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Use the following guide to work through some high-level decisions regarding your learning content. This information is requested again in the online NEAe3 LMS Course Intake Form. 
	Course Name
Provide the course name as it is to appear in NEAe3 LMS
	for example: Using NEAe3

	Taxonomy
(Center+ Dept+ Learning Program)
	for example: CIT.LST.LMS Governance 

	Course Description
Provide the general description of the course. This is what learners sees in the portal regarding the course.
	for example: This course provides context on when and why the Learning Content Worksheet is required and how to complete the worksheet to avoid delay in course publishing on NEA3e LMS.

	Keywords
Keyword(s) is how learners can find courses. Include as many possible variations that a learner might use to search. Include the learning audiences (i.e. educator, education support professional, ESP), topics (social justice, advocacy, etc.), and presentation/platform (independent study, facilitated, webinar, instructor led, etc.)

Keywords must be separated by commas and MAY NOT include a hyphen.
	for example: CIT, LST, LMS, LMS, worksheet, governance, learning, NEAe3, content, publish, independent

	Course Objectives/Learning Outcome
Objectives are visible to learners in the course details.
Avoid vague verbs like “understand” or “know” as it can be difficult to determine how the goal can be measured. Think more specifically about what learners should be able to demonstrate.
	for example: Upon completion of this course the learner will have reliably demonstrated the ability to complete the Learning Content Worksheet when creating a course. 

	Professional Skill Development Area/Competency(s)
All choices are provided. Select one or more.
	· Communication Skills
· Collaboration Skills
· Productivity Skills
· Creative Skills
	· Conflict Resolution Skills 
· Technology Skills
· Leadership Skills
· Organizational Skills

	What NEA strategic goal(s) does this course support?
All choices are provided. Select one or more. 
	· Increase Educator Voice, Influence, and Prof Authority 
· Recruit and Engage New and Early Career Educators 
· Support Prof Excellence 
· Advance Racial Justice in Education 
· Secure a Pro-Public Education Environment 
· Enhance Organizational Capacity 
· Enterprise Operations

	Target Release Date
When do you want this course to be made available? 
	for example: May 2024

	If applicable, when does the course end? 
	for example: May 2025

	Does the course provide Certification? 
If so, provide a certificate for uploading when completing the online Course Intake Form. 
	The following fields are available for auto-population in the LMS and don't need to be included in the certificate: first name, last name, course title, course length, score achieved, completion date, Cert. expiry date, PDU credits.

	How long is the course (in minutes or hours)?
	for example: 30 mins; or, 3 hours

	Include a thumbnail image for the course for the Store/Catalog. 

JPEG or PNG formats with dimensions of 800 x 450 px recommended.
	

	NEAe3 LMS Portal(s)
PEP – Professional Excellence Portal (Public)
POPs – Professional Opportunities Portal for Staff (Internal)
Some courses are appropriate for both members and staff, such as social and racial justice courses, so those courses can go in both portals. 
Other courses, such as NEA360 training, would only go in POPs. 
All member courses go in PEP.
	for example: POPs Portal, and SEA Portals

	State Affiliates – when an Affiliate has a portal, do you want the course made available on that portal?
 
	Yes or no

	Is the course for a specific Group? 
	for example: Yes

	List the LMS Group(s)
(refer to learning table below)
	for example: NEA CIT LMS Admins


Available Groups in PEP and POPs
We can assign courses to specific groups, which means the course will be visible only to those within the specified group(s). Below are the Groups that are available in PEP and POPs. Your course or session may be specific for one or multiple groups. 

If you need to target a specific group that is not listed here, please reach out to learningsolutions@nea.org 
	AVAILABLE GROUPS
	PEP 
or 
POPs  

	All Users Group (all individuals in the portal)
	PEP

	An Affiliate (each has its own group: AZ; NH; CA; etc.)
	PEP

	Members
	PEP

	Potential Members
	PEP

	Non-members 
	PEP

	Community Ally
	PEP

	Staff (one group includes both NEA + SEA staff)
	PEP

	Mindspring (course authoring vendor)
	PEP

	Teacher Quality Tech Team
	PEP

	All Users Group (all individuals in the portal)
	POPs

	Each Affiliate (each has its own group: AZ; NH; CA; etc.)
	POPs

	SEAs (all state Affiliates in one group)
	POPs

	Each NEA Center (each center has its own group: BFS, CFC, CIT, etc.)
	POPs

	NEAHQ (all centers in one group)
	POPs

	Affiliate LMS Cohort (state LMS admins)
	POPs

	PEP Tech Helpers
	POPs

	HQ NEAe3 Users
	POPs

	IPD SCORM Sharing
	POPs

	SEA Data Leads
	POPs
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