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Summary Design

Learning Environment


· Instructional setting
Instruction will be offered once a quarter (four times a year) and scheduled a year in advance. Instruction should be a two-hour session.


· On-site conference room

· Up to five students

· High-speed Internet access

· Video broadcast on the wall

· Three instructors (PM, webmaster, DBA)

· Software

· MS PowerPoint for presentation

· MS Access for database reports

· MS Excel for capturing, analyzing data

· MS Explorer to highlight locations of folders in network architecture)

· Access to corporate network.

· Instructors

· Strategy: In the first training, each of the instructor’s segments will be filmed. Later, the DBA and Webmaster’s experiences may be edited, and their segments will be taught through video in following sessions. The Project Manager will always teach on-site.

Key areas of the instructor’s teachings will be converted into 5-minute Captivate episodes or video podcasts, to be used as job aids to reinforce the material.


· Roles

· DBA
· Explain how the database functions
· How to pull information through MS Access and MS Excel.
· SME: Database


· Webmaster:
· Explain how the online form information captures and routes information

· How to build content for campaign landing page, thank you page and confirmation e-mail

· How to compile Tracking URL.

· SME: Tracking URLs




· Project Manager:
· Explain how to initiate and create a campaign
· How to access corporate network for different templates
· How to gather data following the campaign
· How to analyze the data to indicate success

· At a different time, will also record Captivate episodes


· Learning Activities/Strategies
The training will use a direct training method, walking the learner through specific procedures, strategies to identify key data points. The instruction will employ the model of 10 and 2: 10 minutes of instruction w/ 2 minutes of feedback. Because the information will be chunked, it’s important to get 6-10 minutes of prepared information w/o interruption to the student. Review time will be available at the end of each segment. 

Throughout the training, the instructors will employ individual exercises. The learner must show ability in each phase, before continuing to the next. 

Once trained, the user will be on their own: Able to navigate the Access database, compile tracking URLs and employ them in the website tracking system. 

The learner needs to see the importance of their role in process, and value the information they provide.

The training will be reinforced by archived Captivate seminars, which will last 30-60 seconds each, reviewing specific areas of the process. 

The group looks for feedback from the users, which will be incredibly important. The content is solid, but how it is delivered is perhaps the most essential part of the module. 

The user’s evaluation will help shape the future of the module. 
· Initiating cues / opportunities:

· Need for a new marketing campaign: Tracking URL process becomes a line item in the kick-off meeting.


· Opportunity for tracking communication: If an online deliverable sends a customer an e-mail upon submission, the customer will automatically receive an e-mail. In the links in that e-mail, Marketing Managers can use Tracking URLs in the links to track how effective the e-mail is in returning customers to the web site. That Tracking URL will appear in Google Analytics reports, gauging the amount of inbound traffic from specific e-mails. 


Example: A customer downloads a white paper from the web site, and is then sent an e-mail with the specific link to the white paper. Also in that e-mail are links to different areas of the website (products, information, more white papers). All the links will have Tracking URLs, and w/ that data, MMs can determine effectiveness of different links. 
