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Training Strategy Goals 

The purpose of this plan is to define a strategy for ongoing training and support of employees using a typical Microsoft 
SharePoint collaboration environment.  This plan will define the audiences, delivery methods, schedules, promotion, 
storage requirements, organization and training modules included in the overall plan. 

The goals of this program are: 

o Increase the user adoption levels across the environment 

o Improve user efficiency by instructing employees in the proper use of the tools 

o Create brand recognition and user confidence in the overall support program 

Critical to the success of this program is the use of quick and targeted help resources designed to promote rapid 

acquisition of skills by demonstrating specific tasks in a step by step format.  

 
FIGURE 1:  TRAINING RESOURCES IN VARIOUS FORMATS TARGET DIFFERENT LEARNING STYLES. 
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Audiences 

Before discussing the training strategy it is necessary to define terms around the audiences that we are trying to reach 

with the program.  The following groups constitute the audiences that we will be attempting to reach with this 

ongoing program of support and training: 

1. Users - Users are defined as employees who have read only access to the content. 

2. Content Owners - Content Owners are defined as employees to have the ability to add content to existing 

site tools such as news, list items and documents.  Content Owners do not have the authority to create new 

lists, libraries or sites and may not see or edit site settings. 

3. Site Owners - Site Owners are defined as users who have the ability to not only add content but change site 

layout, create new lists and libraries, change user permissions and build new sites. 

 
FIGURE 2:  TRAINING DEMANDS INCREASE AS PERMISSION LEVELS GO UP. 
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Training and support Del ivery Methods 

This program will deliver training and support information using a variety of methods in an effort to target the right 

type of training to users based on their security level, time constraints and learning styles. 

1. Documentation - Training documentation is focused on self-help guides designed to provide step by 

step instructions on how to perform some of the more commonly used tasks in SharePoint. 

2. Demos - Demos are recorded demonstration videos (may or may not contain audio) that walk users 

through performing specific tasks in SharePoint.  These videos should be short training hits designed to 

fulfill quick training needs on very specific topics and should average 1-2 minutes in length. 

3. Webinars - Webinars are meeting sessions designed to cover specific SharePoint topics targeted at Site 

Owners.  Each session will contain presentations, live demos and QA sessions and will run 

approximately and hour or less. 

a. SharePoint Site Owner Boot Camp ð The boot camp session should be a recorded webinar of 

approximately 1.5 hours covering all the most critical SharePoint functionality for Site owners.  

Viewing this webinar should be considered a requirement for anyone wanting to become a site 

owner. 

b. Bi-weekly SharePoint Webinar Series ð Every two weeks a webinar should be delivered 

highlighting specific pieces of SharePoint functionality for Site Owners.  These sessions should 

run  approximately forty minutes and include a QA session open to all types of MOSS 

questions. 
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FIGURE 3:  DELIVERY METHOD VARIES DEPENDING ON THE PERMISSION LEVEL OF THE AUDIENCE  
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Program Organization 

Your Training and Support Program needs to be organized in such a way that users can quickly and easily find and 

utilize the materials they need.  Additionally, the program should provide tools that allow employees to submit input 

or comments on the materials, demos and recorded sessions.  This can best be accomplish through MOSS by 

establishing a Training and Support home that catalogs all the available resources and serves as a òjumping offó point 

for users interested in improving their MOSS skills. 

There should be several components to this program that include: 

1. Training and Support Program Site ð This site should be the anchor of the program providing archives of 

support documentation, libraries of demos and catalogs of previously recorded webinars. 

a. Materials Archives ð previously created training and support resources should be stored in MOSS 

document libraries and lists.  These lists and libraries should be customized to allow for 

classification of content based on predefined Meta data options.  Meta data will allow Training and 

Support site owners to present resources in sorted and/or filtered views improving accessibility. 

b. Site Request Form ð In order to ensure that new sites are fully vetted prior to provisioning, a Site 

Request Form should be established to gather requirements regarding: 

i. Purpose of the site 

1. Why is it needed? 

2. Why types of materials are being delivered? 

ii. Site Requestor 

iii. Site Owners 

1. Will the site owners be different than the site requestor? 

2. How many site owners are required? 

iv. Location of the Site Owners within the organizational structure of the company 

v. Audience for the site 

1. Who are they? 

2. What area do they work in? 

3. What would they expect to get from the site? 

vi. Approximate storage requirements 

vii. Estimated number of active users 

viii. Perceived proper location of the site within the site architecture  

c. Webinar Schedules and sign-up forms 

d. Post Webinar Surveys & Feedback 
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e. Program News & Announcements 

f. FAQ 

 

FIGURE 4:  MOSS PROVIDES THE IDEAL T OOL SET FOR PROGRAM MANAGEMENT  

 

2. Branding ð The Training and Support Program should be given an official name and branding should be 

created that will easily identify the program and start to build brand recognition across the company.  

Branding is important for several reasons: 

a. Inspires confidence ð Inspires confidence among users that the program is serious, constantly 

maintained and the final source of truth with regard to how things should be done within the 

environment. 

b. Enhances visibility - Links to the site from other pages, templates and sites (whenever possible) 

should include the branding.  Over time, consistent use of the brand will make the program more 

visible and increase usage. 

c. A few possible Training and Support topics  

Training and support topics are organized by several criteria including the audience type, delivery method and 

specific SharePoint technologies that apply. 
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Training Topics Audience Delivery Technology 

Search Techniques Users/All Demo/Document MOSS/WSS 

Using Alerts Users/All Demo/Document MOSS/WSS 

MySites Users/All Demo/Document/Webinar * 

Site Permissions Site Owners Demo/Document/Webinar WSS 

New Sites Site Owners Demo/Document/Webinar WSS 

Lists & Web Parts Site Owners Demo/Document/Webinar WSS 

Document Libraries Site Owners Demo/Document/Webinar WSS 

Custom Lists Site Owners Demo/Document/Webinar WSS 

Building Tools Site Owners Demo/Document/Webinar WSS 

Site Management Site Owners Demo/Document/Webinar WSS 

Building Engaging Sites Site Owners Demo/Document/Webinar WSS 

Adding Records Content Owners Demo/Document WSS 

Adding Documents Content Owners Demo/Document WSS 

Adding Pages Content Owners Demo/Document WSS 

Adding News Items Content Owners Demo/Document WSS 

Content Approval Content Owners Demo/Document WSS 

Document Versioning Content Owners Demo/Document WSS 

Specialized Training and Support Topics  

Specialized Training and Support Topics are those topics that pertain to MOSS functionality other than the core 

functionality of WSS and MOSS.  Additionally, specialized topics may include procedures designed to complete 

complicated jobs or processes that involve other software applications outside of MOSS.  Lists of possible topics are 

illustrated below. 

Training Topics Audience Delivery Technology 

MySites Users/All Demo/Document/Webinar MySites Admin 

Content Migration from 2003 Site Owners Document WSS 2.0 & 3.0 

Content Migration from MOSS Site Owners Document WSS 3.0 

Approval Workflow Content Owners Demo/Document WSS 3.0 

 


