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Courses Menu

LRIV -MNEELE

% Courses Management Center - Courses User: FTsupport (Super Admin)

Please read the material in the Course Building Strategies section as you begin to

Course - X . - !

Buildin consider what to use for your course material, and how to develop it. It provides tips,
9 suggestions, and examples.

Strategies

Use the Authoring Tool (or the premium FlexAuthoring tool if you have licensed it) for
quickly create Learning screens with actual learning content. You'll group these Learning
Screens into Lessons and include them as needed in your courses.

Authoring Tool

Build Courses -

Table Method The Build Courses - Table Method is used to create a lesson plan, create and assign
i content to all of the course sections, guides, and assignments, as well as create and edit
Build Courses - Tests. Your content may come from an external file or a Lesson you have created in the
Visual Method Authoring Toaol.
Evaluations The Build Courses - Visual Method allows quick and easy assembly your online courses,
and provides a more graphical view of the flow of course events compared to the Table
Certificates Method.

The Evaluations tool is used to obtain feedback from your students regarding topics such

s Sl as the guality of the class, guality of the instructor, or any other desired information.

Wizards

. The Certificates tool is used to certificates to be awarded to the students after the
TESt_Q'-'ESt'O“ successful completion of a class. The certificates can contain logos, signature images,
Duplicator company seal, and more.

The Class Schedule Wizards are used to rapidly schedule a course, making it available
for enrollment by students or to modify a currently scheduled class. These modifications
only affect that particular instance of the course and not the course structure.
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Course Building Strategies

LLULCR IV - "EDE

Course Building Strategies - Home User: FTsupport (Super Admin)

% Courses

Building Your Learning [\&| _, &8
Course Content ‘Sl/

Building
Strategies

A Common Sense Process for Creating Learning Content The greatest
challenge in implementing a successful online training project is in creating
professional-grade learning content and building engaaging, dynamic courses.
Use the links below to help develop a winning strategy and step-by-step

FlexAuthoring

il
JE

Build Courses -

Table Method procedures that will work in your specific environment. The development
phases presented here, and the steps under each, could be described as a

Build Courses - course building "methodology.” However, it's really nothing more than a set of

Visual Method organized guidelines based on years of content development work, online

training management and widely-acknowledged best practices.
Evaluations

FlexTraining allows you a great deal of flexibility in choosing file formats,
Certificates developing online lessons, and organizing your ideas. These guidelines will
help you make the right choices concerning developing learning material, and

Class Schedule will allow you to maximize the effectiveness of your courses and stay within
Wizards the boundaries of your skills and resources.

Test Question Use the links below to access our techniques and guidelines for simple,
Duplicator powerful course content development.

Planning Your Courses

Creating Learning Content

utilizing Best Practices

Case Study Examples

Using FlexTraining to Pull it all Together

Building Your Learning Content

Your successful online training project should include a course building “methodology,”
which is a set of organized guidelines based on years of content development, online
training management and widely-acknowledged best practices.

The following guidelines will assist you in choosing file formats, developing online
lessons and organizing your ideas.

Planning Your Courses

This section will enable you to determine the scope of your training, organize your
material into courses, lay out a course structure for each course and choose a testing
strategy and policies.

Create Learning Content

The Learning Content Phase discusses understanding file formats, subject matter in
relation to format, keeping it simple, plus shared and re-usable images. Also,
multimedia content, software, documentation and forms training, soft skills and
streamlined video production.
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Utilizing Best Practices

These steps reference the FlexTraining Management Guides, the FlexTraining
Authoring Tools, interactivity that reinforces learning, narration adding life to learning
content, smart choices for video, choosing images and multimedia and considering a
pilot approach.

Case Studies

These studies outline four scenarios: 1) software training and screen captures, 2) soft
skills and video clips, 3) safety training, simple text and images, and 4) technical training
and extremely tight deadlines.

Using FlexTraining
This section helps you put your courses together by discussing the importance of library
materials and flexibility in assembling learning screens and courses.

FlexAuthoring/Authoring Tool

In the normal flow of the work involved, if you are planning to use FlexAuthoring to
create your course content, you would do so before using the Course Builder tools
(table method or visual method) to assemble the course sections and tests.

If you plan to build your courses entirely from external files, such as PowerPoint, Word,
PDF, Flash or Video files, you do not need to use FlexAuthoring. In that case, you
should move on to the next section of this guide.

From the Courses Menu, select “FlexAuthoring” or “Authoring Tool.” If you have not
licensed the FlexAuthoring premium authoring tool, you will see the term “Authoring
Tool” in places that would otherwise say “FlexAuthoring.” Sometimes these terms are
used interchangeably in this guide.

PLLRERLVBG. - Nassl

FlexAuthoring User: FTsupport (Super Admin)

% courses
Select Course to work with

Course ] Select a Course v
Building F
Strategies
= A or create a new Course
FlexAuthoring

Build Courses -
Table Method
Point-and-dick authoring lets you build your own Learning Screens from various

B templates. As you build your Learning Screens, you can group them into "Lessons".

Visual Method

Evaluginiey Lessons can then be sequenced in your course using the Table Method or Visual
Method. You can return here at any time to add or change Learning Screens, even
Certificates after students are enrolled in your courses.

(-]
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Start by choosing an existing course, or enter a Course Title to create a new course.
(You may have some courses in your system that use content created with
FlexAuthoring and some that do not.)

FlexAuthoring will then display any Lessons and Learning Screens that you have
already built for this course.

LUB R IV~ MNEASE

FlexAuthoring User: ftsupport (Super Admin)

% courses
Select Course to work with

Course ] Create Online Training b
Building F
Strategies A

or create a new Course

FlexAuthoring
Build Courses - Use this section to Author new Learning Screens for this course.

Table Method

Build Courses -
Visual Method

Name for new Learning Screen

Evaluations Use this section to work with Learning Screens you have already created for the course: Create Online Training.
Cortift=S SEEOE Learning Screen SELENES Template Actions

Class Schedule ETEEE AT Number

Wizards Lesson 1 Creating Content 1 Text /& m

Test Question Subject Matter Experts 2 Text ya- | m
DuplicaEes Lesson 2 Creating Tests 1 Multimedia /& m

Pages that you have created using the FlexTraining Authoring Tool are called Learning
Screens. At the top of the page is where you begin to create a new Learning Screen.
Just enter in the name of the Learning Screen that you would like to create and click on
the “New Learning Screen” button.

The bottom portion of the screen is for editing, previewing or deleting screens you have
already authored. If you have already created Learning Screens for this course, they will
display in this section of the page. If there are no screens yet authored for this course,
then obviously no list will appear. The list of screens can be sorted by Lesson Name,
Learning Screen Name, Sequence Number or Template type simply by clicking on the
underlined column heading.

The Lesson Name column has a “Click to Preview” link. Click on the link to view the full
lesson preview in a pop-up window.

ﬁ' FlexTraining [zue oo
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The Actions column has three image buttons. Click on the pencil to edit that Learning
Screen. Click on the Eye to view a live preview of the page exactly as the student would
see it. Click on the Trashcan to delete that screen from your course. Be careful, as
deleting a screen cannot be undone.

Authoring a New Screen

To create (author) a new screen, you will first enter a name for your new Learning
Screen, and then define the various elements of the screen:

Title, text, font, layout, background image, body image.
Optional Learner Exercise questions, answers, and answer messages.
Screen text and background colors, interaction colors.

w0 DnhPE

Lesson names and Lesson order.

Start by entering a name and clicking the “New Learning Screen” button.

LLLULSR IV~ MNEALE

B — FlexAuthoring User: FTsupport (Super Admin)
% courses
Select Course to work with
Course ] Creating Online Training v
Building F
Strategies
< A or create a new Course
FlexAuthoring
Build Courses - Use this section to Author new Learning Screens for this course.

Table Method

Build Courses -
Visual Method

Name for new Learning Screen

The next screen will contain a list of template styles. Choose which type of screen you
would like to author. Available template styles are Basic text, Basic text with an
interactive Learner Exercise, Basic Multimedia and Basic Multimedia with a Learner
Exercise. For this example, we have chosen a Basic screen.
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LR T

B~MNMEA SR

Course: Creating Online Training
% Courses Screen: Creating Content
Ch a template for your new Creating Content Learning Screen:
— Quickly author a Learning Screen with paragraphs, bullets, or a numbered list. Use Bold, Italic,
COP"?E and Underline formatting, with user-defined text and backaround colors. Chose a text font
Building style and add an optional image to vour screen.
Strategies

Basic
FlexAuthoring

Add interactivity with a Learner Exercise. Includes all the formatting options of the "Basic”

Build Courses - template above, with an interactive, multiple-choice Learner Exercise added in.

Table Method

Basic with Exercise
Build Courses -

Visual Method

Use this template to add Multimedia to your Learning Screen. Includes all the formatting
options of the "Basic” template above, except a full-screen Media Library item (streaming video
or Flash movie) is used in place of a still image.

Evaluations

Basic Multimedia

Certificates
— Add interactivity to your Multimedia Learning Screen. Includes all the formatting options of the
Class Schedule IEI "Basic Multimedia” template above, with the addition of an interactive, multiple-choice Learner
Wizards Exercise.
; Basic Multimedia
Test Question with Exercise

Define Section

Once you choose a template, your next steps are in the Define Screen Elements of the
Authoring Tool. In the Define section, you give the new screen a title, an optional image,
set your text and background colors, as well as optional sounds, navigation bar and
auto-advance features.

The top left of the top frame displays the name of the screen you are working on and
the name of the course it belongs to.

LI B THrA~MNEAD L

Course: Creating Online Training

e Screen: Creating Content y new WEEECTTRNY TEXT W LEsSON PREVIEW Y
%Courses

Define your text Learning Screen Navigation Options
Course On-Screen Title: [creating Content | 4 % Navigation Bar: Place a Nav Bar at bottom with Yes
Building Back d1 screen number and number of screens remaining.
i ackground Image:
SiEaless Showg g | | =mp Auto-advance: Would you like t'}rje learner to advance [ Yes
FlexAuthoring Repeat background? Yes ® No © to the next screen automatically?
o If 50, set the number of seconds to delay before ]
Build Courses - Audio Track: [ optional: Salact an Audic Track (¥ | automatically advancing.

Table Method

- Set Yi 5 Col
Build Courses - et Your screen Colors

Visual Method Text Background
Evaluations
Certificates
Class Schedule
Wizards Define other elements for this Learning Screen
Testouestion | rext Font:
Duplicator
Body Image: ; .
chow [ | Image Alignment: Left b
Would you like to add a learner exercise to this screen? O Yes & No

ﬁ nFIexTraining Pt oo

Uniimited Results™ FlexTraining Version 6.0 Page 7




FlexTraining Management Guide

Enter On-Screen Title
Enter a title to appear at the top of the screen.

Select Background Image

You may identify an image file to appear as a screen background when the authored
screen is presented to the learner. Adding a Background Image is optional. To browse
for a list of images in the AT _Items/Backgrounds/ folder, click on the “Show” button.
This will bring up a window that allows you to preview and select a background image.

Select Repeat Background
Select “Yes” if you want the background image to be tiled on the screen, or “No” to
display the background image only once.

Choose Audio Track
In this section, you can add a streaming audio track that you created and added to the
Media Library. Select the audio file from the pull down menu.

Navigation Options

The first option is the Navigation Bar. When enabled, the current screen will have a
section at the bottom of the screen that includes the screen number, advance and back
buttons and a reload button for refreshing the page and listening to the audio track over
again.

The second option is the Auto Advance option. If this is enabled, the screen will
automatically jump to the next page in the lesson after a defined number of seconds.

Set Your Screen Colors
This section allows you to set colors for:
» Screen body text and background colors
« Learner Exercise (Question and Answer) text and background colors

Simply click on the color you wish to use for your text and the color you wish to use for
your background. You will see the text color of this section change to correspond with
your choices. Please note that if you use a background image, the background color will
only show in the Learner Screen.

Define other elements of this Learning Screen

Choose Text Font
Choose the font to be used for all text on your authored screen.

Select Body Image
You may specify an image file name (file must reside in the
asp/content/sections/images directory) for an image to appear in the screen body.

(-]
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Adding a Body Image is optional. To browse for a list of images in the AT _Items folder,
click on the “Show” button. This will bring up a window that allows you to preview and
select a body image.

Select Image Alignment
If you entered the filename for a Body Image above, specify whether it will be centered,
left or right aligned, compared to the text around it.

Add Learner Exercise

You have the option to add a Learner Exercise to the screen. The Learner Exercise, or
Question and Answer section, appears below as it might look after you entered a
guestion, typed four sample answers, and selected a response message for each.

Whatis a Learner Exercise?

@ A question and answer section Jumping jacks

B
|\C) A weight loss program \DJ BothBandC

When creating the Learner Exercise, the message options that appear in the pull-down
lists to the right of the answer are the Dynamic Messages that were created in the
Media Library. In addition, FlexTraining ships with a few pre-built messages to illustrate
how this feature can be used.

You can select any message as a response to any chosen answer. Typically you would
use messages that indicated the learner chose the wrong answer for each of your
candidate answers except the right one. In the screen shot below, you can see that a
JavaScript message is being used to indicate incorrect choices, while a small Flash
Movie will play when the correct answer is chosen.

ﬁ' FlexTraining [zue oo
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!

LLLURR LYV~ MNadE

Course: Creating Online Training

Screen:  Creating Content ¥ New  WEEIIERN TEXT W LESSON \PREVIEW |

I‘rl

% Courses
T Define Learner Exercise

Course Guestion |What is @ Learner Exercisae? |
LT Answer A Message [35 Alert: Comract ¥
Strategies

P Vewsge [Flash Incoract =
FlexAuthoring -

Answer C A weight loss program Meassage | Flash: Incarrect R |
Build Courses - Answer D Both B and C Message | Flash: Incorrect w |

Table Method
Build Cources - Learner Exercise Colors
Visual MEEES Text Background

Evaluations

Certificates

Class Schedule - -
Wizards Would you like to remove the learner exercise from this screen? O vYes ® No

Test Question
Duplicator

If you create your own Flash Movies and Dynamic Messages, make sure and give each
a short but meaningful description that will indicate its purpose. This description will
show in the message list. It is much easier to use the Dynamic Messages feature if you
have described them carefully.

Save

Once you have made all of your selections, scroll to the bottom of the screen and click
“Save.” It is important that you save your screen after any changes are made. You
can always go back and make changes at a later time. When you have finished making
changes to this page, remember to click the “Update” button before moving to the next
tab. If you do not, your changes/additions will not be saved and you will need to enter
them again.

Text Editor

Next, click on the Text tab on the top menu. The frame will display the form you will use
to add text to your screen.

(-]
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LLURR IR MNa bR

Course:
' NEw W DEFNE RS LESSON WPREVIEW §

Screen:

Creating Online Training
Creating Content

Ll% Courses

FlexAuthoring Text Editor

Course .
Building Text Editor:
Strategies
FlexAuthoring =B 7 U | | Format - Fontfamly |~ Fontsize -
BB EE A i« | | LB F@wm|Fo | A-w-
Build Courses - o
Table Method “ | | | | |—J|x, x| QO H= 4| | =
Build Courses - (| | E e
Visual Method
Evaluations
Certificates
Class Schedule
Wizards Path, P

Test Question
Duplicator

Text Editing Tools
The text edit function allows expanded text editing capabilities, including comprehensive
font manipulation and sizing, text alignment and select highlighting. You can add text to

the screen and customize the font, plus you can insert a hyperlink, insert a text image,
insert an Email, align text to the left, right or center and create a bullet point list.

Lesson Section

The purpose of the Lesson Section is to group your screens into sub-lessons and to
arrange the files in a viewing order. Select a lesson from the pull-down list and press the
“Work With This Lesson” button to organize your screens in that lesson. You can also
create a new lesson group by typing a new lesson name in the bottom left text box and
clicking the “Add This Lesson” button.

Course
Building
Strategies
FlexAuthoring

Build Courses -
Table Method

Build Courses -
Visual Method

Evaluations
Certificates

Class Schedule
Wizards

% Courses

LLhEAe BTV g~ Ma

Course:
Screen:

Creating Online Training
Creating Content

Choose a Lesson that you wish to add the current learning screen
Creating Content to from the following list.

|Add to an Existing Lesson | ¥ |

Cr, create a New Lesson within the current course, Creating Online
Training, by typing the name for your new Lesson in the field below.

L 1

Note: When you have finished authoring all the Leaming
Screens for your lesson, refurn to the Build Courses area to
assign your Lesson fo the desired course section.

22t 3 A

Use this area to define the seguence in which your Learning
Screens will be displayed to your online learners.

Start by selecting or creating a Lesson name in the left frame.

(-]
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Once you have selected or created the lesson, you may change the display order of the
screens by editing the numbers in the boxes next to each screen. Assign a sequence
number to the screen and click the “Assign Sequence” button to update the page order.
The numbers may range from 1 to 9999 with the lowest numbers being displayed first
and the higher numbers displayed last.

Course
Building
Strategies
FlexAuthoring

Build Courses -
Table Method

Build Courses -
Visual Method

Evaluations
Certificates

Class Schedule
Wizards

% Courses

Course:
Screen:

Creating Online Training
Creating Content

Choose a Lesson that you wish to add the current learning screen
Creating Content to from the following list

Lesson 1 e

Or, create a New Lesson within the current course, Creating Online
Training, by typing the name for your new Lesson in the field below

horing all the Leaming

Note: When g
f e Build Courses ares fo

Sere

LLIB-R IV -MNEAD L

yNEw W DEFNE W TEXT WEEEEEETRNPREVEEW §

Page sequence numbers have been updated for these Leamning
Screens Creating Content in the Lesson Lesson 1 within your course
Creating Online Training

fou have decided to add the current learning screen Creating Content
to the Lesson called Lesson 1 within your course Creating Online
Training. To specify a display sequence for your learning screens,
you may edit the sequence numbers below. If everything is already
in the right sequence, just click the Assign Sequence button.

Authored Page Page Style Sequence

Creating Content |text 1

off.

Concept: Linking authored screens together

The FlexTraining Authoring Tool allows you to link any authored screen to
any other authored screen within a given course. This freedom to link

screens together leads to a question: What is the best way to link content
together?

The best way is to divide your authored screens into logical groups, based on
subject matter, and define a natural sequence for each group. FlexTraining
will automatically add a “Continue” button to the bottom of any authored
screen when the auto-advance feature is off and the navigation bar feature is

You could decide to link every single screen you create into one long
Lesson, and in some cases that may be appropriate. As the course designer,
that’s up to you.

You might also decide that for your material, you do not want to link any
screens together, and therefore, every screen will “stand alone.”

Use the “Lesson Overview” button on the Authoring Tools page list screen to
see a high-level view of the screens you have created. The overview will
show you how you have linked your screens together. You can make
changes at any time.

(-]
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Preview Section

Clicking the Preview tab displays the screen, as it has been defined up to the current
moment, in the bottom frame. The navigation bar will be visible but inactive.

Lesson Overview
The “Lesson Overview” button presents an overview of all the pages you have authored
for the current course and depicts their relationships as you have defined them.

Pages are arranged in a collapsible outline, according to how you have defined their
linkages. Each “cluster” contains all the pages in a group that are linked together.

& Creating Online Training
B Lesson 1
LB Title
i B Course Oveniew
& |esson 2

“ Experts

& Internet 10098 -

(-]
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Concept: Where do my pages go?

Most of the material that makes up your authored pages resides in the
FlexTraining database, so do not look for lots of new HTML pages on your web
server when you finish some authoring work.

The exceptions are any images you use in your authored pages (that you
created outside of FlexTraining, and that reside in the
asp/content/sections/images directory).

Keeping the authored page content in the database keeps your directory
structure simple and avoids the proliferation of files and documents that is the
hallmark of external authoring software.

Other exceptions are the multimedia (streaming audio and video) files that
occupy the pages you identify as multimedia pages. These files MUST have
already been defined as dynamic messages (see Dynamic Messages section
above) before they may be used in an authored page.

Defining a “message” to hold these multimedia files or addresses makes these
objects re-usable and it is easier to keep track of them.

Copy Screens to Another Course

After you have created and defined your learning screens, you may copy them from one
FlexTraining course to another FlexTraining course. Select a destination course and the
“Continue” button. The screens are automatically entered into the designated course.

Using your Authored Lessons

Authored training pages are not the same as Course Content Sections, since one
Content Section can contain many authored pages. A collection of Learning Screens is
organized into a Lesson, as described above.

After you have authored some, or all, of the screens and Lessons for your course, you
may sequence them into your course using the Table Method or Visual Method, which
are described below. When that happens, an authored Lesson becomes a Course
Section.

A Course Section may have many learning screens in it if you have linked several
screens into a large Lesson. Or, you may decide to have a Course Section with only a
single authored screen.

-]
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Build Courses — Table Method

The table method uses a table layout to display courses and allows you to add and edit
course Lesson Plans. Building a course with the table method creates the same data as
the visual method (see “Build Courses — Visual Method”), only the screens and
techniques are different. The end result is the same — a complete course ready to
schedule.

The first step in defining a FlexTraining course is to build a lesson plan. A lesson plan is
a high-level course definition, with all the parameters that distinguish one course from
another. You will use the lesson plan as the basis for all the course content items that
follow.

When you use the table method, you tell FlexTraining how many sections, tests, course

guide chapters and assignments you will have in your course. Then you use the on-
screen table to assemble the actual “pieces” that make up the course.

LLEUALB IV~ MNEFE DR

= - Build Courses - Table Method User: FTsupport (Super Admin)
% Courses
Click on the numbers below to
Course work with course components
Building Num Course Title Sections Tests Assmts Guide Pre Hours
Strategies

692 1 Source Flash Sample 4 4 0 0 o]
SB BE

FlexAuthoring
Build Courses -

Table Method 690 |1 Source FlexAuthoring Sample 4 4 0 0 0
- E 0

Build Courses -
Visual Method

692 1 Source HTML Sample 4 4 1] 1] 4]
Evaluations V= = |
Certificates .

691 1 Source PowerPoint Sample 4 4 0 0 o
Class Schedule S5 = |
Wizards
Test Question 741 Annual Re.'y-ie'.ﬂxs 6.0 2 2 3 0 0
Duplicator /S B BE o

This screen lets you edit an existing lesson plan, add a new one or delete one that is no
longer in use. In order to delete a lesson plan, you MUST entera  password. The
password is the Administrator password . This password provides added security,
since the delete feature can, and will, have a large impact on your data. Please use this
option carefully, and backup your database before deleting any lesson plans.

(-]
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Create a New Course

To create a new course lesson plan, start by clicking on the Create Course icon, which
looks like &¥.

A lesson plan is also known as a Course Definition. The values you may set are as
follows:

Create Course Description
Give each course a unique title. This title will appear on various screens when an
administrator, student or instructor is working in a course.

Enter Number of Prerequisites

There may be other courses you want each student to successfully complete before
being allowed to enroll in this course. If so, enter the course numbers for those courses,
separated by commas, in this space.

Enter Number of Sections

You must have at least one section. This number represents the number of sections of
course material that the course will include. Each section will require a separate HTML
page, document, authored lesson or URL address.

Enter Number of Tests
Enter the number of tests that will be defined for this course. This does not have to be
the same as the number of sections. Set to “1” or higher.

Enter Number of Assignments

This is the number of assignments that will be defined for this course. It does not have
to be the same as the number of sections or tests. This may be set to “0” if you do not
want to have assignments. Assignments should not be used if there is no instructor
assigned to the course.

Enter Number of Sections

You must have at least one section. This number represents the number of sections of
course material that the course will include. Each section will require a separate HTML
page, document, authored lesson or URL address.

Number of Credit Hours
This is the number of credit hours that may be earned for this course. This may be set
to “0” if you are not offering credit hours.

Enter Long Description

Create a full description of the Class that will be used for keyword searches in the
Student Module. The description will display in a pop-up when the “Info” icon is selected
in the Student Module course finder.

(-]
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Course
Building
Strategies
FlexAuthoring

Build Courses -
Table Method

Build Courses -
Visual Method

Evaluations

Certificates

b&qq%&ffiﬂztmﬁ% Naf i

% Courses

Course Description
Prerequisites

Number of Sections
Number of Tests

Number of Assignments
Number of Guide Sections
Credit Hours

Long Description

Creating Online Training

None

Copy a Course

You may decide you want to build a course that is similar to another course you have
already created. This feature lets you create a course using an existing course as a

template.

On the Lesson Plan Builder screen you will see a “Copy” icon — which looks like
beside each existing lesson plan. This icon initiates a course duplication feature that
can create a complete copy of an existing course, and optionally copy over the course
components (sections, tests, etc.), as well.

Clicking on the icon brings up a form like the following:

COPY A COURSE TEMPLATE
New Course Title:

Long Description

Copy Course Sections
to New Course?

Copy Tests to new
Course?

Copy any Assignments
to new Course?

Copy Course Guide to
new Course?

Creating Online Training

O ves
O ves
O Yes
O Yes

® No
@ No
@ No
® No

(-]
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Create Course Title
Enter a unique title for your new course at the top. This title will appear on various
screens when an administrator, student or instructor is working in a course.

Enter Long Description

Create a full description of the Class that will be used for keyword searches in the
Student Module. The description will display in a pop-up when the “Info” icon is selected
in the Student Module course finder.

Copy Course Sections to New Course

Decide whether you want to copy the actual pieces (content sections, course guide
chapters, assignments and tests) from the existing course to the new course. If you
copy all the “pieces,” the new course is all set and ready to schedule.

If you choose not to copy content and tests, the new “shell” lesson plan will be set up
with the same number of each item (content sections, course guide chapters,
assignments and tests) as the course you copied from.

Copy Tests to New Course
Decide whether you want to copy the tests from the existing course to the new course.

Copy Any Assignments to New Course
Decide whether you want to copy any assignments from the existing course to the new
course.

Copy Course Guide to New Course
Decide whether you want to copy any course guides from the existing course to the new
course.

You may edit the new lesson plan (Course Definition) afterward to change any part of
the lesson plan structure. You may also make changes to any part of the content, just
as with any course. Click the “Copy” button to copy the course.

Edit a Course

To edit the structure of any course (for example, you may decide that the course should
have 8 sections instead of 6), simply click on the /" icon below the course name. You
may modify all the parameters that were entered when you created the course, as listed
above.
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Scheduling a Course

To schedule your course from the table method screen, simply click on the schedule
icon (&) below a course name. For details concerning options you can set when
scheduling a course, see the section labeled “Class Schedule Wizards” later in this
guide.

Adding/Changing Course Components

You will want to work with individual course components to define the content of your
course. For example, once you tell FlexTraining that your course will have five sections,
you will want to define exactly where the content for those five sections comes from.
Also, if your course will have two tests, you will need to specify what the questions and
answers are for each test.

To work with course components, simply click on the number displayed in that column
for your course:

LLEULHB IV I~-N"EAD R

= Build Courses - Table Method User: FTsupport (Super Admin)
% courses
Click on the numbers below to

Course work with course components
Building Num Course Title Sections Tests Assmts Guide Pre Hours
Strategies

746 Creating Online Training @ 1 1 0 3
FlexAuthoring - == |
Build Courses -
Table Method 725 EHR Sample Course 4 G) 0 0 0

S8 a B

Build Courses -
Visual Method

731 Employee Relations 6.0 3 2 2 1 1
Evaluations S B BE
Certificates 556 FlexAuthoring Demo (narrated) 5 1 1] 2 3

Create a New Course

In the example above, to work with the content sections for the course called “Creating
Online Training,” you would click on the “3,” which is circled in red here. Or, if you
wanted to set testing options and define questions and answers for the one test in the
Course “EHR Sample Course,” you would click on the “1” in the Tests column beside
that course, which is circled in green here.
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Concept: Course Sections and Formats

Before you build the actual Course Content sections, consider your
audience. Consider how they are connected to your server and what kinds
of helper technology they have included with their web browsers.

If everyone has a high-speed connection to your server, then large graphic,
audio or video content may be appropriate. If, however, the students will
connect through modems over the public Internet, perhaps simple HTML
pages or content authored in FlexTraining should be used for course
material.

Also, what kind of file formats are your students set up to handle? If they do
not have Audio Player plug-ins installed with their web browsers, they will
not be able to hear your audio content no matter how fast it loads. The
same goes for video files and animation technology such as Macromedia’s
ShockWave.

The simplest course content for a web browser to handle is basic HTML,
which you can build with any HTML editor, such as Front Page,
DreamWeaver or even Microsoft Word.

Working with Content Sections

You should identify or build your course content pages or documents, or build screens
and lessons in FlexAuthoring, before continuing. These pages or documents may be on
your server, or anywhere on the Internet or your Intranet.

You access the Content Sections tools from the “Build Courses — Table Method”
screen. When you click on the number that represents the number of sections for a
given course, the content builder frameset will open up.

The bottom frame provides details for the sections that have already been defined.
These details include the Title, the Location and filename, and the Type of content that
make up each course section.

Begin by choosing a Course Section from the list in the upper-right frame.

The list of Sections will start out empty before you have defined any section content.
Each entry will say “CREATE CONTENT FOR THIS SECTION.” The number of entries
in the list will be the number of Course Sections you defined in your lesson plan for this
course.
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Select or Create Course Section

Salect a Course Section w

1: CREATE CONTENT FOR THIS SECTION

2: CREATE CONTEMNT FOR THIS SECTION

Selact & Course Section

As you define course section titles and content, the titles will be filled in for the various
sections in the list. You are finished when there are no more “CREATE CONTENT FOR
THIS SECTION?” entries in the pull-down list in the upper-right frame.

Course
Building
Strategies
FlexAuthoring

Build Courses -
Table Method

Build Courses -
Visual Method

Evaluations
Certificates

Class Schedule
Wizards

| Test Ouestion

LRIV~ M"a O R

% Courses

Course: Creating Online Training

Return to Course Builder Table

Currently, the course Creating Online T

Select or Create Course Section

Select 2 Course Section L4
Select a Course Section
1: Creating Content
Subject Matter Experts

Section Title

1 Creating
Content

2 Subject
Matter
Experts

3

Type Location of Content

This section is a lesson you built in the Authoring Tool. You
called this lesson Creating Content. The first Learning
Screen in this lesson is one you have titled Creating
Content.

This section is a lesson you built in the Authoring Tool. You
called this lesson Subject Matter Experts. The first Learning
Screen in this lesson is one you have titled Subject Matter
Experts.

This section has not been defined vet. You may define the
? content for this section by choosing this section number from
H the pull-down list at the upper right.

Defining Each Course Section

Once you have selected a Section to add, the bottom of the screen displays a choice of
templates for adding content. Choose a template, and then follow the on-page
instructions for that section on the following screen.
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B rll

B\ &q & & Z5l ) z !ﬂ =y % e 9} """ g‘:‘ % @,

Course: Craating Online Training e s T —
% courses 1 CREATE content ror Tris secTionjig)

Return to Course Builder Table

CD!.II‘?E 3. Choose a Source for your Content Section

Building

Strategies

FlexAuthoring — This section will be a web-deliverable file you have on your server, or an external URL

E File or URL somewhere on the network or the Internet. Browse your server environment for HTML,
Build Courses - =0 PowerPoint, Multimedia, or other files
Table Method

Build Courses -

Visual Method En?f?;:egn Use a3 Lesson you have created in the FlexTraining Authoring Tool or in the advanced
FlexAuthoring module.
Evaluations Lesson

Certificates

Let's assume you have a file, such as a PowerPoint presentation, on your server that
you want to use as a content section. You would click on the “File or URL” link, resulting

in a screen that looks like the following:
| = Tl [ 8% ;
m% v ,é! & J<n] % S

| . |
LB RT
4+ |
Select or Create Course Section

Course: Creating Online Training
H v
% Courses [ 1: cREATE conTENT FoR THIS sECTION |

Return to Course Builder Table

Course
Building

Strategies

FlexAuthoring

Course: Creating Onlfine Training Section:1

Use File or External URL

Build Courses -
Table Method Please enter a title for the new course section:

Build Courses - | = .
Visual Method Enter the address of the file or HTML page relative to the content address for this installation:

Show Content Library |

Evaluations B
OR

CezbiEaiesy - Enter the full web address of an external file or HTML page:
Class Schedule http://
Wizards

Test Question

If using your default content directory (.../sections/), you may add subdirectories below
it on your server to hold images, video, audio or other web pages. In fact, each location
referenced as a course content section may be a complex web site with its own
navigation and various content formats. Use the "Show Content Library" link to open a
window displaying all files in the appropriate content area. Click on the content link to
automatically load it in the content input box.
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Once you have entered a title, you may type the location below the “Enter the full web
address” prompt, or click on the “Show Content Library” link that displays the files you
have loaded into your Content Library. This allows you to choose a file directly from the
list.

Click the “Add” button to save this information. The system will locate the content and
display it in the lower section of the screen immediately.

If you see an “Error 404 — Not Found” message, you have incorrectly specified the
location of the material for this content section. A “Delete” button just above the content
display window lets you delete the definition for this section and begin again.

If you were using an authored lesson as the content for this section, you would have
clicked on the “Choose an Authored Lesson” link. Then you would have chosen a
lesson from those you have authored in FlexAuthoring.

Until you add a Course Content Section, no learner will ever see your authored learning
screens. For authored content, you add Content Sections in the usual manner, with a
few small differences.

Click on the image that says, “Choose an Authored Lesson.” This tells FlexTraining to
use a different form to help you define your Content Section. A screen will appear with a
list of the learning screens that you have previously created for this course, using the
Authoring Tool:

LLUBLAR ITVYR QA MNEA S A

Select or Create Course Section
% Courses Course: Creating Online Training 1: CREATE CONTENT FOR THIS SECTION ¥

Return to Course Builder Table

Course
Building
Strategies

Choose the Lesson to be used for Course: Creating Online  Section:1
Training

this Course Section: Training

FlexAuthoring

Build Courses -

Table Method Lesson
. O Course URL
Build Courses -
Visual Method {2 Creating Content
Evaluations O Lesson 1
Certificates O Lesson2
O Subject Matter Experts

Class Schedule
Wizards

Test Question

Choose any authored page. This page will become the first page loaded in the Course
Content Section you are establishing.
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Again, you may assign each authored page to its own Course Section, or assign all
pages (which you have defined as being linked together using the Next Page field) to
one section. Or, you may do something in between, with some course sections
containing several authored pages and some sections containing just one or two.

Changing Course Sequence

You may edit the order or sequence your sections are in (i.e., you would like to move
Section 1 to the Section 2 position when viewed on-screen). You must do so BEFORE
all of the sections have been entered. If all of the sections have been entered, you must
then delete a section in order to change its sequence.

LLURR T YA - NPEFADE

Select or Create Course Section

";E} s Course: Creating Online Training 2, Subject Matter Bxpers =

Select a Course Section
1: Creating Content
2: Subject Matter Exparts

Course 3: CREATE CONTENT FOR THIS SECTION
Building Below is the current content for this section.

Strategies

Return to Course Builder Table

In the drop-down box, highlight the Course Section you want to move. Click the “Edit”
button, and the following screen will appear. Once you enter the new section sequence,
click the “Save” button.

Section 2: Subject Matter Experts

Mew Sequence Mumber:

Mew Section Title:

You may return at any time to delete and add course content sections as you wish,
even if classes are already being taught based on this course.
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LGB IEVIR . NEALE

% Courses

Course
Building
Strategies
FlexAuthoring

Build Courses -
Table Method

Build Courses -
Visual Method

Evaluations
Certificates

Class Schedule
Wizards

Test Question

Select or Create Course Section

Course: Creating Online Training 3: CREATE CONTENT FOR THIS SECTION | ¥

Return to Course Builder Table

Course: Creating Onfine Training Section:3

Use File or External URL

”E

Please enter a title for the new course section:
Subject Matter Experts

Enter the address of the file or HTML page relative to the content address for this installation:
Show Content Libral SubjectMatterExperts.doc
OR
- Enter the full web address of an external file or HTML page:
http://

While adding content files to FlexTraining, FlexTraining may
occasionally fail to locate your files — and yet you are sure you placed
them on the web server in the right place.

When you see the "Error 404" message, it means the browser is
looking for something that is not there. Right-click on the page or frame
with the error message and click on Properties. It will give you the
address of what it's looking for. AlImost always, the second you look at
the address, you know what's wrong with it. Perhaps the filename was
misspelled, or you forgot to enter the name of the directory it lives in
along with the filename.

For people who are using Microsoft IE 5: They get a useless "Friendly"
Error page that has no information. That's bad. A solution for that:

g b b=

From that point on, you'll get a standard "Error 404" message, and you
can right click on it as described above.

“It can’t find my file”

Click on Tools/Options on the Menu in IE.

Click the Advanced tab.

Find the checkbox for "Show Friendly HTTP Error Messages."
Clear that checkbox (make sure it's not checked).
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Working with Course Guides

If you have material you wish to use as a Course Guide, you can establish a course
guide with as many chapters (one per document/file) as you wish.

Concept: Course Sections versus Course Guide

Think of a college course that meets twice a week for lecture and
presentations and also has a course textbook. With FlexTraining, the
Course Content sections are the lectures, and the Course Guide is the
textbook.

Can they be identical? Yes, but they probably shouldn’t be. If you took a
course and were merely instructed to read the textbook and take the tests,
you might feel a bit slighted.

On the other hand, there may be situations where a Course Guide may be
nothing more than a few pages of technical details or supplemental
material. That would be an example of a one-chapter Course Guide. The
Course Guide may have fewer chapters than the number of Course
Sections, or more, or the same number.

If you plan to use audio, video or other high-tech material in the course, it
probably belongs in the Course Section content rather than the Course
Guide. A Course Guide should be more of a reference, something that is
not always accessed sequentially.

If you keep the Course Guide to text and simple images, you can create a
single-file word-processed document containing the guide, and
FlexTraining will make it available for download from the Student Menu.

You should identify or build your Course Guide chapters or documents before
continuing. These pages or documents may reside on your server, or anywhere on the
Internet or your Intranet.
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LLUB R T VYR AN EAL A

Select or Create Guide Chapter

Course: Creating Online Training - TEN A
% Tl CREATE CONTENT FOR THIS CHAPTER | ¥
Return to Course Builder Table
Course
Bu'ld'ng Add a new Course Guide Chapter Course: Creating Online Training Guide Chapter:1
Strategies

FlexAuthoring
Please enter a title for the new Course Guide Chapter:
Build Courses - Learning Content Basics
Table Method X . T .
Enter the address of the file or HTML page relative to the content address for this installation:
Build Courses - show Files
Visual Method _
I . OR
Evaluations - Enter the full web address of an external file or HTML page:

Certificates http://

Class Schedule
Wizards

Use URL as entered above

Defining Course Guide content is very similar to building the section content in the
previous step.

The list of Course Guide Chapters will start out empty before you have defined any
section content. Each entry will say “CREATE CONTENT FOR THIS CHAPTER.” The
number of entries in the list will be the number of Course Guide Chapters you defined in
your lesson plan for this course.

As you define Course Guide Chapters, titles and content, the titles will be filled in for the
various sections (chapters) in the list. You are finished when there are no more
“CREATE CONTENT FOR THIS CHAPTER?” entries in the list.

Defining Each Chapter/Section

Once you have selected a chapter to add, the bottom of the screen displays the form for
adding content sections. Enter a title for this Course Guide Chapter.

For the actual Course Guide Chapter contents, you may use web-based content (or a
word-processed document) that you have placed in the default directory for Course
Guide content, (.../guide/). Or, you may point to any other location on your Intranet or
the Internet. Use the "Show Files" link to open a window displaying all files in the
appropriate content area. Click on the content link to automatically load it in the content
input box.

If using your default content directory (.../guide/), you may add subdirectories below it
on your server to hold images, video, audio or other web pages. In fact, each location
referenced as a course content section may be a complex web site with its own
navigation and various content formats.
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Once you have entered the title and content location, click the “Use URL as entered
above” button to save this information. The system will locate the content and display it
in the lower section of the screen immediately.

If you see an “Error 404 — Not Found” message, you have incorrectly specified the
location of the material for this Course Guide Chapter. A link just above the content
display window lets you delete the definition for this section and begin again.

After you are finished with all chapters, you may return at any time to delete and add
sections as you wish, even if classes are already being taught based on this course.

You may mix and match these definition methods as you wish. For example, if your
guide has 80 sections, five may be files that were already placed in the default Course
Guide content location (.../guide/), and the other three may be web addresses on the
Internet you wish to include in your guide.

Assessment Builder — Online Tests

Concept: Your Testing Policy

Before using the Administrator module to build online tests, decide on an
overall testing policy:

Do you need to have tests at all?

Do you want students to see the correct answers and explanations after
taking tests?

What should a passing score be?
Should students be able to take tests over and over until they pass?

Should all students take the exact same test(s), or should questions be
randomly drawn from a pool of defined questions for each test?

The FlexTraining Management Center includes an Online Assessment Builder you can
use to define online tests and test questions for each course. The number of tests you
can build is the number you entered in the Lesson Plan Builder under “Number of
Tests.” This number shows in the Tests column in the “Build Courses — Table Method”
screen.
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LLUBRS R IV B~ MNMEFIE

= Build Courses - Table Method User: FTsupport (Super Admin)
% Courses
Click on the numbers befow to

Course work with course components
Building Num Course Title Sections Tests Assmts Guide Pre Hours
Strategies

746 Creating Online Training 3 G) 1 0 3
FlexAuthoring - == |
Build Courses -
Table Method 725 EHR Sample Course 4 1 1] 0 4]

Se g BN

Build Courses -
Visual Method

731 Employee Relations 6.0 3 2 2 1 1
Evaluations V| = |
Certificates 556 Flexauthoring Demo (narrated) 5 1 1] 2 3

Create a New Course

Access the Assessment Builder by clicking on this number (circled in green in the above
screenshot). Choose a Test Name in the resulting list in the upper-right frame.

The list of Test Titles will start out empty, before you have defined any tests. Each entry
will say “NO TEST YET — SELECT TO CREATE.” The number of entries in the list will
be the number of tests defined in your lesson plan for this course.

An optional Test Clock lets the administrator set a time limit for completion of each test.
A second timer may also be set to provide a warning to the student a few minutes
before the allowed time expires.

Fill-in-the-blank tests are supported along with the multiple choice format. Additionally,

the test designer may automatically direct students who fail a test to an external URL for
further learning. All options may be defined for each specific test.

Define Test Policy

ﬁ' FlexTraining [zue oo

Unlimited Resulis™

FlexTraining Version 6.0 Page 29




FlexTraining Management Guide

LLLEULRBIVA - MNEE IR

Create or Edit a Test

T | Course: Creating Online Training = =T
% Tt NG TEST VET - SELECT TO CREATEIRG
Return to Course Builder Table Build/Edit @ Preview O
Course
Building
Strategies Add a New Test Course: Creating Online Training Test #:1

FlexAuthoring

TestTitle:| |

Build Courses - Basic Definition

Table Method

Tests must always be taken in order. Optionally, you may specify exactly where, in
Build Courses - the sequence of your Course Content Sections, this test must be taken, by identifying
Visual Method which content section it must be taken AFTER. You may also choose to make it a
"PRE-TEST" (taken before any content sections are viewed) or a "POST-TEST" (taken
after all content sections are viewed).

Evaluations
|PRE-TEST: Before any course sections | W

For example, if this is a pre-course assessment which should be taken before the
learner accesses any course material, you would choose the "PRE-TEST" entry in this
list.

Certificates

Class Schedule

Wizards wWhat type of questions would you like to ask?
(You can override for individual questions later.) P

Test Question

. How many questions will be on the test?
Duplicator (You can come back and add more at a later time.) l:l
What percentage of the answers must be answered correctly in order to pass the El
test?

Advanced Options

What is the maximum amount of time, in minutes, allowed for the test? (Enter 0 for an El
unlimited amount of time.)

Specify, in minutes, when you want to warn the student how much time is remaining El
on the test.

Open or Closed Book Testing?  If using Closed Book Testing, see System Options.

After a student takes the test, should the system display the correct answers with an

explanation? |Ye5 {only after passing the test] b4

After how many attempts should the test be marked as "Failed” in this student's El
records? (Enter 0 for unlimited attempts)

Enter a non-zero number if you wish to use "Item Banking" for this test. Each
student's test will then contain a randomly-drawn set of questions, equal to the D
number you specify. Leave at 0 to include all questions on every test.

Enter an optional URL for additional study. If student fails to test, he will be

prompted to go to this address for more information. |http:'”

Begin by entering a Test Title, then follow the Built/Edit guidelines on the set-up page.

Specify where in the sequence of your Course Conten  t Sections this test must be
taken.

Tests must always be taken in order. Optionally, you may specify exactly where, in the
sequence of your Course Content Sections, this test must be taken by identifying which
content section it must be taken AFTER. You may also choose to make a "PRE-TEST"
(taken before any content sections are viewed) or a "POST-TEST" (taken after all
content sections are viewed).
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What type of questions would you like to ask?

Choose from Multiple Choice or Fill-in-the-blank. True/False tests would use the
Multiple Choice format. (If you choose “Fill-in-the-blank,” the student’'s answer must
match one of the five answer options you create, except the comparison is not case-
sensitive).

How many questions will be on the test?
Enter a number.

What percentage of the answers must be answered cor  rectly in order to pass?
Enter a number, such as “70,” that will be required for a passing grade.

What is the maximum time, in minutes, allowed for t he test?
Enter a number here, or enter “0” for no time limit.

Specify, in minutes, when you want to warn the stud ent of remaining time.
If you are limiting the time (using the previous field), you can have the system warn the
student of remaining time by entering a number of minutes here.

Is the test open or closed book?
Choose "Open" or Closed.”

After a student takes the test, should the system d isplay the correct answers with
an explanation?

Choose “Yes, only after passing the test,” “Yes, after both passing and failing test” or
“No, never show answers.”

After how many attempts should the test be marked a s "Failed" in this student's
records?

Enter a number. If you entered “3,” and a student takes the test 3 times without
achieving a passing score, the test is marked as FAILED and he may not take it again
(enter “0” for unlimited attempts).

Enter a non-zero number if you wish to use "ltem Ba  nking" for this test.

Each student's test will then contain a randomly-drawn set of questions equal to the
number you specify. For example, if you have 20 questions total, but only want to offer
your students 10 random questions on this test, then enter “10” here. Leave at 0 to
include all questions on every test.

Enter an optional URL for additional study.
Enter a full URL here (beginning with “http://”) if you want a student to be directed to
another web site for further study (if he has a failing score on this test).

When you have completed the questions in this form, click on the “Enter Test
Questions” button.
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Add/Edit Test Questions

The “Add/Edit Test Questions” screen appears where you will define the questions and
answers for this test. There will be a separate question definition box for each question
on the test, such as the one below:

Course
Building
Strategies
FlexAuthoring

Build Courses -
Table Method

Build Courses -
Visual Method

Evaluations
Certificates

Class Schedule
Wizards

Test Question
Duplicator

’% Courses

LR LR~ MNMEAE

Create or Edit a Test

Course: Creating Online Training NG TEST YET - SELECT TO CREATE BB
Return to Course Builder Table Build/Edit & Preview O
IAdd [Edit Test Questions Course: Creating Online Training Test #: 1
Question 1

Use Traditional format or Dynamic Image format on this question?

Hot Spot questions use a picture which must be clicked in the appropriate spot by the student to receive credit
for a correct answer.

Traditional format uses either multiple choice or fill-in-the-blank format and allows an optional video to be
shown.

Question ... Question ...
o Dynamic Image "Hot Spot”

% . —
/ Question é: E:

@ Traditional

® Multiple Choice
O Fill-in-the-blank

For each question enter:

* The test question itself.

* The address (URL) or filename of an image to be displayed below the question
(optional - you may leave it blank).

* Up to seven (7) candidate answers (only one will be correct).

* The correct answer letter.

* An explanation for why this is the correct answer (optional).

Click on the “Submit” button when you are finished.
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LLURLER IR -NEA DR

Create or Edit a Test

= Course: Creating Online Training -
% Tl [ Mo TEST vET - SELECT TO CREATE ¥ |
Return to Course Builder Table Build/Edit @ Preview O
Course
Building
Strategies |Add [Edit Test Questions Course: Creating Online Training Test #: 1
FlexAuthoring -
Text of the question:
Build Courses - Question 1 | g
Table Method [ -]
i If an image is to be included as a reference | You may enter a full URL for any image, or browse for an image from your
Build Courses - for this question, enter the URL to the Image Library.
Visual Method image here: [ |Show
Evaluati If vou would like to display a video or flash
valuatess file fro_m the media Ilbr_ars«r along w_|th_th|s |No Video/Flash Selected | % |
Certificates qguestion, choose the item from this list:
A.)
Class Schedule [+ |
Wizards [ =]
Test Question B.)
Duplicator ‘ [ 4]
[~]
C.)
‘ [+ ]
[~]
D.)
‘ B
[~
E.)
‘ [« |
[~]
F.)
‘ B
[~]
The correct answer is: |A %
[ - |
An explanation for this question and answer: [ -]

Adding Assignments to Your Course

You should identify your Course Assignments before continuing. These pages or
documents may be on your local PC, your web server or anywhere on the Internet or
your Intranet.

Defining Assignment content is very similar to building Course Guide content.
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LLUBR R T A ~"ET L

= Build Courses - Table Method User: FTsupport (Super Admin)
% Courses
Click on the numbers befow to

Course work with course components
Building Num Course Title Sections Tests Assmts Guide Pre Hours
Strategies

746 Creating Online Training 3 1 @ 0 3
FlexAuthoring V- == |
Build Courses -
Table Method 725 EHR Sample Course 4 1 1] 0 4]

- E
Build Courses -
Visual Method

731 Employee Relations 6.0 3 2 2 1 1
Evaluations V- B 0
Certificates 556 Flexauthoring Demo (narrated) 5 1 1] 2 3

Create a New Course

To activate the Assignment Builder, click on the number under the “Assmts” heading in
the table method screen (as circled in green above). Choose an Assignment to add
from the resulting list in the upper right frame.

LLUR R TR -G E

Select Existing or New Assignment

Course: Creating Online Training
% Courses
Return to Course Builder Table
Course
Building Add a new Assignment Course: Creating Onfine Training Assignment:1
Strategies

FlexAuthoring

Please enter a title for the new assignment:
Build Courses - [
Table Method

Build Courses -

Visual Method . o .
Enter the address of the file or HTML page relative to the content address for this installation:

Evaluations Show Files |

Certificates

OR
Class Schediil - Enter the full web address of an external file or HTML page:

Wizards http:// |

Test Question Choose a spot in the course sequence for this assignment:

Duplicator Esfore first section | %

Add this Assignment Section

The list of Assignments will start out empty before you have defined any Assignments.
Each entry in the list will read “CREATE THIS ASSIGNMENT.” The number of entries in
the list will be the number of Assignments defined in your lesson plan for this course.
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As you define Assignment section titles and content, the titles will be filled in for the
various sections in the list. You are finished when there are no more “CREATE THIS
ASSIGNMENT” entries in the list.

Defining Each Assignment

Once you have selected an Assignment to add, the bottom of the screen displays the
form for adding the Assignment. Enter a title for the Assignment.

For the actual Assignment text, you may use web-based content (or a word-processed
document) that you have placed in the default directory for assignments
(.../assignments/). Or, you may point to any other location on your Intranet or the
Internet. Use the "Show Files" link to open a window displaying all files in the
appropriate content area. Click on the content link to automatically load it in the content
input box.

If using your default Assignment directory (../assignments/), you may add subdirectories
below it on your server to hold images, video, audio or other web pages. In fact, each
location referenced as an Assignment location may be a complex web site with its own
navigation and various content formats.

Once you have entered the title and Assignment location, click the “Use URL as entered
above” button to save this information. The system will locate the Assignment content
and display it in the lower section of the screen immediately.

If you see an “Error 404 — Not Found” message, you have incorrectly specified the
location of the material for this Assignment. A link just above the content display window
lets you delete the definition for this Assignment and begin again.

After you are finished with all Assignments, you may return at any time to delete and
add Assignments as you wish, even if classes are already being taught based on this
course.

When all the steps above are complete, you have defined a FlexTraining Course. You
are now ready to add the "Course" to the catalog, thereby creating a "Class,” and to
begin allowing students to sign up for training.

Build Courses - Visual Method

The Visual Course Builder creates the same course structures that the table method
creates — it simply uses a visual layout instead of a table layout. The Visual Course
Builder allows quick and easy assembly of your online courses and provides a more
graphical view of the flow of course events.
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When you first select the “Build Courses — Visual Method” from the Courses Menu, the
Visual Course Builder displays the following:

LLUR R TV - MNMaA DL

% TrTIe [Select a Course ~| Build a course by inserting lessons, assignments, or
tests. Start by entering a course title.

Or create a new Course

Course —
s I

Strategies
FlexAuthoring

Build Courses -
Table Method
Build Cona The Visual Course Builder provides course assembly in a visual environment.
Visual Method ) i ) )

Use it to build courses from documents and files you have already placed in your Content

Evaluations Library, or you may upload your content files to your server as you go.

Cet If you have used the FlexAuthoring tools to author interactive lessons, you can incorporate
Class Schediig those as well. Make sure you author some lessons for this course first, and then return here.
Wizards

If you want to work with a course you previously created (using either the table method
or the visual method), you can select it from the pull-down list. To create a new course,
type a course title in the open field.

Once you have selected (or entered) a course name, you will see a screen that looks
something like this:

LLUB R IV R~ MNEFASE

Add lessons and/or online tests.

— == Course structure is updated graphically below. Save
M [_Q_] [_@_] [_@_] Tast your course frequently - you may continue building or
e — return to make changes later.
Course [f][*][g]
Building T T
Strategies

Choose Another Course
FlexAuthoring

|Course: Creating Online Traini Lessons: 5 Tests: 1  Assignments: 1 | Refresh Page |

P EE

Build Courses - — ==
Visual Method [@ *
Certificates m

Build Courses -
Table Method

Evaluations

(-]
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As illustrated above, the top part of the Visual Course Builder screen allows you to add
course sections of various formats and to add online tests. The bottom section of the
screen displays the course events from left to right, in sequential order. Any changes
you make are not saved to the database until you click on the “Save” button.

In the screenshot above, two sections are Word documents, two sections are Excel files

and another section is a URL page. One test was added at the conclusion of the course
sections.

Working with Courses

Suppose you want to add another section to this course and you want that section to be
a lesson you created in the FlexAuthoring Authoring Tool. You would simple click on

the %5 icon in the upper-left frame, and a short form will appear in the upper right
frame. Here you will select a lesson you have already authored.

Note that if you plan to use authored lessons for your course content, you would create
the Learning Screens and Lessons in the authoringt ool first , and then come here,
to the Visual Course Builder, to sequence the lessons into your course structure.

u/'u;ﬁﬁw&i ﬁ’m%w?. @3%@

Add lessons and for online tests. Course Title Enter lesson title:

(4 courses [é] héj] [@] : Creating Orlline Training L\E

Please select a lesson from those you built in the Authoring Tool:

Course [, ]{*]{%] Choose a Lesson from those you have authored. | W
Building T T Choos= a Laz=on from thos= you have actharad. | |
Strategies Course URL
Choose Another Course Creating Content
FlexAuthoring Cezzon 2
|Course: Creating Online Traini Lessons: 5 TeSubject Matter Experts NE— Y |

Build Courses -
Table Method

Vi memned | (221) (%) (%) (@) (@]

Evaluations

Certificates

Once you have given the new course section a title, selected a lesson, and clicked on
the “Add” button, the new section will appear in its proper sequence in the lower frame.
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== Course structure is updated graphically below. Save
M [_’Q_] [_9_] [_@_] Tost your course frequently - you may continue building or
— = = = return to make changes later.
Course [; ][*][g]
Building T T
Strategies

Choose Another Course
FlexAuthoring

|Course: Creating Online Traini Lessons: 6 Tests: 1  Assignments: 1 | Refresh Page |

Build Courses -

TaI.JIe Method i é J\ J\ J\
s ) % % @ @@E)E

Evaluations

Certificates

Here, the newly added section is circled in red. The change will not be saved to the
database until you click on the “Save” button.

The process for adding a course section that is not an authored lesson (for example, a
Word document, a PDF file, a video, etc.) is similar. However, instead of choosing a
lesson from a pull-down list, you would select a file from your server.

Move, Preview or Delete a Section

The lower frame of the Visual Course Builder is where you will work with existing
sections of the course. You can modify the sequence of course events, preview the
content of a given section or delete a section.

Click on any course section icon in the lower frame and you will see an Info Box like the
following:

LA BT A~ N"EADE

Add lessons and/or online tests.

— == Course structure is updated graphically below. Save
M [Q] [@] [@] Tast your course frequently - you may continue building or
—— o return to make changes later.
Course PAEICY
Building
Strategies

Choose Another Course
FlexAuthoring

|Cour5e Creating Online Traini Lessons: 6 Tests: 1 Assignments: 1 | Refresh Page |

Build Courses -

;al_::I::Ethod | _i i l i :iz 1
i mees | (=) (%) (%) [@ @ BPFle——=

Evaluations

Title: E-Learning Basics
Certificates Section: 5]

Content Type: authored
Class Schedule

Wizards

Test Question ﬁ"*‘:i | @ | | EI

Duplicator
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Use the blue arrows to shift the section one position to the left or right. The @ icon is

used to display a preview of this section, and the E icon lets you remove the section
from the course. Note that if you delete a section, it does NOT delete any files or
authored lessons from your system, it merely removes the section from its place in the
course sequence.

The :==53] jcon is only present if the section you have clicked on is based on an
authored lesson. This icon displays a layout of the actual lesson showing the template
type for each learning screen in the lesson, at the bottom of the lower frame, as
illustrated below. The Visual Lesson Layout gives you a visual view of your course and
lesson structure at the lowest level.

SLUBRSRATYER-NEALE

Add lessons and/or online tests.

— == Course structure is updated graphically below. Save
M [Q][@][@] your course frequently - you may continue building or
e — return to make changes later.
Course [f][*][%]
Building T T
Strategies

Choose Another Course
FlexAuthoring

Build Courses - |Course: Creating Online Traini Lessons: ®  Tests: 1 Assignments: 1 | Refresh Page |
Table Method J_ J_ J_ J_ | |
Build Courses - —_= A = = =
Visual Method [@] * [_‘Elj_] [E] [@]
Evaluations
Certificates
Class Schedule
Wizards § :
Visual Lesson Layout Lesson: Lesson 1 Number of Learning Screens: 2
Test Question
Duplicator
2E - =2
— [Er=rT=e]

Adding a Test

By clicking on the i=/icon in the upper-left frame, you can add an online Test to your
course. A course can have as many Tests as you wish, including a pre-test, a post-test
and tests after specific course sections.

After you click on the icon, the upper-right frame will display a form which lets you
define basic parameters for the Test:

ﬁ’ FlexTraining [zue oo
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LR IVA-MNas SR

Add lessons and/or online tests. Course Title Enter test title:
% Courses [_é_] {_6—_] [@_] Creating Online Training Final Exam
—— :;_E = This test comes after section: | POST-TEST: Take after final course section | %
Course [, H*“%] Type of Questions: | Multiple Choice | % |
Building B
Strategies Percent Needed to Pass: |1og|
Choose Another Course -

FlexAuthoring

In the above example, the Test would be offered after the final course section (it's a
Post-Test), will require a passing score of 100% and will consist of Multiple Choice
guestions.

Evaluations

Concept: Course Evaluations

FlexTraining lets you pre-define the Course Evaluations, including the
evaluation questions and the list of possible responses.

Then, when you schedule each class, you select the Evaluation you want
to have the students use for that particular class. The Evaluation button
appears at the bottom of the Student Menu.

Once the student clicks on the Evaluation button, the online completion
and subsequent processing of the Evaluation is automatic. A student must
complete all tests (and assignments if any are defined) before submitting a
Course Evaluation.

FlexTraining writes all Evaluation results to its database, from where the
administrator may generate reports in either Summary or Detail mode.

The FlexTraining Management Center includes an online Evaluation builder you can
use to define online Course Evaluations. You may define as many Evaluations as you
wish.

Each FlexTraining class may utilize one Evaluation. If the same Course is offered
multiple times, each time it is offered you may select a different Evaluation to be used.
We do not recommend changing the Evaluation when it is currently in use by a class.
This will cause your results to be skewed.
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To define an Evaluation, select Evaluations from the FlexTraining Management Center
Courses Menu.

Next, choose the “Select an Option” drop-down box in the upper-left frame to “Create a
New Evaluation.” If you want to edit an existing Evaluation, you would select it, by
name, from the list.

Define Evaluation

Enter a title for the Evaluation, then enter a number to indicate how many questions will
be on the Evaluation. Select the “Enter Questions” button.

LLEULHRB IV~ MN"EADE

_—— Create or Edit an Evaluation User: FTsupport (Super Admin)
% Courses
b
Course
Building -
Strategies |Add a New Evaluation

FlexAuthoring Please enter a title for this evaluation:

Build Courses -

Table Method How many guestions will there be on the evaluation?
(You can always come back and add more at a later time.)

Build Courses -

Visual Method

Add/Edit Evaluation Questions

Next, use the Add/Edit Evaluation Questions screen to define the questions, and the
possible responses, for this Evaluation. You may enter your own response text for each
possible response, or you may use the pre-entered text as shown. All Evaluations will
have one free form text area for students to write additional comments.
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Course
Building
Strategies

FlexAuthoring

Table Method

Visual Method
Evaluations

Certificates

Wizards

Test Question
Duplicator

LLURR IV - NEADE

% Courses

Build Courses -

Build Courses -

Class Schedule

Create or Edit an Evaluation User: FTsupport (Super Admin)

|Create a Mew Evaluation | % |

Title: Creating Online Training

IAdd /JEdit Evaluation Questions
You may edit all the fields which previously contain text.

Text of the question:
Question 1 | g
[ -]

a.) [strongly agree

b) agree

Answers c.) [nautral

d.) |disagree

e.) |strongly disagree

All Evaluations will have one free form text area for students to write additional comments.

When you have completed the entry of all questions in this Evaluation, click on the
“Submit” button.

Certificates

Course
Building
Strategies
FlexAuthoring

Build Courses -
Table Method

Build Courses -
Visual Method

Evaluations
Certificates

Class Schedule
Wizards

L8 TE

% Courses

Ao ~MNMa238

Create or Edit an Certificate User: FTsupport (Super Admin)

Add a New Certificate

Please enter a title for this certificate:
| |

Would you like to design a FlexCertificate, or use an externally designed certificate?

FlexCertificate W

* - FlexCertificates are certificates designed with our dynamic certificate creation process, similar to FlexaAuthoring.
External Certificates are designed by vou in an outside HTML software, and then uploaded for use in FlexTraining

The Certificates module allows you to build Certificates right in FlexTraining.
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LU R TR - NEFE DR

—_— Create or Edit an Certificate User: FTsupport (Super Admin)
% Courses

Course
Building
Strategies

[create a New certificate [v]

|Choose a certificate Template Title: Creating Online Training

FlexAuthoring o 5
{ == }

Build Courses - ® eo | FlexCertificate Template #1

Table Method

4

Build Courses - .
Visual Method [Of b5 FlexCertificate Template #2

Evaluations

Certificates O = e FlexCertificate Template #3

Class Schedule
Wizards

Test Question

The Certificate Module allows you to choose a certificate template style, set the font,
write up a text blurb, load a company logo and seal and provide a manager’s signature
image.

LLLULSRB IV /3 ~-M"EADE

Create or Edit an Certificate User: FTsupport (Super Admin)

% Courses

Course
Building
Strategies

|Create a New Certificate | W |

|Choose a certificate Template Title: Creating Online Training

FlexAuthoring

Build Courses - =g

Table Method :
View a sample of this certificate template

Build Courses -

Visual Method © Arial
Evaluations O Courier
(O FixedSys

Certi Font

ertificates O Gaeamond
Class Schedule O Times New Roman
Wizards O boist
Test Question n
Duplicator Text

Logo Image file |:| Show
Seal Image file |:| Show
Signee [ ]
Signee Title ]
Signature Image file |:| Show
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Clicking on any of the “Show” links will allow you to choose an image or upload an
image into FlexTraining for use as a logo, seal or signature.

Class Schedule Wizards

Schedule a New Class

The Class Schedule Wizard quickly schedules a course and adds it to the online
catalog. A single course may be scheduled many times, thus creating many classes.
Each class may or may not have an instructor, and each carries its own setup options.
Options are arranged into related groups under each folder-style tab at the top of the
screen. Make selections, save your changes and use the tabs to jump between option
groups as needed.

LLUR R TR - NPaA LR

Class Schedule Wizards User: FTsupport (Super Admin)

% Courses

Course
Building
Strategies

Would you like to create a new class in the catalog or would you like to edit the catalog entry for a class that has already
been scheduled? Once a course has been scheduled in the catalog, it is referred to as a "class”.

FlexAuthoring

i i i ]
Build Courses -
Table Method OR ¢

Build Courses -
Visual Method Create a New Class Edit an Existing Class

A course must be added to the catalog before students can sign up for training. Adding
a course to the catalog creates a class.

Use the following options in the Schedule Wizard to set up a class:

LLLUB R TR~ MNEALE

/ Sghedule Cg‘uésne / Course / / —r e
% Courses
°
Select Course to Schedule 7
Course
Building | | — P <
Strategies Select Course Select & Course from the List
FlexAuthoring System (FlexTraining) or Classroom Class System (FlexTraining) %
. Class Enabled/Disabled? Enabled %

Build Courses -
Table Method Group Mo Group Assigned | | add

- Each Class can belong to a Group
Build Courses -

Visual Method Level

No Level Assigned | ¥
- Each Class can belong to a Level o Level Assigne add

Evaluations

Certificates
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Select Course

Select the Course to Schedule
Select from the drop-down box of authored courses.

Select System (FlexTraining) or Classroom Class
If you are tracking off-system courses, select “Classroom Class.”

Choose Class Enabled/Disabled
Choose “Enabled” or “Disabled.”

Select Group
Allows the user to group related courses by Group.

Select Level
Allows the user to assign Levels to courses.

LLUR BRIV -NELLE

- m— Y = VeV, =N
ourses
(-3
Schedule Course z’
Course
Building

o Signup Start Date -
Strategies - Class appears in the Catalog beginning on this date j

- Enter as mm/dd/yyyy
FlexAuthoring fdd/
Signup End Date

Build Courses - - Class stops appearing in the Catalog on this date H
Table Method - Enter as mm/dd/yyyy

L Class Start Date e
Build Courses - - Date appears in Catalog pull-down signup list. Info only. t/23/2003 &
Visual Method

CDate ciass go DR

Evaluations - Date Class goes inactive automatically {overrides enabled/disabled setting). -
Certificates

Class Due Date Information

- either select a number of days from enrollment, or enter a3 hard date for the class to be due. I

Class Schedule

Wizards © Period after enroliment before class is due:

Test Question OR
Duplicator

Class Due Date P -
O Strict Date Class is due for student completion __L 23/2010 FE
Warning Period -
- Number of days prior to due date to generate warning alert to student __

Expire Action
- Allow Student to continue viewing class, or Block the student from the class
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Schedule Course

Enter Signup Start Date
Class automatically appears in the Catalog beginning on this date. Enter as
mm/dd/yyyy.

Enter Signup End Date
Class automatically stops appearing in the Catalog on this date. Enter as mm/dd/yyyy.

Enter Class Start Date
Date appears in Catalog pull-down signup list. For information purposes only.

Enter Class End Date

Date class automatically goes inactive.

Select Class Due Date Information

Select a number of days from enroliment or enter a hard date for the class due date.

Enter Warning Period
Number of days prior to class due date to generate a warning to the student.

Choose Expire Action
Allow student to continue viewing class or block the student from the class.

LLLURR TR Q- N"aL OB

Select Schedule Course Course P Overview
B — JEkRE\ ek \ M fon, // / atehadie
@ courses
°
Course Options ;

Course

Bu'ldmg. Select an Instructor, if one is required

Strategies

Instructor Cost

FlexAuthoring - Info only. Leave Blank if there is no Instructor |:|

Discussion Group

Build Courses - - Leave Blank if not using an Online External Collaboration Tool

Table Method
Select an Evaluation

Build Courses - - Taken by students at the end of the course.
Visual Method - Have been previously created.
e aents
Evaluations - Limit signups to this number
- Tuition
Certittesis - Shows on signup pull-down if an amount is entered here ]
- Leave blank if not applicable
Class Schedule PP i
Wizards Enrollment Status Override
- Spedal Enrollment Status (Active, Pending or Payment) to use for enrollees for this class only |DeFau|t from System Options | ¥

Test Question - Leave on Default to use the system-wide value defined in Set System Options

Duplicator Allow Review
- Should the student be able to access this course material after they have finished the class and
taken all exams?

Class Certificate
-Presented to student after completion of the class

| Mo certificate R
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Course Options

Select an Instructor
Select an Instructor if one is required.

Enter Instructor Cost
For information only. Leave blank if there is no Instructor.

Enter Discussion Group

Enter the name of the Discussion Group for this class - one per class. The name will be
added to News_URL from the Behaviors section of the Options Menu to form full
address. Leave blank if not using Online Discussion Forums.

Select an Evaluation

Select a Course Evaluation from the list of those you have defined. When Students
complete the Evaluation, it is saved to the Evaluation database for detail or summary
reporting.

Enter Max Students
Limits enrollment to the designated number of students.

Enter Tuition
Tuition will show on Student Signup pull-down list if an amount is entered here. Leave
blank if not applicable

Tuition must be a number. It is acceptable to put 10.50 or just 10, but do not enter the
currency symbol as this is already set from the System Environment. If you accidentally
put one here, you will have two showing up in the list (for example: $$10.50 instead of
$10.50).

Select Enroliment Status Override
Special Enrollment Status (Active, Pending or Payment) to use for enrollees for this
class only.

Leave on Default from System Options to use the system-wide value previously defined
in the System Environment.

Select Allow Review
Allow student to access the course material after completing the class and taking all
exams.

Choose Class Certificate
This is a file list of certificate styles for presentation to students after successfully
completing a class. Leave blank if no certificate is desired.
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LR T/~ MN"aE B

/SRR /e /s \ MRS/ A\ /Pammnsions /o ¥EREE

% Courses

o
Course Information ;
Course
= .
g9 - This by default is the same value as the name of the course. |Creatin paT—
i - Chanaging this value changes what the students will see, but does not g =nine fraining
FlexAuthoring affect the actual course name.

Build Courses - Class Long Description u
Table Method - Full Description of your Class.

- This description will be used for keyword searches in the student module.
Build Courses -

Visual Method

Evaluations

Certificates

Class Schedule m m

Wizards

Test Question
Duplicator

Course Information

Enter Class Name
Enter the same value as the name of the course.

Enter Class Long Description

Provides a full description of the Class that will be used for keyword searches in the
Student Module.

LU SR T/ - NEASE

Select Schedul [+ C . o . [<] i
JESRE N [/ EEREE N OSSN it i, [/ Permissions", /O SRaN\

% Courses

(-]

Announcements i
Course
Building
Strategies Signup Mess._agl_a Thank you far enralling? u

| - Message will display as student completes the enrollment process
FlexAuthoring - Tell student how to get enrollment approval or access the Student Menu n
Build Courses - h s y——
Mavigate tl tl teri y clicki
TablelRel Student Menu Announcement _ _ e Sh o Sy et by ing o R
. - Message will display every time a student signs on to his Student Menu

Build Courses - -This message may be changed as often as necessary n
Visual Method

Evaluations m m

Certificates

Class Schedule
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Announcements

Enter Signup Message

Your message will display as student completes the enrollment process. For example,
you may inform the student about how to get enrollment approval or how to access the

Student Menu.

Enter Student Menu Announcement
Your message will display every time a student signs on to the Student Menu. This
message may be changed as often as necessary.

® Q@ 8 -
W g @ ] T
%Courses

Permissions
Course
Building

Strategies Zone

FlexAuthoring

Build Courses -
Table Method

LRLVB-MNMRFAIE

Select Schedule Course Course - Parr ki
/ Course / Course Options Information Y, / Announcement =

All Zones | %

Permissions

The Permissions screen allows you to set one to four levels of hierarchy for a class. You
can control access to any class by establishing hierarchy levels as noted above.

Unlimited Resulis™
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LU R IVAES-NEALE

/o ESlEe N\ e\ /SR \ finfiiaton, / 2\, //erminsions, fREENCTE

Course
Building
Strategies
FlexAuthoring

Build Courses -
Table Method

Build Courses -
Visual Method

Evaluations
Certificates

Class Schedule
Wizards

Test Question
Duplicator

% Courses

Overview & Schedule

Course Number

Course Name

Class Name

Long Description

System (FlexTraining) or Classroom Class
Class Enabled/Disabled?
Group Name

Level Name

Instructor Number
Instructor Name

Instructor E-Mail Address
Instructor Bio

Signup Start Date

Signup End Date

Class Start Date

Class End Date

Due Date

Warning Period

Expire Action

Instructor Cost

Discussion Group
Evaluation

Max Students

Tuition

Signup Message
Enrollment Status Override
Allow Review of Course Material
Certificate Assignment

Student Menu Announcement

Permission Level 1

(-]

#

746
Creating Online Training
Creating Online Training

Open

Enabled

Mo Group Assigned

Mo Level Assigned

Mo Instructor Assigned

1/23/2009
1/23/2010
1/23/2009
1/23/2010
1/23/2010
15

Allow

1000
Thank you for enrolling!

Yes
a4
Navigate through the course material by

clicking on the individual section links
below.

N/A

Do you want to schedule it as shown? “

Overview & Schedule

This is an Overview of all the options you selected while setting up a class. You may
click “Yes” to Schedule or go back through the tabs to make additional changes.

LLOUL R IV 3 MNMax? 3L

T s = =/

Course
Building
Strategies

Edit Catalog Wizard User: FTsupport (Super Admin)

The Edit Catalog Wizard lets you make scheduling, enrollment, or other revisions to a class you have scheduled in the
online catalog. All the options you originally selected when you added the course to the catalog may be changed
FlexAuthoring from here.
Please start be selecting a scheduled class below. Be sure to click on the Save Changes button at the bottom of each

Build Courses -
screen or your settings from that section will not be submitted.

Table Method

Build Courses -
Visual Method

|Se|e|:t a Catalog Entry w

Edit This Class

Evaluations

Unlimited Resulis™
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Edit Existing Class

Use this option to edit existing catalog entries as defined in the Class Schedule Wizard
option.

Test Question Duplicator

You can create a duplicate set of test questions, in the same course or in a different
course, by selecting a Source Course and a Source Test from the drop down boxes.

LA BRIV MNEADLE

E‘ﬁ} Courses Management Center - Test Question Duplicator User: FTsupport (Super Admin)
Course Select a Source Course
Building Select 3 Source Course R
Strategies

Once these are selected, choose a Destination Course and a Destination Test from the
drop down boxes.

Once your Source and Destination courses and tests are selected, you have the option

to add the questions to the test or replace the existing questions. Click the “Submit”
button to complete.

LLLOUBL B IV ~MNMaELE

% courses Management Center - Test Question Duplicator User: FTsupport (Super Admin)
Course Source: Creating Online Training
Building
Strategies Source Test: Final Exam
FlexAuthoring Destination Course: FlexTraining in a Nutshell

Build Courcesi Destination Test: Final Exam

Table Method Would you like to add these questions to the Destination Test after the existing
) questions,
Build Courses - or replace any existing questions on the Destination Test with these selected guestions?

Visual Method

: ® Add these guestions to Test
Evaluations

Certificates OR
Class Schedule O Replace the existing guestions with these guestions
Wizards

Test Question
Duplicator

Go Back one step

Start Over
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