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This job aid provides you with the minimum steps that you need to 
take in order to add a new AICC online course.   
 
To add a new AICC online course in iLearnOregon you need to 
complete the following steps: 
 
1. Click Administration.  
2. Click the plus sign next to Manage Training.  
3. Click AICC.  
 
 
 
 
 
 
 
 
 
 
4. Select Create New from the Page menu.  
5. Click Go to access the Upload Course Files page.  AICC courses consist of 4 files – Assignable Unit 

file (.AU), Course file (.CRS), Course Structure file (.CST), and Description file (.DES). 
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6. Click Browse next to the Assignable Unit File to search for the .AU file that you want to upload. 
 

 
 
7. The Choose File window opens.  Navigate to where your .AU file is saved.  Select the file and click 

Open. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



ILEARNOREGON 
ADDING A NEW AICC ONLINE COURSE  

 

Created: 8/2/11 DAS – HRSD Page 3 of 4 

Last Update: 8/2/11   

8. Repeat steps 6 and 7 until you load the other 3 files – Course file (.CRS), Course Structure file (.CST), 
and Description file (.DES).  

 
 
9. Once all 4 files are added, select Create.  This will take you to the Edit Summary tab and a 

confirmation displays that the course was created.     
10. On the Edit Summary page the title, description, and keywords are populated.  You can change the 

information.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
11. If you update any information on the Edit Summary page, click Save.  
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12. Select the Check In tab when you have completed setting up the course so that users may access it, 
and the "Available" icon displays for the course in the Editing Status column in search results. 
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