	SAMPLE - INSTRUCTIONAL BLUEPRINT
Getting Started with XYZ Transactions Training

COURSE SUMMARY
Given appropriate resources and working system tools, the learner will be able to explain to customers what XYZ services ABC Company performs and successfully locate information in resource documentation and on the computer.

	1
	Welcome to Getting Started with XYZ Transactions!



	
	

	#
	Lesson Name
	Lesson Objective(s)

“Learners will – “   
[when on the job]
	Content Included                             “Learners will –“ 
[during training]
	Tools
	Instructional Approach
	Performance Assessment
	Estimated Delivery Time

	1
	Introduction & Overview
	· Be able to navigate within the online course
· Be able to explain the course scope & content
	· Navigation

· Where course falls in overall curriculum

· Course Structure

· Behavioral Objectives








	· Captivate – navigation

· Dreamweaver
	elearning
	

none
	5 mins

	2
	History & Relationship
	· Understand the relationship between XYZ & ABC companies

· Articulate to members which XYZ services ABC company provides & which can only performed by XYZ company

· Effectively fulfill required roles & responsibilities

· 

	· View information regarding the history & relationship between the XYZ & ABC companies
· Captivate Matching Activity – Identify Services provided by ABC & those by XYZ only
· Captivate activity – select from dropdown - Roles & Responsibilities











	· Dreamweaver

· Captivate
· 
· 
· 
	elearning
	Ongoing feedback during lesson activity
	
10 mins



	3
	Reference Material & Getting Help
	· Successfully locate information in XYZ & ABC reference material.

· Use the support resources for procedural & technical assistance
· 
· 
	· Captivate Activity - Practice identifying the types of information that can be found in ABC & XYZ references. (repurpose from pre-work lessons 1 & 5)

· Be exposed to the support resources concept & info
	· Captivate

· Dreamweaver

· Jobaid


	elearning
	Ongoing feedback during lesson activity


	20 mins

	4
	Security
	· Practice security-related BKMs regarding XYZ transactions.
· 
	· View BKMs around security
· Watch Video
· 
· 
· 
	· DW

· Video

· 


	elearning
	End of lesson quiz/review with feedback
	Video length?

	5
	Fees & Payments

	· Determine the correct fee for a basic transaction

· Determine the correct fee when there is a discrepancy between the fee printed on the renewal notice & the fee displayed on the computer system

· Identify the acceptable forms of payment for XYZ services

· Ensure that payments meet ABC company standards

· Enter multiple payment fields on the computer system

· Manually look up fees.

· Describe situations in which they need to complete a DER

· Complete a DER. 
· 

	· Be exposed to the proper procedure when there is a difference between printed fee and fee displayed on computer system

· Practice looking up fees manually to answer Captivate questions

· Practice determining the correct fee for a basic transaction – Captivate try-it using computer screens?
· Be exposed to key areas on DER

· 







	· Dreamweaver
· Captivate

· 

	elearning
	End of lesson quiz/review with feedback for info not practiced.


	
30 mins?

	6
	Hardware & Software
	· Be able to effectively use F-keys on keyboard to execute XYZ transactions.

· Identify the 3 pieces of hardware that make up the XYZ system



	· Captivate Demo of keyboard


	· 
· Captivate

· Dreamweaver

· Jobaid keyboard map


	elearning
	Do we need quiz on important keys & what each software program is used for?
	10 mins


	
	Summary - 5 min

Review course objectives

Refer to assessment & certificate

· Next Steps
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