
Implementation Phase

Overview
Phase 4: Implementation of the Planning and Analysis, Design, Development, Implementation, and Evaluation (ADDIE) process involves making sure that all system functions are in place to support and maintain the instruction. Implementing and maintaining a fully operational, instructionally sound course requires functional support from a variety of areas. Personnel and processes are needed to manage, administer, support, and deliver the instruction. 

Once the course is operational, it requires continuous support and maintenance to ensure that it operates effectively and cost-efficiently and produces learners who meet job performance requirements.

Implementation is a broad phase that contains many diverse tasks and process considerations.

Tasks

The major tasks in the Implementation phase include:
	1.
	Integrate and Test Courseware (Web-Based Training (WBT) Only)

	2.
	Coordinate the Support/Admin Function

	3.
	Prepare to Deliver a Course


Task 1: Integrate and Test Courseware (WBT Only)

Explanation

The first task pertains to Web-Based Training (WBT) courses. Before WBT can be implemented for the target audience as a whole, it must first be integrated into the identified delivery (host) environment. Then it must be tested to ensure all components function as expected and that learners are able to access all instructional elements (i.e., the courseware, embedded links to Websites, and associated electronic documents, etc.) easily and without additional assistance.

Process

There are a number of steps involved in this process, including proper content integration into the Learning Management or Learning Content Management System (LMS/LCMS) environment, ensuring that the Sharable Content Object Reference Model (SCORM) functionality regarding interoperability is working correctly from both a content and LMS perspective, that the course is functioning as expected, and that the content is accessible from a Section 508 perspective. These processes require a number of technical evaluations and considerations. For a complete listing of the necessary processes required, please reference the WBT/ADL (Advanced Distributed Learning) section of the NTED Style Guide (available from the Library section of the RTDC).
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Resource: 

Functional Test Questionnaire
Directions: Use the following as a key to complete the information in the Results box.
	Questionnaire Key

	Performed as Expected
	The courseware completed the requested action (e.g., keyboard input, mouse click, played video and/or audio clip, etc.) properly and as expected.

	Unexpected Result
	The courseware completed the requested action, but did not return an expected result (e.g., showed only a partial screen, went to an incorrect screen, scored a question/test incorrectly, performed some action other than what the Instructional Development Team expected).

	Did Not Function
	The courseware did not respond to the input.

	Error
	The screen displayed an error message after receiving the input. Please transcribe the error message as fully as the Instructional Development Team can onto the Exception Form.

	Not Applicable
	This courseware does not include this functionality (e.g., no video or audio).

	Correct
	There are no errors in the items described.

	Incorrect
	There are errors in the items described (detail items on the Exception form).


Table 10. Test 1: Communication with the LMS
	Item(s) to be Tested
	Results

	Does the course launch properly when the Instructional Development Team clicks the link in the Development Plan?
	· Performed as Expected

· Unexpected Result

· Did Not Function

· Error

· Not Applicable

	Go partway into the course, set a bookmark, and log off. Is the Instructional Development Team returned to the LMS or another application without error?
	· Performed as Expected

· Unexpected Result

· Did Not Function

· Error

· Not Applicable

	Re-enter the course. Was the Instructional Development Team returned to the bookmarked location?
	· Performed as Expected

· Unexpected Result

· Did Not Function

· Error

· Not Applicable

	Was the Learning History updated upon completion of the course?
	· Performed as Expected

· Unexpected Result

· Did Not Function

· Error

· Not Applicable


Table 11. Test 2: Navigation
	Item(s) to be Tested
	Results

	Click on every link. Does the course take the Instructional Development Team where the Instructional Development Team expects to go?
	· Performed as Expected

· Unexpected Result

· Did Not Function

· Error

· Not Applicable

	Click the “Next” (or “Forward”) button; click the “Previous” (or “Back”) button. Does the course take the Instructional Development Team where the Instructional Development Team expects to go?
	· Performed as Expected

· Unexpected Result

· Did Not Function

· Error

· Not Applicable

	Do the menus work as they should?
	· Performed as Expected

· Unexpected Result

· Did Not Function

· Error

· Not Applicable

	Does each screen scroll as it should?
	· Performed as Expected

· Unexpected Result

· Did Not Function

· Error

· Not Applicable

	Do the navigation buttons and/or links have a consistent appearance on each page?
	· Performed as Expected

· Unexpected Result

· Did Not Function

· Error

· Not Applicable


Table 12. Test 3: Screen/Page Lathe Instructional Development
	Item(s) to be Tested
	Results

	Do the standard features (text, graphics, animations, and video) align uniformly from page to page or screen to screen?
	· Correct

· Incorrect

	Are the colors consistent from page to page or screen to screen?


	· Correct

· Incorrect

	Is the spacing and alignment of paragraphs, bullets, menus, titles, glossary items, quiz questions, and answers consistent?
	· Correct

· Incorrect

	Is there a consistent amount of space from the text (or graphic, animation, or video) to the border?
	· Correct

· Incorrect


Table 13. Test 4: Screen/Page Textual Content

	Item(s) to be Tested
	Results

	Do titles and topic headers appear on every screen or page?
	· Correct

· Incorrect

	Are there any incorrect quiz answers or inappropriate distracters? (For example, for the question “2+2=”, the possible answers should all be numbers; “orange” would be an inappropriate distracter.)
	· Correct

· Incorrect

	Are the font sizes, types, and colors consistent for similar items from page to page, or from screen to screen? (For example, do all the headings look alike? Text? Captions?)
	· Correct

· Incorrect


Table 14. Test 5: Textual Content Grammar
	Item(s) to be Tested
	Results

	Are there errors in spelling or grammar (e.g., sentence structure, verb tense, punctuation)?
	· Correct

· Incorrect

	Are the style of writing and word usage consistent from page to page and from screen to screen (formal vs. informal style, smooth vs. abrupt, words do not have different meanings on different screens or pages)?
	· Correct

· Incorrect

	Does the content flow logically from page to page or from screen to screen, without logical gaps or organizational disruptions?
	· Correct

· Incorrect

	Is there any redundancy in the text? (This does not include obvious repetition for educational effect.)
	· Correct

· Incorrect

	Are all abbreviations, acronyms, and unfamiliar terms defined the first time they are used and/or identified as “hot words”, and linked to their definitions?
	· Correct

· Incorrect


Table 15. Test 6: Graphics and Animations
	Item(s) to be Tested
	Results

	Are the animations smooth?
	· Performed as Expected

· Unexpected Result

· Did Not Function

· Error

· Not Applicable

	Do the animations run at an appropriate speed?
	· Performed as Expected

· Unexpected Result

· Did Not Function

· Error

· Not Applicable

	Do the graphics and animations load (start) relatively quickly?
	· Performed as Expected

· Unexpected Result

· Did Not Function

· Error

· Not Applicable

	Are the graphics/animations clean and clear?
	· Performed as Expected

· Unexpected Result

· Did Not Function

· Error

· Not Applicable

	Do graphics and animations appear in the appropriate place on the screen?
	· Performed as Expected

· Unexpected Result

· Did Not Function

· Error

· Not Applicable

	Are the graphics and animations of the correct size and proportion?
	· Performed as Expected

· Unexpected Result

· Did Not Function

· Error

· Not Applicable

	Are the colors of the graphics and animations appropriate?
	· Performed as Expected

· Unexpected Result

· Did Not Function

· Error

· Not Applicable

	Is the intricacy of the graphics and animations consistent? (There should be similar levels of detail for similar types of graphics or animations.)
	· Performed as Expected

· Unexpected Result

· Did Not Function

· Error

· Not Applicable


Table 16. Test 7: Video and Audio
	Item(s) to be Tested
	Results

	Are the audio and video presentations smooth (correct audio with video, no audio skips, pops, or background noise, no video shifts or jitters)?
	· Performed as Expected

· Unexpected Result

· Did Not Function

· Error

· Not Applicable

	Do the audio and video controls function correctly?
	· Performed as Expected

· Unexpected Result

· Did Not Function

· Error

· Not Applicable

	Are the audio and video clips relevant to the lesson in which they are presented?
	· Performed as Expected

· Unexpected Result

· Did Not Function

· Error

· Not Applicable

	Do audio clips have equivalent level, tone, and background?
	· Performed as Expected

· Unexpected Result

· Did Not Function

· Error

· Not Applicable

	Do video and audio clips play completely and without interruption?
	· Performed as Expected

· Unexpected Result

· Did Not Function

· Error

· Not Applicable

	Is the audio clearly understandable, with word pronunciation and text remaining consistent throughout?
	· Performed as Expected

· Unexpected Result

· Did Not Function

· Error

· Not Applicable

	Is the video easy to see?
	· Performed as Expected

· Unexpected Result

· Did Not Function

· Error

· Not Applicable

	Are the video effects (fades, cuts, etc.) appropriate and easy to follow?
	· Performed as Expected

· Unexpected Result

· Did Not Function

· Error

· Not Applicable


Table 17. Test 8: Interactions and Quizzes
	Item(s) to be Tested
	Results

	Did the courseware confirm correct answers and provide help, correction, or re-direction to content for incorrect answers? (This may not apply to all tests or quizzes.)
	· Performed as Expected

· Unexpected Result

· Did Not Function

· Error

· Not Applicable

	Was the score accurate for all quizzes?
	· Performed as Expected

· Unexpected Result

· Did Not Function

· Error

· Not Applicable

	Did the Instructional Development Team receive the feedback they should have? (i.e., If the Instructional Development Team missed a question about avocadoes, they should receive feedback about avocadoes, not football.)
	· Performed as Expected

· Unexpected Result

· Did Not Function

· Error

· Not Applicable


Table 18. Test 9: Glossary and Index
	Item(s) to be Tested
	Results

	Was everything in proper alphabetical order?
	· Correct

· Incorrect

	Were glossary definitions accurate?
	· Correct

· Incorrect

	Did glossary definitions have proper spelling and grammar?
	· Correct

· Incorrect

	Were the index references accurate?
	· Correct

· Incorrect


Task 2: Coordinate Support/Admin Function

Explanation

The support function and admin function are critical to the implementation of courses. The importance of the support function when developing courses cannot be over-emphasized. In many cases, the support function may already exist. Although they may already be established, the support requirements must be reestablished each time a course is developed to ensure that adequate support is available.
The support function can be defined as those long-range (as well as day-to-day) tasks performed by instructional support organizations in order to implement, operate, and maintain a course.

Often overlooked, the administration function also plays a vital role in the day-to-day operation of a course. While instructional design team members may not be directly involved in any of the administrative tasks, they should still be aware of what is being done by other organizations to support and maintain the course.

Administration is the part of management that performs day-to-day tasks, such as maintaining learner/equipment/supply records, preparing reports, and monitoring schedules.

Process

Support Tasks

The following are examples of support tasks that should be considered:
· Maintain equipment and facilities.

· Supply materials for the instruction.

· Provide services such as audio/visual or publication.
Administrative

The following administrative tasks should be considered:

· Provide documents such as course syllabi, training standards, plans of instruction, and instructor and learner materials.

· Maintain personnel, instructional, and equipment records.

· Type reports, letters, and messages.

· Administer learner support, which includes tasks such as processing learner records and mailing courses to learners.

· Administer staff support tasks, such as preparation and maintenance of personnel records and administration of personnel programs.

· Schedule resources (e.g., scheduling learners for classes, establishing equipment utilization schedules).
Task 3: Prepare to Deliver a Course

Explanation

Preparing to deliver a course starts with the initial planning for the course and continues throughout the Analysis, Design, and Development phases of the ADDIE process. When getting ready to implement a course, it is important to ensure that everything is ready to support the course.

Before instruction can be released, ensure the resources are available and scheduled. Instructors and supervisors should be prepared to conduct and administer the instruction, and all required resources including personnel, equipment, facilities, funds, and schedules should be confirmed. 
Inadequate planning and preparation can result in complete failure of a course offering. For example, if the instructors have not been qualified in the subject matter, they may not be capable of providing the instruction necessary for the learners. As a result, the learners may not be able to achieve the learning objectives or do the job. These checks are also a quality assessment of the development process and an evaluation of the ISD application to this point.

Process

The Instructional Development Team should consider the following elements when preparing to conduct an Instructor-Led Training (ILT):

Personnel

Prepare personnel to support the course by ensuring: 

· Adequate personnel are available, including the Instructional Development Team, instructors, maintenance personnel, learners, etc.

· Instructors and instructors' supervisors know their importance and role in the instructional system.

· Instructors are qualified and certified to teach the courses.

· Instructors are assigned to classes.

· Maintenance personnel are properly trained.

· Learners are scheduled for the classes.

Equipment

The following equipment should be available to support the instruction:

· Instruction, support, and test equipment is available in adequate numbers and in an operational condition (e.g., laptops, Internet connection).
· Logistic support, including maintenance and spare parts, is available for all instruction, support, and test equipment.

· A "backup" system is available if the primary system is unavailable or not usable.

· Instructor and participant materials are available in adequate quantities to support instruction.

· Instruction and office supplies are available in adequate quantities to support instruction implementation.

Facility

The following facility resources should be available to support the instruction:

· Training and support facilities are available (e.g., breakout rooms).
· Modifications to facilities, such as electrical and air conditioning, are complete.

· Participant support facilities are available and adequate.

· Alternative facilities are available to support a "backup" system, as needed.

Funds

Adequate funds should be available to meet implementation costs and the costs associated with daily operation of the course.
Time

Adequate time should be available for instructors to get certified, if required.
Alternate Plans

Not all resources will be available upon request. When requested resources are not available, be prepared to borrow equipment, change the course schedule, or modify the location as needed.
