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PROSPECT COURSE INTRODUCTION

The PROSPECT Program is unique because of the relevancy of the skills, knowledge, and abilities that in-
structors bring to the classroom. Instructors have a working knowledge of their programs because they
are active in the programs they teach, daily. As an adjunct instructor, you can share concrete experienc-
es5 that are current and relevant, supporting the experiential leaming process. This brings a level of ex-
pertise to the training and education activities that are unmatched in other DOD training institutions.

For instruction to be effective, a team effort is required by the Proponent, Subject Matter Experts [SME],
Instructional Systems Specialists (155/Course Managers), and Instructor/Facilitators to conduct analysis
of tasks, design and develop course material, implement instruction, and evaluate results. The SME and
Instructor fFacilitator must be able to implement the course material and train others in their profession
to diminish training gaps in the organization and to provide the means to professionally develop others
in their career field. This huge responsibility cannot be taken lightly. Following the guidance in this hand-
book, you will be able to effectively support the PROSPECT Program, meeting the Community of Practice
{CoP)and the Proponent’s training requirements.

The materials used in this handbook were developed by the ULC for use in the Proponent-Sponsored
Engineer Corps Training (PROSPECT) Program. The materials are the property of the United States
Government and may not be used for any other purposes without prior approval by the Director,
USACE Learning Center, Huntswville, ATTM: CEHR-ULC, 100 Secured Gateway, Suite 150, Huntsville, AL
35808.
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Welcome

On behalf of USACE Learning Center, Welcome and Thank you for becoming part of the Proponent Spon-
sored Engineer Corps Training {PROSPECT) team. You are a vital element of USACE leaming and an essential
player to the training team. To assist you better we have created this handbook with resources to help
along the way.

Your primary goal, as an instructor/facilitator, is to deliver planned training, using approved lesson plans, in
a professional course environment that promotes learning and improvement in job performance. Your
preparation and openness to delivering instruction in efficient ways, using existing technologies, provide the
key to the success of your course|s).

To aid you, please become familiar with this Handbook. It will provide key PROSPECT Program policies and
procedures that PROSPECT instructors/facilitators should follow to support requirements of International
Asspciation of Continuing Education and Training {IACET), American Institute of Architects (AlA), National
society of Professional Engineers [MSPE), Amencan Institute of Certified Planners {AICP), Project Manage-
ment Institute [PRI), American Coundcil 'on Education (ACE), and USACE PROSPECT.

Once a year you will be evaluated on instructor delivery and courses for content, methodology, curriculum
applicability, and compliance with ULC Pamphlet 350-70, ULC Training Development Guide requirements.
The ULC Training Branch will notify the lead instructor prior to a scheduled visit.

Again, thank you and your organization for participating in and supporting the PROSPECT Program.

AN A

Director, USACE Learning Center



Instructor Commitment

Instructors must make a commitment to participate in the PROSPECT Program for a minimum of three (3] years.
When an instructor signs the CEHR-ULC Form 728, USACE Learning Center PROSPECT Instructor/Facilitator Applica-
tion, they have agreed to follow and support all ULC Policies supporting the PROSPECT Program. Instructors must be
committed to fully participate in meetings that support course development. Inyour role, as an instructor, you will
assist Cowrse Managers during the prepamtion and update of course materials, imcluding lesson plans, visuals aids,
and so on. In addtion, instructors must be committed to creating a learning environment that is conducive to affec-
tive learming. The USACE Learning Center's primary mode of delivery of instruction is synchronous training in a pa per-
less environment. Instructors are expected to teach in—person, onling, and using mix delvery methods. Instructors

must be familiar with, and understand, the following doctrine that supports an effective learning environment:

# Army Regulation 350-1, Army Traiming and Leader Development
+ TRADOC Pamphlet 350-70-14, Training and Education Development in Support of the Institutional Domain

# ULC Pamphlet 350-70, ULC Training Development Guide

+ 5Student Handbook of Standards

Instructor Qualifications

Before instructors teach a PROSPECT Program cowrse, they should be both qualified and certified to teach the pro-
gram of instruction. The instructor should have self-nominated as an instructor and have approval to teach a course
from their supervizor, as waell as the course proponent. The signature of the instructor and the instructor’s supervisor
acknowledges that the instructor @n make a three-year commitment amd will fully support all ULT policies associated
with the PROSPECT Program.

The following is the instructor qualification/certfication process:

Complete, submit, and sign the CEHR-ULC Form 728, USACE Learning Center PROSPECT Instructor/Facilitator Applica-
tion, requires approval from your supervisor.

hust be a graduate of the course you are requesting to teach within the last 3 years
Teach portions of the course as an Assistant Instructor, monitored by the Lead Instructor

Participate im 2 program of instruction that provides instructor gqualifications



The following is a list of competencies that an effective instructor should hawve:

Mastery of subject content and tasks

Enowledge of the target audience to be trained

Availability

Credibility with the crganization, management and, specifically, with the students to be tRined
Understanding of the organizational big picture and its business processes

Effective communication skills

Diesire to see adult learners succesd

Enthusiasm

Instructor Responsibilities

Instructors are responsible for implementing instruction in a safe, effective, and efficient learning environment. For
the learning envircnment to be effective the instructor will support a professional learning culture in the classroom
by implementing the following:

Sound adult learning principles that provide student engagement and collaboration.

Implement the Schedule of Instruction, making sure that class sessions begin and end on time. Breaks should be pro-
vided at 50-minute internals of instruction and last 10 minutes in duration.

Control student distractions from the course. For example, cell phone, e-mail and work-related computer use during
class sessions.

Controlling and reporting student absences to the Course Manager.

Students that miss more than 5% of the course are not eligible for completion certificates.

Motfy Course Managers of student emergencies and excess absences.

Flight/airline conflicts are not emergencies (students should make sure they have booked their flights in accordance
with the Student Reporting Instructions (SR1) and are able to stay through course completion).

Support the student dress code, which is busine ss casual while conducting training in 2 classroom setting. The dress
code may be modified for field trips or instruction that requires strenuous physical actvity.

Ensure students maintain academic integrity by completing their own work on individual assessments.

Administer and grade all formative and summative assessments including pretests, practical exercises, and posttests.
Students should receive feedback on practical exercises and posttests.

&



Instructors must provide remedial training for students that do not pass summative assessments |(posttest). The re-
medial training should focus on those learning cbjectives or outcomes that were not mastered in accordance with
the assessment. Instructors will ensure that students are provided remedial training in a imely manner. Instructors
will ensure that students receive a different version of the summative assessment upon completion of the remedial
training.

Instructors must maintain accountability of all students during course field trips. Instructors must implement safety
awareness as well as safety risk management during the field trips.

All students and instructors will ride to and from the field trip site on the transportation that is provided for the
course. The lead imstructor will enforce the following:

Mo one will use their Personal Owned Vehicle as transportation to and from the field trip site.

Mo one will use their Government Ohwned Vehicle as transportation to and from the field trip site.

The lead imstructor will maintain 2 by-name accountability roster of all personne| during movement to and from the
field trip site.

Imstructors will conduct the following administrative functions to support the training event:

Instruct students to complete PROSPECT Registration using the iRoster.
Update the student roster and provide it the Course Manager
Sign Standard Forms 182, Authorization, Agreement and Certification of Training, and other training forms as re-

quired.




Core Adult Leaming Principles

1. Learner’s Need to Know
v Why
v What
v How

2. Self-Concept of the Learner

v Autonomous
v Self-Directing

3. Prior Experience of the Learner

v Resource
v Mental Model

Education vs learning

v

Readiness to Learn
Life Related
Developmental Task

Orientation to Learning
Problem Centered
Contextual

Motivation to Learn
Intrinsic Value
Personal Payoff

Education is a process where knowledge, skills, and values are passed down from gensration to generation. Alterna-

tively, learning is a lifelong process of transforming experience and information into nowledge, skills, and behaw-

iors.

+ Education is an activity initiated by someone

*

*

Intended to effect change in Knowledge, Skill, and Atttudes (K5A)

Puts emphasis on the educator

# Reinforces learning and design activities to make change

+ Leamingis the act which behavioral change is acquired

*

*

Puts emphasis on the person inwhich change occurs or is expected to ocour

Learning involyes change
Change in K5As

Change im the individ wal

Method of gaining knowledge Method of skill development
Develops a sense of reasoning Improves performance & productivity
Long-term process Short-ferm process

Pursutt of knowledge Pursuit of ability

General leaming Work-related leaming

Theoretical orientation Practical application

Wide scope Narrow Scope
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Motivating Students

+ Intemnal pressures are the biggest motivators for Adults
+ Desire for increased job satisfaction
+ Self-esteem

¢ Quality of Life

¢ Cognitive interest P i .:;_u‘.“ =07 \
+ External motivators (not as big as mtemal)/ 2%
¢ Betterjob ," /' ] s \ \
g ( 1 O | = |
¢ Promotion - [ = - ]
| = oy / ::! J
¢ Higher wages \ >\ ’ UL 73/
.\\ w.\ J " "/‘
Barriers to Motivation ..
-l A /ININIEIY N e wg b BB S 4)__“

= Negative self-concept
= Unreachable opportunities
= Time constraints

= Programs which disregard Adult Leamning principles

PERFORMANCE

CDALS)

n MOTIVATION _/L

ENCOURAGE l . ‘

SUPPORT ATTITUDE




TIPS for Learning

Motivation

¥ Establish rapport with students

*# Establish a friendly and supportive tone

* Establish the importance of the subject

*# Establish a level of difficulty to challenge the students

Reinforcement

*  Provide specific feedback

* Encourage correct approaches to performance

*#  Establish early to assist in learner retention

Retention

* Essential for classvalue

¥ Information must have meaning or purpose

*  Application of class knowledge

¥ Practlexercises

Transference

¥ Associate new information with old

* Relate to logical information

# Beneficial to the job

¥  Interestand benefit

...

Bloom's Taxonomy

Produce new or originel work

CREATE Dedgn assembie, consnuct comeciure. devson formmulate, auenor investipgate

Justity a stand or decision

EVALUATE Apprabie. orgues. defersd pudge, soiocl, suppon, volue, crigue. wogh

Draw connections among ideas

ANALYSE differuntiate. crganise, melale, compare. conirast Siaenguish excerine

BADS (TOCOE, QLtion tect

Ure information in new cituation

APPL EReCULE, FrErernenl, SONE, use, SEmOonsUrale, (e el Operale,
v achedule shetzh o

Explain ideas or concepts
UNDERSTAND Clagzify diccribe, decuss, oxplan idenmity, locate recagniaa,

DO, 229 CL ransinie

REMEMEBER Recall facts and basic concepts

Getne dusoabe (b rmemorse. repest, state
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Questioning

Moun - the action of as kng someone questions, & pedally inan offidal context

Adjedive- showing an interest im | saming new things
Questioning showk be wsad to atioin o clear purpose

Lower-level questioning

Typiclly, at theremember, understand, and apply |evds of the Exonocmy and are mostappropnate for:
Evalu= ting students' prepaation and comprehension
Ciagnosi ngstudents' strengths and welness e

Reviewing and for summarn ang content

Higher-level questioning

Ireohee the ability to analyze, evalwate, or oeate, andare most appropriate for:
Encouraging students to think deeplya nd aitzlly
Protd emn solving
Encouraging disoussions
Stimulatingstudents to seek information on theair cwn

Open or closed questions

Aclosed queston has a limited numbe of accepabl e answers Answars are usually
anficipated by the i nstructor
Answered with a simple “yes™ or “mo”
Example: Maya COR sign a RFP?
An open guesfion has many accepiabl e answers
O Answers will MOT beanticipated by the instructor
O Require more thought and not a simpl e onesword ans wer

Exampl e: Whiat strategies do you use to make big dedsions?

11



Leading questions

Subtly prompts the respondent toanswer ina partcular way
Generslly und=imble as they resultin false or skewed information
Examiple: How fast was thered car going when it smashed into the blue car?
This implies the red @rwas at fault
The word “smashed” impliesata high speed
Cormect gues tion: How fast was each @r poing when the acddent happened?

This guestion does not assign Ault or pre-judge

Steps for questioning

Decide on your purpos e for ask ng ques tions
Determine what|ewd of question is a ppropriate
Sel ect appropriate content
Choose matenal you considerimportant
By emphasiang|ess i mporiant matenal will mislead students
Students will study and lern bas ed on the questions you ask
Ask quiestions requiring @ respons e or 8 content answer
Ayoid “yes™ or ‘no” answers (unl ess you fioll owup with more ques tions to explore ressoning)
Phrase your questions so the taskis daar
Cuestions should not contain ans wers

Antidpate stwdent respons e

12



Course Development Responsibilities

Prigr to course implementation, instructors will be required to work with Proponents and Course Managers to re-
view, revise and update course material as applicable. The review, revise and update process should be a routine
process that maintains course material and keeps it up to date with current regulations and doctrine. Instructors are
required to participate in the review, revise, and update process by deing the following:

Conduct a review of the current course material and analyze the current regulations and doctrine to determine if
there i= a substantial difference between the two.

Findings from the review must be annotated and provided to the Course Manager who will determine the best meth-
od to revise the Training Support Package (TSP).

Support the development of the TSP including lesson plans, practical exercises, student handouts, instructor materi-
al, instructor handouts and other support materials.

Conclusion

Instructors are an integral part of the teaching and learning process for the PROSPECT Program. Course Managers
and ULC leadership/management will support instructors to provide a learning environment that promotes profes-
sionalism, and academic rigor. Effective training is a team effort that requires the cumulative skills of subject matter
experts, as well as educational professionals. In addition, the effective learning envireonmeant requires the appropriate
level of resourcing.

13



Appendix A

Instructor Checklist

Before You Arrive

Ensure you have and/or know the following:

Course Managerprovided information to include Instructor Information Sheet, pre-course student roster, packing list,
Student Reporting Instructons (SR1) and accommodations for learners with disabilities that may require assistance/
support.

This Instructor Handbook.

Approved “Welcome and Orientation™ presentation and lesson plan [available on ULC website under Resources page):

http://ulc.usace_ army. mil/resources. aspx.

Approved Lesson Plan{s) and Training Materials.

MIOTE: All training materials used in the classroom should be standardized and based on the advocated doctrine.

Student Handbook of Standards [Arrival{departure, attendance, behavior, attire, academic integrity)
Standards of Conduct

When you instruct/facilitate in the PROSPECT Program, you are representing the Chief of Engineers; therefore, your
actions and dress should reflect accordingly.

Day Before the Course Starts

Emsure the classroom name and session starting time are posted for students.

Verify arrivalfavailability of course material and support equipment, e.g., audiovisual equipment, screens, easels, and

set up/be prepared to set up the classroom.
Check the requirements to determine authorized equipment and services such as typing and reproduction. DO NOT

ASKE FOR OR RENT ANY EQUIPMENT REQUIRING PAYMENT BY THE USACE LEARMNING CENTER WITHOUT PRIOR AP-
PROVAL.

Emsure all equipment operates properly.

Locate fire exits, evacuation staging locations, restrooms, facilities, and local restaurmnts, for the next day's welcome
and arientation.

Identify points of contact/procedures to secure classroom and equipment during lunch and after class.

14



First Moming of the Course

Arrive at least 15 minutes before class starts and ensure all is ready. Provide accommaodations for learners with disa-
bilities.

Remember, all materials should be secured away from the classroom and owutside of student view. Never leave
test material out in the open or unattended where students can gain access.

Introduce the course using the "Welcome and Orientation” lesson plan.

Inform students when the session starts and ends as indicated in the Student Reporting Instructions. The policy of the
PROSPECT Program is to end the course at the scheduled time to ensure course completion and retesting if reguired.

We discourage making exceptions in this matter except in case of an emergency. Fight/airline conflicts are not emer-

EEnCies.

Inform students they must be present and on time for the entire course session as stated in the Schedule of Instruc-
tion. Students that miss more than 5 percent of a cowrse are not eligible for a completion certificate - see PROSPECT
Student Handbook, Standards of Conduct on ULC' s Resources page. If any attendance problems, illnesses, or emer-
gencies occur, notify the Course Manager before taking any action; make a record of the incident; and forward the
report to the Course Manager. Ifa student leaves the course before it officially ends, withhold the completion certifi-
cate and forward it to the Course Manager with a note explaining, in as much detail as possible, student departure
time, reason, and any extenuating circumstances.

Ensure all students have completed iRoster registration.

Student iRoster registration site: hitps://ulc usace.army. mil/launch.aspx using the access code listed in the Student
Reporting Instructhons.

Instructor iRoster site: https:/fulc.usace. army.mil/iRoster. aspx using the access code provided by the course manag-
er. Instructors need to check students in on the iRoster to register their attendance. Use the save button at the

bottom of the screen to save the changes made when checking students imto the course. Instructors should enter “No
show™ for any stude nt listed on the iRoster but is not present in the course.

Prior to the start of the course ensure all students are listed in the People tab and have accepted their classroom invi-
tation.

Instructors should notify the Registrars Office of any student listed in the People Tab who are not present in the
COUTse.

Give the Pretest and record the grades on the iRoster. Once the pretest is complete the instructors are required to

record the grades in the iRoster. After recording the grade, save the changes by clicking on the save button on the
bottom of the screen.

1%



Dwring the Course

Secure USACE equipment during lunch breaks and after class. Some equipment, such as laptops and projectors may
need to be stored in a locked room.

Reminder: Never leave test material out in the open or unatiended where students can gain access. Immediately not-
fy your Course Manager if any test material is lost fcompromissad.

Last Day of the Course

Schedule the posttest with sufficient time to allow stedents time to complete the posttest and conduct a review and if
necesszary, retrRining and retesting for students whe do not achieve a minimum passing score on the posttest. Stu-
dents to require a retest must complete retraining and retesting pricr to departing the course and cannot be kept past
the course ending time. Students that refuse retraining and retesting will be releasad from the course without a cer-
tificate of completion and the instructor will record “refused retest™ on the iRoster.

When all students have completed all training, review the test with the class by reading the most missed guestions
and the correct answer. Ask students if there are any other test questions they want to review and repeat the above
procedure for those gquestions. When applicable, be prepared to work individually with students that score below
minimum passing. Allow students to retest only after providing specialized individual instruction.

Hawve students complete the End-of-Course Questionnaire (EOCO). Stress the importance of their feedback which is
used to evaluate their reaction to course delivery factors. The EQCO is submitted anonymously, however, it is posted
as am assignment on the Google Classroom page to allow tracking to ensure every student submits an evaluation.
Once submitted, there i no stude nt identification information in the questionnaire.

Record the posttest grades on the iRoster. Students who were required to take a re-test and achieve a passing score
will have the score of “707 recorded in the “Retest™ column of the iRoster. Use the save the button to record the
changes.

Check “Course Complete” for all students who've completed the posttest and submitted the End of Course
Question-naire. Use the save button on the bottom of the iRoster page to record the changes.
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Appendix B

Useful Websites
1. General Information: fiip ./ wysw usacea v mil
2. Headquarters, LS. Army Corps of Engineers Publications [Regulations, spedfications, etc.):
3. Federal Acquisition Regulation [FAR): hitps o fwerey aopuisiton sovibrowsedindes far
4. Defense Federal Acquisition Regulation Supplement (DFEARS):
5. Army Federal Acquisition Regulation Supplement (AFARSE it/ /st bl afmil/
6. USACE Acquisition Instruction and Desk Guide [UAL/UDGE
T i \siten (CTP etond
7.  Engineering Pamphiet (EP) 1110-1-8, Vols. 1-12:
8.
5.
10.  Resident Management Systern: hitm //roe usaces rv il
11 USACE Centers of Expertise: hip://www.usacearmy mil /About/Centers-of Expertize)
12,  USACELEARNING CENTER [Huntsville}: brip-//ulc 1sa ce armmy mil
13.  WHOLE BUILDING GUIDE): btrpc/ Sessna whd iz ore i ffedeal faclinecrtens
14. EquipmentWatch (Equipment Rertal Rates): hiip {/equipmentag roh com/blue honkecostraopueny
15. The Engineering Tookox [conversion factors and other useful construction information:

- _— . !
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Appendix C

Blackboard Login Procedures

To access Blackboard you must enter through Enterprise Access Management Service-Army (EAMS-A Single Sign-

On).

CACPKI Legin
Click on , select the correct user {if required), and enter your PIN.

You will be automatically redirected to Army Learning (ellc. learn_army.mil]. On the page there will be a box
labeled "My Courses” where you will select the course you are attending. You will automaticlly be directed to
START HERE page.

Instructors are entered into Blackboard as students, therefore instructors cannot change, load, or active material
in Blackboard. Only the course manager and technician assigned to the course will be will be able to activate tests
and change material.

EAMS-A Login
Single Sign-On

e

18



Appendix D
Blackboard Guide

START HERE PAGE

START HERE

W Direeters Welcoma

‘;1 Fimvigeang ihe Blackseard Cassroem

T Wi Drowiies B b Osnng o0 o B K] Tawica i T CLessmoe
Efl-" Eourse Syllabus

MET AICELD

REFE- 11 Pl

Al 13 LU

- Schedule of Instriciion (801
i by Risaris Bwagn Thaesdey - DEODL 1700 Fraoey

¥id wrnan s N Cacisl T

Thiz iz what the inifial page you are directed to will resemble.

S5 Director's Weicome

Welcome letter.

Video tutorsal of Bb.

This vidao provides: 3 bied descrphon on how o nawgala e clssmoom

Ej Course Syllabus
IACET: 3.3 CEUs : .
NSPE 33 POHs Course syllabus and educational credits.

AlA 3 LUs

E——- ) Schedule of Instruction [5OI)

Clzss Hours: Mondsy ihvough Thursday - 030021700, Friday - D800-1200 Schedule of instruction and class hours.

Al tmes are in Cerlml Time

19



COURSE MENU ITEMS.

" START HERE

— You are automatically directed to this page o begin.

| " q
- New Announcements will appear directly balow the bar.
— Instruciors, course manager, and technician contact infomation and working hours.

m - This = where all the materiak for the course & located. This s addressed later in sec-
fion 4.

" Dlscussion Boasd

- Instructors and students may opendiscussions about the cumiculun.

T 0

- Course Gmoups i an interactive orline emdronmert.
My Grade:

- Students may view theirgrades.

I EOC Gunstionnadrs

- End of Course Survey, feedback fromatudents B used o make future course ses-
sione more Sfedive.

m - Coursemessages are privae and secure fexd-based communication thal oocurs with-

in your course anong cowse members. Evenyone can use messages for reminders, quick questions, and
social interactions.

m - Aftendance and Special Accommodaiions Policies.
[ Llathes
- Lirks o USACE ard Do fbraics.

- Defined Terms wsed in the course:.

- Narmes ard numbers for suppot

Sludant Services ]

- Maps and information.
COURSE MATERIALS.

T 5
D Maloridn

Thiz is the directory manuas, sides, and practica exemise matenak are located.

Courze Materials

| Our Musting Prace This i where the link to the oniine classmom will be located
W T the class is offered virtually.
il e e DT All in one Guide and Manual o downioad.

P e All references used in the course.

Shuder Lessnrm

Shides and Practical Exercises arein this direciony.

A amewn manon eigisa me loosimsn e ol gt

20



Job Aids.

Job Alds
S e bamers s All references used in the course
T i rat e = B e are available for download or
s just to view.
Li SO AEh
LIS | e i S
et
LA 110 119
T Peed S Rrpdsbo (R Click on the reference and the
R L e e N . document will open in anew
S, window. You can then download
P — the document.

Tl b S Seyewes Fomae o7

|
References will differ course & course.

Student Lessons.

Each lesson has is own directory, and the actual material resides inside.

Student Lessons

e

Legson 1 - Cenracting Policy

It i tha poficy of the Comps of Enginesers o manmeza wse of saaied bid procedures for sxsculion of is consincion conbacts. Tha vast magonty of Cops corsiniction
conracts aecuted undar fesa proceduns fofiows e sequenca of compledon of design baloro inisation of construction. I follows with e axecution of o
eorrintion conlract urder thess proceduses and would, it lew eoestions. be axeoted by sesled bid procsdunes and awand of a TresRoedprice FFP) cantract

Lessan 2 - CRC Conbrls
11 i it i @y caniract i ieniees e oo ivact ciims iy, Thises cbues tall Uk Fow 10 Agminisl s T contracs e B righee Tor s pany 9 he coniract. Masl of you ae

famiar wity tae fAeed price conrack ciguses. For cest resrborsement many of Tose causes shange ar dlssppear completety. We must be swee se undersiand @e cioasas and
o i i fusction diTenenly i e o8 rHEburemE 1T 8 e 10 assU e that e maney 5 DeEng spent wissly

Lessan 3 - Aequisition Planning

Mo thal we have @ basic undersizad ing of what cost mimb useme: confracts (sEnany and reguiaiony parameters, and bypes of fee Frangemen]) we 3 going 1o Ssoucs some
ol the haaiss n e acestion plann ng phass . We will nol g mio much dels| e ancs FAR dictales mech of Fa acguisficn muguetementa, scopaisdion plas cosients, angd o
pubdcation and uslication regeicemenis.

Lesson § - Source Sekction
In Peciaral sequisiion hare e ive Dajor seliction processes for dwand of conliosts sifen than A-E coniracis: seaied hiddag |acand o o e o peoed, eaparaibie

rasponskee badkes o ISCUSEIONS| 3 Neqoialbong (comg eive or noncompetive ). The sagies bidding process cannal be used far selLing 3 comirackor far sward of o cost-
T e P | SONIEEGT Sounce SEpcins & simpey (e raime A1 & pAoaies s 1D Bas! & COoniiacior Tor awan ol 8 snirms

Undersianding Me difierend fypes of ie= amangeme i allows US 1o eslabish how fee pood amoums fundien, how ie cortml fayment (o the conbmcier 1o maximoe his noense,
Theew s VISl ich proces wolie, Ane hom Tie fas i pald

All files within the directories are downloadable.



Tests & Quizzes.

Testz and quizzes will be accessible via a link izsued by the course manager. Once you have accessed
the exam, please do not use the browser back and forward buttons to navigate within the exam. When
entering the test click the *0K” bution only once. Occasionally it may take a while for the exam to oad
(give it at easta full minute). After a reazonable amount of time if nothing has happened, pleaze contact
wour instructor or fhe course manager.

Begin: 001 Exam A
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Exams and quizzes are o be completed in-one-sitting and - may be-on a timer.

MO TE: i you need more time than aliowed or any special accommodations, pleasse contact the appropri-
ate course manager.
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Appendix E

Troubleshooting and Solutions

The following are some common problkems and possible solutions:

“Could not login®

if a student iz denied access to the Bb site and receives this emor message, check the students AKO ID
and engure it iz comect in Bb under enrcliments. Have-the student go to biip e us aronv mijl and iy to
login using the AKO ID and password. i student B unable to login, they will need to request a password

resefin AKO. After having their password reset have them retum o ol iy s garooy mil and login using
their new password. If this does not work,; contad the Course Manager.

if gtudents are not able to open links, ensure they are using the 551 Bb and hawve cleared the browsing
cache.

i the student gets kicked out of Bb when submitting answers fo a test, the instrucior should have the stu-
dent log back in and adjust their time for the test.

Java session ferminated due to inactivity will boot a student out of the test.
Here are two ways to prevent the-Java session from terminating:

+ Give the assessment one question at the time. This will ensure the student's java session is con-
tinuously updated and the likelihood of getting kicked out is reduced.

+ Do not use the "Force Complete” test option. Without this option selected, students can re-enier
the exam from the kst point they saved an answer.

i a student obtains an "Access Demied” ermor and is kicked out of the test, recommend trying the following
solutions:

+ Caufion students against doublke-clicking while taking tesis.

+ Caufion students against clicking anywhere in the test while the page visually indicates that it is
SaVINgG an answer.

+ Access Denied emor iz a result of the student double- clicking and sngle-clicking while the an-
swer is still being saved.

+ When deploying a test, enzure the testis sefup o aliow multiple atiempts, so that even if a stu-

dent gets the "Access Denied”™ error, the student can still return o the test and resume [ this
should only be done in the event all else fails).

Mot Found® Ermor: Does this ermor message look familiar?

Tha Spedifed rasource &as nol fund. of you do not have peamission b0 access L
Friday, September 17, 2090 2:26:0% PM EDT
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There are several reasons why this message may be displayed:

Accessing Blackboard Out-of-Country . Users gshould have no problem accessing fhe Blackboard system
from home, work, or other offbase lobcation when inside the continental United States, Alaska, Hawaii,
and Puerio Rico. However, when out-of-country, access is resitricted fo govemment computers at an on-
base location. This iz a security issue and the only exception is u=ing a govemment compuier at an off
baze location, or remotely connecting to a govemment computer with a supported conneclion.

Blackboard Security Certificate: Blackboard uses secure communications when accessing, uploading, or
downloading content between the Bb server and the user's computer. Some users may comment on be-
ing prompted to allow the downloading of a non-secure information. The probem iz based on the how the
securty settings are set -- some web browsers are not properly.identifying the 551 certificate as being
valid. Part of the isue is that most Army DioD websites use-35L cerificates that were created by the
Dol itzelf, and not a 3rd-parly commercial company, such as YeriSign. This type of connection is secure.
One suggestion iz 0 have the user download the Dol oot certificate packet, which confains about 30
351 certificates for the various Army secure websites: The packet is located at the ARKD Websiie.

Test Browser: F you cannot access Blackboard from home or other bocations, you should first test the

browser using the Skillport Test Browser at hiip-ibrowser skillpor com'bhidefault sp o ensure it meets
all the requirements to connect o Bb.

Blackboard Accass Errors: One of the most comman emors users receve is "This Page Cannot be Dis-

played" message. This can occur when they are first accessing Blackboard and usually, this is a connec-
tivity issue between the users computer and the Blackboard system.

"HTTP 403" (forbidden) emor: § users get this emor, they should clear the computer’s cookies and empo-
rary intermet files so their computer has an opporfunity to download a fresh copy of the course content In
IE, go to Tools = Intermet Options. | the user has |IE v6, there should be two options: "Delete Cookies"
and "Delete Fikes." When the user clicks on the latier, they may see an option that says, "Delete all offiine
content.” Users should check it before clicking "OK." Afterward, they should cioseiopen the browser so
there is a fresh copy n the sysiem's memory. Users should log into Blackboard and fry to access the
course material again.

"HTTP 404" {file not found) error: i users get this emor, they may have simply mistyped the Blackboard
URL in their web browser. The comect 551 Blackboard URL is Ofips sz ellclegrn aomwmil. HTTP 404
errors also coincide with the "This Page Cannot be Found" message. Users should check the URL they
typed in. i a user gets an "HT TP 404" emor with a message like "Serviet DefaultServiet iz not available "
This may be caused by a broken link between Blackboard and the content in the underlying database.
Uzers should ensure that the ink andior file name follows Blackboard's approved naming convention. I it
does, the item may just need to be removedireadded to fhe course. I the problem iz more system-wide,
contact the ATSC LLC Help Desk so the system adminisiraior can check into the issue.

"HTTP 500" (Type Exception Report; the server encountered an internal emror that prevented it from ful
filling this request.) emor: Follow the nstructions provided for the HT TP 403 emmor: HT TP 500 errors can
occur for a variety of reasons and are often thrown by Blackboand as a default explanation. F they contin-
ue to occur, make sure to note what you were specifically attempting to access (e_g., Blackboard home
page, course module, etc.) and file a Help Desk ticket so the issue can be troubleshooted further.

"HTTP 504" (proxy) enor: Thig ocours becauze most installations use some type of proxy server o cache
and filler Internet content.

I users are still unable to access Blackboard, fhere may be a nebwork issue beyond our condrol. Users
should try accessing the Blackboard site from another office in their building, another building at the in-
stallation, or somewhere off-base. Contact the Help Desk o investigae the issue futher.
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Appendix F

Contact Information
Registrar 256 895-7425
Engineering and Construction Training Branch 256-895-7426
Instaliation Support Training Branch 256-895-7477
USACE Learning Center
Attn: CEHR-ULC
100 Secured Gateway Suite 150

Huntsville, AL 35808
Telephone: (256) 895-7401
Fax: {256) 895-7465
Web Site: http://ulc.usace.army.mil
Facebook: http://www.facebook.com/USACELearningCenter
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