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Introduction
The DiTEM Manager is a ½ day group-based course delivered by a trained DiTEM Coach
designed to introduce the DiTEM project and DiTEM e-learning Modules and the DiTEM
Platform.

Course Aim:
The aim of the course is to enable managers to understand how they can maximise the value
of the DiTEM blended learning course: it is an induction to the blended learning course. On
completion participants will be able to explore and exploit opportunities to digitalise their
enterprise.

Learning Outcomes:
1. Describe the aims and objectives of the Erasmus+ DiTEM project
2. Discuss the meaning of the term ‘digitalisation’ within the context of micro-enterprises
3. Evaluate the need for e-leadership and a cyber-security strategy within micro-enterprises
4. Explore the use of four digital technologies within a micro-enterprise (Big Data, Social,

Mobile and Cloud)
5. Identify the potential benefits of exploiting the four digital technologies within the context

of micro-enterprises
6. Assess the potential for digitalising business process within a micro-enterprise
7. Register and log into the DiTEM e-learning Environment
8. Prepare a plan to maximise the value of completing the DiTEM blended learning

programme

Indicative Session Content:
Session 1: DiTEM Project Background
Session 2: What Does Digitalisation Mean to You?
Session 3: The Four Digital Technologies
Session 4: Using the Four Digital Technologies
Session 5: Cyber Security and e-leadership
Session 6: The DiTEM Platform and Your Digital Plan
Session 7: Course Evaluation and Reflection
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Delivery Methodology:
The course design, timing and delivery methodology can be adjusted to meet the needs of
the DiTEM Coach, participants and the partner – it is a framework. The course assumes the
DiTEM Coach is familiar with the DiTEM e-learning Modules. To be able to fully discuss most
slides, the DiTEM Coach will need to be able to discuss and present ideas contained in more
detail in the appropriate e-learning module.

Trainer Notes:


Format

The Trainer Guide includes a short section description, a copy of the PowerPoint slide and
bullet points to prompt the trainer’s input and explanation. The aim is NOT to provide a script,

but to help the DiTEM Coach to focus on key points.


Activities:

Some slides include an activity denoted by this icon (right). The Trainer Notes also assume
that the DiTEM Coach will draw on their own ideas, experiences and examples to illustrate
key points.
The Trainer Notes are a guide and the content and the order of the sessions and slides
adjusted as required.
DiTEM Coaches should familiarise themselves with the course, modify it and deliver it
accordingly.
Note: Examples of proprietary products and brands are included as examples and are NOT in any way as
recommendations



Support Resources:
-

Evaluation Questionnaire (to be developed by P2: EM)

-

DiTEM Manager Certificate template

-

Exercise: Digitalising My Business

-

Exercise: Digital and e-leadership Self-Assessment and Action Plan

-

Digitalisation Strategy Plan - template
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DiTEM Manager Delivery Plan
Session Title

Slides

Resources

Duration
(minutes)

Session 1: DiTEM Project Background

Slides 1 - 4

15 – 20

Session 2: What Does Digitalisation Mean to You?

Slides 5 - 12



Digitalising My Business

20 - 25

Session 3: The Four Digital Technologies

Slides 13 - 19



Digitalisation and e-leadership Self-

10 - 15

Assessment
Session 4: Using the Four Digital Technologies

Slides 20 - 21

15 - 20


Session 5: Cyber Security and e-leadership

Slides 22- 27

Session 6: The DiTEM Platform and Your Digital
Plan

Slide 28 – 30

Session 7: Course Evaluation and Reflection

Slides 31

DiTEM Course Case Studies –
examples



Evaluation Questionnaire



DiTEM Manager Certificate

20 – 25
15 – 20
15 - 20

template
Note: Schedule mid-session refreshment break(s)
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Session 1: DiTEM Project Background
Introductory Notes:


The purpose of this session is to provide an introduction and context for the course.



Set up the training room as appropriate including paper/folders, refreshments, name
cards and so on.

Slide 1: Course Slide



Adjust Slide 1 as appropriate (e.g. organisation logo, DiTEM Coach name and date).

Slide 2: Welcome to
DiTEM

Key Points/Comments:


Welcome participants and introduce self.



Explain health, safety and welfare arrangements including plans for breaks and
refreshments.



Explain the aim of the course and its relationship to the DiTEM Platform and project as a
whole.



Explain the practical nature of the course and the modules which are all designed to
‘kick-start’ their digital transformation process.
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Slide 3: Today’s
Learning Outcomes

Key Points/Comments:



Discuss the Learning Outcomes for today’s course without explaining the contents in
detail.
Ask if the outcomes match their expectations and make a note of any other topics they
would like to explore and of any points or questions they raise.

Slide 4: Who Are
You?

Key Points/Comments:


This is a simple ‘ice breaker’ activity – it can be substituted by another ‘ice breaker’
activity.



The aim of the activity is to encourage participants to relax and to reflect on their aims,
plans and potential opportunities for digitalisation within their business.



Use the opportunity to link answers and observations to the course content and the
DiTEM e-learning modules.



Record answers on flipchart (optional).
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Session 2: What Does Digitalisation Mean to You?
Introductory Notes:


The aim of this session is to help participants to feel more comfortable about
digitalisation and jargon that they may feel ‘uncomfortable’ by the technical nature of the
project.



It is also about developing a consensus about what is meant by ‘digital transformation’.
and that most of us encounter and use products and services that are the result of digital
transformation.

Slide 5: What does
‘digitalization’ mean
to your business?

Key Points/Comments:


It will mean different things to different businesses.



For a hairdresser, it might mean using social media to promote the business or taking
payments using a mobile payment device.



For a business coach, it might mean using a video conferencing platform to meet with
clients.



For a manufacturer, it might mean using a cloud-based stock inventory system.



For an on-line retailer it might mean e-commerce and the use of a digital logistics
service.



Activity: What does digitalisation mean to your business?



Discuss answers
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Slide 6: Digitalisation
Terms and Jargon

Key Points/Comments:


Activity: Invite participants to brainstorm a list of terms and jargon that is often
associated with digital technology: capture them on a flip chart (optional).



Explain that through the course some of the jargon will be used, but it will be explained,
and they will be able to speak confidently about most of the terms and phrases shown in
the slide.



Introduce the subject of digital strategy and ask if any of the participants have a digital
strategy – few will have a written strategy, but every business will have one!



Ask: What is a Digital Business Strategy?



Discuss answers and explain that the terms ‘digitalisation’ and ‘strategy’ sound more
grand and complex than they are in reality.



A strategy is simply a plan of how you intend to achieve something - in this case make
better use of digital technology.
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Slide 7: What is
DiTEM?

Key Points/Comments:


Explain the aim of the project and why it was created.



Focus on the benefits of digitalisation and the needs of micro-enterprises which can
benefit significantly from digital transformation.



This is an opportunity to ‘sell’ DiTEM and to explain the different elements of the project
(e.g. DiTEM Manager course, e-learning Modules and the DiTEM Coach support that is
available).



Stress the practical nature of the course and that there is NO need for participants to
become IT experts.



Explain the importance of this project and the contribution that the participants will make
to the project.



There is a need throughout Europe for both micro enterprises and SMEs to embrace
digitalisation.



Digitalisation can open new markets, increase profitability, sales revenue, reduce costs,
minimise environmental foot print of enterprises, make work more rewarding and
enjoyable.



This is an important project with far reaching implications and impact at national and
European level - it will result in a new strategy for use by governments and business
enterprise agencies in helping to support the growth and development of enterprises
leading to job creation and increased economic wealth.



We appreciate your time and commitment to this project and hope that you will also
experience the many benefits and impacts on digitalisation within your own enterprise.



Conclude this session by summarising the main outcomes and discussion points
that have been covered/discussed
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Slide 8: Digitalisation
– The Business Case

Key Points/Comments:


The only reason to consider digitalising a process, activity or task is if it results in some
form of performance improvement.



Ideally, digitalisation should provide a competitive advantage.

Slide 9: Benefits from
digitalization

Key Points/Comments:


BEFORE showing the slide, ASK: ‘What are the benefits that you want to experience
from digitalisation?’



Discuss answers and share the main benefits as per the slide and discuss.
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Slide 10: How
important is
technology in helping
you to grow?

Key Points/Comments:


As part of the DiTEM project, we have undertaken some research. Explain that digital
technology opens growth and development opportunities for enterprises.



In our research, just under 80 per cent of enterprises said it was important or very
important to their growth – is growth a driver for enterprises on the course?



Ask: In what way do you use digital technology to develop and grow your enterprise
currently?



Ask: How could you use it to develop and grow it even more in the future?

Slide 11: Trends in
Digitalisation

Key Points/Comments:


Our research also showed that only 55 per cent of small enterprises claim to have a
digital strategy. Ffor most of them it was more likely to be informal and unplanned rather
than a considered plan setting out what they wanted their strategy to achieve.



Explain that by the end of their DiTEM course, they will have a written strategy!
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Slide 12: What is a
‘digital strategy’?

Key Points/Comments:


Let us not get ‘hung-up’ on academic definitions of what a strategy is and is not. For our
purposes, it is simply a plan to help you maximise the benefits of using technology in
your business.



We do not need to worry at this point what a strategy looks like and what it contains, but
just agree that it is important for a business to have one and to understand what they
want to achieve from implementing it.



In the next part of the course, we will look at the different digital technologies that you
can include in your strategy plan and how to put your plan or strategy together.

Session 3: The Four Digital Technologies
Introductory Notes:


The aim of this session is to explore and get an understanding of the four main digital
technologies often referred to as ‘SMAC’.

Slide 13: Four Digital
Technologies - SMAC

Key Points/Comments:


Most of us have used SMAC – most of us use SMAC every day even if we do not know
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Ask: What is SMAC?

Explain the four main technologies and that much of the remainder of the course will be
devoted to exploring how enterprises make use of mobile, social, cloud and Big Data.
The aim of this session is to explore the potential and uses of the four SMAC digital
technologies. The materials include examples of apps.


NOTE: We are not endorsing any products and partners can remove all examples if they
prefer not to include examples

Slide 14: 10 Reasons
for Moving to the
Cloud

Key Points/Comments:


Explain one of the BIGGEST impact on enterprises has been the growth of Cloud-based
apps.



Before showing the slide: ASK: Why do businesses use Cloud-based apps?



Discuss participant’s answers and then share and discuss the slide.



Explain there are many apps covering just about any topic and business process – link to
some examples (these examples can be substituted with other examples to reflect
local/national products).



Discuss which cloud-based apps are used by enterprises and their experiences.



Often cloud apps cut across the four SMAC technologies, for instance, Pay Pal is an ecommerce tool that can be used as a mobile app and can contribute to Big Data
analysis.

NOTE: We are not endorsing any products and partners can remove all examples if they prefer not to
include examples.
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Slide 15: SMAC – Big
Data - Analytics

Key Points/Comments:


Big Data is a term that sounds like it only applies to large enterprises and not microenterprises.



There is a difference between simple data collection and the use of Big Data.



Data can come from almost any source, analysed and used to find answers enabling:
(1) cost reductions, (2) time reductions, (3) new product development and (4) smart
decision making. When Big Data is used with high-powered analytic tools, it can be used
to accomplish business-related tasks such as:
-

Determining root causes of failures, issues and defects in near-real time

-

Generating coupons at the point of sale based on the customer’s buying habits

-

Recalculating entire risk portfolios in minutes

-

Detecting fraudulent behaviour before it affects your business

Slide 16: Example of
Trends and Dash
Boards

Key Points/Comments:
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Big Data helps enterprises to identify patterns and trends and to take informed decisions
potentially resulting in ‘game-changing’ solutions and systems.



The starting point is to look at your needs as a business from the perspective of
customers – looking at customer behaviour, buying choices, motivations, where they go
on the Internet, understanding them.



Next, it is necessary to identify the data you need, the data you have and the data that
you need to access and analyse to help you to improve products, processes and
decision-making.



Big Data provides rich, quality data that provides enterprises with competitive
advantages.

Slide 17: Social Media
Strategies

Key Points/Comments:


Social Media is something we all know about with the growth of Facebook, Twitter
etc.



The Social Media Module explores social media into the context of your business.



Ask: How do you use social media? - Facilitate a discussion and go on-line and
look at participants on-line presence in real time – invite feedback and comments.

Slide 18: Flexible and
Remote Working

Key Points/Comments:
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Working from home or remotely (e.g. sales executives or field sales engineers) is a
major trend





Explore if and how participants use remote working and support virtual teams:
-

What on-line tools do they use?

-

Which job roles?

-

What are the challenges and disadvantages?

-

How do people feel in terms of connection and commitment to your business?

Discuss examples of collaboration portals and how to use communication tools to
support and manage team members.

Slide 19: Examples of
how enterprises have
used SMAC

Key Points/Comments:



Group Activity: Give out copies of the case studies and discuss.
Conclude this session by summarising the main outcomes and discussion points that
have been covered/discussed.

Explain the next session will explore how to assess your organisation to make sure you
maximise the benefits of digitalisation.

Session 4: Using the Four Digital Technologies

Slide 20: What could
be ‘digitalized’ in your
business?
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Key Points/Comments:


Group Activity: Invite the group to brainstorm business processes, activities and tasks
that a business could digitalise – the aim of this activity to ‘kick-start’ their imagination,
enabling them to identify specific processes, tasks and activities they can digitalise in
their own business.

Slide 21: Let Us Get
Specific

Key Points/Comments:


Individual Activity: Issue participants with the activity sheet – Digitalising My
Business?



Invite participants to identify specific processes, tasks and actions that could be
digitalised in their business using the template prompt list.



Assuming they identify several potential processes. Invite them to select three processes
and to make a list of 4 – 8 specific benefits for each process – this is to ensure they
focus in business benefits rather than ‘something that would be good to do’.



Invite participants to share and discuss the specific benefits they want to achieve –
explain you will return to these later in the course.



Explain they can use this activity when preparing their digitalisation plan later.
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Session 5: Cyber Security and e-leadership

Slide 22: Keeping
Safe

Key Points/Comments:


Introduce the topic of cyber security with a relevant and recent example of a high profile
cyber security attack/incident.



Stress that it is not just larger enterprises that come under attack – it is also small
enterprises as well as you and me as individuals!



Discuss the slide and invite participants to share their experiences of cyber-attack, fraud
and hacking with the aim of making it feel real and personal to secure their interest and
commitment!

Slide 23:
Consequences of a
cyber attack

Key Points/Comments:


Explain the motivation for cybercrime and explore the costs and the resultant damage
and inconvenience to enterprises and people – how vulnerable are you?



How many of you have changed your password for Facebook in the past year? How
many of you use the same password in multiple places? How complex are your
passwords?



Optional: Include local/national figures on the cost of cyber-attacks (e.g. costs to UK
business are more than £34bn a year) to stress the importance of this topic.
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Slide 24: Keeping
Safe

Key Points/Comments:


Explain and discuss the slide



Ask: Which is your main risk – processes, people or technology?



Explore how often participants up-grade their software with up-date and patches.



Why are people a major risk? (Bad practices and behaviours such as sharing passwords
and staying logged in unnecessarily etc.)



Ask: When did you last carry out a risk assessment – what does a risk assessment look
like?

Slide 25: Are You an
e-leader?

Key Points/Comments:


Explain nothing happens without a plan and leadership – e-leadership.



Enterprises need to invest in not just the technology, but also the skills and competences
of staff and managers including you!



The DiTEM Platform offers you a short cut to up-grade your knowledge and skills and to
kick-start your digital transformation (‘sell’ the DiTEM Modules again).
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Slide 26: Digital and
e-leadership SelfAssessment

Key Points/Comments:


Individual Activity: Issue the Digital and e-leadership Self-Assessment (unless it is
used as an online tool within the DiTEM Platform).



The aim of this activity is to help the participants to select which DiTEM Modules they
should complete or prioritise – the assessment also includes an action plan to help them
prioritise modules and to schedule when they will complete modules.



Discuss the results (if possible).

Slide 27: Making It
Happen - Change + eleadership

Key Points/Comments:


Any form of digital transformation involves change and people do not like change – they
resist it which can impact on the success of the transformation.



Before showing this slide: Ask: Why do digital transformation and changes often
lead to disappointing results?
Potential Answers: people fear change, the change is not well planned, people do not
like to change habits, poor training and education, insufficient time and support for
people to adjust to the change, hence we have included the e-leadership module.
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Explain that change is a process that needs to be managed using tools such as the Change
Model.

Session 6: The DiTEM Platform and Your Digital Plan

Slide 28: Preparing
Your Digitalisation
Plan

Key Points/Comments:


Now you understand the change process, you need to develop your digitalisation plan
and strategy.



First need to define what you are going to digitalise and then prepare a plan to make it
happen.



Issue a copy of the Digitalisation Strategy Plan – template.



Discuss the template and explain that by working through the DiTEM Modules the plan
can be developed as each Module is completed – it can then be used to support the
plan’s implementation.



The key to an effective plan is to ensure the digitalisation plan aligns to the business
needs and the business plan.



Embarking on digitalisation is a major undertaking and therefore it is recommended that
participants break their plans into small, manageable chunks rather than attempting to
digitalise too much in one step.
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Slide 29: The DiTEM
Platform

To be developed once the DiTEM platform has been developed

Slide 30: Maximising
the Value of DiTEM

Key Points/Comments:


Remind participants about the DiTEM Platform and the DiTEM Modules – they provide a
rich set of practical ideas, tools and resources.



Re-visit the Digitalisation and e-leadership Self-Assessment activity and in particular
page 3 (Action Plan) and encourage participants to complete/review/up-date their plan
before leaving the course.
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Session 7: Course Evaluation and Reflection

Slide 31: Today’s
Learning Outcomes

Key Points/Comments:


Lead a reflection discussion and revisit the Learning Outcomes (slide 2) and ask
participants what they found useful and what their plan is post course.



Issue the DiTEM Manager Course Evaluation (or invite them to complete online).



Explain the next actions and on-going support participants can access through the
DiTEM Platform.



Explain that after completing the DiTEM Modules, they will be invited to complete
another evaluation questionnaire.



Close course.
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Introduction:
The DiTEM Manager is a ½ day group-based course delivered by a trained DiTEM Coach
designed to introduce the DiTEM project and Modules hosted on the DiTEM Platform.

Course Aim:
The aim of the course is to enable managers to understand how they can maximise the
value of the DiTEM blended learning course: it is an induction to the DiTEM on-line learning
course. On completion of the DiTEM blended learning course (e-leadership, Big Data, Cloud,
Mobile and Social Media) micro enterprises will be able to explore and exploit opportunities
to digitalise their enterprise.

Course Structure:
The course comprises seven sessions delivered over half a day. It covers the following
topics:
i.

Introduction to the DiTEM Erasmus+ project

ii.

Explanation of the concept ‘digitalisation’

iii.

Introduction to the four digital technologies

iv.

How to access and use the DiTEM learning platform

v.

Introduction to the five on-line DiTEM modules

Delivery Methodology:
The course will be delivered using trainer led sessions, including planned group and
individual work activities. The trainers who attended the C1 Short Joint Staff Event will
deliver the course.
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Course Description
Course
Title:
Aim:

The DiTEM Manager
To enable managers to understand how they can maximise the value of the
DiTEM blended learning course

Learning Outcomes
1. Describe the aims and objectives of the Erasmus+ DiTEM project
2. Discuss the meaning of the term ‘digitalisation’ within the context of micro-enterprises
3. Evaluate the need for e-leadership and a cyber-security strategy within micro-

enterprises
4. Explore the use of four digital technologies within a micro-enterprise (Social, Mobile,

Analytics and Cloud)
5. Assess the potential for digitalising business processes within a micro-enterprise
6. Register and log into the DiTEM e-learning Environment
7. Prepare a plan to maximise the value of completing the DiTEM learning units

Session Titles
1. DiTEM: Project Background
2. What Does Digitalisation Mean to You?
3. Introduction to e-leadership and Cyber Security
4. The Four Digital technologies
5. Assessing the Potential for Digitalisation
6. The DiTEM Learning Platform
7. Maximising the Value of Your DiTEM Course
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Appendix 1:
The DiTEM
Manager

Power Point File:

Prepared By:

< insert >

<insert>

Date:

Training Arrangements:
Location
Joining instructions
Room layout
Refreshment
arrangements
Resources and
Supplies

Quantity

Check Training Materials and
Exercises
()

Quantity

Check
()

Equipment

Quantity

Check Administration Forms
()

Quantity

Check
()
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Session Title:

DiTEM: Project Background

Duration:

15 – 20 minutes

Outcomes:
By the end of this session, the trainer will have covered:





Welcome and introductions
Aims for today
Understand Erasmus+ and the DiTEM project
Health, safety and welfare

Topic/Subject: Key Points:

Activities:

Resources:

Welcome and
Introductions

Welcome participants and
introduce trainers
- Ice breaker activity to introduce
each other1
- Introduce your organisation,
Erasmus+ and the project aims and
outputs

- Complete
cards

- Name cards

-

Input
session

- Project leaflet

- Share time plan and contents

-

Complete
sign-in

- Attendance
Record
- Course
outline

Project aims
and
background
Timetable and
health and
safety

1

-

Choose an activity you usually use to help people to introduce themselves
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Session Title:

What Does Digitalisation Mean to You?

Duration:

25 minutes

Outcomes:
By the end of this session, participants will be able to:




Explain what is meant by the term ‘digitalisation’
Understand the importance of digitalisation for micro-enterprises
Explore the impact of digitalisation in the workplace, job design and on managers,
teams and individual

Topic/Subject: Key Points:

Activities:

Digitalisation
and
opportunities

-

- Group
Discussion:
Business
functions

Trends and
research

- Present key trends including
findings from DiTEM survey

-

Input
session

- DiTEM
results

Impact on job
design, skills
and workplace

- What are the implications for
enterprises, processes and
people? (e.g. competences, job
design)

-

Brainstorm
exercise

- Post-it notes

Session Title:

Introduction to e-leadership and Cyber Security

Duration:

20 minutes

Key business functions and
processes

Resources:
Things to
Digitalise?

Outcomes:
By the end of this session, participants will be able to:





Discuss the e-leadership and cyber security challenges facing businesses today
Identify the core skills required by enterprises today
Explain the need for e-leadership in your enterprise
Explain the importance of cyber security in your enterprise

Topic/Subject: Key Points:

Activities:

Cyber security
challenges

- Examples of
threats and
opportunities

-

Risks and threats
Impact and implications
WHY it is essential to develop
cyber security systems

Resources:
Case studies
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Core skills in a
digital age

- List of digital competences in
enterprises

My Digital
- SelfAssessment: Competence
Assessment
Digital
Competence

Planning and
leading change

- Role of you as an e-leader – the
DiTEM Manager

- Input session

Local/national
support

Understanding the need for e-leadership and cyber-security in a digital age, core skills in a digital age
including planning and leading change and digital projects leading to transformation
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Session Title:

The Four Digital Technologies

Duration:

30 - 40 minutes

Outcomes:
By the end of this session, participants will be able to:




Explain what is meant by the term digital technologies
Describe the four main digital technologies (Social, Mobile, Analytics and Cloud)
Discus how digital technologies can be used within enterprises

Topic/Subject: Key Points:

Activities:

Resources:

What is digital
technology?

- Definition and uses

- Discussion

-

4 digital
technologies

- Social Media

-

Input
sessions

- Digital
Technology:
Example
Sheet

-

Discussion - See modules
and input
when
session
completed

DiTEM
definition

- Current experiences as customers
and as enterprises

- Mobile
- Analytics
- Cloud

Uses and
Examples

- Digital marketing (e.g. Infusionsoft)
- Sale/ CRM (e.g. Sales Force)
- E-commerce (e.g. …)
- Finance (e.g. Sage, Quick Books)

Session Title:

Assessing the Potential for Digitalisation

Duration:

20 – 30 minutes

Outcomes:
By the end of this session, participants will be able to:



Identify potential business processes that could benefit from digitalisation
Discuss the potential impact on job roles and competences of digitalisation

Topic/Subject: Key Points:

Activities:

Resources:
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Business
processes

-

Purpose of digitalisation –
performance improvement,
waste, efficiency, sales,
profitability

Managing
change and
people

-

Defining business processes

-

Aligning solutions and needs

-

Forcefield analysis (for and
against)

-

Do not forget people

-

Transitioning and change

-

Up-skilling or de-skilling?

Session Title:

The DiTEM Learning Platform

Duration:

30 - 40 minutes

- Group
Discussion:
Why and what
to digitalise?

-

Individual
Exercise:
Force Field
Analysis

- Business
Process
Checklist

- Force Field
Analysis
tool

Outcomes:
By the end of this session, participants will be able to:



Register and use the DiTEM learning platform
Understand the aims and content of each of the five on-line courses

Topic/Subject: Key Points:

Activities:

DiTEM
learning
platform

- Demonstration
of DiTEM
platform

-

How to access your DiTEM online courses

-

Discuss each course aims and
content

-

Resources:
- DiTEM
platform
- Course
content
sheets

Issue passwords or other details
(to be advised by Crystal Clear)
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Session Title:

Maximising the Value of Your DiTEM Course

Duration:

20 – 30 minutes

Outcomes:
By the end of this session, participants will be able to:



Plan and maximise the value of the DiTEM learning platform
Explain the actions they will take to exploit the benefits of digitalisation within their
enterprise

Topic/Subject: Key Points:

Activities:

Benefits,
commitment
and action plan

- Business
benefits
and
potential
impacts
and
actions

-

Defining opportunities for
digitalisation of business
processes

-

Benefits of digitalising business
processes

-

Commitment to digitalisation of
business processes

Evaluation and
course close

- Summarise (re-visit course aim)
- Explain on-going support from
DiTEM Coaches

-

Resources:
-

DiTEM
Business
Benefits
and Action
Plan

-

Evaluation
Survey

Evaluation
survey

- Complete evaluation survey
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DiTEM Case Study Exercise
Brief:
You are a DiTEM Coach and you are currently working with four micro enterprises as part of
the DiTEM pilot. The four enterprises are from different sectors and each faces a distinct set
of challenges as described in the four case studies (see below).
DiTEM Assignment:
Your DiTEM coaching assignment is to work with your client and to help them to complete
their Digitalising My Business. You will need to use your imagination to some extent and to
make some assumptions about your clients.
You will need to:


Define which process(es) will be digitalised;



Define a set of specific business benefits resulting from the digitalisation of these
processes;



Describe what the digital processes will ‘look like’ when implemented (e.g. vision);



Identify potential tools and resources that will be needed to digitalise the
process(es);



Prepare a detailed Digitalisation Map (project timeline/Gantt chart) from the start of
the digitalisation process to completion.

You are also required to present your client’s Digitalisation Plan and to share your learning
experience and key points with other DiTEM Coaches (10 to 15 minutes maximum). You
may be asked by other DiTEM Coaches to justify your ideas and plans.
Case Study 1: Retail Marketing Company
Case Study 2: Small Hotel
Case Study 3: Boiler Servicing and Maintenance
Case Study 4: On-line Training Company
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Case Study 1: Retail Marketing Company
The company undertakes a range of marketing activities related to selling products to
consumers through channels such as stores, shopping malls and kiosks. However, a lack of
accurate data on consumer spending patterns has resulted in various marketing campaigns
not fully meeting their agreed expectations.
Problem
•

Company was not achieving satisfactory returns on levels of marketing spend.

•

Inability to identify when and how to advertise to consumers to maximise the chances of
conversion.

Solution
•

Build up patterns and trends of consumer habits including where and when they shop.

•

Identify discretionary spend – what goods are ‘needs’ versus ‘wants’.

•

Use loyalty cards to gather the required information.

Digital transformation
•

Ability to use data captured from loyalty cards to provide targeted, timely marketing
activity.

•

Marketing activity more likely to have a direct impact upon the level of sales.

Benefits
•

Improved conversion rates from marketing campaigns.

•

Increased investment on marketing spend.
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Case Study 2: Small Hotel
A small hotel reviewed its digital strategy with the aim of
making ‘digital hospitality’ a core part of its value proposition.
As a result, the company invested significantly in designing
operational processes that embedded digital engagement with
the customer throughout their stay.
Problem
•

This is a fast-moving sector where customers are more informed and have online tools to
help them make decisions based on price, quality of service and added value.

•

Mobile phones are increasingly the method of engagement by hotel users and systems
need to reflect the increased importance of mobiles.

•

Customers expect a personalised service based on individual requirements and
preferences.

Solution
•

Introduction of a new digital strategy including rethinking the customer journey and
incorporating digital technology throughout.

•

Development of a ‘seamless’ digital customer journey with electronic payments, one-click
booking, online check-in, better use of mobile technologies and personalisation of email
campaigns based on better knowledge of customers.

Digital transformation
•

Complete overhaul of IT infrastructure in line with new digital strategy.

•

Introduction of real-time customer engagement tools delivered through smartphones
when customers are on site.

•

Investment in new email marketing campaign technology with ‘self-learning’
recommendation tool to improve targeted messaging.

•

Use of digital image libraries to enhance online experience.

Benefits
•

Customer-centric culture achieved across the organisation and a focus on the digital, as
well as personal customer experience.

•

More ‘employee-friendly’ technology as the systems incorporate tablets, smartphones,
online training and social media tools.

•

Increased customer retention through better digital engagement.
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Case Study 3: Boiler Servicing and
Maintenance
The business specialises in the installation, and maintenance
of domestic and commercial central heating systems. Many of
its employees are constantly on the road, fulfilling service and
engineering tasks. It was recognised that the business needed to become more efficient in
real time, giving its mobile engineers access to key systems and information while on the
move so that they could respond to customers’ requirements and questions more efficiently.
Problem
•

Company did not have full control of engineers working on site – backend system was a
very old version of Access database on a desktop PC.

•

Engineers did not always know where they were supposed to be at any time and did not
always have contact details of customers.

•

If a customer wanted to pay by credit card the engineers had to phone in to the head
office for desktop processing.

Solution
•

Exported data from Access to a csv file, cleaned it up removing very old ‘dead’ records,
aligning fields correctly.

•

Set up a CRM system, created custom fields and imported data from csv.

•

Equipped engineers with mobile devices to take credit card payment via smartphones.

Digital transformation
•

The daily/weekly calendar of appointments is now viewable via the mobile app on
smartphones.

•

Clicking on the appointment shows the customer details – name, address and telephone
number, and clicking on address brings up Google Maps on the smartphone.

•

Engineers can also immediately send back details of any parts used on the job and can
mark it as complete so that it can be invoiced promptly.

Benefits
•

The smartphone credit card reader means engineers no longer waste time telephoning
through to process a card.

•

All engineers have immediate and instant access to appointments and customer details.
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Case Study 4: On-line Training
Company
The enterprise specialises in the delivery of on-line courses
leading to professional qualifications. The company already
used an offline Customer Relationship Management system
(CRM) and several cloud-based tools for e-broadcasts and sending out e-newsletters,
capturing sales leads via its website resulting from its Pay Per Click (PPC) campaigns. It
also used another cloud-based tool to obtain feedback from students and customers.
Problem
•

The various tools and systems did not integrate and share data making it difficult to
capitalise on customer data and marketing intelligence

•

Staff wasted time duplicating data entry and processing data as data fields in one system
did not match data fields in other systems

Solution
•

Migrated to a one-stop, cloud-based digital sales and marketing solution called
Infusionsoft.

Digital transformation
•

The migration process was planned in conjunction with the supplier enabling the
integration of all processes into a single cloud-based service with a single month
subscription.

•

Sales leads are captured via web-forms which automatically populates the CRM and
triggers a series of autoresponder campaigns linked to specific products. Student
onboarding is handled by Infusionsoft. Infusionsoft also handles sending out customer
surveys, e-newsletters, e-broadcasts and student progress

Benefits
•

All sales leads are captured and followed-up resulting in a significant increase in
converted sales and repeat sales

•

Sales personnel have more time to speak to customers about their needs knowing that
the right information will be sent to prospects and customers at the right time

•

There is an opportunity to increased PPC campaigns knowing that there is an efficient
and effective infrastructure to handle an increase in enquiries.
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DiTEM Marketing Plans
Brief:
You are a DiTEM Coach helping Manchester Metropolitan University and the DiTEM
Partners to engage 200 micro enterprises in the DiTEM pilot. A key element of your
marketing and promotions plan is to make extensive use of digital marketing.
DiTEM Assignment:
Your DiTEM coaching assignment is to work with your client and to help them to develop a
digital marketing plan. You will need to use your knowledge of social media and marketing
channels to prepare a draft digital marketing plan. Your plan should start in May 2018 and
continue until after the pilots, including the dissemination of client case studies and success.
You will need to:


Define the SMART objectives that need to be achieved;



Define the which process(es) and channels will be used;



How you plan to reach potential clients, engage them and register them onto your
pilot;



Describe what the digital process(es) will ‘look like’ when implemented (e.g. vision);



Identify potential tools, processes and resources that will be needed to digitalise the
process(es); [e.g. social media scheduler, CRM, e-broadcast, on-line registration,
blog posts and so on];



Prepare a detailed schedule of activities with a timeline and allocate responsibilities
for activities including suggestions for e-shots, autoresponders, blog and tweet
schedules/titles and so on. GET CREATIVE!

You are also required to present your plan to other DiTEM Coaches (10 to 15 minutes
maximum). You may be asked by other DiTEM Coaches to justify your ideas and plans.
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Digitalising My Business
Business:
Name:
Position:
Date:

Example Training Business
Anne Example
Owner
Dec 2017

Instructions:
1. Complete the Digitalising My Business exercise if you have not done so already – it
will act as prompt and aide memoire for completing this plan.

2. Below are seven planning templates. There is one for each major business function (i.e.
Finance, Marketing, Selling, Communication, Customer Service, IT Systems, Stock &
Distribution). There is a template where you can add additional business processes not
covered in the Digitalising My Business exercise.

3. For each template decide why you need to digital one or more processes, describe what
digitalisation will look like, define the business benefits of digitalising each process and
identify what tools and resources you will need. Schedule the steps and actions you
need to take in the short term (e.g. defining processes, researching potential tools,
liaising with colleagues and if necessary suppliers).

4. When you have completed all of the templates you feel are appropriate, reflect on your
plans and ensure they all work together and are realistic and achievable.
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Finance:
Why do we need to
digitalise this/these
processes?

What will our digital
processes look like?






Invoices prepared off-line and emailed with manual
credit control
Bookkeeping process uses old accounting package
and does not integrate with new accountant’s Sage
based system

What are the business
benefits of digitalising
this/these processes?

Cloud-based with instant reports and seamless
integration with accountant

What tool and
resources will we
need/use?






Reduced paper-based records + 24/7 back-up and
access to records and reports
Automated credit control process saving bookkeeper 2 days per month
Reduced end of year accounting costs with addition
of new accounting reports
Sage Essentials with support from accountant

Finance Digitalisation Roadmap

Finance

Processes


Buy Sage Essentials



Training for
bookkeeper



Create supplier
accounts
Create customer
accounts
Start customer
invoicing
Run credit/debit
reports
Management
accounts







Financial reports



End of year accounts

One Month





Sign-up with SAGE
for subscriptions
On-line course via
SAGE and SAGE
support
Transfer all account
balances/records
Transfer all account
balances/records

3 – 6 Months




Transfer account
balances
Define required
reports
Liaise with
accountant

12 – 24 months


Review
subscription level



Notes


Take advice on
package options





Up-date as
required



Up-date as
required



Up-date as
required



Archive paper
records





Up-date as
required



Up-date as
required



Archive paper
records



Up-date as
required
Transfer to on-line
invoicing
Run reports



Up-date records



Link to credit
control procedure



Monthly reports



Half year reports



Run monthly
reports



Run monthly
reports
Liaise with
accountant





7 – 12 months





Run end of year
reports
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Marketing:
Why do we need to
digitalise this/these
processes?




Visitors on website not captured unless prospect
calls/emails therefore lost sales opportunities
Switch from Salesforce CRM to integrated CRM and
sales system with potential for e-commerce

What are the business
benefits of digitalising
this/these processes?





What will our digital
processes look like?




Website lead capture integrated with automated
sales lead process (see sales processes)
Increased prospect data including lead source
analysis, customer needs, automated sales
campaign management using autoresponders,
landing pages and lead magnets

What tool and
resources will we
need/use?



Increased sales leads, growth of prospect list,
increased communication opportunities, improved
customer service
Integrated e-newsletter and prospect management
tools helping to increase enquiry conversion rates
Opportunity to segment prospects and customers
for targeted marketing messages/offers
Infusionsoft + Meet Edgar

Marketing Digitalisation Roadmap
Processes

One Month

3 – 6 Months

7 – 12 months

Website new pages
and content



Page definition



Create and ‘golive’ with new
pages & content





Install/Infusionsoft
training



Define campaigns
and autoresponder
sequence/lead
magnets
Migrate from
Salesforce to
Infusionsoft
Draft plan with PPC
and Google ads + ebroadcasts
Create schedule and
content and set up
on Meet Edgar



Set up campaign,
test and ‘go-live’





Cleanse and
segment data



Action segmented
campaigns



Implement plans
and review with
PPC consultant
Review metrics
from Infusionsoft
and Meet Edgar



Implement plans
and review with
PPC consultant
Review metrics
from Infusionsoft
and Meet Edgar

Marketing






Digital marketing





e-newsletters and
social media
(monthly)







Review page
content and
performance
metrics
Review campaign
metrics

12 – 24 months








Notes

Review page
content and
performance
metrics
Refine campaigns
and
autoresponder
sequences
Review campaign
metrics



Consider if ecommerce is
appropriate



Use landing
pages,
autoresponders

Review strategy
and draft 18month plans
Review strategy
and draft 18month plans



Liaise with PPC
consultant and
explore SEO
Liaise with PPC
consultant and
link to SEO plans
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Selling: Not Applicable
Why do we need to
digitalise this/these
processes?

What are the business
benefits of digitalising
this/these processes?

What will our digital
processes look like?

What tool and
resources will we
need/use?

Selling Digitalisation Roadmap
One Month

3 – 6 Months

7 – 12 months

12 – 24 months

Notes

Selling

Processes
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Communication:
Why do we need to
digitalise this/these
processes?




What will our digital
processes look like?



Collaborative platform to work on-line with partners
to replace Wiggio platform and e--mail based
communication
Skype has limited controls over speakers and has
periodic reliability issues, therefore more reliable
communication platform required

What are the business
benefits of digitalising
this/these processes?



Eliminate multiple tools and collaboration platforms
for project that we lead by using a single platform –
this will safe time locating files

Single platform with multiple projects enabling us
and partners to upload files, allocate tasks and
provide updates and shared messages

What tool and
resources will we
need/use?



Investigate Podio, Freedcamp, SamePage and
other tools
GoToMeeting



Communication Digitalisation Roadmap

Communication

Processes
Partner liaison and
coordination






Review on-line meeting
software options



One Month
Research options for
a collaborative
platform
Sign-up for free trials
Evaluate each option
and make
recommendation
Free trial with
GoToMeeting,
GoToTraining and
GoToWebinar








3 – 6 Months
Migrate exiting
projects to
platform
Set up new
projects on
platform
Set up preferred
option
Set-up
subscription



7 – 12 months
Evaluate
effectiveness of
platform





12 – 24 months
Evaluate need for
fee-paying
upgrade to
platform

Notes

Negotiate longer
term subscription
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Customer Services: Not Applicable
Why do we need to
digitalise this/these
processes?

What are the business
benefits of digitalising
this/these processes?

What will our digital
processes look like?

What tool and
resources will we
need/use?

Customer Services Digitalisation Roadmap
One Month

3 – 6 Months

7 – 12 months

12 – 24 months

Notes

Customer Services

Processes
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IT Systems:
Why do we need to
digitalise this/these
processes?





What will our digital
processes look like?



Server based system is slow and requires
investment up-grade
Logging onto the server remotely is problematic with
outages
Password management is now a significant issue
with the need for a password record system
therefore a web-based tool will eliminate
lost/forgotten passwords

What are the business
benefits of digitalising
this/these processes?

Log-in anywhere in world, 24/7 with instant access
to all folders and files

What tool and
resources will we
need/use?









Monthly subscription per user rather than a single
capital investment with IT support costs
Mobile and remote access supporting remote
working and reduced use of USB drives (security)
Latest MS Office suite per user + secure back-up
Increased security minimising cyberattack threat
Strengthened password protocol and increased
security
SharePoint with management by IT supplier
LaneDash password manager

IT Systems Digitalisation Roadmap

IT Systems

Processes
Appoint IT supplier to
manage migration and
hardware





Subscribe to LaneDash



One Month
Appoint supplier
Create accounts and
security protocols
Audit files and redefine folder
structure
Important workrelated passwords
for one team
member



3 – 6 Months
Set up each
laptop/desk top



7 – 12 months
Review supplier
performance



12 – 24 months
Agree IT support
package






Migrate files to
SharePoint



Use and evaluate
LaneDash
Decide to migrate
whole team to
LaneDash





Review file
structure




Review
subscription and
effectiveness



Notes
IT back-up
systems
Security with
virus protection
Auto-upgrades on
Windows and MS
LaneDash is a
password tool
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Stock & Distribution: Not Applicable
Why do we need to
digitalise this/these
processes?

What are the business
benefits of digitalising
this/these processes?

What will our digital
processes look like?

What tool and
resources will we
need/use?

Stock & Distribution Digitalisation Roadmap
One Month

3 – 6 Months

7 – 12 months

12 – 24 months

Notes

Stock and Distribution

Processes
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Other: Not Applicable
Why do we need to
digitalise this/these
processes?

What are the business
benefits of digitalising
this/these processes?

What will our digital
processes look like?

What tool and
resources will we
need/use?

Other Digitalisation Roadmap
One Month

3 – 6 Months

7 – 12 months

12 – 24 months

Notes

Other

Processes
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DiTEM Pilot
Delivery Plan
Partner:

Country:

1. Introduction
This document sets out how partners will deliver the DiTEM pilot as set out in the Erasmus+ application (pages 39, 40, 43, 49 and 63).
ETA has prepared a set of template planning tools to be completed by each partner. The planned results for this part of the project are:


2 x DiTEM Coaches (trainers) per partner: Attendance at C1 Event March 2018 = 14 DiTEM Coaches.



2 additional x DiTEM Coaches trained per partner: Partners to make their own plans to train additonal coaches making a total of 28
coaches plus those who attended C1 Event = 42.



Target group (managers from enterprises) using DiTEM: Each DiTEM Coach to support 5 managers each = 200 (i.e. 42 x 5 = 210).



Written reports x 200 by VET trainer/coaches: Short report per particpant using a template report.



5 x case studies per partner Partners will prepare x 5 case studies each.

2. DiTEM Coaches
Each partner is have at least 4 – 5 trained DiTEM Coaches.
Person responsible for the delivery in your organisation
Name of person who attended C1 activity (1)
Name of person who attended C1 activity (2)
Plans for and (if possible) names of 2 – 3 additional DiTEM Coaches
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e.g. dates for training the additional coaches, where and when will the training be
delivered

3. Deliverng the DiTEM Manager Pilot


Each DiTEM Coach is required to support 5 managers each, making a total of 200 - 210 managers (i.e. participants)
DiTEM Manager Course
i.
ii.

Method/Resources

Development of course materials for partners

Templates, tools and slides

Adaptation of course materials by partners

Base on above resources

iii.

Explain how you plan to deliver the training,
how you might adapt it, where it will take place,
who will deliver it and how you will monitor
progress

iv.

Plans for marketing and inviting managers to
join the course

Who

When

ETA

March 2018

Progress Review/Comments
Complete
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v.
vi.
vii.
viii.

Dates for delivering training (start + other dates)
Completion of the course
Completion of the written reports
Completion of case studies x 5

Other Planning Notes and Comments (e.g. venue, budgets etc…)
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DiTEM Coach Report
Instructions for Completion: Please complete a short report for each of the managers on your DiTEM Manager course.
Key: EL = E-leadership; CS = Cyber Security; BD = Big Data; C = Cloud; M = Mobile; SM = Social Media
Participant Name

E-mail Address

Workshop
Completed

Modules Completed

EL

CS

BD

C

Comments/Notes/Feedback

M

SM
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DiTEM Coach Questionnaire
Name:

Partner:

Instructions for Completion:
Please rate yourself using the following scoring grids both before and after your course.

1. How would you rate your understanding of the following?
1 = No understanding; 2 = Limited understanding; 3 = Good understanding; 4 = Strong understanding
Before this course

1

2

3

After this course
4

1

2

3

4

The role of the DiTEM Coach
Structure of the DiTEM Manager course
How to deliver the DiTEM Manager course
How to use the DiTEM tools and exercises
How to use the DiTEM learning platform
How to register learners onto the platform
How to deliver your DiTEM course/pilot

2. How would you assess your knowledge of the following topics?
1 = No understanding; 2 = Limited understanding; 3 = Good understanding; 4 = Strong understanding
Before this course

After this course
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1

2

3

4

1

2

3

4

E-leadership
Cyber security
Analytics
Cloud
Mobile
Social Media

If you have scored 1 or 2 for any of the topics when completing the ‘after the course assessment’ what action will you take (e.g. completing the relevant DiTEM
Module(s).
Action 1:
Action 2:
Action 3:
Action 4:
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DiTEM Coach Questionnaire (Part Two)
Name:

Partner:

Please rate the following by circling the relevant score

1. How did you rate the presenters?
Poor

1

2

3

4

Excellent

2

3

4

Stimulating/enjoyable

3

4

Comprehensive

3

4

Stimulating/enjoyable

3

4

Very confident

3

4

Excellent

2. What did you think about the content of the event?
Boring

1

3. What did you think of the course notes and support materials?
Insufficient /limited

1

2

4. How did you rate the presentation about the DiTEM Modules?
Boring

1

2

5. How confident do you feel now in delivering the DiTEM Manager course?
Not very confident

1

2

6. How was the venue and refreshments during the event?
Poor

1

2

7. Which part of this event did you enjoy the most and why?

8. List at least three key learning points from this event:
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(i)
(ii)
(iii)
(iv)

9. Is there anything you would add or change to this event?

Page 95 of 96

CERTIFICATE OF ATTENDANCE
This is to certify that

<insert name>
From <insert partner>.
Participated in the

DiTEM Manager Training Course
In <insert location>, on <insert date>

Location, Date

Organisation Stamp:

……………………………..

Name of Tutor/Signatory
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