	1. Pre-Approval Process 

	2. Initial Contact

	Sponsor or DAU Learning Asset Manager (LAM), or Learning Director (LD), or other
Contacts DAU Production Manager (PM) regarding a new or updated hosted module.Business Rules
· Modules MUST be approved by the Requirements Review Board before deployment process begins.
· Missing forms and, failed tests stop and therefore delay the deployment process.
· PM is the DAU liaison for all. Communication funnels through the PM.
· FAI liaison/LAM for ALL FAC modules MUST be contacted when any new requests come in, and on completion of projects. 
· The LAM and Learning Director (LD) are responsible for ensuring content is up to date, and responding to module tickets.
· 



	DAU Hosting Services Program Manager (PM)  CHRIS STJOHN – 703-805-4561
· Provides sponsor with 000_REF_CLM_Hosting_Jobaid, the Requirement Request Review Form and the link to Blackboard (BB) for hosting information as well as the folder related to their specific module. Sponsor and developer must sign up for a course or module to access BB. (It does not need to be completed.)

	3. DAU PM Receives Approval from Requirements Review Board

	PM
If new, obtain module number from ILE_help.
Create folder on BB with module name and admin folder (all forms stored here to include a review documents associated with the module.)
Hold Kickoff meeting especially with a new sponsor (optional for existing clients) to verify contact information and communication flow, review process and business rules. ILE_help and or Review Team may participate.
Obtain developer contact information from Sponsor.
Advise sponsor to obtain: docs: 01*, 02*, 03*, 08*; and developer 000*, 01*, 04*, 05*, 06*, 07*, 08*, 09* from BB. Ask Sponsor and Developer to provide questions regarding the process.
Answer questions appropriate to PM and forward to Review Team and ILE_help then send responses to sponsor and developer.
.

	4. Document Submission (blank documents on BB)

	Sponsor/Developer
· Sponsor signs and submits to PM 01 Hosted Courseware Agreement (refer to 02 Hosting Currency Instructions), Go Live Form, Test Bank to PM – PM forwards to Review Team.
· Sponsor prepares module Go Live form.
· Developer prepares test bank (exactly) per DAU test bank template.


	Developer/PM
· If Developer needs access to Test Server for external reviewers, request sent to PM for review and approval.
· Developer conducts SCORM test and submits passing SCORM report 
· Developer conducts 508 compliance test and submits passing 508 report to PM
· Developer signs and submits 508 Authorization to PM.PM who forwards to Review Team for posting to BB. 
· Developer sends SCORM package for posting to AMRDEC SAFE via email to courseware.hosting@dau.mil

	5. Posting and Review
	6. Readying for Deployment
	7. Go Live

	ILE_Help
· Task created and assigned
· Conducts ADL suite on package.
· Notifies PM and Review Team if pass or fail
· If pass, ILE_Help posts and notifies PM and Review Team.
· Package is posted to Test Server
	ILE_Help
Upload programmed lessons to Production Server
	Review Team
Emails Go Live sheet to ILE_Help 

	If fails – PM/Developer
PM notifies Sponsor and Developer
Developer > Fix; repeat request for posting as above
This process repeats until the module meets DAU’s requirements as stated in 01 Hosted Courseware Agreement.
	Review Team
Load test bank
Conduct Final Quality Review (FQR).
Notify PM of FQR results, if pass proceed to deployment 
If fail, PM returns to Sponsor
Post review results to BB in module folders
	ILE_Help
Emails Go Live form to ATRRS / Scheduling

	Review Team
Conduct 508 verification testing
Conduct Limited Quality Review (LQR)
Notify P/M of review results
Review Go Live and formatted test bank (Word document) and send queries to PM
Post review results, Go Live form, SCORM report and 508 authorization to BlackBoard in module folder
	Sponsor – if continuing issues
Fix 
Return for validation
	PM
Notifies Sponsor module live for 60 day limited deployment
Updates Hosting Module spreadsheet 
Notifies FAI liaison of all FAC live modules, and forwards updated Module spreadsheet
Notifies Survey Administrator of new module and provides him with necessary report information

	PM
Reviews and prioritizes any actions
Forwards review results to sponsor with recommended actions
Sends Test Bank and Go Live queries (if any) to Sponsor
	PM
If Go Live queries, forwards to Sponsor
If all criteria met, Review Team and ILE_Help advised to go live
	Review Team
Update CLM Spreadsheet

	Sponsor/Developer
Finalize Test Bank and Go Live and return to PM (if queried)
	Sponsor
If needed, finalizes and submits course description,CLPs to PM
	Survey Administrator
Adds new module to report schedule

	PM
Approves moving validated package to next phase
	
	Fait accompli
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[bookmark: _GoBack]Blackboard Hhosting Iinformation: https://myclass.dau.mil/bbcswebdav/xid-650468_4
BlackBoard >> Content Collection >> institution >>LAMP >> Hosting Information updated by PM

BlackBoard >> Content Collection >> institution >>LAMP >> Module Spread sheet Archive updated by Review Team contains a listing of all CLMs.

* BB Forms, Documents, Instructions and Reference 
NOTE: A Contractor may request a limited access BB account to obtain below documentation.

Sponsor Forms and Documents
00_AMRDEC SAFE Guide.pdf	Designed to provide an alternative way to send files up to 2GB.
00_LCIC Requirements Review Form.docx	Board reviews requests every month
	Will notify PM when approved
01_Hosted Courseware Agreement.docx	Signed by Sponsor and provided to developer, stored on BB
02_Hosting_currency_instructions.docx	Description of Currency as it referenced in the Hosted Courseware 
	Agreement
03_Module_GoliveSheet.doc	Best if initiated early
	Describes module and presented to student on Welcome Page
Developer Forms
04_DEV_Courseware_System_Requirements.pdf	Operating system info for developer
05_DEV_Authorization_Section508.docx		Statement signed by developer that verifies document meets 508
		requirements to be submitted with 508 compliance report
06_DEV_HowToBrowse.pptx	Directions for browsing on Test and Production
07_DEV_AddingSurveyExamSco.doc	Instructions for SCO structure
08_DEV_TestBankFormat.docx	Format of test bank (must match template exactly)
09_DEV_Upload_package_to_SAFE.docx	Instructions for uploading SCORM packages to DAU’s site
General Reference
REF_CLM_Hosting_Jobaid.docx	This document
REF_DEV_Creating Accessible Flash Course.pdf	Reference document for developer
REF_DEV_Hosting Schedule_Sample.docx	Sample schedule
REF_eLearning_Asset_Dev_Guide_v.2_2011.doc	Most current developer’s guide
REF_DEV_Sample_508_ Impact Report.pdf	Sample 508 report (actual report to be included with 
	Authorization Section 508 form)

 Note: Developers should verify current Section 508 requirements and standards through http://www.section508.gov or
https://myclass.dau.mil/webapps/cmsmain/webui/_xy-1221600_4-t_4K9aqvXk
