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This job aid provides you with the minimum steps that you need to take in order to create a general course. 
 
To create a general course in iLearnOregon you need to complete the following steps: 
 
1. On the top menu bar you will see a button for Administration.  Click on the Administration button. 
 

 
2. From the Administration Console under Manage Training, click on General Course.   
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3. Select Create New from the Page menu.  
4. Click Go to access the Edit Summary page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5. Complete the form by entering data in the fields as explained below.  All required fields are marked with 

an * asterisk.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Title:  The title must contain the 
agency acronym followed by 
the course name (i.e. DAS – 
Excel Introduction). 

• Description:  An explanation of 
the general course.  

• Keywords:  Words and 
phrases that relate to the 
course that may not already be 
included in the title or 
d i ti  
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6. Click Create.  The Course Files tab will display. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
7. Click the button next to File Name. 
8. Click Browse. The Choose file window displays. 
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9. Locate the file and click Open. The Choose file window closes and the file path is automatically 

displayed in the File Name field. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
10. Click Save. A message displays indicating the course was created, and the name of the file you 

uploaded displays next to the "Current File" heading. 
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To use a URL for the course for the first time: 
11. Click the button next to URL. 
12. Type the URL in the URL field. 
 

 
 
 
13. Click Save. A message displays indicating the course was created, and the URL you entered displays 

next to the "Current File" heading. 
14. 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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