configured (at least for the instructor workstation).

· Try to arrange it so that you can get access to the classroom well before your class begins and run a check to see how the communications work between the classroom and the CPOCMA training database.  This can be done by loading Citrix on one or more workstations and logging into the training database and performing a few typical operations.  Contact the installation DOIM (or whoever performs a comparable function) if speed is excessively slow or contact cannot be made with the training database.

· Coordinate class hours with the training site POC.

Database preparation
There are several areas you need to check regarding the training database before your class:

· You will need to have appropriate user IDs and passwords for your students (and the instructor).  Find out what they are, and have cards or sheets for the students with this information.  Sets of user IDs for CPAC and end user classes are being issued to the CPOC. 

· All logons for your students (and yourself, as the instructor) should have the same roles and responsibilities, so that everyone in the class sees the same thing on their screen as you have on yours.

· You may need to have a special Citrix logon for the classroom.  This needs to be arranged with CPOCMA SMD.  

· You might want to have the classroom printer registered in the training database (through CPOCMA SMD), although end user classes do not need a registered printer – they will still be able to print using Ghostview.

· Some lessons require that the database contain certain records (for instance, if you are doing a lesson on a change to lower grade, students will need an employee record and a vacant, lower graded position to which that employee can be assigned).  These situations are indicated in the lesson plans.  If this is the case, check to be sure that the database is properly prepared.

Privacy Act
The training database being used for hands-on training is a copy of a “real” database from an Army region.  As such it contains records of real people, so there are some Privacy Act considerations of which trainers need to be aware.  

· To help reduce this concern, some organizational segments of the database has been “sanitized,” i.e., names and social security numbers of employees in these organizations have been changed.   

· CPOCMA issues different types of user IDs for modern DCPDS training depending on the type of group being trained: 

· User IDs for end users (those outside of the civilian personnel community) are restricted to sanitized records and are not able to access or view any non-sanitized records.  They are also unable to update the database.  These same user IDs are used for CPAC training.  They do not include user IDs for the CSU Application (these records cannot be sanitized).

· User IDs for CPOC training may have access to un-sanitized segments of the database, and have capability of updating the database.

It is very important that trainers use END USER accounts when training end users to avoid any possible Privacy Act concerns, and that coverage of the CSU Application be limited to a slide show, not a hands-on session (an appropriate PowerPoint briefing is available as part of the training materials).  

User IDs for CPAC and end user training
You may want to log on with a typical CPAC/end user ID while reviewing the following:

Although we try to make the user IDs as realistic as possible, there are several differences between training user IDs and user IDs in a live environment.  The chief difference is that CPAC/end user IDs for training provide three different responsibilities (“hats”):  CSU (CPAC), RMB (resource management), and SUPV (supervisor or manager).  

· In a live environment, each of these hats would require a separate user ID since each one would have a different “routing indicator” – the suffix of the user ID which identifies the user as a manager, resource manager, or CPAC personnelist.  For instance, CPAC user IDs end in /CPG.  

· Since the user ID is also the name of the user’s personal inbox, the routing indicator part of the user ID is used in productivity calculations (how long an action is in a CPAC box, a manager’s box, etc.).  

· Other differences:  

· The construction of the user ID may vary.  In training, we are using first name [period] last name [slash] routing indicator, e.g., JOHN.MILLER/MGR.  Regions will probably be using the same convention as the PPI user ID (last name first initial – plus the routing indicator), e.g., MILLERJ/MGR.

· Access to records.  In a live environment, a CPAC user would have access to all the records at the CPAC installation.  In the training user ID (CSU hat), access is to one UIC.

· User IDs are issued in sets of 20, with each ID in a set having access to the same set of records (they all use the same secure user ID).  In a live environment, each user’s access to records would be specific to that individual.

Instructional Module – Classroom setup

Purpose
This segment covers things you need to do (or check) in the classroom before your class starts.  These should be done the day before the training if at all possible.

Instructor workstation
· Load any training materials that you might need to access onto the instructor workstation, particularly any PowerPoint briefings (including the backup slide shows that you will use in the event of systems problems).  Don’t try to run PowerPoint slide shows directly from a diskette!

· Make sure you know how to operate the data projector and that it is working.  Find out where to get a new bulb.

· Check the resolution on the projector.  Set the resolution on the instructor’s workstation to the highest that it will clearly display (1024x768 if possible, otherwise, 800x600).

· If you are going to be browsing on the Internet, make sure the browser is working and that you can connect to the site(s) you will be accessing during class.

Workstation preparation
All workstations (including the instructor’s) need to be turned on and checked.

· Make sure that you can log on to Windows (get Windows logon information from the classroom POC).

· Load Citrix clients onto the workstations if this has not been done.  

Pass out the Citrix installation instructions (Citrix Install.doc) and review them with the class.  Demonstrate the installation process.

· Once the Citrix clients have been loaded, test them to make sure they are working (connecting to the training database).

· If necessary, reset monitor resolution to 1024x768 (covered next).  

Resetting monitor resolution
Demonstrate how to re-set monitor resolution as follows (Windows NT):

· On the Windows desktop, right-click with your mouse (away from any icons or shortcuts).

· On the Properties window, select the tab labeled “Settings”.

· Move the slidebar in the “Desktop Area” section to the desired resolution (1024 x 768 is recommended, or 800 x 600 as an alternative).

· Press the <Test> button.  The monitor will enter a test mode for about 5 seconds, during which you will see a test pattern.  The test pattern will disappear on its own, then you answer whether you saw the bitmap properly.  

· If you did, click <Yes>, and then click <OK> to apply the new resolution.

· If you did not see the test pattern correctly, click <No> and do not re-set the resolution – click <Cancel> to exit the Properties window without changing anything.

Printing
If the classroom has a printer, make sure the student and instructor workstations are set up to access that printer.  Try connecting to the training database and printing a report or form (this can be done thru Ghostview if the printer is not an IP-addressable printer that has been registered in the training database UNIX server).

Other classroom tools
You should have the following available in the classroom:

· Whyteboard and/or an easel with butcher-block paper.

· A laser pointer or other pointing device is handy for focusing audience attention on specific items on the display screen.

· Supply of markers available (regular and whyteboard).

· Table tents for students (and instructors) to write their names.

· Access to a phone – find out where and how to use.

· 3-hole punch, stapler, post-it notes, extra butcher block pads.

· Make sure you know how to operate the lights.

Reference materials
If reference materials are being used (e.g., User Guide), make sure they are in the classroom.  

Instructional Module – Conducting the Class

Purpose
This segment contains hints for your actual training session.

Before class starts
· Get lots of sleep the night before you conduct training.  These are not good nights to be out partying!

· Before class begins, start up any programs that you know you will be using (for example, if you are beginning with an overview PowerPoint briefing, start up PowerPoint and retrieve the overview briefing).  Minimize the program so it can be quickly started up when you’re ready for it.

· Start up all student workstations and log on to Windows.  Leave the workstations on but turn off the monitors.  Then, when you are ready for the students to begin their first hands-on segment, they can just turn on their monitors.

· Turn on and adjust the data projector and instructor workstation.

Opening the class
Begin your training class with the following:

· If possible, have your CPOC director, CPAC director, or a top activity manager (depending on audience) open the class to demonstrate management support.

· Welcome.

· Review of agenda and purpose of class; review objectives.

· Introduce the instructional team, put phone numbers and/or email addresses on the board.

· Have attendees introduce themselves and write their name on their table tents.  During their introductions, you should have the attendees give a brief indication of their experience with the PPI suite (PERSACTION, etc.) to gauge the level of knowledge of the class, also where they work and what their job is.   Note:  you may want to abbreviate the class introductions for an infrequent end user class (lasting less than half a day).

· Review administrative information (class hours, rest rooms, breaks and coffee availability, smoking areas, lunch arrangements (if applicable).

Hints for follow-along demos
Many segments of training involve instructor-led computer activity where the class follows along as the instructor performs operations.  

· Be sure to move slowly during this type of activity.  Pause after each operation and let everyone catch up.

· When you are performing critical or tricky operations, tell the class to stop and watch as you demo, then let them do it.

· Move windows around on the projector screen for maximum visibility – move message window up to the top of the screen, etc.

· Walkers:  avoid handling students’ keyboards – tell them what to do, don’t do it for them.

Dealing with questions
Because of the limited time for conducting pre-deployment training, you need to focus on getting through the course material.  Although you do not want to discourage questions, it is important to keep the class moving and not get side-tracked into lengthy, non-productive discussions.

· Keep track of questions that might require a lengthy answer (or that only a few people might be interested in) on butcher block, so you can come back to them at the end of the session or privately with the person asking.

· Have students write their questions on cards and keep them until the end of the session – then, if they have not been answered, collect the questions and address them all at once.

· If you are a “walker” and someone asks you a question privately, share it with the class if it might be of general interest.

· If general interest questions do arise, annotate your lesson plan to make sure you cover them in future sessions (you might also want to pass these on to CPOCMA TMD so we can improve the course materials for others; this can easily be done using the instructor feedback and reporting form discussed below).

· You can pre-arrange to have one of the instructional team (or a student “plant”) ask key questions during a module.

Technical difficulties
· If you have a GPF (general protection fault) on a workstation, exit from the Oracle application.  Wait for at least a minute (to allow the Metaframe server to reset) before logging back in.  

· If a workstation is frozen (can’t exit from Oracle), use Ctrl-Alt-Del and select “Task Manager,” then end the “Privacy Act of 1974” selection from the list of tasks.

· If communications with the training database are extremely bad, contact your systems point of contact to look into possible causes.  

End of course evaluations and reports
At the end of the class, have the students browse to the CPOCMA MDCDPS website and complete the on-line Training Course Evaluation form. This can be done in conjunction with showing them what material is available on this website that they might need, e.g., the on-line Desk Guide.

· Be sure to tell the students what type of training they have just completed so they select the right “type of training (curriculum)” item.

Instructor Feedback and Reporting
One instructor from each class is to complete an on-line Instructor Feedback and Report form, which is on the “Instructor’s Report” page of the CPOCMA MDCPDS website.  This short form will allow CPOCMA TMD to monitor training and collect statistics on number of classes and students trained.  Please include any ideas or suggestions as well as communication or system problems in the “Comments” area of this form.

After class
· Present course completion certificates (if used).

· Complete the on-line Instructor Feedback and Report form.

· At the end of each day, close up the classroom according to the instructions from the training site POC (lights, computers, etc.).

· When all modern DCPDS training is completed at the training site, remove any files you have copied onto workstations, particularly the instructor’s workstation, and restore monitor resolution (if you have changed it).

· Thank the classroom POC.

Summary and conclusion
In this lesson we have discussed a number of hints and techniques to assist you in conducting training in modern DCPDS.

Any questions?  
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