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Start

Training 

need 

Identified

Has the 

need arisen 

from a 

periodic 

review? 

Meet with 

SME or 

email SME 

to conduct 

needs 

assessment 

review.

Conducts 

business 

require-

ments 

definition 

End

Yes

No

Page - Periodic 

Review 

Process

Curriculum 

design/ 

needed?

Complete 

curriculum 

design and/

or course 

plan  (3). ID 

to be 

consulted.

Curriculum 

design/ plan 

approved 

by 

SME?

 Conduct 

kickoff 

meeting and 

handoff to 

ID team

No

Yes

Yes

No

ID develops the 

course design 

document and 

reviews course design 

doc with LST/SME 

(docusign)

Course 

design doc 

approved 

(ID/SME/

LST)

Develops first 

draft and sends 

the 360 review 

link via email. 

Sometimes pdf 

is sent.

Yes

No

ID implements the 

edits and initiates 

Veeva review task 

per procedure, 

sends automated 

email from Veeva to 

reviewers

Conducts a facilitated 

review (source files on 

veeva) with all 

stakeholders if questions 

after 360 review edits 

remain (optional step ). 

Implements edits

Provide 

feedback/

ensure 

technical 

accuracy, ID 

implements  

edits

Are 

changes 

approved by 

SME & 

LST?

Develops second 

draft  (95% content 

developed) and 

sends updated 

360review link/pdf 

via email

No

Yes

Provide 

feedback/

ensure 

technical 

accuracy, ID 

makes relevant 

changes

Define training 

needs and 

create report  

(includes 

audience/

applicable job 

types) 

Are 

changes 

approved by 

SME and 

LST?

Approve 

course in 

Veeva (this is 

the second 

major 

approval 

after alpha )

Yes

Check Veeva 

metadata for 

accuracy and 

Obtain final 

Veeva 

Approval (SME 

and LST)

Submit LMS 

content 

change 

form and 

waiver 

forms 

Effective date 

set (ID,LST & 

doc owner 

can 

manipulate 

the date that 

Veeva sets)

Issued not 

yet effective 

date set 

ID tests the 

content in 

SABA 

develop-

ment

ID sends an 

email via 

email to LSO 

informing 

them as to 

where the files 

are.

Make final 

edits  Fine 

tuning, last 

minute 

changes

LSO team 

runs a 

Veeva 

certification 

report

Find all 

correspon-

ding forms 

in mailbox 

Are there 

errors on 

the form?

Upload course 

to SABA, create 

course, waive 

applicable 

personnel, 

assign to role & 

job type 

 Update training 

window and 

remove 

superseded 

content (if any) 

on effective 

date.

Send forms  to LST, 

LST makes all 

corrections and sends 

back to LSO

No

Yes

No
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Quality docs team reaches out to 

the LID team for periodic reivew 

after they run a report from 

veeva (metadata PR  trigger)

LID team 

asks QA 

docs to 

assign as co-

ordinators

End

Is content 

created in 

Captivate, 

or 

Storyline?

Submit LMS forms as 

needed (second review 

draft triggers LST to 

submit forms)`

Find all 

correspon-

ding forms 

in mailbox 

Are there 

errors on 

the forms?

Send forms 

back to LST 

via email. 

LST makes 

corrections 

and sends 

back to LSO

  Reset training 

window and  

remove 

superseded 

content (if any) 

on effective date.

Upload course to 

SABA, create 

course, waive and 

set qualified 

trainers, assign to 

role & job type 

Yes

No

Is ID 

support 

required?

ID coordinates 

with doc owners 

to do the review 

and approval 

process after 

revising content

Determine 

“Issued Not 

Yet Effective” 

date and the 

“Effective” 

date

Page - Training 

Process New

Content is in 

Rise/

Powerpoint

LID team 

coordinates with 

the doc owners 

and does the 

review and 

approval process

Sets  the 

effective 

date

Contacts the LST 

team for 

paperwork that 

needs to be 

submitted to the 

LSO team

Yes

Contacts 

LSO team 

for prod 

upload 

Yes

No No

Recheck for 

errors on 

the forms


