
iLearnOregon 
Creating a Classroom Course  

 
 

This job aid provides you with the minimum steps that you need to take in order to create a classroom 
course and assign a course survey. 
 
To create a classroom course in iLearnOregon you need to complete the following steps: 
 
1. On the top menu bar click on the My Responsibilities button. 
 

 
2. Under My Content, click on Add New.  The course summary page will appear. 
 

 
 
3. Complete the form by entering data in the fields as explained below.  All required fields are marked with 

an * asterisk.  Select Save.   
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4. You will see the screen showing that the classroom course was created.  To create a new section, click 

on the Schedule & Manage Sections tab. 
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5. From the Schedule & Manage Sections page, click on Add a New Section.   
 

 
 
6. Add the section title (this can be the same as the course title). 
 

 
 
7. Under schedule, select the start and end dates and times. 
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8. Under schedule, click on Select Location to assign a location to the course. 
 

 
 
9. In the Select Location pop-up window, do a search for the location.  Select the radio button next to the 

location and then click Save & Exit.  You’ll get a confirmation that the location has been saved for the 
section. 
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10. Under schedule, click Select Instructor to assign an instructor to the course. 
 

 
 
11. In the Select Instructor pop-up window, do a search for the instructor.  Select the radio button next to 

the instructor and then click Save & Exit.  You’ll get a confirmation that the instructor has been saved 
for the section. 
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12. In the Course Section Information section, put in the minimum and maximum size of the class; select if 

you want to have a waitlist or not; select the enrollment period date.  Click on Save & Exit once you 
have the information added. 

 

 
 
To assign a survey to the classroom course that users will be required to complete before their certificate 
becomes available, complete the following steps: 
 
1. On the top menu bar you will see a button for Administration.  Click on the Administration button. 
 

 
2. Under My Content, click on the name of the course you want to assign a survey to.  The course 

summary page will appear. 
 

 
 
 
 
 
 
 
 
 
 
 
 

Created: 3/31/2014  Page 6 of 7 
Last Update: 3/31/2014   



iLearnOregon 
Creating a Classroom Course  

 
3. On the right-hand side of the screen, click on Manage next to the Surveys box. 
 

 
 
4. On the right-hand side of the screen, click on Assign Surveys. 
 

 
 
5. Search for the survey that you want to assign to the course.  Click on the radio button next to the name 

of the survey.  Click Save.  You’ll get a confirmation screen that shows the survey was assigned. 
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