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70 – Personnel

[bookmark: TLMS_70_30]70.30     Content Submission Requirements for Uploading Content to the Treasury Learning Management System

[bookmark: TLMS_70_30_1]70.30.1   Purpose.  
This guidance is for functions that wish to have training courseware loaded into the Treasury Learning Management System (TLMS).  It provides an overview of the processes and responsibilities for loading and testing courseware from functions in the TLMS.  The information provided in this guide should be used as a baseline in the design and development of Treasury Inspector General for Tax Administration (TIGTA) e-learning products.  Currently, Treasury bureaus, including TIGTA, are using Articulate and Virtual 508 software to convert content and to make such content compliant with Section 508 of the Rehabilitation Act of 1973, as well as the standards from the Aviation Industry Computer Based Training Committee (AICC) and the Shareable Content Object Reference Model (SCORM).  Currently, a couple members of the Office of Mission Support (OMS)/Leadership and Human Capital (L&HC) team have the software loaded.

[bookmark: TLMS_70_30_2]70.30.2   Background.  
The TLMS is an Internet-accessible system that provides easy access to professional development courses, reference books, and resources.  In addition, TLMS is used by all Treasury bureaus to manage employees’ training needs, including requesting training and recording training activities.

[bookmark: TLMS_70_30_3]70.30.3   Definitions.

e-Learning – Learning that is delivered via electronic means such as computer-based training and Web-based training.

Section 508 Accessibility – Section 508 is part of the Rehabilitation Act of 1973 enacted to overcome barriers in information technology for people with disabilities.  All content made available through electronic means must be 508 compliant.  An accessible document is usable by everyone, including people with disabilities.  People with disabilities must have access to information and data that is comparable to that provided to people who are not individuals with disabilities.  

Articulate – Software to create an e-learning course from Microsoft PowerPoint.
 
Virtual 508 – Software to create accessible and standards compliant web versions of Microsoft Office documents that are more accessible and usable by everyone, including people with disabilities.

SCORM/AICC – Standards from the Aviation Industry Computer Based Training Committee (AICC) and the Shareable Content Object Reference Model (SCORM) are both designed to pass information back and forth between a course and TLMS.  The information is passed through variables, and allows things such as bookmarking, tracking of progress, test scoring and ensuring an employee completes the entire course before it is marked as successful.  

[bookmark: TLMS_70_30_4]70.30.4   Responsibilities.
Course Owner (Program Subject Matter Expert) responsibilities include:

· Initiating the development of a course in Microsoft PowerPoint;  
· Ensuring that the subject matter in the course is presented logically and accurately; 
· Requesting the addition of the course to the TLMS through his/her functional TLMS Administrator/Training Coordinator.  The functional TLMS Administrator will make the request to OMS/L&HC;
· Serving as the point of contact in addition to the functional TLMS Administrator;
· Performing user acceptance testing once the course is loaded into the TLMS staging environment (Run through the course the way an end-user would):
· Does the course load?
· Do you move smoothly through the course? 
· Does the content match what you submitted?
· Does the course record in your Completed Work?
· Can you print the certificate?
· Working with the functional TLMS Administrator and OMS/L&LC to resolve issues that arise during testing;
· Providing all required courseware administrative data to include in TLMS system requirements; and
· Validating that the courseware works properly as intended.
 
Functional Training Coordinator (also Functional TLMS Administrator) responsibilities include:

· Serving as the liaison to the course owner and OMS/L&HC on making content available through the TLMS;
· Sending content and content administrative data (see Section 70.30.6) to *TIGTA OMS TLMS Content;
· Testing content in staging and if the test indicates problems, working with the content owner and OMS/L&HC to resolve;
· Notifying the course owner that the course is in the TLMS staging environment for testing;

· Notifying OMS/L&HC of testing results and informing when to move content to TLMS production; and
· Informing OMS/L&HC of the names of content testers.

The OMS/L&HC responsibilities include:

· Granting access to content testers to the TLMS staging environment;
· Converting content using Articulate and Virtual 508 to ensure the course meets SCORM, AICC, and Section 508 compliance guidelines; 
· Performing content testing to ensure that the course runs properly from a systems standpoint on standard Federal desktops; 
· Informing functional TLMS Administrator when the course is in TLMS staging and ready for testing; and 
· Requesting that the Treasury content manager move the content to production once testing is successful in TLMS staging and that such content is approved for uploading to TLMS production by functional TLMS Administrator.

Treasury Content Manager responsibilities include:

· Ensuring that content is AICC/SCORM and Section 508 compliant;
· Loading the content to the TLMS staging environment; 
· Assisting OMS/L&HC in resolving issues; and 
· Loading content to TLMS production.

[bookmark: TLMS_70_30_5]70.30.5   Guidance for Content Owners. 
Content owners will develop their content in Microsoft PowerPoint.  It is important to use the automated title regions and text regions slide layouts in Microsoft PowerPoint.  The OMS/L&HC will convert content using Articulate and Virtual 508.  Virtual 508 will convert the content to HTML, making the content Section 508 compliant.  This method does not support audio/video/animation, etc.  The course will also be converted using Articulate.  Articulate does support audio/video/animation.  For this reason, the content owner must submit two courses:  one course without borders/audio/video/animation that can be easily converted to make the training 508 compliant; and the other more robust training course with the borders/audio/video/animation.

[bookmark: TLMS_70_30_5_1]70.30.5.1   Microsoft PowerPoint and Virtual 508 Technical Guidelines.  Below are some general recommendations for creating training using Microsoft PowerPoint and Virtual 508 software.  These guidelines were provided by Treasury in support of content development.  

Prepare course presentation in Microsoft PowerPoint.  During your preparation, ensure the following:

· Use slide layouts in Microsoft PowerPoint to create your presentation.  It is important to use the automated title regions and text regions.
· Use animation in Microsoft PowerPoint carefully.  Animation text in Microsoft PowerPoint using “add effect” will be static in HTML.
· Group images on your slides so that when an image is tagged in HTML it is just one image to be tagged instead of multiple images.
· Create charts and tables within Microsoft PowerPoint.  Do not cut and paste them from another program such as Microsoft Excel or Word.
· Do not use sound clips, video clips, java applets, or program objects.  These cannot be easily converted into HTML.

[bookmark: TLMS_70_30_5_2]70.30.5.2   Microsoft PowerPoint and Articulate Technical Guidelines.  These are general recommendations for creating quality training using Articulate software.  This software is used to create e-learning from Microsoft PowerPoint.  The software supports training that includes graphics/photos; audio; and video/animation.  The TLMS supports a short video (about 15 minutes long).

Prepare course presentation in Microsoft PowerPoint.  During your preparation, ensure the following:

· Use slide layouts in Microsoft PowerPoint to create your presentation.  It is important to use the automated title regions and text regions.
· Create charts and tables within Microsoft PowerPoint.  Do not cut and paste them from another program such as Microsoft Excel or Word.

[bookmark: TLMS_70_30_5_3]70.30.5.3   Preparing Content to be Placed into the TLMS.  Review and edit the content of the training course to ensure that the content is correct.  Ensure that all references listed in the content are correct.  In addition, ensure all hyperlinks contained within the content work.

[bookmark: TLMS_70_30_6]70.30.6   Submission of Content.
The functional Training Coordinator/TLMS Administrator will e-mail the two Microsoft PowerPoint presentations to *TIGTA OMS TLMS Content (i.e., one robust and one without audio/visual/borders/animation, etc., that can be easily converted to make 508 compliant).  There is an estimated one to three months-time period from submission of content to availability in TLMS production.

Content must be in Microsoft PowerPoint.  Administrators must include in the e-mail:

· Course title;
· Course description;
· Course objective;
· Course owner;
· Quiz questions and answers, if applicable;
· Audience;
· Proposed date of availability in production; and
· Whether the course is mandatory training for all TIGTA employees.

Note:  Mandatory training for all TIGTA employees will precede other requests to convert and upload content to the TLMS.

[bookmark: TLMS_70_30_7]70.30.7   Description of the Process.
Course owners, functional TLMS Administrators, OMS/L&HC will use the following process for content that will be tested and hosted on the TLMS:

· The OMS/L&HC will convert content using Articulate and Virtual 508 to make AICC/SCORM and section 508 compliant.
· The OMS/L&HC will make a request to Treasury to upload courseware to the TLMS staging environment for testing.  The OMS/L&HC will notify the functional TLMS Administrator when loading is complete and available for testing.
· Content Owner, functional TLMS Administrator, or other designated persons will test their content to ensure that it behaves as expected.  They will also verify that the courseware has been tested and behaves as expected.  The functional TLMS Administrator will inform OMS/L&HC via e-mail at *TIGTA OMS TLMS Content that the content is ready to be moved to TLMS production. 
· Based on the verification from the functional TLMS Administrator, OMS/L&HC will request that Treasury move the courseware to TLMS production.

[bookmark: TLMS_70_30_8]70.30.8   Additional Guidance.  
For additional training guidance, please see Chapter (600)-70.19 Training in the TIGTA Operations Manual.
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