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. CATCH MORE SMES WITH HONEY

Sweet Ideas and Tools for Project Success
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MY GRANDMA ALWAYS SAID.
"YOU CAN CATCH MORE
FLIES WITH HONEY THAN

WITH VINEGAR "




THE CHALLENGE

We all want to make an impact, but we

have different approaches.




THE SOLUTION

Make it easier for the SME to
partner with you.



Process

Tools

Approach
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THE PROCEDY s

Plan, & Project

Timeline
5%
Project Intake Meeting,
Initial Needs Analysis, &
Project Scoping

Gathering the Team

L(
[\

\J
(J

> SME Onboarding
Process

0q®
Tam

Kick-Off Meeting

Design, Development,
4 A Implementation,

> B Evaluation/Feedback
& New [terations

Next Project
LN

I"'

Welcoming the
Team

% Project Conclusion
& Personalized Thank You to Team
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HOW WOULD YOU DESCRIBE YOUR
IDEAL SME?




FOUR TYPEY OF SMES




FOUR TYPES OF SMES — THE BELIEVER




FOUR TYPES OF SMES — THE VOLUNTOLD
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FOUR TYPES OF SMEy — CYNIC




MY IDEAL SME

Best practice of knowledge, facts, and processes

.
“TThT
RN 1An

Job-task knowledge gained through hands-on experience

-------

Ability to make content-related decisions that stick

Have a desire for the project to be successful



THE PROCESS — GATHERING THE TEAM

e |dentity SMEs as early as possible.

 Help your stakeholder to identify the best type of SME using the
four characteristics needed: Expertise, Experience, Influence &
nterest.

 Don't only identify your SMEs, identity EVERYONE who will need to

review your project.
O




THE PROCEDY s

Plan, & Project

Timeline
5%
Project Intake Meeting,
Initial Needs Analysis, &
Project Scoping

Gathering the Team

L(
A

\J
(. 00

9 S\ Onboarding g
Process

Kick-Off Meeting

Design, Development,
4 A Implementation,

0 W Evaluation/Feedback, Next Project
L & New lterations
Welcoming the
Team
@ Project Conclusion

& Personalized Thank You to Team
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HOW MANY OF YOU WELCOME YOUR
TEAM BEFORE MEETING?




THE PROCESS — WELCOME THEM TO THE TEAM

To: SMEs
From: Awesome ID or Project Manager Who Cares
Subject; Welcome to the [Insert Project Name] Team!

Hello Everyone,

If you are receiving this email, you have been identified as a key subject matter expert for the [insert project name here] project. This
means that your input about this this topic, the audience, and our company is critical to the success of this project.

Soon you will receive a meeting invite from [insert name] for our project kick-off meeting where we will discuss project goals,
expectations, and timeframe.

We know that you are all very busy with your daily responsibilities, and we are grateful for your partnership and valuable input.
If you have any questions or concerns before the kick-off meeting, please let us know.

Welcome to the team! We look forward to working with you.




THE PROCEDY s

Plan, & Project

Timeline
5%
Project Intake Meeting,
Initial Needs Analysis, &
Project Scoping

Gathering the Team

L(
A

\J
(J

Y SME Onboarding
Process

Kick-Off Meeting

0e0
Tam

Design, Development,
4 A Implementation,

0 W Evaluation/Feedback, Next Project
L & New lterations
Welcoming the
Team
@ Project Conclusion

& Personalized Thank You to Team
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HOW MANY OF YOU HAVE KICK—QFf
MEETINGYT




FEEL LIKE THI
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WHAT 15 YOUR NUMBER ONE TIP FOR
BETTER KICK—0FF MEETINGYT




KICK—0FF MEETING

THE AGENDA

Where arewe | Where do we want

Introductions
now? to go?

How are we getting there? Wrap-up




THE PROCESS — THE KICK—OFF AGENDA

Introductions




THE PROCESS — THE KICK—QFF AGENDA

Introductions  RYNECEIETENT

- Leader introduces - Discuss the business
the project and problem
you
- Discuss the target
- Individual audience
introductions

- What resources
currently exist



THE PROCESS — THE KICK—QFF AGENDA

Where do we want
to go?

Introductions ~ Where are we now?

Leader introduces - Discuss the business -  Key success measures
the project and problem for the project
you

- Discussthe target - Assumptions about
Individual audience the deliverables

introductions requested
- What resources
currently exist - Ask their thoughts
and get their buy-in




THE PROCESS — THE KICK—QFF AGENDA

Introductions ~ Where are we now? Wheretgc;(\;\;e an How are we getting there?

Leader introduces | - Discuss the business - Key success measures - Overview of the project process
the project and problem for the project (The model you are going to
you use — SAM, ADDIE, ASSURE,

Discuss the target - Assumptions about etc.)

Individual audience the deliverables
introductions requested - Review project team roles and
- What resources responsibilities
currently exist - Ask their thoughts
and get their buy-in




KICK—0FF MEETING

Project team roles & responsibilities

Project Role Responsibilities

Subject Matter Expert » Attends regular meetings
» Partners with ID to incorporate critical knowledge expertise into course
* Reviews deliverables and provides feedback

Project Advisor « Attends regular meetings
* Reviews deliverables and provides feedback
» Coordinates with LMS admins for loading of training

High-Level Key Stakeholders » Part of final review team for deliverables
* Provides support on as-needed basis

Testers » Reviews and provides feedback on beta version of the training

Project Manager & » Manages project and deliverable deadlines
Lead Instructional Designer * Facilitates project team meetings
» Designer and developer

Are there any other key stakeholders, SMEs, or individuals who will be impacted by this training that should be involved in the project?



THE PROCESS — THE KICK—QFF AGENDA

Where do we want

Introductions ~ Where are we now?
to go?

How are we getting there?

Leader introduces - Discuss the business -  Key success measures - Overview of the project process

the project and problem for the project (The model you are going to

you use — SAM, ADDIE, ASSURE,
Discuss the target - Assumptions about etc.)

Individual audience the deliverables
introductions requested - Review project team roles and
- What resources responsibilities
currently exist - Ask their thoughts
and get their buy-in-— - Discuss how you will work
together




Preferred
Communication
Methods

How to Share
Feedback and




THE PROCESS — THE KICK—QFF AGENDA

Introductions ~ Where are we now? Wheretgc;(\;\;e an How are we getting there?

Leader introduces - Discuss the business - Key success measures - Overview of the project process - Request black out
the project and problem for the project (The model you are going to dates via email

you use — SAM, ADDIE, ASSURE,
Discuss the target - Assumptions about etc.) - Recap what next

Individual audience the deliverables steps will be
introductions requested - Review project team roles and
- What resources responsibilities
currently exist - Ask their thoughts
and get their buy-in-~ - Discuss how you will work
together
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THE TOOLS

Project Plan,
Timelines, ana
Task Tracking

Sharing
Files

Virtual Meetings

Sharing
Feedback

Templates
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PROJECT PLANS, TIMELINES, AND TASK TRACKING

Project Plans (What are we doing):

Plans and more



https://timslade.com/blog/e-learning-project-plan/
https://community.articulate.com/downloads/course-design/project-management-planning

PROJECT PLANS, TIMELINES, AND TASK TRACKING

Timelines (How are we doing it, who, when):

E-LEARNIN G COURSE DEVELOPMENT
PROJECT SCHEDULE

eLearning Project Timeline Agantty Microsoft Office Timeline
(Schedule) — Tim Slade



https://timslade.com/blog/e-learning-project-schedule/

PROJECT PLANS, TIMELINES, AND TASK TRACKING

Task Tracking (Manage your tasks):

See how it works

Go from idea to action in seconds with Trello’s intuitively
simple boards, lists, and cards.

Team projects

-
ced down, if ther

Important Updates Projects

@ oo

igned to me line MARPI

Team projects » Mentioned

This is a pulse

A pulse can be anythin
& Created

——

Create a board for any project, glve It a name, and Invite your team.
Weekly Overview

Monday.com Trello Freedcamp




SHARING FILES

[ ReQuire access cooe ]

; | P —— o See what's new at

mailchimp.com
Dropbox Hightall WeTransfer
«  Free account storage space: 2GB Free account storage space: 100MB  No registration
«  Easyto share folders or files * File expiration 7 days * Send up to 2GB, no strings attached
»  File recovery and version history *  File size limit 2GB »  Pro version with custom branding also
«  New comments feature on files *  Pro version available with additional available
features

TIP: Have a set naming convention in place for version control. Ex: Title of Training_V1_05.09.19




nnnnnn

Knowledge Share

Microsoft Teams or Skype for Uberconference — Free Version Zoom — Free Version
Business x Upfto 1”0 participanﬁs per call &unfimited — « Hosts up to 100 participants per call but
\ - # of calls per mont limits free calls to 40 mins for groups
FAIEBImANY enterprise systems (all recording, screen sharing, and video «  C(allrecording
sharing Unlimited 1:1 meetings with no time
«  Will notify you when someone has limit
joined before you are dialed in o Screensharingandvideo il

»  Great outlook plugin




REVIEWS AND SHARING FEEDBACK — STORYBOARDS

Comments

hot 2015-05-08 16.28.02. o
@ Screenshot 2015-05-08 16.28.02.png m pen 1 comment { [ BN |

Comments
Aktiv Grotesk

Frame 9

‘ Annie Adams Aktiv Grotesk

mith About to book! Can you just ~ You
confirm that this is the right date/time? 2 e

Your J = \A > 3
‘our Iitinerary ) - : We really need to make a decisid

1 traveler rounditrip:
San Francisco, CA (SFO) to

Aktiv Grotesk

New York City, NY (JFK)

Departing Flight #16
sF0 IFK
S2640AM  522328PM
Work together with your team Drop images into a storyboard
Retuming Flight 8415
JFK sF0

528 1238 PM Select and drop multiple images

from your computer straight into
Boords to make a storyboard in
seconds.

Dropbox Comments Boords for Videos Adobe XD




REVIEWS AND SHARING FEEDBACK — ELEARNING

Articulate Review

Adobe Captivate Reviewer

Review my eLearning

Host on ScormCloud and send an email with a template for capturing

feedback

Check out more here

TIP: However you collect your feedback, remember version control and set expectations! .



https://elearningindustry.com/top-elearning-course-reviewer-tools-selection-criteria

TEMPLATES

AutoSave (@ 0) 9 T A s

File Home iSlide  Developer Insert Design Transitions Animations Slide Show Review  View  Office Timeline Free Help

Training Project Name:
oot ok

wersostrowe

Training Project Name
Project Kick-off Meeting

Slide 1 of 15

PowerPoint Templates

e Kick-off meeting

e Status update meetings

e Project conclusion meeting
start, stop, continue feedback

e Template set up for notes

ProjectKickOff_Template.pptx ~ pel Deanna Fischer m =

Acrobat

&

4 Narne of Training — BIBRE Review
elearning Testing Script

SME eLeaming Review Email

Date:

Reviewer Name:

Hi Insert Name,
The Insert Name of eLearning training is now ready for alpha review.
Course Name: e e Yror e

Estimated Length: You can review and leave your feedback via Articulate Review at thi

Purpese: Thank you for pari —
review is 1o verify that content i ) workl
properly. and graphics are tative of the confent and your audie
assist you in identifying what you should be locking for and organt
feedback, please see the checkiist and issue fracker below.

For the review this time around, we want to focus on content, navigational/technical usability, graphics,
f you are new to elearning reviews, or if you know of someone who may be doing this for
we should be verifying.

ing - |f any iss errors are found please list the
Testing - If any issues/ermrors are found please list them on pac s the content flowing as expected?

Is the content easy to understand?

. Course run time for you: Is the content accurate?

TotalTire:
Navigational or Technical Issues:

Y \ edonm? - Ease of use, Back/Forward buttans, clickable ftems, breaks in links, etc

e content sceyto undersiand and ascurale ELEE 02 - On quizzing slides, could you submit your answer? Did you receive feedback?

Check speling and punciuation v s fsted on p.2 Graphics and Sound:
Do the graphics compliment the content and represent your audi
Are there issues with graphics such as graphics on top of each other, running off the side of the
page or over text, etc.
Grammar issues or typos
Can you hear the narration and sound effects throughout?

Check that all navigatien functions properly

{forward, back, play button, resources, menu, sta ] donp

Do ail hyperlinks wark on siides and in res [ Errors fisted on p.2

On quizzing slides, could you submit and receivi . o N
feedback for sach questior Dl Errors fstect on p.2
Do the graphics compliment fhe confent and Ifyou have any questions o issues, please let me know.

represent your audience? O Errors fisted on p.2

I'm looking forward to reviewing your feedback on

Does audio match screen content/ext?

Additional problerr [ Ereors listed on p 2 Thank you for your helg!

Email Templates & Feedback Templates
 Welcome to the team email

* Review/Feedback request email for each phase
» Feedback capturing template if using a word doc

TIP: Make sure your messaging and expectations are clear and consistent across team members.
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— HELP THEM ALONG THE JOURNEY

THE APPROACH
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WHAT DO YOU DO TO MAKE
MEETINGS AND REVIEWS EASIER FOR
YOUR SMET




THE APPROACH— MAKE IT EASY DURING MEETINGS

Be prepared and share your screen

Record the meeting

nclude an agenda/goals for each meeting

Capture meeting notes and takeaway items for each team member
Remind the team what is coming up next

Send a follow-up email



THE APPROACH— MAKE T EASY DURING REVIEWS

Provide clear instructions and a critique sheet for reviews
Give them an estimate of how long it may take
Remind them of due dates

Be realistic about turnaround time

Check-in & offer more time

Let them know the impact of delays — not over email



THE APPROACH— BE KIND

Be genuinely interested in who they are and what they do
Start meetings with non-work-related discussions

Actively listen

Give them credit and thank them often
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WHAT WAS THE NICEST "THANK YOU"
YOU EVER RECEIVED?




THE APPROACH— BE KIND

Thank You ldeas

» Handwritten thank you note

» Recognition

» Add a thank you note on your learning
materials or in an announcement email




THE APPROACH— BE KIND

e
ENSURING WORKPLACE EAF(ETY

@
\ Any act of threat of physical Report having been

violence, harassment, intimidation, victims of workplace
or other threatening disruptive violence each year in
behavior that occurs at any work the U.S. us DEPT OF LABOR

related location

WHAT CAN YOU DO TO HELP?

FOLLOW THE POLICY BE AWARE OF WARNING SIGNS

Everyone is required to wear an ID badge ‘Changes in behavior or appearance
Alcohol/Drug Use
Anger/Rage/Poor Impulse Control
Abusive Stalking Behavior

Threats

x  Visitors must be escorted
Do not possess weapons of any kind
Do not engage in behavior that

contributes te an offensive work

I

envirenment Violence towards person or property

If you hear or see Security Emergency Call 91

something,
say som Ethi ng Non-Emergency Security Concern Security Center

Concern about Self or Co-Worker Supervisor, HR Rep, or Security Rep.

%\ Security Center #

CI A (101) 123.456

o Ql VI
IVJIs DEANNA FISCHER

Special thank you to George Smith and the Security Team arning Dosig

Scrolling Credits in eLearning NN Give credit at the bottom of your
resources



THE APPROACH— BE KIND

Thank You ldeas

* Handwritten thank you note
* Recognition
» Add a thank you note on your learning materials or in an announcement email
* Praise in meetings and over emails
» Send an email to their boss praising them and cc them
» Use employee recognition programs
e \Write a recommendation on LinkedIn
» Athoughtful gift:
« (offee, book, sweets, flowers, gift card (for a favorite item), bonus, etc.




THE APPROACH— BE KIND

Need additional thank you ideas? Pinterest

—

! THANKS g = v, - ‘ - g A 50 SIMPLE WAYS TO SAY

- "D
i “(;hc:r WSNUT' know
°he w‘rh ould haye

A BUNCH HANN TUU! 5 SUt your

Vintage Typewriter Favor Boxes
& Promoted by

25+ teacher appreciation week P z ; '; 25 Creative & Unique Thank
ideas o You Gifts

101 MORE Ways to Say Thank ~ ** ,; N‘\ < . : = You're a LIFESAVER—Thanks
TN = i For All You Do! Fun...

ways o 1ay s ] oy

WITH FOOD

WAYS TO SAY THANK
WITH

Free Printable Thank You Cards "
for Kids to Color...
Music Note Button Art Thank

Chlpotle Gift Card
You Card, Rustic Thank...

Volunteer Thank-You Gift Tags / 5 memni: m\KBLE
33 Simple DIY Valentines Cards (Doodle Theme)

Perfect for...

41 Ideas for Cute Ways to Sa
Chipotle Gift Card Teacher Thank You with Candy

| 41 ways to say : : Thank You

Thanks A Latte Printable
Thank gow

Ve be

in - ’ -
—_— if we didn't . '
13 - 101 Ways to Say Thank You (D) iAdnks o with CANDY 2 Mother's Day
v @ L v e , SALE

e




Process

Tools

Approach
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Deanna Fischer

Deanna.fischer@fischermicrotech.com

www.DeannaFischer.com
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