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PROJECT CONTEXT 
Project Background 
This New Hire Training Program aims to provide an introduction to the operations, 

communications, and administrative work of the Center for Equity and Excellence in Teaching 

and Learning (CEETL) at San Francisco State University.  

 

The CEETL at SF State is a newly independent department, housed under Faculty Affairs. 

The groundwork for the Center was set in 2017, when it was a subset of the Academic 

Technology unit. Since achieving its own department status in the 2019—2020 fiscal year, the 

CEETL has received funding to hire eight new full-time temporary employees, increasing the 

training workload on its two-person managerial staff. Operational knowledge is currently 

siloed in one full-time operations staff member, so managing staff turnover and knowledge 

transfer is an ongoing challenge. 

 

 

Project Goals 
This online course will accomplish two main goals: 

• It will centralize existing SF State training resources (including just-in-time job aids and 
training videos) that are currently owned by different departments across campus. 

• It will introduce new hires to complex administrative operations on a just-in-time basis. 

Needs Analysis Outcomes 
Structured communications with the CEETL Operations Lead, the CEETL Director, and the 

Academic Technology Logistics Coordinator revealed several areas of focus for the content of 

the course: 

 

 
A 2017 Career Builder survey reports that 36 percent of 

employers lack a structured onboarding process, leading 
to lower productivity, higher employee turnover, lower 

morale and lower employee engagement. 
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• Identify the most frequently used forms and platforms and provide training on how to 
process each form and navigate each platform; 

• Present course material using interactive images and PDFs to “immerse” the learner in the 
performance environment and help the learner clearly understand processes from a multi-
departmental perspective; 

• Present the course material using microlearning screencasts and GIFs to provide learners 
with the smallest possible unit of information so that they can access job aids on a just-in-
time basis. 

Design Document Goals 
The goals of this design document are to: 

• Confirm the course context and architecture 

• Confirm the course content outline 

• Confirm the course assessment strategy 

• Identify the development process and key milestones 

• Identify the evaluation and testing process 
• Identify the handoff and maintenance process 
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PROJECT REQUIREMENTS 
Cost 

One ful l-t ime employee wil l be assigned to design and develop th is program 
with 50% of  their  workload al lotment over the course of  two months. Two 
subject-matter experts wi ll  be available at 25% of their workload allotment over 
the course of two weeks, during the Content Review Period, as specified in the 
“Timeline” section.  Six new hires wil l be assigned to test  this program at 50% 
of their workload al lotment during both the alpha and the beta test ing phases,  
as specif ied in the “Timeline” sect ion below.  

DESCRIPTION EXPENSES 

Course developer (50% FTE) $5,250 

SME (25% FTE) $781 

SME (25% FTE) $833 

New Hire (50% FTE) $5,583 

New Hire (50% FTE) $5,583 

New Hire (50% FTE) $5,583 

New Hire (50% FTE) $5,583 

New Hire (50% FTE) $5,250 

New Hire (50% FTE) $1,041 
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Timeline 

 

Kickoff Meeting: 11/2/20

Course Design Document: 
11/16/20

Content Review: 11/30/20

Alpha Delivery: 1/4/21

Alpha Testing: 1/4/21

Beta Delivery: 1/18/21

Identify pain points that new 
hires faced during the 

onboarding stage.

Serves as a blueprint for the 
course by identifying key design 

criteria and content

The first review of content and at 
least two preliminary design ideas.

A rapid prototype that represents an 
85% complete version of the 

course

A rapid prototype that represents a 
95% complete version of the 

course.

Available in iLearn/Moodle for 
testers to evaluate the learnability 

of the course. 

Summary of Key Deliverables
Leilani Serafin  |  CEETL New Hire Training Program

Beta Testing: 1/18/21

Available in iLearn/Moodle for 
testers to evaluate the 

learnability of the course. 

Final Course Delivery: 2/1/21

A fully functional version of the 
course that is 100% complete. 

The course will be ready to open 
and verify operability on 

iLearn/Moodle.
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Scope 
The first iteration of this new hire training program will include technical training and job aids only. 

Focus will be placed on helping new hires become proficient in the major Business Intelligence 

systems that San Francisco State University uses to conduct business operations. Future 

additions to the program may include soft-skills training, but those learning experiences are 

outside the scope of this document. 
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LEARNING REQUIREMENTS 
Audience Profile 
The primary audience for this course includes anyone in the job classification “Administrative 

Analyst” (job code 1038). The secondary audience for this course includes anyone in the 

MPP/Administrator job classification, since Administrators oversee and approve the work of 

those in the “Administrative Analyst” classification. 

General Audience Characteristics 
For the purposes of this course, “new hire” will be defined either as an employee who is 

working at San Francisco State University for the first time, or an employee who has 

transferred from one department to another. Employees who are given a higher data access 

level in a new department will need to navigate the university’s Business Intelligence 

systems, so should be given time for training even if they have previous experience working 

at the university.  

 

Learners may need role-specific learning experiences at varied frequencies, according to the 

university’s budgetary cycle. For example, some processes follow a monthly cycle, so 

learners should plan to spend at least three months learning the components of those 

processes, while other processes follow a quarterly or yearly cycle, and learners will need 

updated just-in-time information on a less-frequent basis. Therefore, a handoff and 

maintenance plan should be implemented for this course. 

 

The average employee retention length at San Francisco State University is approximately 5 

years. Therefore, in-depth knowledge of university-specific SaaS platforms or reporting 

processes should not be assumed, even for interdepartmental transfers. 

Learning Environment 
Learner locations will vary. Some learners will access the course in the office, while others 

access it from home or remote locations. Learners will be working with multiple levels of data, 

from Level 1 data to basic directory information. Employee access to Level 1 data is 

controlled through touch-enabled two-factor authentication, so remote access is not a 

problem, and all SSO procedures are Section 508 compliant. 
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COURSE OBJECTIVES 
 

Business Objectives 

• To standardize access to high-quality product training across the San Francisco State 
University organization 

• To reduce employee turnover within CEETL and increase employee engagement 

Performance Objectives 
The following performance objectives identify the observable actions that verify that a learner 

has mastered the content. Upon completion of this course, learners should be able to: 

• Navigate San Francisco State University’s main SaaS platforms (Oracle Common 
Financial System and Finance Data Warehouse, PeopleSoft HR Information System, 
Drupal CMS, etc.);  

• Input required data into each system covered in the course and know where to locate any 
missing data;  

• Run basic reports and communicate status updates from these reports to CEETL 
Administrators. 

Learning (Enabling) Objectives 
All course modules will include introductory material to help learners understand how each 

set of data they analyze is used in the context of CEETL. This course will help learners 

achieve the following enabling objectives in order to meet the stated performance objectives: 

• Explain the business use of each SaaS platform and how often each one should be 
accessed in the learner’s general workflow. 

• List the data required for each process. 

• Describe where to find missing data. 

• Explain what each type of report is used for and how often it should be run (e.g., the 
purpose of an SQL report included in a p-card report package and how often the SQL 
report should be run). 

• Describe the best mechanism for communicating status updates to Administrators. 
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INSTRUCTIONAL STRATEGY 
 

Presentation Patterns 

This course will follow a “Learn,” “Build,” “Do” framework for onboarding milestones. 

• Learn: During a new hire’s first 30 days on the job, focus will be placed on coaching, team 
building, and on daily procedural knowledge. The goal of this milestone is to get to know 
the workplace, the people, and the work to be done. Assessments will be customized to 
the learner’s specific role.  

• Build: During a new hire’s second month on the job, learners should be able to articulate 
how to navigate the department’s organizational structure and how their work advances 
the department’s business goals. Learners’ attention can be directed back to “just in case” 
introductory videos in each course module for more information about how their tasks 
impact departmental operations. 

• Do: During a new hire’s third month on the job, focus will be placed on stretch 
assignments that demonstrate the knowledge, skills, and insights gained up to this point. 
This might include processes and work tasks that are performed less-frequently, such as 
those that occur quarterly, yearly, or on an ad hoc basis. 
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Proposed List of Media 

• Conceptual animation (developed in Vyond) to introduce how discrete tasks fit into a 
larger scope of work 

• Screencast videos (developed in Camtasia) to explain complex technical processes 

• Infographics/printable job aids (developed in Canva) to provide another mode of access to 
screencast videos explaining complex technical processes 

• Interactive job aids (developed in Genially) with tooltips to describe how commonly used 
forms should be filled out 

• Knowledge check quizlets (developed in Genially) to accompany each module, alternating 
between identification and matching activities 

• Breakout challenges (developed in Genially) to test conceptual knowledge—a puzzle 
where all the pieces work together 

• E-learning modules (developed in Articulate Storyline) to introduce complex, time-
sensitive, and multi-step processes that are performed infrequently or on an ad hoc basis 

 
 
 

First 60 days

Management 
can review 
"Onboarding 
Resources" 
iLearn module.

Give formal 
introduction to 
company policy.

Give informal 
introduction to 
company 
culture. 

Assist employee with 
tax forms.
 
Introduce employee to 
team and workspace.

Direct employee to 
iLearn "Course 
Intrdouction: Welcome 
to CEETL!"

Help employee register for 
specific company benefits.

Familiarize employee with 
company/daily procedure.

Assign small, achievable 
tasks.

Direct employee to iLearn 
module 1: "Accessing 
University Systems."

Schedule first follow-up and 
ensure that the employee is hitting 
the required metrics (if they aren't, 
find out why).  

Make sure that they are fitting in 
with their team.

Allow employee to explore iLearn 
modules at their pace. Employee 
should introduce themself to 
points of contact in other 
departments and attend trainings.

Conduct a new hire performance review.

Check in with employee on how they are 
doing with their role and team.

Direct employee to "Build" challenges in 
iLearn modules. Encourage them to 
complete formative assessment 
experiences and review material as 
necessary.

Conduct a new hire performance review.

Check in with employee on how they are doing 
with their role and team.

Direct employee to "Do" challenges in iLearn 
modules. Repetitive tasks, such as p-card 
reporting, should be easier to scope by this 
point, but management should check in to 
make sure that employee's larger scope of 
work is realistic.

Pre-arrival First day First week First 30 days First 90 days

Onboarding Timeline
Leilani Serafin  |  CEETL New Hire Training Program
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ASSESSMENT STRATEGY 
Formative Assessments 
Quick Checks: Each module will present learners with a series of questions designed to 

check their understanding of the section content. All questions will be simple identification, 

true/false, or matching, and wrong answers will direct learners back to the module asset that 

they can review. Scoring will be used for self-assessment only.  

Summative Assessments 
Breakout Challenges: Modules that introduce more complex processes--especially processes 

that only occur quarterly or yearly--will include summative “Breakout Challenge” 

assessments. Learners will take an increasingly complex series of quizzes, collecting a 

number after achieving each passing score. The final combination of numbers will allow them 

to “break out” of the assessment environment. Scoring will be used for self-assessment only. 
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COURSE STRUCTURE 
Content Outline 
This training course is organized according to basic task type. The first two modules—“Course 

Introduction” and “Accessing University Systems”—must be viewed in sequential order, since 

all subsequent work is dependent on them. Learners are free to view all other modules on a 

just-in-time basis, in any order. All modules are self-paced and asynchronous, but are 

designed to facilitate regular check-ins with learners’ managers. Modules are housed in 

Moodle and can be accessed in any order (although learners will be directed to complete the 

first two modules in order). 

 

 

 

Course 
Introduction

Course Map
Leilani Serafin  | CEETL New Hire Training Program

Module 1: 
Accessing 
University 
Systems

Module 2: Budget 
Managment

Module 3: P-Card 
Reporting

Module 4: 
Honorarium Form 

Processing

Module 5: Travel 
and Concur

Module 6: Hiring 
and E-TRACs

Module 7: 
DocuSign

External 
Compliance 
Training 
Required 
Here

Formative 
Assessment 

Included

Formative 
Assessment 

Included
Formative 

Assessment 
Included

Formative 
Assessment 

Included

Module 8: 
Onboarding 
Resources 

for 
Management
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Course Introduction: Welcome to CEETL! 
• Module Length: First 1-2 days on the job 

• Proposed List of Media: Checklist and intranet links 
 
This module is a simple checklist of things a new hire needs to do in order complete Module 1: 
Accessing University Systems. New hires will be directed to obtain their employee ID cards, 
email accounts, and parking passes (if necessary). They will also organize any extra-
departmental trainings needed, such as p-card compliance training through Accounts Payable. 
 

Module 1: Accessing University Systems 
• Module Length: 10-20 minutes for paperwork, up to 2 hours for paperwork and training 

• Proposed List of Media: Checklist and intranet links 
 
This module is a simple checklist of paperwork to fill out in order to gain access to the 
university’s business intelligence systems. Data security training is a pre-requisite for the 
completion of some of this paperwork, so time should be allotted for that. 
 

Module 2: Budget Management 
• Module Length: Up to 1 hour, chunked into self-paced 10-minute intervals 

• Proposed List of Media: Screencast videos, interactive checklist, sample form with tooltips 
 
This module contains sub-sections on the Finance Data Warehouse (FDW), the Planning and 
Budget Cloud Service (PBCS), the Procurement system, and Budget Transfer Request (BTR) 
forms. Sub-sections can be accessed on a self-paced, just-in-time basis, so there is no need 
to consume the entire module at once, although it is possible to do so.  
 
Content Overview by Section: Screencast videos are included to help learners navigate the 
FDW, PBCS, and the Procurement system. Job aids are also provided for each system. BTR 
forms should be filled out in consultation with a learner’s MPP, but are among the easier forms 
to fill out, so a simple interactive form with tooltips is provided.  
 

Module 3: P-Card Reporting 
• Module Length: 20 minutes 

• Proposed List of Media: Storyline course, screencast videos interactive PDF job aids, 
interactive forms with tooltips 
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This module introduces the monthly p-card reporting process for both onsite and offsite p-card 
holders. It is broken into five sections that can be accessed on a self-paced, just-in-time basis, 
depending on which phase of the reporting cycle the learner is in.  
 
Content Overview by Section: A Storyline course will introduce learners to which types of 
purchases can be made on a p-card, as well as which types of purchases are restricted. It will 
also cover how to seek permissions for restricted purchases, and how to purchase items and 
services that are outside the scope of the p-card. The other four sections discuss the p-card 
reporting process itself. An introductory animated video introduces learners to the p-card 
reporting cycle in general. Then, three screencast videos introduce learners to the tasks 
associated with the adjustment period, assembling the final report, and correcting any mistakes 
via a journal entry form. 
 

Module 4: Honorarium Form Processing 
• Module Length: up to 20 minutes 

• Proposed List of Media: Interactive slide deck, screencast video, interactive PDF job aids, 
interactive form with tooltips, breakout assessment 

 
This module introduces learners to honorarium form processing for both onsite and offsite 
operations. An interactive slide deck introduces learners to the purpose of honorarium forms, 
while an interactive honorarium form with tooltips shows learners how to fill out an honorarium 
form. Offsite learners can watch a screencast video about how to use the various honorarium 
form templates in DocuSign, and job aids provide just-in-time reminders about how offsite forms 
should be routed and when an E-TRAC should be used instead of an honorarium form. A 
breakout assessment can be used as a knowledge check.  
 

Module 5: Travel and Concur 
• Module Length: 15 minutes 

• Proposed List of Media: Screencast videos, interactive PDF job aids 
 
This module introduces learners to the Concur travel management system.  
 
Content Overview by Section: This module will be broken into sections for submitting a travel 
request, booking travel, and submitting an expense report. Screencast videos will show the 
process in Concur for each of these steps. Job aids will provide checklists of materials that 
travelers should collect before, during, and after their trip. 
 

Module 6: Hiring and E-TRACs 
• Module Length: 30 minutes 
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• Proposed List of Media: Storyline course, screencast videos, interactive PDF job aids, 
interactive forms with tooltips  

 
This module introduces learners to the university’s HR Information System, PeopleSoft.  
 
Content Overview by Section: This module will be broken into sections based on which HRIS 
function a learner needs to use. A Storyline course will introduce learners to the three main 
types of employees that CEETL generally hires. Then, screencast videos will show the process 
of requesting a new position, hiring a faculty member under the “faculty additional workload” 
position number, hiring student assistants, and hiring staff members. Interactive hiring 
paperwork with tooltips will show learners how new student assistants should fill out their new 
hire paperwork. Job aids will remind learners of process distinctions based on type of hire. 
 

Module 7: DocuSign 
• Module Length: 10 minutes 

• Proposed List of Media: Screencast video, interactive PDF job aid 
 
This module will introduce learners to managing document signatures through DocuSign. A 
screencast video will demonstrate the functionality of DocuSign, and a job aid will remind 
learners of the main types of templates that CEETL sends through DocuSign most frequently.  
 

Module 8: Onboarding Resources for Management 
• Module Length: 1 hour 

• Proposed List of Media: Rise course and accompanying research 
 
This module will introduce CEETL management to the new hire onboarding process and 
suggested timeline. A rise course will outline the basic theoretical framework behind structured 
new hire onboarding programs, and will also introduce the “Learn,” “Build,” “Do” milestones 
around which each module is built. Accompanying research will guide management in making 
decisions about how to evaluate performance milestones at the 30-, 60-, and 90-day 
checkpoints. Job aids in this section will outline the maintenance process for this course.  
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DEVELOPMENT PROCESS OVERVIEW 
Once the course design document has been agreed upon, the course developer will continue 

with the development of the course. This development process will be iterative in nature and 

will require multiple rounds of review and revision. 

 

Key development tasks include: 

• Scripting all screencast explainer videos 

• Collecting assets for videos, job aids, and e-learning modules 

• Writing questions for breakout assessments and quick checks 

• Designing and producing job aids 

• Producing explainer videos 

• Developing e-learning modules 

• Building the course modules in iLearn LMS (Moodle) 
• Collecting existing help documentation and uploading it to iLearn LMS (Moodle) 
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EVALUATION AND TESTING PROCESS 
OVERVIEW 
There are several types of evaluations incorporated in the development and evaluation of this 

course. These evaluations are designed to measure the demonstrated effectiveness of the 

course as well as the perceived impact of the course from the learner’s perspective. 

 

The demonstrated effectiveness (formative evaluation) of the course will be measured against 

four key criteria: usability, learnability, learner satisfaction, and efficiency. Usability refers to 

the learner’s ability to navigate through the course, find desired features, and access content. 

Learnability refers to the learner’s ability to comprehend, retain, and demonstrate mastery of 

the content. We will repeatedly test the demonstrated effectiveness of the course during the 

development process. 

Evaluation and Testing Plan 
At key times throughout the development process, members of the target audience will review 

the course and evaluate it in terms of its effectiveness. Testers will come from the cohort of 

new hires who were onboarded in 2020. 

 

The development milestones map directly onto the testing schedule. The evaluation and 

testing dates are: 

• Alpha Testing: Available online for testers to evaluate the learnability of the course. The 
test version will be ready on January 4, 2021. 

• Beta Testing: Available online for testers to evaluate the learnability of the course. The 
test version will be ready on January 18, 2021.  
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DEVELOPMENT TOOLS 
Authoring Tools Used 

• Articulate Storyline: Storyline will be used for the modules on: 
• Navigating the HR Information System for Hiring and E-TRACs 
• Preparing and Compiling a Monthly P-Card Report 

• Articulate Rise: Rise will be used for a module on preparing Procurement requisitions 
• Genially: Genially will be used to build Breakout Challenges 

Other Tools 

• Genially will be used to create sample forms with tooltips that show learners how to fill out 
necessary paperwork 

• Canva will be used to create printable job aids and infographics 

• Photoshop will be used to prepare institution-specific stock photo assets for inclusion in 
the LMS 

• Moodle will be used to house the entire course 

• Camtasia will be used to develop screencast videos explaining how to navigate various 
information and business intelligence systems 

• Vyond will be used to create conceptual animation videos that will connect discrete tasks 
to broader departmental workflows 
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PROJECT SIGN-OFF SHEET 
 

 


