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Executive Summary 

This document forms the O1/A3 Training Methodology for SMEs for the Implementation of the B-
CAPP Project (henceforth, “Project”). 

Start-up companies are an essential part of European Commission priorities for the attainment of a 
sustainable and durable European economic growth. Specifically, they will have a leading role in the 
European Digital single market as underlined in the “Start-ups and the Digital Single Market final 
report”. However, most entrepreneurs’ lack of the knowledge and skills required to effectively 
develop and manage their company.  

The B-Capp project will develop an open, all-inclusive training program for financial 
planning/management of start-ups comprising the smart use of Information and Communication 
Technology (ICT) to reduce the operating costs and cross border business activity leading to increase 
competitiveness and result to less business failures. After the completion of training, participants in 
B-CAPP will be able to retain and improve their knowledge and skills, acquire new high-quality skills 
and continue their personal and professional development by implementing the recommended 
strategies. 

The project is co-funded by the Erasmus + European Projects. 

 

The present document contains information regarding the structure of the B-CAPP training 
programme.  
  



 

 

 

Document Glossary 

Term Description 

SME Small Medium Enterprise 

QA Quality assurance 

DB Data Base 
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1. Introduction 

1.1. Purpose of the DA.3. Training Methodology for SMEs 

The purposes of the current O1/A3 Training Methodology for SMEs are the following: 

 To describe the components of training programme addressed to SMEs. 

 To propose a training methodology on the subject of Financial Management. 

The current report will set out the structure, content, methodology, delivery approach and all relevant 
aspects of the B-CAPP vocational training system. The training methodology will describe the complete 
process facilitated by B-CAPP. 

 

1.2. Scope of the project 

The B-Capp project will develop an open, all-inclusive training program for financial 
planning/management of start-ups comprising the smart use of Information and Communication 
Technology (ICT) to reduce the operating costs and cross border business activity leading to increase 
competitiveness and result to less business failures. After the completion of training, participants in 
B-CAPP will be able to retain and improve their knowledge and skills, acquire new high-quality skills 
and continue their personal and professional development by implementing the recommended 
strategies. 

 

1.3. Project Objectives 

The specific purpose of the proposed project is to help entrepreneurs improve their skills and 
knowledge in financial management (e.g. Entrepreneurial Finance, Cash flow management & Basic 
accounting concepts, etc.) and smart use of ICT/e-Business for reducing operating costs and 
generating revenues (e.g. Cash flow automation tools, eTendering, eCommerce, etc.). The objective is 
to address financial management concepts in direct relation to the adoption of proven ICT practices 
and tools as smarter use of ICT drives revenues and reduces operating costs. Sustainable financial 
management cannot be isolated from uses of ICT. 

 

B-CAPP will support the in-service training and up-skill of the target groups. At the end of the project 
the expected results comprise: 

- A set of competences and learning outcomes for the ECVET profile of the Financial 
Sustainability Manager. 

- A modular training course (FCT course) for instructor led (classroom based) and remote e-
Learning but also skills retention functionality. 

- A Financial Strategy Genie facilitating personalized hands-on training on the adoption of 
proven practices for financial management and adoption of ICT processes and tools. 

- A skills retention service facilitated by a novel learning environment (B-CAPP LME) 
complementing the B-CAPP access to quality VET training on hands on financial management 
and the uptake of ICT by start-ups. 

- The B-CAPP Academy as a first step for sustaining the training program past the funding 
period. 



 

 

 

2. Training Methodology for SMEs 

 

The current report will set out the structure, content, methodology, delivery approach and all relevant 
aspects of the B-CAPP vocational training system. The training methodology will describe the complete 
process facilitated by B-CAPP. 

The training process for the SME will begin by accessing the platform which will visually introduce 
(video) the SME to the basic concepts of financial management and the potential of using ICT tools in 
businesses while depicting the most important pre-requisites to succeed. 

The SME will then invoke the Financial Strategy Genie which will develop personalised training 
pathways by initially testing the knowledge and awareness of start-ups about core financial concepts 
and proven ICT practices and then providing personalised training plans composed of phases. The 
Genie will thus have an interactive and phased approach which will favour motivation and curiosity of 
the users, avoiding the approach of a traditional training delivery. 

The process will start with an evaluation of the SMEs current practices with regards to e-business and 
the provision of what the SMEs winning practices could have been. Then, a detailed report will follow 
comprising all the actions that the SME can implement in order to realise its e-business potential. 

 

2.1. Phases of B-CAPP Training Methodology 

A training strategy should leverage a blended approach for optimal results. Blended learning means a 
mix of different learning environments where methods, techniques and/or resources are combined. 
A blended learning can combine ILT, video conferencing or virtual classroom and/or any other 
methodology. An appealing teaser with video, animation and/or sound to invite and motivate users, 
followed by any combination of ILT, e-learning is an example of blended learning.  

Practical access to resources: Training and documentation usually consist in planning, implementing 
and evaluating.  

User documentation usage normally foresees self-help / peer assistance (online manuals, FAQs, IVR 
and forums) on Portals. 

Elaboration of the support materials: Documentation and training, take full part in the digitalisation 
process supported by the business. Writers can therefore draft documentation alongside developers 
to integrate as much information into the interface as possible (embedded user assistance). In order 
to improve quality, ISO/IEC 26514:2008 specifies the structure, content, and format for 
documentation, and also provides informative guidance for documentation style. It is independent of 
the tools that may be used to produce documentation and applies to both printed documentation and 
on-screen documentation. Furthermore, IMAP® (information mapping) consists in a systematic 
process for analysing and re-engineering information to identify what the reader needs to do and 
needs to know (as opposed to nice to know). The objective is to reach a standard presentation 
throughout all documentation, to obtain modular document and, therefore, reusable components.  

As in every training methodology we can identify the following distinct steps: 

 

a) Identification of Training Requirements 

Upon the commencement of the training process, the first task that will be performed will be a 
definition of the training requirements by analysing the scope of training and the target audience 
profile. It should be noted that training requirements will be usually defined in the context of skills 
management or continuous improvements activities. 



 

 

 

 

b) Production of a Training Plan 

Based on the requirements that will be identified in the context of the aforementioned task, a training 
plan will be produced that will comprise of: 

 A training course that will be conducted in accordance to the training plan.  

 A description of the training programme. 

 A description of the training material and associated documentation that will have to be produced. 

 The specification of scenarios that will be used in the B-CAPP tool. 

 A time-schedule for training. 

 Training evaluation form(s) to be used in the context of training evaluation activities. 

 

c) Training Execution 

The training will be conducted in accordance to the training plan. Training will be conducted allowing 
the trainees to participate actively in the programme, express their questions, express their 
preferences in the topics that they would like to be trained, etc. Hands-on training or tests to the 
reference environment may be also performed. Additional, each trainee will execute the pre-defined 
scenarios in the B-CAPP Genie. 

 
d) Training Evaluation 

At the end of each training session, each trainee will be asked to complete the evaluation form, aiming 
at the elicitation of information regarding the confidence that trainees have in their skills obtained 
through the programme. The answers provided in the evaluation forms when processed, along with 
the evaluation results of the training environment, may result in the determination of further training 
requirements that will have to be satisfied by organising additional training sessions. 

 

2.2. Structure of B-CAPP Training System  

 

Delivery platform details 

The delivery platform will comprise 2 layers facilitated inside the Moodle platform. The SMEs will need 
to provide certain input in layer 1 to be used by the Genie to personalise the training programme. 
Layer 1 will contain situational and behavioural questions such as the ones below: 

(to be defined in IO2-A1: Genie Design and Development) 

All questions will be multiple choice questions and based on the responses provided, the second layer 
will be customizable to the SME’s needs.  

Layer 2 will display the e-Business modules of B-CAPP as filtered by sector (Q1) and ranked in 
importance through the answers to the other Layer 1 questions. 
The modules will be presented with the names of the actions that can be chosen. Each action will be 
accompanied by indicators (in symbols) of multiple categories: 

 Technical skills needed (low-medium-high) 

  (Optionally) Language skills needed (low-medium-high) 

 Action type (quick win-simple action-simple action requiring investment-action with 

prerequisite- action with prerequisite requiring investment) 

 



 

 

 

All these action names, grouped under a module, will be clickable. When clicked an individual action 
will be opened. For certain actions, additional content will be necessary in which case the SME can 
invoke from the action the associated learning path in Moodle. 

 

Usability - Accessibility 

 

The results from the use of a mature eLearning platform are that the user will gain full understanding 
of the presented information having the same time full interactivity with it. Particular emphasis will 
be given to ensure that the system works as it should with any web browser technology.  
Furthermore, for the facilitation of disabled people and in line with the requirements of the EU 
regulatory framework [Article 16 Regulation (EC) 1083/2006], the project may attempt to minimize 
barriers and increase accessibility to services and structures to vulnerable social groups. For that 
reason, supportive technologies like text-to-speech may be evaluated and presentation of the text will 
exploit user agents that convert it into writing Braille (images and other multimedia content in every 
page will be described with equivalent texts).  
The final document for assessment will include both the assessment methodology and the tools that 
will be used in order to examine the compliance of the Graphical User Interface (GUI) with the Web 
Content Accessibility Guidelines. The specifications of the GUI will be accompanied by design 
suggestion that comply with the latest.  
 
Financial Strategy Genie Functions 

 

The strategy Genie is built around the “hardcoded” strategies of deliverable DA.3. In other words, the 
Genie’s purpose is to gather input from the SMEs, process this input in relation to the requirements 
for the implementation of the strategies elaborated in the context of D3.3 and produce as output a 
personalized training plan for SMEs to achieve these strategies in a step-wise approach. 
To this end, data from layer 1 questions will be used to depict the “AS-IS” situation regarding the SME’s 
strategies and its cross border e-Business aspirations in order to rank the e-Business modules of layer 
2 and present them in order of importance to each SME. Then, SMEs start an interactive learning 
process by selecting modules and actions to implement. All actions comprise certain features, such as: 
 

 Technical skills needed (low-medium-high) 

  (Optionally) Language skills needed (low-medium-high) 

 Action type (quick win-simple action-simple action requiring investment-action with 

prerequisite- action with prerequisite requiring investment) 

 

2.3. Delivery Approach 

 

Trainees’ interaction with the platform 

Initially, the interaction of the SMEs’ with the platform is guided. Through layer 1 questions, they are 
guided on how to provide the needed information to the tool in a structured manner. 

It is worth considering to accompany the questions with additional information (for example the “I” 
icon could be next to each questions providing more information about what is required on mouse 
over). 



 

 

 

Also, the introductory video for B-CAPP focusing on what the SMEs are going to do with the training 
programme may be used initially as a “soft” introduction to the training programme. 

Then, in layer 2, the interaction is initiated by the SME who will see the Financial Management 
modules presented in order of importance and accept it by selecting actions from the first module or 
start selecting actions from other modules. Again the SME may provide input to the tool regarding 
actions already implemented in which case the SME marks them as completed and they disappear 
from the list of pending actions. 

Invoking an action which is accompanied by additional content for its implementation may lead the 
SME to access a specific learning path in Moodle dealing with the implementation of the action. It 
could be that a specific action has a complete training course behind it. 

 
Educational activities to take place during the training workshops  

The current section may be elaborated later when the hands-on exercises are organised and updated 
following the conclusions from the execution of the first hands on exercises. 

 

2.3.1 Strategies 

 

Harvest all financing options available 

 

You may begin a start up with your life savings, run a crowdfunding campaign or opt for a traditional 
loan. Other popular financing options include convertible notes, equity financing, and revenue-based 
financing. Every option has pros and cons. However, one should not necessarily stick to a single option 
and explore possibilities across different options, in isolation or in combination. Creative out of the 
box thinking can help identify seemingly irrelevant funding options.  

You may seek the advice of experts in the field of funding acquisition in order to get better results 
faster. It is better however to look for retributive models of collaboration in which third party 
assistance will be quantified in terms of the outcome and not compensated just for putting the effort 
as there is no major incentive for success. Retributive model may seem to cost more but offer much 
better results. The issue is to make sure that every possible source of financing is analysed from all 
possible viewpoints before they are rejected as options. Ultimately the business strategy should 
comprise a list of possible financing options which are aligned to the products/services on offer and 
steps towards achieving the acquisition of each financing option should be regularly taken with a view 
to move closer to acquisition when needed. 

A very productive way of financing company research for development is the accumulation of funds 
through multiple sources for the same or similar things. A very common example is the acquisition of 
public funding, for example of 40% of the total costs for developing a new service, while at the same 
time one or more customers are paying for its development through service contracts at a reduced 
and very affordable price for them. This way, the company covers a big percentage of the actual 
expenses for the development of the service through public funding and is able to get paying 
customers for the service under development by selling it to them at an affordable price which is less 
than the actual development costs as it is not necessary for the company to cover the development 
costs from just one or two service contracts. This will lead to the development of a service without 
putting strain on the expense sheet and yield profit immediately after completion through the selling 
of the service which has already been paid for. Off course, some degree of innovation is necessary for 
acquiring public funding and some creative thinking is needed in order not to divert much from the 



 

 

 

core idea just to serve the purposes of the funding programme. This is where third part expertise 
comes in handy. 

Several financing combinations are possible and should be an integral part of the business plan. 

 
Measure it to master it 

Financial analysis if key to the survival and growth of a company. The starting point is to identify and 
properly record all parameters which have the potential to impact primarily revenues, profits, 
operational efficiency, capital efficiency and solvency.  

All kinds of analytics can be employed for extracting useful information from all data available in order 
to achieve things such as increase of sales and growth. The first step in the process is to establish KPIs 
of the items which need to be monitored.  

Exemplary KPI‘s may comprise: 
1. Revenues: 

a. Revenue growth (revenue this period - revenue last period) ÷ revenue last period. 

b. Revenue concentration (revenue from client ÷ total revenue). 

c. Revenue per employee (revenue ÷ average number of employees) 

 
2. Profits 

a. Gross profit margin (revenues – cost of goods sold) ÷ revenues 

b. Operating profit margin (revenues – cost of goods sold – operating expenses) ÷ 

revenues. 

c. Net profit margin (revenues – cost of goods sold – operating expenses – all other 

expenses) ÷ revenues. 

3. Operational Efficiency 

a. Accounts receivables turnover (net credit sales ÷ average accounts receivable) 

b. Inventory turnover (cost of goods sold ÷ average inventory). 

4. Capital Efficiency and Solvency 

a. Return on equity (net income ÷ shareholder’s equity). 

b. Debt to equity (debt ÷ equity). 

 

Monitoring 

Normally some kind of dashboard I used for displaying and cross-checking KPIs which usually requires 
a higher-end, highly integrated system. However, it is not necessary as the KPIs can be pulled from all 
monitoring tools and dashboards into a spreadsheet on a weekly or monthly basis. This will provide a 
snapshot of the historical performance that identifies seasonal trends and necessary troubleshooting 
if KPIs deviate from their normal ranges. 

Peaks and Valleys 

KPIs are also useful to check normal operation. In a simplified example, if suddenly there is a bump of 
new customers without obvious explanation or if gross margins are suddenly much lower, it may be 
because cost of goods or services sold has increased or because more customers are taking advantage 
of free shipping or other offers. In short, use of dashboards or any other tools that can be used to 
monitor KPIs on a daily basis if possible, is important. 

A proper analysis of the available data can reveal useful information that can be used to develop 
successful business strategies and thus increase growth. 



 

 

 

Skill, reskill, up-skill 

Entrepreneurship is hard to define today without addressing digital skills needed in order to ensure 
success in an ever more connect digital world. But digital skills are not enough to guarantee success. 
There are several other skills, personal and interpersonal skills, especially soft skills which come in to 
play. Knowledge covering several areas, expanding from financial to legal issues is also needed. Key 
thing however is the ability to think out of the box, think creatively, adapt quickly and be flexible.  

The only way to keep up is to skill and constantly re-skill. 

Every entrepreneur should proactively steer their own ongoing skills development. In other words, 
recognize the need for ongoing training, and realize that the responsibility for their own skilling lies 
with them. By doing this, it is certain the marketability of entrepreneurs as individuals, as well as the 
marketability of their products/services for years to come will improve. 

It is not necessary to retrain yourself completely, all at once. Use divide and conquer to acquire basic 
skills leading in the direction you want to go. This approach will also provide the opportunity to put 
the skills acquired into practice by trying to change the way things are doing day to day starting with 
the most simple ones, the “quick wins” which will prove the benefit of constantly investing in skills 
acquisition and enhancement. 

It is very important to foresee changes and start working on acquiring the skills you will need to have 
five years from now. Remember that skills enhancement is not only about improving on technical 
aspects but also embracing new management practices such as Agile, DevOps, Lean, Microservices, 
etc. These practices are basic elements of an open mindset.  

The B-CAPP project already provides insight into areas which should be considered in terms of skills 
acquisition, such as C-Commerce, Virtualisation and the adoption of FinTech models for doing business 
as opposed to traditional banking models which lack flexibility and are expensive. 

 
Achieve “C”-Commerce! 

This refers to customer-oriented e-Commerce and can be achieved via 4 Steps, based on a recent 
Accenture study 

1. Adopt a customer viewpoint: The only way to properly deliver to a customer is to know their 
motivations and expectations, and then making business decisions based on this heightened customer 
viewpoint to meet or better yet exceed their needs and ultimately benefit sales. When following this 
rule, companies can take a huge step toward ensuring all the B2B, B2C, and multichannel marketing 
strategies work toward this same goal. 

2. Create a new organizational framework: Extinguish silos and create the framework for an integrated 
channel experience by establishing a new organizational blueprint with inputs from across the 
business. A variety of members should be seated at this new collaborative roundtable – CMO, CIO, 
CSO, etc. – to create a well-rounded and seamless c-commerce approach for the customer. This 
strategy will also help stop each channel from cannibalizing each other or competing for the same 
customers. This new approach can be challenging and may require a cultural shift within the business, 
but it is vital for everyone who has a stake in this approach to be heard. 

3. Tap technology: Companies should focus on developing an integrated digital platform that is well 
understood and used by the entire organization, across brand and geographies. The platform should 
also be scalable and adaptable that will grow with a company as technology evolves and allows for 
continuous testing to drive innovation. 

Analytics is also a key ingredient when it comes to developing an IT and commerce strategy as the 
insights garnered from consumer data can help multiple departments, from sales and marketing to 



 

 

 

supply chain, to make educated decisions that could positively impact future business and the bottom 
line. 

4. Nurture external relationships for your customers: Engage with external channels (partners, 
affiliates and franchises) that sell your products or services for yet another way to provide the 
customer with a seamless, easy and positive shopping experience. This can be done in a number of 
ways and a few examples include sharing product information with key retail partners to use on their 
sites where most customers shop, enhance websites with information that makes buying easier even 
if customers don’t purchase from that website directly, and include trade promotions or digital 
coupons redeemable at retailers. If a company’s commerce roadmap isn’t up to par with a customer‘s 
expectations, the brand could encounter a drop in loyalty, a loss in sales, or negative comments on 
social media that could domino to other customers and impact further purchasing decisions. To gain 
a competitive advantage by creating greater value for the customer, companies need to develop a 
commerce strategy focused on customer behavior across channels that can be implemented at scale. 

The strategy targets to add the customer viewpoint in the company’s business plan and provide all 
necessary knowledge for the proper client management. 

 
Go Virtual  

Grow, consolidate, expand and increase competitiveness. All these are served best by going virtual. 
All the technology is there, some time already. From virtual assistants to moving the full inbox and 
calendar to the cloud and utilizing the benefits of a skype-in number, everything has been around for 
quite some time (just consider that DropBox was already available since 2010 already!).  

 

According to Ray Symmes (Principal, Image5, LLC and can be reached at ray@image5.net), there is 
huge potential when you create a new entity with:  

1. an open agenda 

2. across organizations or systems 

3. whose boundaries are wide and vague 

4. with a mission to create value from separate but common competencies 

The increased possibilities of ICT resulted in different organizational structures. Embracing new ways 
of doing things in the virtual world will not only provide access to an endless pool of opportunities 
(e.g. e-Procurement, e-Invoicing, Virtual Marketplaces), but will also greatly reduce operating costs 
(e.g. no need for expensive high street physical offices, hardware, business communication services, 
business travels and commuting costs) which can manifest to reduction in prices for the customers 
thus increasing competitiveness. 

Embracing ICT-enabled entrepreneurship should be a core part of every business strategy. 

 
Embrace the FinTech trend  

This could have been part of the Go Virtual strategy but the very fast growth of FinTechs in the last 
couple of years makes it necessary to address them in isolation. 

Traditional banking services are not flexible enough to keep up with the needs of modern, virtual 
entrepreneurs doing business cross-borders. They are restrictive without reason many times and 
furthermore they are unjustifiably expensive. As such there was room for disruptive innovation and 

mailto:ray@image5.net


 

 

 

off course some entrepreneurs identified the opportunity and were responsible for the advent of the 
FinTech trend. 

Financial technology is broadly defined as any technological innovation in financial services. Fintech 
companies utilize technology as widely available as payment apps to more complex software 
applications such as artificial intelligence and big data. 

Some of the most active areas of fintech innovation include or revolve around the following [Source: 
https://www.investopedia.com/terms/f/fintech.asp]:  

 Cryptocurrency and digital cash  

 Blockchain technology  

 Smart contracts, which utilize computer programs (often utilizing the blockchain) to 

automatically execute contracts between buyers and sellers.  

 Open banking, a concept that leans on the blockchain and posits that third-parties should 

have access to bank data to build applications that create a connected network of financial 

institutions and third-party providers. An example is the all-in-one money management tool 

Mint.  

 Insurtech, which seeks to use technology to simplify and streamline the insurance industry. 

 Regtech, which seeks to help financial service firms meet industry compliance rules, 

especially those covering Anti-Money Laundering and Know Your Customer protocols which 

fight fraud.  

 Robo-advisors, such as Betterment, utilize algorithms to automate investment advice to 

lower its cost and increase accessibility. 

As per the Skill, reskill, up-skill strategy, it is not necessary to understand and learn all of these. One 
step at a time, depending on the nature of your business. The suggestion is to start embracing such 
technologies starting from the mobile banking apps which is the most widely useful tool. Get rid of 
the costs for preserving a business account with a traditional bank and start business accounts with 
mobile banking providers such as MONESE to enjoy more benefits at a fraction of the cost and without 
really increasing risk. 

Then, the benefits and flexibility of the blockchain technology can be investigated and embraced in 
order to become a true modern-day entrepreneur. 

https://www.investopedia.com/terms/f/fintech.asp


 

 

 

2.3.2 Process Planning for SME Training 
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Figure 1 – SME training process planning 



 

 

 

2.3.3 Post Training Process Activities 
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Figure 2 – Post training process activities 

 

 

 



 

 

 

2.3.4 Inputs/Outputs  

As input are considered:  

 Planned/Unplanned needs for SME trainings; 

 Training subject provided. 

As outputs are considered:  

 Provision of trainings to the SMEs; 

 Training documentation (including training lesson plan, guide etc.); 

 Feedback received by the trainees though the evaluation forms; 

 Feedback received by the trainers of the SMEs for the assessment of value gained from the 
trainings.  

 

 



 

 

 

3. Perspective and evolution 

The tendencies already present on the Internet today, such as forums, discussions, wiki and blogs 
should also be the future of the supporting documentation and facilitating tools and of training 
strategy:  

• Real-time documentation: Screen changes, new functionalities in the information systems 
which are updated in real-time in the documentation would certainly get the approval of 
trainees. DITA (Darwin Information Typing Architecture) contains rules for publishing DITA 
content in print, HTML, online Help and other formats. As an example, if element A contains 
a path to element B, the content of element B will be displayed in the location of element A.  

• Contextual documentation: Trainees will appreciate to be informed on a screen change, or 
on a new implemented functionality, or a bug fixing; documentation changes that is pushed 
to the relevant trainee(s) is certainly going to increase the usability and the quality of trainee 
documentation.  

• Web 2.0/3.0: Readers being able to react and/or to participate is a fact on the current 
internet scheme. The training documentation will be enriched by the business knowledge of 
trainers and trainees, by their suggestions and their experience, by updates of content 
developers or analysts. Why not thinking about WIKI, or dedicated social networking where 
business experts, technical persons, learners and teachers can enrich the common 
knowledge?  

• Embedded user assistance: Assistance provided by the application to the learners without 
the users needing to search for this assistance. As an example we may consider a wizard in 
an application that guides the learners through the task. 

• Style guides: the style guides (or framework) for information applications at corporate level 
is already simplifying the development of this information applications and thus will 
decrease the work of developing supporting documentation. In the same way style guide, or 
graphical charts, corporate templates and cascading style sheets will undoubtedly accelerate 
the process.  

• IMAP® (information mapping) consists in a systematic process for analysing and re-
engineering information to identify what the reader needs to do and needs to know (as 
opposed to nice to know), and organising and presenting information in a way that 
maximises usability and access, and increases users retention. It is expected to give the right 
level of detail to the right readers at the right moment with a concise and direct vocabulary, 
and a consistent and visual structure. The objective is to reach a standard presentation 
throughout all documentation, to obtain modular document and, therefore, reusable 
components. This approach is based on the following principles: 

Principle Description 

Chunking Do not present too much information in one go 

Relevance Restrict the information to what the reader needs 

Labelling Place relevant information together 

Consistency Give information titles to each information section 

Integrated graphics Consistently use the same words and the same presentation 
for comparable information 

Accessible details Integrate tables, drawings and graphic elements 

Hierarchy of chunking and 
labelling 

Give details where the reader needs them 

 



 

 

 

• Authoring suites: Packages for developing innovative and powerful courseware are at the 
peak of their life, according to Gartner; the long learning curve for these suites is an 
important reason of slowing down the efficient use of these tools.  

• Immersive “Edutainment”: according to Gartner, “Multiple techniques and processes 
including artificial intelligence, gaming, simulation, collaboration, role playing, interactivity 
combined to generate scenarios and learning environments and keep the user attention. 
“Video footage or graphic modelling have not reached the lower costs, higher results, 
adaptability, flexibility and interactivity have not been achieved by enough vendors to 
provide truly engaging environments.”  

• Mobile learning: The term covers: learning with portable technologies, where the focus is on 
the technology; learning across contexts, where the focus is on the mobility of the learner, 
interacting with portable or fixed technology; and learning in a mobile society, with a focus 
on how society and its institutions can accommodate and support the learning of an 
increasingly mobile population. Mobile learning could be used as part of a learning approach 
which uses different types of activities (or a blended learning approach).  

 

3.1. Anticipated impact and opportunities 

The EC will have to develop an extended e-learning strategy by using more and more blended 
learning through its Virtual Learning Environment coupled with a diversification of user 
documentation: lighter, more intuitive documents (manuals, guidelines, quickcards) for end-
users, more technical and exhaustive documentation for support purpose. Referring to the e-
Commission, focus will be made on IS marketing (surveys, demos, etc.), in specific contexts where 
new comers join the end user community. This will have the following impacts on resources: 

• In the long run, digitalisation will reduce training costs for participants who will be able to 
attend courses from their own PC in Brussels and abroad during office hours. 

• It will imply to recruit new resources (blended teachers/tutors) to design courses in the e-
learning format and therefore, implies an increased budget. 

• Support for all the IT tools (Blackboard, Captivate, L'Atelier & Elluminate and/or Adobe 
Connect) will be boosted. 

  



 

 

 

Annex A – Training Evaluation Form 

Introduction 

 

Training Organisation 

The following table lists the organisational details of the training course. 

Table 2 - Organisation details 

Organised by:  

Chaired by:  

Date:  

Location/Venue:  

Duration:  

Presenters:  

Participants:  

 

Attendees: 

1.  

2.   

 

Trainers: 

 

 

Training Agenda 

Table 3 Training #1 – Programme/Agenda 

Date Time Activity Presenter 

    

    

    

 

 

 

 



 

 

 

Overview 

 

Training Material and Tools 

 

The following table lists all material used during the training: 

 

Activity Material/Tools 

-  
 

 

 

-  
 

-  
 

 

 

Training Infrastructure 

Annex B – Training Evaluation Form 

Training Evaluation Form 

[Title of Training] 

[Place] 

[Time] 

 

Attendee Information (optional) 

Name:  .......................................................................................................................  

Address:   .......................................................................................................................  

Organisation:  .......................................................................................................................  

e-mail:  .......................................................................................................................  

Tel.:   .......................................................................................................................  

 

We would like to thank you for taking the time to answer the questions that follow. The information you provide 

us will be kept as confidential, and will allow us to improve the quality of the services we are offering. 

 

 

 

 



 

 

 

Part 1. 

How would you rate the quality of the training material? (please one mark) 

 Inadequate     

 Less than Acceptable    

 Acceptable 

 Good    

 Very Good 
 
 

How would you rate the quality of the training session itself? (please one mark) 

 Inadequate     

 Less than Acceptable    

 Acceptable 

 Good    

 Very Good 
 

 

 

How would you rate the completeness of the information provided during the training session? 
(please one mark) 

 Did not cover my needs for information 

Please state reason(s):  ...................................................................  

 .........................................................................................................  

 Covered several topics, but left many blank spots 

Please state: ....................................................................................  

 .........................................................................................................  

 Covered several topics, but left a few blank spots 

Please state: ....................................................................................  

 .........................................................................................................  

 All aspects were covered 

 

 

 

 

 

 



 

 

 

Part 2 

How would you rate the training level of difficulty? (please one mark) 

 Very easy 

 Easy 

 Just right 

 Difficult 

 Very difficult 
How would you rate the organisation of the training session? (please one mark) 

a) Time allocated to the presentation of various topics  

 Satisfactory   Acceptable              Not Satisfactory 

Which are the topics for which you consider the time allocated as not satisfactory?  
…………………………………………………………………………………………………………………………………………………………………
……………………………………………………………………………………… 

b) Time allocated for discussion and feedback  

 Satisfactory   Acceptable              Not Satisfactory 
How would you rate the trainers? (please one mark) 

 Inadequate     

 Less than Acceptable    

 Acceptable 

 Good    

 Very Good 

 

 

Do you have any suggestions? 

If you feel there are issues not covered during the training session or issues that we should try to 
improve on, we would feel obliged if you could help us by drawing our attention to them: 

 ............................................................................................................................... 

 ............................................................................................................................... 

................................................................................................................... 

        

  Thank you! 

   

  The B-CAPP Team 

 

 

 



 

 

 

ANNEX C: Training evaluation report 
The purpose of this report is to present the evaluation results of the training provided. Evaluation 
reports were submitted by the participants of the end-users’ session. The results presented here 
provide a summary of the information gathered from those questionnaires. 

Part 1 - Evaluation of the presentation 

Evaluation of the Training Material 

 

Training Material 

Very Good Good Acceptable 
Less than 

Acceptable 
Inadequate 

0 2 1 0 0 

 

 

 

Note: One attendee did not answer this question. 

 

0%

67%

33%

0%0%

Very Good Good Accept able Less t han Accept able Inadequat e



 

 

 

Training Session Quality 

 

Training Session Quality 

Very Good Good Acceptable 
Less than 

Acceptable 
Inadequate 

0 3 0 0 0 

 

 

 

0%

100%

0%0%0%

Ver y Good Good Acceptabl e Less than Acceptabl e Inadequate



 

 

 

Completeness of Information 

 

Completeness of Information 

All aspects were 
covered 

Covered several 
topics, but left a few 
blank spots 

Covered several 
topics, but left many 
blank spots 

Did not cover my 
needs for information 

2 0 1 0 

 

 

 

67%0%

33%

0%

All aspect s were covered Covered several t opics, but  lef t  a f ew blank spot s

Covered several t opics, but  lef t  many blank spot s Did not  cover my needs f or inf ormat ion



 

 

 

Part 2 – Training difficulty, Trainers and Overall results 

Training level of difficulty 

 

Training level of difficulty 

Very Easy Easy Just right Difficult Very Difficult 

0 0 3 0 0 

 

 
 

0%0%

100%

0%0%

Ver y easy Easy Just  r i ght Di f f i cul t Ver y Di f f i cul t



 

 

 

Time allocated for various topics 

 

Time allocated for various topics 

Satisfactory Acceptable Not satisfactory 

0 1 2 

 

 

 

0%

33%

67%

Sat i sf actor y Acceptabl e Not  Sat i sf actor y



 

 

 

Time allocated for discussion and feedback 

 

Time allocated for discussion and feedback 

Satisfactory Acceptable Not satisfactory 

2 1 0 

 

     

  

   

67%

33%

0%

Sat i sf actor y Acceptabl e Not  Sat i sf actor y



 

 

 

Trainers’ evaluation 

 

Trainers evaluation 

Very Good Good Acceptable Less than 
Acceptable 

Inadequate 

2 1 0 0 0 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

67%

33%
0%

0%

0%

Very Good Good Accept able Less t han Accept able Inadequat e


