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Introduction

Objective

To provide a structured process for developing elLearning courses,

ensuring that content is clear, accurate, and effective for expert-level
learners. This SOP will guide Subject Matter Experts (SMEs) in sharing
source content, images, charts, and diagrams, and outline the review

processes at different stages of course development.

NHII:

This SOP applies to all SMEs, instructional designers (IDs), and
stakeholders involved in the creation of eLearning courses on various
topics. The document is divided into three key sections: Sharing
Content, Reviewing the Storyboard, and Reviewing the Course.
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sharing Gontent

Guidelines for Providing content

L uncerstanding content Types

Fundamental ‘ This is for the development of the fundamental module. It includes the

Content main topics, facts, concepts, and information that learners must
understand and remember. Focus on essential information related to
the subject matter.

Supplementary . This is for the development of the advanced module. It includes
Content additional details or examples that help reinforce the core content. It's
useful for learners who want to explore topics in more depth.

. Clearly define what the learners should know or be able to do by the
L.ea")mg , end of the course. These objectives should be specific and aligned with
Objectives the course's overall goals.

KT Preparing and Structuring Your Content

Text Documents: If submitting a Word document, divide
the content into sections with clear headings and
subheadings. Include a table of contents for easier
navigation if the document is lengthy.

Presentations: If using PowerPoint, include explanatory
notes on every slide to provide additional context and
clarify key points.

Topic Prioritization: Provide a list of topics in order of
importance, ensuring foundational topics are covered first
before progressing to more advanced subjects.

Examples and Case Studies: Incorporate real-world
examples or case studies to illustrate key concepts to
make the content more relatable & easier to understand.

Assessment Questions: Include 20 multiple-choice
guestions that align with the learning objectives.
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Learning
Objectives

Gontent
Volume

Clearly state these at
the beginning of the
document.

Limit source content to
what is relevant to the
learning objectives.

Large

Materials

Content
Breakdown

Prioritize must-know
content and clearly
identify supplementary
or reference materials.

Differentiate between must-
know and good-to-know
information to guide the
learner’s focus.

Guidelines for Sharing Images, Charts, and Diagrams

K] uncerstanding Visual Content

¢ Images: Use to represent concepts visually, making the content more

engaging and easier to understand.

e Charts: Utilize to visualize data, trends, and relationships between

different variables, especially for presenting statistical information.

¢ Diagrams: Use to illustrate processes, structures, or systems, explaining
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K Preparing and Describing Your Visuals

High-Quality Images: Ensure all images are high resolution,
clear and relevant to the content.

¢ File Formats: Save visuals in common formats like PNG, JPEG.

¢ Clear and Simple Charts: Use simple designs for charts,
avoiding clutter.

¢ Detailed Diagrams: Clearly label diagrams, and if complex,
consider breaking them down into smaller, more manageable

parts.
» Descriptions: Provide a brief description for eachvisual, =~~~ ///,//'//// -
explaining its relevance and how it connects to the content. & _,////

JEE] submission Checklist

(9
&

Relevance File Naming
Ensure each visual is Name files logically,
directly relevant to the reflecting their content

accompanying content
and enhances the
learner's understanding.

(e.9.,
"Risk_Management
Process_Diagram.png")




Reviewing Storyhoard

Objective

Validate the instructional approach, content accuracy, and visual design as outlined in
the storyboard.

@ Review Criteria

+ Content accuracy and clarity

* Visual representation and alignment with content

» Engagement level of instructional strategies (e.g., scenarios, case studies)
o Alignment with learning objectives

* Consistency in tone and terminology
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Select through the slides to learn how each stakehalder contributes to the financial intelligence
process,

Slide 1 = Reporting Entities

Reporting entities are the first line of defense.

Through KYC and CDD measures, they detect suspicious activity and submit STRs or SARs.
These reports provide the raw data that fuels financial intelligence.

Slide 2 - Supervisery Authorities

Supervisory authorities ensure compliance with AML/CFT obligations.

They strengthen reporting quality and reinforce system integrity.

Slide 3 - The FIU

The FIU receives and analyzes STRs and related information.

[l Feedback Mechanism

» Review the complete storyboard and provide consolidated feedback.

» Use the Comments feature in the storyboard document to provide feedback against the
relevant content.

e Provide feedback within 7-9 business days.
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Reviewing Alpha Course

Objective

Ensure the Alpha course accurately reflects the approved storyboard and learning
objectives and is ready for localization.

@ Review Criteria

e Functionality and technical aspects

o Content accuracy and consistency

e Visual and interactive elements

* Assessment alignment with learning objectives
o Overall user experience and accessibility

Employee Health and Wellness N S - T @

Created By Aty rent Viersion

Comments

Coping with Stress
b

TALK TQ FAMILY AND
FRIENDS

DO SOMETHING FUN RELAX & \ " . .

l‘ Canyou add the link to our wellness
benefits document here?

When vou're stressed you may feel like pulling away from friends and

family and spending time alone, but that's the opposite of what you

re's no better way to reduce your stress than talking

5 with someone who cares about you and can make

should be doing. T
through your feeling
you feel safe and understood.
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[l Feedback Mechanism

» Provide final feedback within 9-12 business days.
» Ensure all content-related issues are addressed before SME sign-off for localization.
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I totes

e The content ownership is exclusively reserved for ECOFEL and the
Egmont Group and must not be repurposed for other courses.

e The SME is responsible for ensuring all materials are IPR-free or
appropriately licensed. ECOFEL assumes no liability for any violations.
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