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As the Departnment noves forward aggressively to deliver a conprehensive
CONNECTI ONS system the inportance of appropriate training for users to
efficiently interact with the new technol ogy can not be underestimted. The
following details the training program being put together so that each |oca
district or agency can do inforned planning. There is also a separate
|etter being issued to all Terminal Security Coordinators to informthem of
the plans to establish User I Ds for CONNECTI ONS.

The training program for Conponent One wll begin in June as the
installation of CONNECTIONS sites accelerates. There are six basic
conmponents of this plan:

to provide "Oientation to Conputer Based Training" (CBT) and an
overview for selected district and agency representati ves;

to deliver CBT courses directly through the conputer;

to provide a handbook for all LAN Adm nistrators;

to provide "LAN Admnistration" training for two representatives
fromeach site which has Connections Server equi pnent install ed;

to provide on-site technical assistance; and

to provide an 800 nunber Hel pli ne.

The original plan called for two days of <classroom training for each
CONNECTI ONS participant, but it becane readily apparent that two days woul d
be woeful |y inadequate. In addition, because of the constricted schedul e,
it would be nearly inpossible to deliver the training in the tine
remaining. To deal with these real constraints, the CONNECTI ONS contractors
proposed to use Computer Based Trai ning which had been highly successful in
the Texas CAPS project as the primary training vehicle.

What is CBT?
CBT is a nmeans of providing training through a personal conputer and a

sof tware program The software presents infornmation to the trainee on the
conmputer screen and also allows the trainee to interact with the software.

Why CBT?

CBT was selected as the nodality to deliver training to the workers for
several inportant reasons. Forenmost is the level of flexibility that CBT
provi des that cannot be achieved with traditional classroomtraining. The

CBT can be used at the convenience of trainees, so inportant in their fast
paced, often crisis driven days. Discrete nodules allow workers to break up
the training in manageabl e pieces and practice at their discretion prior to
going to the next topic. Wrkers wll not have to absorb the entire
curriculumin a concentrated nunber of classroom days.



Date May 31, 1996
Trans. No. 96 |INF-20 Page No. 3

Moreover, by its very nature the CBT is self-paced, allowi ng workers to
be trained on what they need, on what they may need to repeat, and what they

may be able to nove through rapidly. The CBT will ensure that all workers
get the same information in the sane nmanner, elimnating variations that
naturally occur in classroom settings. The CBT wll be there for

rei nforcenent, reference or refresher trai ni ng whenever needed or necessary.

In addition, CBT is a valuable tool that can help deal wth ongoing
turnover by ensuring training for each new worker that is as conprehensive
as that received when first offered.

Orientation Pl ans

Providing support to the workers as they go through the CBT process is
of parampunt inportance. To neet this need the Departnent is planning an
orientation for selected representatives. This orientation will include an
overview of the CBT. In addition, those selected representatives who attend
this orientation will be asked to act as training coordinators in your |oca
district or agency. This role would include anong others the follow ng
responsibilities: assisting workers with "getting on" the conputer through
"si gnhon"; assisting workers wth wuse of the CBT; and first |eve
t roubl eshoot i ng. Each of these areas will be covered in the orientation in
greater detail, in order to ensure the representatives' sufficient know edge
to performthis role.

Pl ease note that an 800 nunber Helpline will be available for problens
that occur that are beyond the scope of the training coordinator. Onh site
technical assistance wll also be provided subsequent to the period during
whi ch CBT training takes pl ace.

It is inmportant to give thoughtful consideration as to who from your
district or agency attends the orientation and assunes the training
coordi nator role. It would be hel pful to nomi nate those persons who have
the following skills and abilities:

some W ndows-based PC familiarity
patient and hel pful attitude
experience in training

ent husi asm for technol ogy

good organi zation skills

It is suggested that training coordinators have a presence at each
site. In order to neet your needs for the Orientation training, we suggest
the follow ng nunbers of nom nees per site as a guideline:

_ I f your site wi
_ I f your site wi

_ I f your site wi
_ I f your site wi

have up to 10 PCs, send 1 person;

have from 11 to 25 PCs, send 2 persons;
have from 26 to 50 PCs, send 3 persons;
have over 50 PCs, send up to 5 persons.
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This is a one day (6 hour) course and will be held regionally. Pl ease
refer to Attachnent 1 to this letter for the details regarding sites, dates
and tines as well as the registration procedures.

LAN Admi ni stration

A five day LAN Administration course (running fromnoon Monday to noon
Friday) is being prepared for LAN Administrators at CONNECTIONS sites with
Server equi pnent. A LAN Adm nistrator and backup (and possibly a third
individual, if space is available, at sites with nultiple servers) should be
appoi nted at each of these sites and sent to one of the classes being held
from the period June 24 through August 9, 1996. Sites are currently being
det er m ned. LAN Administrators are expected to be conversant wth and
interested in PC technology and, at a mninum be famliar with M5 W ndows.
Besi des the LAN Adninistration course, these individuals should thenselves
go through the CBTs at a personal conputer to be familiar with the material
ot her users will experience.

Pl ease provide the information requested in Attachnment 2 for LAN
Admi ni strator nom nees by June 10, 1996.

/S/ /S/

Larrey E. Nickles Rose M Pandozy
Director, Deputy Conmi ssi oner

I nformati on Systens Managenent Di vi sion of Services and
Di vi sion of System Support Conmuni ty Devel opnent

and I nformati on Services



ATTACHVMENT 1

COURSE REG STRATI ON | NFORVATI ON
ORI ENTATI ON FOR CONNECTI ONS TRAI NI NG COCORDI NATORS

Specific information on the tine and location will be provided upon calling

in your registration. Pl ease sel ect one convenient date fromthose of fered
in your region. Provide all your noninees to your SACWS Liaison who should
place a single call for your district or agency to 518-474-9425 no | ater

than June 7, 1996 to register.
NEW YORK CI TY AREA

Meeting to be held at (To Be Announced)*
New York City, New York

on the follow ng dates: June 10, June 11, June 13, June 17, June 18
If you are located in the followi ng counties:

Al New York City Counties and Westchester, Nassau and Suffolk

ALBANY AREA

Meeting to be held at (To Be Announced)*
Al bany, New York

on the follow ng dates: June 10, June 11, June 13, June 14, June 17,
June 18

If you are located in the followi ng counties:

Al bany, dinton, Colunbia, Delaware, Essex, Franklin, Fulton, G eene,
Ham | ton, Montgonmery, O sego, Renssel aer, Saratoga, Schenectady, Schoharie,
Warren, Washi ngton, Putnam Rockland, Sullivan, Oange, U ster, Dutchess,
St. Regis

SYRACUSE AREA

Meeting to be held at John M Milroy Cvic Center, Room 421
Syracuse, New York

on the follow ng dates: June 17, June 18, June 19, June 20
If you are located in the followi ng counties:

Broone, Cayuga, Chenango, Cortland, Herkiner, Jefferson, Lewis, Madison,
Onei da, Onondaga, Oswego, St. Lawence, Tioga, Tonpkins



ROCHESTER AREA

Meeting to be held at (To Be Announced)*
Rochester, New York

on the follow ng dates: June 19, June 20, June 21
If you are located in the followi ng counties:

Chemung, Livingston, Monroe, Ontario, Schuyler, Seneca, Steuben, Wayne,
Yat es

BUFFALO AREA

Meeting to be held at (To Be Announced)*
Buf f al o, New York

on the follow ng dates: June 19, June 20, June 21
If you are located in the follow ng counties:

Al | egany, Cattaraugus, Chautauqua, Erie, Genesee, N agara, Ol eans, Wom ng

* You will be informed either at the tinme of registration or through a
general announcenent of the location and tine of the Orientation for the TBA
sites. Dates are subject to change based on classroom availability.



ATTACHMVENT 2

COURSE REG STRATI ON | NFORVATI ON
LAN ADM NI STRATI ON TRAI NI NG

Two staff* from each SACW S/ Connections Server Sites should be selected to
attend this 5 day (noon Monday to noon Friday) course. Please conplete the
informati on bel ow for these individuals and either e-mail the form back to
SACW S Training Registration at QA | D 00ARLO or phone in the information to
518-474-9425 no later than June 10, 1996.

Site Information
Agency/ Di strict:

Site Address:

LAN Admi ni strator I nformation

Avai |l abl e Week of (Y or N)

Name Phone # 6/24 7/8 7/15 7/22 7/29 8/5
1)
2)
3)*
* Athird individual for sites with multiple servers will be considered on

the basis of class availability.

You will be notified of dates and | ocations as soon as they are determ ned.



