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Program Purpose

The purpose of this training plan is to provide Do It Now with the tools and information that will allow for them to make any necessary updates or changes to their website.

Program Background

Dynamic Unit has created this training plan so the client understands how to use their website and how their website functions.

Program Scope and Exclusions

Training Provided:
· Training on optimizing images and changing images on the website
· Training on updating or changing content on the website
· Training on uploading files to the GoDaddy server
· Training on updating or changing the menu

This training plan does not include adding or removing navigation links to your website or making any changes to the design of the website. If the client would like training on something that was not already provided, this will come at an additional charge.

Organizational Units Involved

Dynamic Unit
	Tatiana Monaco: Project Manager

	Williams: Technical Lead & Web Production Specialist

	Logan Riedel: Creative Lead

	All: Quality Assurance



Do It Now
Jose Dias, Owner

Goals and Objectives

· [bookmark: _Hlk103699986]To provide Do It Now a complimentary overview of their website.
· To help educate Do It Now with the knowledge on how to implement changes within their webpages. 
· To help Do It Now make necessary changes within their websites .html files without the assistance of Dynamic Unit.
· Do It Now will be given training video presentations demonstrating how to implement changes within their .html file documents.
· Do It Now will be given training visuals with a step-by-step guide on how to implement changes within their .html file documents.
Expected Benefits

· Do It Now will be able to locate areas within the .html file documents where changes can be made.
· Do It Now will understand how to optimize images.
· Do It Now will be able to change and insert an image within the .html file document.
· Do It Now will be able to change and insert new text within the .html file document.
· Do It Now will be able to update and change the menu within the .html file document.
· Do It Now will understand the importance of staying within the opening and closing tags within the .html file document.
· Do It Now will understand how to save changes within the .html files.
· Do It Now will understand how to download their changed and saved .html files to their GoDaddy account.
· Do It Now will understand the importance of saving all changed .html file documents.

Issues and Constraints

· Do It Now has very little knowledge of working with .html files, therefore training materials must be followed very carefully.
· Additional training and maintenance may be necessary for a variety of reasons; therefore, this will be Do It Now responsibility and will be charged an additional fee or fees.

Critical Success Factor

· Client is aware on how to successfully update their website
· Client knows why updating their website is important 
· Get Client on a regular maintenance schedule
· Make sure Client has confidence in keeping the website updated

Program Risks

· Client may have difficulty understanding some of the material shown
· The person that gets this training might not be the who does maintenance on the website

Program Approach and Deliverables

· Video Training presentation:
· Opportunities for hands on training 
· Written training packet





Program Platform

Dynamic Unit will offer a 3-hour training session with our client that will provide them with the necessary instructions on how to update and maintain their website. This will include site navigation, how to update and maintain their site, how to add additional content and pages and how to change, resize or get rid of images.

Management Approach

Dynamic Unit consists of educated and experienced Website Designers. We will provide the necessary materials to the client during our training session. The packet will contain our presentation and will also provide link to our training video.

Budget

We will charge $50.00 per hour for any additional requests. This includes, but is not limited to:
· Training beyond the complimentary 3-hour training session.
· Additional training material on updating or changing the design
· This may require more than training material, which will need to be discussed with Team Syntax’s project manager to get a proper estimate on the requested changes
· Additional training material on adding, removing, or changing the navigational links
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