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 Revised September 10, 2013

Course Title: REST 3
TMS ID: 3878054
VA Task Lead: Antoinette Hargrove
Required Date: 9/30/2014 
Link to Working Folder: Enter the link to the QA folder on the TEAP drive created for course development using this prefix: \\vhamocnetapp2.vha.med.va.gov\teap\QA\Working Folders\
Link to Test Server: Enter the link to the test server if applicable.
Type: (Check the appropriate box below)
☐		*Web-Based Training (3 day review)
☐     *Video (3 day review)
☒		*Virtual Presentations (MUVE) (2 day review)
☐		*Webinar (2 day review)
☐		*Communication (2 day review)
☐		*Portal Document (2 day review)

	[bookmark: Title_QA_Review_Checklist]QA Review Checklist 
	WBT
	Virtual 
(MUVE)
	Webinar
	Communications
	Portal Documents

	Checklist Part A: 
After Design
	Yes
	No
	No
	No
	No

	Checklist Part B: 
After Development
	Yes
	Yes
	Yes
	Yes
	Yes

	Checklist Part C:  
Before Implementation
	Yes
	Yes
	Yes
	No
	Yes



*This is a goal; there will be instances where time will affect QA review times.  

Part A (WBT Storyboard Review):  Complete before development begins, after the VA Task Lead approves the storyboard.  Products to review include:

QA Received Date: date		QA Start Date: date		QA Completed Date: date 
Item:  Course Objectives.  Does the course meet the stated objectives(s)?
Compliant:  ☐   	Non-Compliant:  ☐   	Check if not applicable ☐
	
[bookmark: ColumnTitle_Part_A_Course_Objectives]Section/Page
	
Finding Description
	Resolution
(Completed by VA Task Lead)

	
	
	



Item:  Course Flow.  Is there a main topic, supporting details and summary?
Compliant:  ☐   	Non-Compliant:  ☐   	Check if not applicable ☐
	
[bookmark: ColumnTitle_Part_A_Course_Flow]Section/Page
	
Finding Description
	Resolution
(Completed by VA Task Lead)

	
	
	


Item: Comments.  Use to record items for the Task Lead’s or Leadership’s consideration. 
	
Section/Page
	
Finding Description
	Resolution
(Completed by VA Task Lead)

	
	
	



PART A ITWD Leadership Review
	[bookmark: ColumnTitle_Part_A_Leadership_Review]Name
	Date
	QA Review Status
	Comments

	
	
	☐ Check if another QA review is required.
	



Part B:  Complete after the VA Task Lead approves and before sending the product to ITWD TMS Team for 508 testing, conducting live production, posting to the portal or sending to the ITWD mailbox for distribution.  Products to review include:

· WBT – Review completed course
· Virtual – Review event lesson plan & .ppt file before live presentation
· Webinar – Review .ppt file before live presentation
· Communication – Review final communication before sent out or published
· Portal Document – Review document before added to the portal 

QA Received Date: 9/26/2014		QA Start Date: 9/30/2014		QA Completed Date: 10/1/2014 
Item:  Course Objectives.  Does the course meet the stated objectives(s)?
Compliant:  ☒   	Non-Compliant:  ☐   	Check if not applicable ☐
	
[bookmark: ColumnTitle_Part_B_Course_Objectives]Section/Page
	
Finding Description
	Resolution
(Completed by VA Task Lead)

	
	
	



Item:  Course Flow.  Is there a main topic, supporting details and summary?
Compliant:  ☒   	Non-Compliant:  ☐   	Check if not applicable ☐
	
[bookmark: ColumnTitle_Part_B_Course_Flow]Section/Page
	
Finding Description
	Resolution
(Completed by VA Task Lead)

	
	
	



Item:  Spelling and Grammar Check.  Is the product free of typographical errors?  Is it grammatically correct and free of spelling errors (Chicago Manual of Style & AP Style Guide)?
Compliant:  ☐   	Non-Compliant:  ☒   	Check if not applicable ☐
	
[bookmark: ColumnTitle_Part_B_Spelling_and_Grammer]Section/Page
	
Finding Description
	Resolution
(Completed by VA Task Lead)

	Slide 6
	“This can happen in situations where documentation doesn’t match implementation, not understanding how to document a process, or not authenticating a resource before retrieving it.” 

Need to rewrite this sentence as the second and third elements (not understanding and not authenticating) do not tie back to the subject in a grammatically correct way.


“To find, isolate, and begin to fix these problems, we need to do some debugging. One of them is Fiddler, which is a third-party HTTP client debugging tool.”

What is “one of them” referring to?
	Fixed

	Slide 8
	Should this be, “TCP is a set of rules used along with Internet Protocol, or I-P”?
	Fixed

	Slide 14
	“Debugging is was to pinpoint a problem or find the origin of an error message.”

Should this be “Debugging is a way to pinpoint a problem or find the origin of an error message”?
	Fixed



Item:  Font/Style.  Is a consistent font and style used throughout the product?
Compliant:  ☐   	Non-Compliant:  ☒   	Check if not applicable ☐
	
[bookmark: ColumnTitle_Part_B_Font_Style]Section/Page
	
Finding Description
	Resolution
(Completed by VA Task Lead)

	Slide 1, 32
	The font  on these slides is Helvetica, while the majority of the presentation is Calibri, so I assume that is part of the template but suggest being fully consistent.   
	Slide 1 – No change/design decision
Slide 32 – Fixed

	Slide 37
	The slide title font is Helvetica, but the rest of the slide is Calibri. 
	Fixed



Item: Content/Style/Formatting.  Is it consistent with the ITWD Communication Style Guide and does it have the required metadata?
Compliant:  ☐   	Non-Compliant:  ☒   	Check if not applicable ☐
	
[bookmark: ColumnTitle_Part_B_ITWD_Style_Guide]Section/Page
	
Finding Description
	Resolution
(Completed by VA Task Lead)

	Lesson Plan p 2
	In Table 3, you have given the units of time measurement in the header for the last column, so there is no need to include “minutes” for each entry in that column. 
	Fixed

	Guidebook


	Review the use of bold text throughout. It is used for both identifying what the user should click on as well as for some feature names. 

Also, need to review formatting of header level titles in red. Sometimes they are italicized and sometimes they are not. Should be consistent throughout. 
	Fixed



Item: Knowledge Checks.  Does the course content enable students to grasp correct answers?  Are the Q&A used worded properly/correct answers?
Compliant:  ☒   	Non-Compliant:  ☐   	Check if not applicable ☐
	[bookmark: ColumnTitle_Part_B_Course_Questions]
Section/Page
	
Finding Description
	Resolution
(Completed by VA Task Lead)

	
	
	



Item: General Functionality.  Do iCals, Hyperlinks, navigation buttons work as intended?
Compliant:  ☒   	Non-Compliant:  ☐   	Check if not applicable ☐
	
[bookmark: ColumnTitle_Part_B_General_Functionality]Section/Page
	
Finding Description
	Resolution
(Completed by VA Task Lead)

	
	
	



Item: Training Calendar.  Do advertised locations, dates and times match the Training Calendar? 
Compliant:  ☒   	Non-Compliant:  ☐   	Check if not applicable ☐
	
[bookmark: ColumnTitle_Part_B_Training_Calendar]Section/Page
	
Finding Description
	Resolution
(Completed by VA Task Lead)

	
	
	



Item: GUI/Format.  Does the product fit the standard VA desktop (1024x768) & work on standard VA desktop applications?
Compliant:  ☐   	Non-Compliant:  ☐   	Check if not applicable ☒
	
[bookmark: ColumnTitle_Part_B_GUI_Format]Section/Page
	
Finding Description
	Resolution
(Completed by VA Task Lead)

	
	
	



Item: Comments.  Use to record items for the Task Lead’s or Leadership’s consideration. 
	
[bookmark: ColumnTitle_Part_B_508_Accessibility]Section/Page
	
Finding Description
	Resolution
(Completed by VA Task Lead)

	
	
	

	Lesson Plan
	I only reviewed the first section of the Lesson Plan since the new format includes the full transcript rather than what is included in this version. 
	[bookmark: _GoBack]This is a Lync course – full script not required for the Lesson Plan



PART B ITWD Leadership Review
	[bookmark: ColumnTitle_Part_B_Leadership_Review]Name
	Date
	QA Review Status
	Comments

	
	
	☐ Check if another QA review is required.
	



Part C:  Complete after files are sent to TMS testing (combined with TMS, Task Lead and development team testing), after recorded MUVE products are posted to the VA IT Campus On Demand or documents are posted to the portal.  Products to review include:

· WBT – Review course in the TMS test environment
· Virtual (MUVE) – Review recorded version before posting to On Demand
· Webinar – Review recorded version in the TMS test environment
· Portal Document – Review the document on the portal  

QA Received Date: date		QA Start Date: date		QA Completed Date: date 
Item: General Functionality.  Do hyperlinks and navigation buttons work as intended? 
Compliant:  ☐   	Non-Compliant:  ☐   	Check if not applicable ☐
	
[bookmark: ColumnTitle_Part_C_General_Functionality]Section/Page
	
Finding Description
	Resolution
(Completed by VA Task Lead)

	
	
	

	
	
	


Item: TMS Functionality.  Does course completion/self-certification work properly? 
Compliant:  ☐   	Non-Compliant:  ☐   	Check if not applicable ☐
	
[bookmark: ColumnTitle_Part_C_TMS_Functionality]Section/Page
	
Finding Description
	Resolution
(Completed by VA Task Lead)

	
	
	

	
	
	



PART C ITWD Leadership Review
	[bookmark: ColumnTitle_Part_C_Leadership_Review]Name
	Date
	QA Review Status
	Comments

	
	
	☐ Check if another QA review is required.
	



Final Step: Have all supporting files been confirmed and moved to the QA/Final Folders?
	[bookmark: ColumnTitle_Part_C_Final_Step]Date
	Name
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