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 Please turn off your cell phone
 If you must leave the session early, please do  

so discreetly
 Please avoid side conversations during the  

session



This session will review the resources, tools and processes involved in 
setting up a training program for your users. It will review instructor-led 
training and online training using Canvas.

 Determining Training Needs
 Exploring Different Training Modules

 User Guides/Handouts
 Video Guides
 Instructor-Led Training
 Online Training using an LMS

 Support for the End User



 Rationale for training
◦ Smoother transitions to learning the system
 Easier to let go of the “old system/old way”
◦ Job success
 Users have more self-confidence
 Work is more efficient and productive
 Comfortable providing feedback to improve 

workflows/processes
◦ Limited need for support
 Users become self-sufficient
 Able to efficiently train new users in-house

WHY OFFER TRAINING AT ALL?



 Define the problem
 Determine objectives and outcomes

 Needs assessment
 Personnel organization
◦ Availability: What is the time commitment?
◦ Form a team/committee for consistency
 Functional & Technical Members
 Dedicated trainer available?
 Consideration of skill sets
 Reporting structure

 Evaluate Training Resources
◦ Software available (site licenses)
◦ Lab space (dedicated or shared)

◦ Layout, equipment, peripherals
◦ Printing options (in-house, vendor)

◦ Funding



◦ Identifying users for training
◦ All users/departments, business managers, 

functional areas, etc.
◦ What products/processes in Banner will be covered?
◦ What training parameters will work best?

◦ Determine delivery method
◦ Registration required?
◦ Training optional/mandatory?
◦ Frequency of training
◦ Program evaluation tools
◦ Long term goals

◦ Communication channel considerations:
• Online, email, social media, mailouts



 Customized User Guides Option
 Handouts/Factsheets
 User Manual
 Video Tutorials
 Webinars (live, on-demand)
 Service/Product Provider Training

 Instructor-Led Training (ILT) Option
◦ Hands-on
◦ Individualized learning

 Online Training using a LMS Option

NEXT QUESTION: 
Which training model best fits our needs?



 Word Processing Software
◦ Microsoft Word

 Page Layout Software
◦ Adobe InDesign
◦ Microsoft Publisher

 Screen Capture & Photo Editing Software
◦ Techsmith SnagIt
◦ Adobe Photoshop

 PDF Creator
◦ Adobe Acrobat
◦ Cute PDF (cutepdf.com)

 Video Production (live, on-demand)
◦ Camtasia
◦ Microsoft PowerPoint
◦ WebEx, Zoom, Teams



 Requires writing, page layout, video, 
and/or editing skills

 Develop a template
 Same voice
 Consistent look and feel
 Ease of use

 Delivery of guides
 Publish online 
 Deliver via email announcements
 Provide hard copy



 Video Production
 Live or On-Demand (pre-recorded)

1. Define the Problem: training might aim to solve a noticeable 
performance gap
2. Determine Measurable Outcomes
3. Design a Relevant and Interactive Program: if your audience isn’t 
paying attention, what’s the point?
4. Set Participants up for Success: Prepare before they start
5. Ensure Everyone Knows the Expected Outcomes
6. Use Platform Tools Creatively

• Polls for conversation starters.
• Chat for group conversations.
• Webcams for deeper dialogue.
• Whiteboards for team collaboration.
• Breakouts for practice and feedback.

7. Ask the Right Follow-Up Questions
8. Check for Application
9. Focus on Changed Behaviors





 Variety of Factsheets, User Guides, 
Handouts, Webpages, Videos, 
Webinars

 Published online
 Website
 Knowledge Base Articles

 Team of authors/editors specific to 
subject matter
 Procurement Card User Guide
 Vendor Guide
 RPA Training Resources
 ITS Documentation

https://www.procurement.msstate.edu/procurement/procard/procardguide.pdf
https://www.procurement.msstate.edu/pdf/Vendor_Guide_20220809.pdf
https://www.rpa.msstate.edu/training-resources
https://www.its.msstate.edu/support/documentation


MSU Admin Banner 9 Departmental User Manual

 Only accessible 
from Banner under 
My Links

 Living document

 188 pages



ILT Considerations:
 Training Environment for Banner
 Identify dedicated trainer or team
 Involve Subject Matter Experts (SME)
 Develop Curriculum/Lesson Plan
 Provide Training Materials
 Create and post a Training Schedule
 Reserve training space and/or equipment

 Participants bring their own equipment?
 Use a Registration system/tool
 Evaluation Tool – survey, evaluation
 Provide training certification and recordkeeping

 Facilitated by an instructor in a classroom setting. 
 ILT allows learners and instructors/facilitators to interact and discuss the training 

material individually or in a group setting. 



History of Banner Training:
 Implemented Banner  July 1, 1993 (30 years)
 Training Offered from 1993 - Present
 Two (2) dedicated trainers from 1993-2006

 2006-Present > one (1) dedicated trainer
 Training database maintained by ITS
 Dedicated lab (15 participants + presenter)
 Available to all MSU employees (staff, admins)
 Prior to June 2023, training was mandatory 

before keying access was granted
 Currently training is no longer required to 

gain access



 Monthly rotation of five (5) in-person classes
◦ General (monthly, except December & June):

◦ Navigation & Financial Query Class, 8:30 am – 12:00 pm
◦ Finance (monthly, except December, May & June)

◦ Requisitions Class (2 days), 8:30am-4:00 pm
◦ Presentations: Procurement & Contracts/Procard Office
◦ Invoice Processing Class (1 ½ days), 

8:30 am – 3:00 pm, 8:30 am – 12:00 pm
◦ Presentation: Accounts Payable

◦ Human Resources(bi-monthly, except December & June)
◦ Payroll Time Entry, 9:30 am – 12:00 pm
◦ Presentation: Human Resources
◦ Leave Entry with eForms, 8:30 am – 3:00 pm
◦ Presentations: Internal Audit, Human Resources



 Class prerequisites exist:
 Navigation Class required as the first class

 Requires an Admin Banner Production account
 Requisitions Class required before taking the Invoice 

Processing Class
 Monthly Schedule posted online
 Registration system built by ITS

 Registration is REQUIRED
 Send class emails (reminders, announcements)
 Print class rosters and reports
 Keeps training history of classes and users
 Evaluation data

 Hands-on training using Banner Training Database
 Provide all class materials: Class Booklet, Handouts, PPT 

Handouts, Quiz, Keying Examples, etc. 
 Class Evaluation Required
 Certificate of Completion provided



TRAINING DATA:
 Fiscal Year 23: July 1 – June 30
41 ILT BANNER classes
311 participants completed  
training
Not a unique participant  
total
ITS Workshop Registration

https://www.its.msstate.edu/






SMARTTECH.COM

https://www.smarttech.com/en/education/products/interactive-displays/podium-624-product








“…Virtual classrooms aren’t new; they’ve been a viable learning solution for 
over 20 years. However, in 2020, this learning modality skyrocketed to the 
forefront of almost every organization’s mind. What was once a backup option 
quickly became the star of the show”.

Published in Training Industry Magazine, Jan/Feb 2021

 Learning Management Systems (LMS) provide a centralized hub for 
learning and development 
 allows employees to access the training and resources they need 

to adopt new tools and technologies.
 One of the key benefits of an LMS is the ability to deliver learning 

content in a user-friendly and accessible manner
 LMSs also help administrators provide learning at the point of 

need
 Learners need to access the resources they need quickly and easily 

when adopting new digital tools



Key LMS Features for Online Training
 Personalized learning paths:

 Ensures that employees receive relevant, targeted learning.
 Interactive and engaging content:

 Includes videos, quizzes, gamified elements, and simulations that 
promote active participation and knowledge retention.

Ways to ensure successful LMS implementation and adoption
 Clear communication and training: Communicate the LMS’s purpose and 

benefits, provide effective training on how to use the LMS, and outline 
the role of the LMS for skills development.

 Leadership buy-in and support
 Continuous monitoring and evaluation: Regularly monitor and evaluate 

the LMS’s effectiveness, track user engagement, collect feedback and 
make any necessary adjustments.

 Recognition and rewards: Consider digital fluency in performance 
evaluations, provide incentives and recognize employees for their efforts 
in developing digital skills.



Benefist of using an LMS for Online Training
• Reduced cost. Travel and lodging costs can be reduced or eliminated 

completely.

• Convenience. Users can choose when and where they would like to 
participate in training courses – whether they are at home, in the 
office, or on their mobile devices.

• Modular design. Training content is offered in short, incremental 
modules, which can be completed independently or in combination 
with other courses or curricula.

• Increased capacity and scalability. Accommodates large numbers of 
users without increasing the amount of materials or space needed in 
typical ILT settings.

• Increased diversity. Users from a variety of culture and geographic 
backgrounds can participate simultaneously.



 Launched July 13, 2023
 Created as an external course
 Self-enrollment for Employees
 Available to all MSU employees (staff, admins)
 Created one Administrative Banner Master Course

 Self-paced
 No course prerequisites (order recommended)
 Includes all five (5) Banner ILT classes
 Designed content in “chunks”
 Diverse materials: handouts, booklets, video, 

PowerPoints, supplemental documents
 Refresher courses for ILT classes

Logged over 800 hours on the project





 Provide technical support
◦ Campus wide
◦ Departmental

 Provide user support
◦ One-on-one (phone, email, etc.)
◦ Printed resources (manuals, factsheets)
◦ On-line resources (read, print, view)

 Mailing list service
◦ Sympa
 Bannerlink
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