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Introduction

Purpose

The purpose of this ACCESS Network Client Interface Replacement (ANCIR) Training Plan is to clearly identify the methods to be used and steps to be taken to assure users and support staff of the new WebMSS™ product are fully trained in its use.  This plan also identifies the resources needed to perform the required training.

Background

The Washington State Patrol (WSP) ACCESS (A Central Computerized Enforcement Service System) is a message switching system.  It was created to allow all criminal justice agencies throughout the State of Washington to exchange information.  For agencies which do not have their own regional interface to ACCESS (WSP included), an asynchronous terminal emulation program (ATEP) is used to interface a PC workstation with ACCESS.  ATEP was developed in 1983 and is quickly reaching the point where it will cease to function in today’s technical environment. 

The original developer of ATEP, Level II Inc. (LTI), has been asked to develop a replacement.  The Information Technology Division (ITD) Project Office will manage this project and will develop all plans necessary to test and implement the new vendor product.

The scope of this project is a straight replacement of the old ATEP workstation product with no enhancements other than those which come with the change in operating environment.

Document Organization

This document is composed of four sections and one appendix:

Introduction:

Provides purpose, background, and organization of the ANCIR Project Training Plan document.

Training Plan Overview:

Describes the training approach, training schedule, and training facilities.

Training Organization:


Identifies the training team, and its roles and responsibilities.

Training Sessions:


Identifies and describes the types of training classes to be conducted during this project.

Appendix A, Lesson Plan:


Identifies what will be taught during training sessions.

Training Plan Overview

Training Approach

Training in the use of the WebMSS™ product will involve a number of steps and activities to assure system users and support staff can operate effectively in the new environment, and take full advantage of the product features.  Figure 1 below illustrates the training activities to be accomplished, and their relationship to other project activities and milestones.
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Figure 1.  Training Activities

As depicted in Figure 1 (previous page), the following training activities will be performed:


1.
System Administrator Training


2. 
System Test Begins


3.
Tester Training


4.
System Test Complete


5.
Initial User/Trainer Training


6.
Acceptance Test


7.
Product Acceptance


8.
Ongoing User Training

The following provides a brief description of each activity:

1.
System Administrator Training will be provided by LTI staff, and will be conducted at the WSP Data Center. This training will be on both administrative and end-user functions. It will allow ACCESS section staff to perform security and other administrative functions to establish a test environment so system testing can begin.  For information on testing activities please refer to the ANCIR Project Test Plan.
2.
System Test Begins when the WebMSS™ product is operational on the ACCESS production environment.  Initially, ACCESS Section staff will perform a round of testing to verify that no major problems exist with end-user functions, and to better familiarize their selves with the system before Tester Training begins.

3.
Tester Training will be performed by ACCESS Section staff.  Trainees will be  staff from the Criminal Records, Communications, and Commercial Vehicle Divisions of WSP, and staff from selected state and local agencies.  This training will concentrate on end-user functions, and will be conducted one-on-one at the tester work site.  This training is further described in the “Training Sessions” section within this document.

4.
System Test is Complete when test results indicate the product is ready for acceptance testing. 

5.
Initial User/Trainer Training (users, customer support, district training officers) will be performed just prior to entry into acceptance testing. It will be conducted by LTI staff, with assistance from ACCESS Section staff, to train representatives from those groups which will participate in the 30 day Acceptance Test.  Training officers who will be responsible for training their own staff later will also participate.  User training is further described in the “Training Sessions” section within this document.

6.
Acceptance Test will be performed by selected WSP and local agency staff and consists of the activities required to verify the functionality and reliability of the WebMSS™ product.  This test will be divided into two formal 30-day periods, one for the application software and one for the server hardware. For more information about this test, please refer to the ANCIR Project Test Plan.
7.
Product Acceptance is the customer’s agreement to take the product upon successful completion of the Acceptance Test and to disburse payment to the vendor. 

8.
Ongoing User Training refers to the WebMSS™ training which will be conducted as work sites are migrated to the new environment, and also incorporated into the regular training sessions conducted by the ACCESS/WACIC Trainer.  For more information about work site migration, please refer to the ANCIR Project Implementation Plan.
Training Schedule

Please refer to the ANCIR Project Plan for specific training schedules.

Training Facilities

Training in the use of the WebMSS™ product will be conducted at various facilities, depending on the audience:

· System Administrator training will be conducted at the WSP data center.  

· Tester training will be conducted one-on-one at the tester work site.  

· Initial user training will be conducted at the WSP Shelton Academy in the Computer Aided Dispatch (CAD) training room.  

· Ongoing user training will be held in the usual training sites used for regular ACCESS/WACIC training across the state.

Training Organization

Training Team

Trainers and trainees will come from staff of the various organizations involved in this project.

Roles and Responsibilities

Training sessions will be conducted to assure system users can operate effectively in the new environment, and take full advantage of the product features.  Effective training requires well-defined roles and responsibilities for each of the participants.  Following is a table which depicts all training participants, and their roles and responsibilities:

	Person
	Role
	Responsibilities

	Lieutenant Steve Davis 
	CRD Business

Team Leader
	· Ensure adequate business staff are assigned to training activities.

· Provides decision-making to the project team.

	Mr. Fred Wilcox 
	Communications Business Team Leader
	· Provide input to this training plan.

· Assist in developing a training schedule.

· Ensure adequate business staff are available for training.

· Provide decision-making to the project team. 

	Mr. Al Riehl 
	CRD-ACCESS Section Business Staff
	· Provide input to this training plan.

· Assist in developing a training schedule.

· Receive training from LTI.

· Conduct training where needed. 

· Ensure ACCESS business needs are met as they pertain to training.

	Ms. Kathy Paulson
	CRD-ACCESS Section Business Staff
	· Provide input to this training plan.

· Assist in developing a training schedule.

· Receive training from LTI.

· Conduct training where needed, and/or answer questions as they come up. 

· Ensure ACCESS business needs are met as they pertain to training.

	Mr. Joe Salvus
	CRD-ACCESS/WACIC Trainer
	· Provide input to this training plan.

· Assist in developing a training schedule.

· Receive training from System Administrator.

· Coordinate training activities.

· Conduct tester training where needed.

· Conduct on-going training. 

· Ensure ACCESS business needs are met as they pertain to training.

	Ms. Debbie Grajeda


	Communications Division Training Coordinator
	· Receive User training.

· Coordinate training activities for the Communications Division.

· Ensure Communications’ business needs are met as they pertain to training.

	Mr. Bob Kluckhohn
	Communications Division Business Staff
	· Receive tester training.

· Ensure Communications’ business needs are met as they pertain to training.

	Mr. Wil Armagost
	Commercial Vehicle Division (CVD) Technical Support
	· Receive tester training.

· Ensure CVD’s business needs are met as they pertain to training.

	Mr. Rick Flack
	LTI Staff Memeber
	· Provide training to WSP staff.

	Ms. Michele McMillin


	ITD Customer Services Unit Supervisor
	· Receive User training.

· Coordinate training activities for ITD Customer Services.

· Ensure Customer Services’ business needs are met as they pertain to training.

	Mr. Steve Cole
	Project Manager
	· Manage the overall ANCIR project.

· Ensure timely completion of training activities.

· Develop this training plan.  

· Coordinate and direct training activities.

	Ms. Kristen Regalado
	Project Support
	· Assist in maintaining project plans and related schedules.  

· Assist the Project Manager in controlling the project.  Enhances and administers documentation procedures.

	Mr. Daryl Hall
	Project Associate
	· Provide peer review, support, and consultation to the ANCIR Project Manager.


Training Sessions

Different types of training will be given during this project depending on the phase of the project and the audience.  Following is a detailed discussion of training activities broken down by project phase:

Testing Phase

During the testing phase two, types of training will be given: System Administrator and Tester.  

System Administrator Training

ACCESS Section staff will be trained by LTI on how to administer the new product and how to perform all end-user functions.  This will allow section staff to set up a test environment and prepare for system testing.  See Appendix A for the Lesson Plan to be used for this training.  The following table further illustrates this training activity.

	System Administrator Training

	
	Description
	Comments

	Trainer(s)
	To be determined
	LTI Staff

	Trainee(s)
	Al Riehl

Kathy Paulson
	System Administrator

ACCESS Staff

	Where
	ACCESS On-site
	

	When
	See ANCIR Project Plan
	During Installation of test server


Tester Training

This training will instruct selected testers in the testing process and to make them proficient enough with the new product to test all end-user functions.  It will be conducted one-on-one at the tester work site.  See Appendix A for the Lesson Plan to be used for this training.  The following table further illustrates this training activity.

	Tester Training

	
	Description
	Comments

	Trainer(s)
	Al Riehl

Kathy Paulson

Joe Salvus
	As-needed or as-available

As-needed or as-available

As-needed after receiving training

	Trainee(s)
	Joe Salvus 

Bob Kluckhohn

Wil Armagost

Diann Hare

Jill Zimbelman

Jeris Thorsen

Ed Michaels

Mr. Deb Laughery

ACCESS Computer Opp. Analysts
	ACCESS/WACIC Trainer

Communications

CVD

Dept. of Corrections

Thurston Co. S.O.

CAPCOM

Thurston Co. P.A.

Oly. PD.

	Where
	To be determined.
	Tester on-site location.

	When
	See ANCIR Project Plan.
	After ACCESS Section staff have completed their testing.


Implementation Phase
During the implementation phase two types of user training will be given:  initial and ongoing.

Initial User Training

Initial user training will be performed just prior to entry into acceptance testing, and will occur in two rounds. The first round will be conducted by LTI staff to instruct WSP district training officers and those within WSP who will participate in the 30 day Acceptance Test. The second round of training will be conducted at district communications centers by those trained at the Academy. Each district will be responsible for training their own district staff.  See Appendix A for the Lesson Plan to be used for this training.  The following table further illustrates this training activity.

	User Training

	
	Description
	Comments

	Trainer(s)
	Rick Flack

Joe Salvus

Al Riehl

Kathy Paulson
	LTI staff

ACCESS/WACIC trainer

ACCESS 

ACCESS

	Trainee(s)
	Debbie Grajeda

CO 3 Jo Baumgartner

CO 2  Ruth Benedict-McStott

CO 3  Carrie Gordon

CO 3  Becki Scholes

Michele McMillin

Debbie Grulke

Bob Mack

Lynn Whitesell

Mike Kildow
	Comm. Div. training coordinator

Comm. Div. District 2 ACCESS trainer

Comm. Div. District 7 ACCESS trainer

Comm. Div. District 8 ACCESS trainer

Comm. Div. District 1 ACCESS trainer

Customer Services supervisor

Customer Services

ITD-ACCESS Field Support (Olympia)

ITD-ACCESS Field Support (Tacoma)

ITD-ACCESS Field Support (Marysville)

	Where
	Shelton Academy
	CAD training room.

	When
	See ANCIR Project Plan.
	After system testing is complete and just prior to acceptance testing.


Ongoing User Training

After the product has been accepted, additional WSP user sites will be migrated to the new WebMSS™ environment until the entire agency is converted.  Migration will then proceed to external agency sites until the entire state is converted.  Please refer to the ANCIR Project Implementation Plan for more information about the migration plan.  Training related to this migration will be scheduled at a later date.

Appendix A: Lesson Plan

Appendix A: Lesson Plan

I.
Introduction  (15 - 20 minutes)

A.
Purpose

B.
Scope

C.
Organization

II.
Workstation Setup  (45 - 60 minutes)

A.
Define/Update the MSS Workstation

B.
Verify/Update User’s Windows OS/IE

C.
Access the End User’s Web Site

D.
Install the WebMSS “Certificate”

III.
WebMSS Workstation Operation  (45 - 60 minutes)

A.
Data Entry/Display Area

B.
Status/Action Bar

1.
Incoming Message Status

2.
Workstation Mnemonic

3.
Send Button

4.
Receive Button

5.
Clear Button

6.
Command Button

7.
Mask Button

8.
Config Button

9.
History Button

IV.
Questions and Answers  (15 - 25 minutes)




   Total Time:  120 -165 minutes







