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Requirements & Resources

Item needed

1. SCORM 1.2 zip file for each online course, OR
2. URLs for courses available on YouTube, Vimeo or other website

To upload online courses, you’ll need

3. iLearnOregon Administrator Training and permissions

Test site

4. ilearn-testing.oregon.gov

Help docs

e http://www.oregon.gov/DAS/EHRS/pages/ilearn.aspx

e http://www.oregon.gov/DHS/BUSINESS-SERVICES/Pages/DHSOHA-ilearn.aspx
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Section 1:

Getting Started

This Section includes

e About Browsers
e Navigation

e Learning Home
e Publishing Tips

e ilLearnOregon Roles

-

[ For advanced information, .\0/

3

look for the Power User icon. 7%

/
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About Browsers

The best browser to use for SCORM courses in iLearn is Firefox. A second good choice is
Edge (which replaces IE, starting with Windows 10).

Using IE can cause a Document Mode error message for SCORM courses. If you receive
this message, please close IE and use Firefox.
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Navigation
iLearnOregon navigation is at the top of the page.

e The Main Navigation (see below) will show for all users.

Main Navigation

Learning  Responsibilities CustomTools @ pT! ~

) Dl i Oregon Depantment
of Human Services

Home Current Training Transcript Catalog

Administrator Navigation

e The Administrative navigation includes one function that show only for Course
Administrators: Responsibilities. Also, Custom Tools shows different functions for
administrators than for students.

See the Responsibilities section, and the Custom Tools section, for navigation
information.

IMPORTANT

If Administrative Navigation does not appear, please see Introduction to Instructor
Access in the Appendix.

Also, note that you must complete the iLearnOregon Course Administrator Training
before you’ll have access to all the features in this manual.
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Learning Home

When you log into your iLearn account, this page appears under the Learning button.
This is your main iLearnOregon homepage as a learner.

l'(l )i_li.,’ \ Leaming  Responsibilities _ 5 - CustomTools @ or- ©

Current Training Domains

Started/Begins Due/Ends Action

Started Mo Due Date Resume

(1) Home: This screen shows a summary your upcoming courses and transcript,
which you can see in detail by selecting the buttons labelled (2) and (3). You
can also search the Learning Catalog (5) from this page, or do a detailed search
by selecting (4).

(2) Current Training: Shows the upcoming classes you are registered to attend
and online courses you’ve started.

(3) Transcript: Shows the status of all courses and curriculums you’ve started,
enrolled in and taken, as well as a list of your certifications. You can also print
your transcripts, or save them as a PDF, from the Transcript screen.

(4) Catalog: Allows you to search for a course or browse by category.

(5) Search Catalog: A quick search feature for finding courses, curriculums and
other content from your Learning Home page.

Custom Tools: Allows you to save your transcript, certifications, billing reports
and more in multiple formats. See the section,

(7) Help: The question mark button leads to more information on how to use
iLearn.

(8) Account Information: The dropdown arrow that’s right of your initials leads to
your account page. See the section,
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Publishing Tips

In both Captivate and Articulate:

O Publish all courses in SCORM 1.2.
O Publish course reporting status as Complete/Incomplete.

O When publishing the course, include HTML5. If your course contains Flash
components, publish the course as a SWF file, too.

In Captivate, under Quiz > Reporting:

O Atthe top, check Enable reporting for this project (even if you don’t have a quiz).

O If you choose Slide Views, do not choose 100% or users won’t be able to finish. At
most, choose 90%.

O Make sure Shuffle Answers and Allow Backward Movement are not checked.
Both settings cause errors.

In addition:

O Be sure to test the course in the iLearnOregon Test site:
https://ilearn-testing.oregon.gov

O For more on Captivate publishing settings, see the section, Uploading Captivate
Courses in the LMS.
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iLearnOregon Roles

In order to upload and access your eLearning courses, and access student information,
you’ll need to be assigned the following roles in iLearnOregon.

e (Course Manager
e Training Staff

e Instructor

e Report Manager

In addition, for each course you own, you’ll receive Manage permission. You can add
other course managers and specify who will be able to take the course. See the section,
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Section 2:

Course Management

This Section includes

e Types of Online Courses

e Adding SCORM Courses

e Adding General Courses

e Updating Courses

e Changing Course Availability

e Who Can Manage & Take Courses?

look for the Power User icon. 7%

- /

iLearnOregon elLearning Manual 2-23-2018 Page 10 of 49

[ For advanced information, \®, ]
o0




Types of Online Courses

There are two types of online courses you’ll commonly use in iLearnOregon.

SCORM

These courses are the most common in iLearnOregon. SCORM (Shareable Content
Object Reference Model) is a set of technical standards that enable eLearning courses
and iLearnOregon to communicate with each other. For example, SCORM settings allow
iLearnOregon to track course progress and completion, according to criteria specified in
a course development program (like Captivate, Articulate or Lectora).

General Courses

With General Courses, iLearnOregon will not track DHS - GRO - Makin' it Lega: The
course completion (unlike SCORM courses). Evnding progess In:regon
Instead, when users complete the course, they
click a Mark Complete button.

General Courses can either be: S i
= T

e Alink to an online course that’s not in
iLearnOregon (for example, training from the CDC, FEMA or Microsoft).
e An online course you upload that does NOT:
O Use SCORM.
O Need to show course progress
O Need to be automatically marked as complete.

Like SCORM courses, however, General Courses display on transcripts and can be added
to curriculums and assigned as training.
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Adding SCORM Courses

First, follow these instructions to test the course inthe 8,

iLearnOregon Test site: https://ilearn-testing.oregon.gov ./:\.

Before you upload your course:

3.

If this is a new online course, it’s a good idea to test it in SCORM Cloud to find and
fix bugs before you upload it to iLearn Test: http://scorm.com/scorm-
solved/scorm-cloud-features/content-just-works/testing-content-with-scorm-
cloud

Use a hard-wired internet connection to upload courses, not wireless.

Copy the zipped file to your desktop and upload from there. You may not be able
to upload it from a network drive (although you should always save all course files
to a shared drive).

As a best practice, make sure the zipped file doesn’t exceed 60MB. See the
section,

After the course works in Test (https://ilearn-testing.oregon.gov), add it to the
“live” Production site: https://ilearn.oregon.gov

. IniLearn, click the Responsibilities Tab. Under Manage Content, select Search &

Create Content.

Create Courses & Content

Add New

In Create Courses & Content, select SCORM and Go. 4 < |

4. \n the Create New SCORM Course window, click Browse to search for the zip file
you want to upload. When

it’s uploaded, click Create, ~ "¢ MewSCORM Course

st Do 3 v sirboct thee ecuirse puackage file, thon s the et 1o select 3 domain and locabe, When you e finished, dick Croate
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Adding SCORM Courses

5. On the Edit Summary page, change the title to meet naming convention
requirements so it will appear in the proper alphabetical order in search results.
See the Naming Conventions information below.

Edit Summary If the course was in the

S L carning Center, add
the Course Number to
the title and keywords.

The course title
begins with the -
agency and your o
division or office,

n users perform searchs.

separated by
hyphens. Note the
space before and
after each hyphen. S— add it to the end of the

pm |f you have a shortened
deeplink to the course,

course description. See
| Creating Deeplinks to
===== Online Courses.

Also add the course description and keywords.

PROTOCOL: NAMING CONVENTION — Course titles should be in the format below,
with spaces before and after each hyphen as shown. NOTE: If the course was
previously in the Learning Center, add the course number to the title. For example:
DHS - CW - Child Welfare Confidentiality - C04155. For more, see Naming
Conventions section.

DHS — CW_— Child Welfare Confidentiality — C04155

'Agency \Division 'CourseTitIe Course Number’

or Office

Include a space before and after each hyphen.

6. When you're finished, click Save.
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Adding SCORM Courses

7. To change the course title, description  gmmay

Comments | Edit

or keywords you just added, click (A) AL T P e e °
the Edit bUtton tO the right Of Keywords: fraud traindu smj prevention detection
Summary- Description:

This mandatory online course is intended to help DHS and OHA employees identify, prevent and report fraud.
MOTE: This is an interactive course. If you need assistive technology, contact DHS Training for an altemate
version of the course.Direct link: https://go.usa.gov/xnaXy &nbs... More

8. Click (B) Edit to the right of Course T

Settings. _ G
Course Settings Edit

9. On the Edit Course Settings page, uncheck Display Page Header and Display Table of
Contents.

Edit Course Settings
Review the course settings selections and make changes if desired. Click Save to save any changes you make.

[J Display Page Header

- [ Hide Course Table of Contents When SCO is Accessed

[0 Display Table of Contents
EJ Automatically Open First SCO

Check Hide Course Table of Contents When SCO is Accessed and Automatically
Open First SCO. Click Save. If you don’t do this, users will see a blank white
window when trying to open the course.

Course Information Edit

10. Click Edit to the right of Course Information. coueCst 000

Course Number:
Course Provider:

Duration (Hours):

11. Add the Course Provider from the dropdown

menu. Add the course Duration (in hours or fraction of an hour). Do not add
anything to the Course Number field, since this can cause errors in iLearn. When
you’re finished, click Save.

Course Information
Add or edit course information for this item.
Course Number Course Provider Duration (Hours) Course Cost

DHS - Shared Services . 2 5
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Adding SCORM Courses

12. If the course has Prerequisites, click (A) Edit to add them.

Prerequisites Edit
Mo prerequisites are currently assigned.
Equivalencies Edit
No equivalencies are currently assigned.

13. If you’re adding a course that replaces a similar online course, include the
outdated course under (B) Equivalencies > Edit.

Equivalencies are important for curriculums that include previous versions
of the online course. See the section,

0 Click Add Equivalencies.

Equivalencies ‘Add Equivalencies

if equivalencies and entities were associated with the content item, then they display below. You may perform actions for the equivalency or an individual entity.
Search for Search Type Content Type User Search

Any words This Domain Only

Filtee Clear Filter

O If the previous version is inactive Add Equivalencies
(”hidden")’ Click See more search criteria. Enter search criteria and click Search to find items to add as equivalencies.

Search for Search Type

Any words

See more search criteria

Search

0 Change the Activity field to Inactive to search for Inactive courses. If the
course doesn’t appear, search for Active courses, too.

14. Check courses that are Equivalencies and click Add. Click Back to return to main
course page.

Add Equivalencies

Enter search criteria and click Search to find items to add as equivalencies,

Search for Search Type Content Type
fraud Any words

~ Hide more search criteria

Title Description Keywords Activity

Inactive v
Search
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Adding SCORM Courses

15. Back on the main course screen, scroll Content g —
down to Content Sharing and click Edit. I

16. On the Manage Content Sharing screen, make Orepon et Aty
sure the Shared boxes are checked next to: Oregon Hedlth Licensing Agency

Orezon State Legislatore

Commizsion on Indian Services

e Human Services, Department of e
Legislative Assembly
e Oregon Health Authority Legilative Cousel Conites

Legizlative Fiscal Office

e Other, Non State Employees (if the e R O
course needs to be accessed by partners Oregon State Litary

. Orezon State Police
or providers) Orsgon Stte Trssry
Oregon University System J
The box will already be checked for your Ofhm, Non S Brpicyes
Parks and Recraation Department Q

domain (either DHS or OHA), which is called
the Owner Domain.

17. Scroll to the bottom of the screen and click Save. m

18. Back on the main course screen, by Permisions
Permissions, click Edit. S

19. On the Edit Permissions screen, click Assign Edit Permissions
Permissions.

20. Fill out the fields as follows:
e Search for: “human services,” “health authority” or “other, non state”.
e Search Type: All words

e Type: Assign Permissions
. . Enter search criteria in the fields and then select Search 1o find entities and assign permissions. Select the checkboxes to indicate your seloctions and then select Save.
O rga n |Zat|0 n Search for Search Type Type User Search
human services Allwords v Organization v All Domains v
e UserSearch:All
Search

Domains

Click the Search button.
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Adding SCORM Courses

21. Find the organization and check the box in the View column. Click Save.
e Repeat this for all the domains you shared content with.

Mame/Title Type View Launch Manage Info
Department of Health and Human Services (HHS) Organization [m] [u] i ]
Department of Health and Human Services (HHS) Organization o =] i)
Department of Human Services Partners Organization a [m] i ]
Department of Human Services Staff Organization (m] o Li]
Health and Human Services Organization [m] u] i}
Human Resource Services Division Organization =) o 1]
I Human Services, Department of Organization =] I [m] i
OCLP Department of Human Services Team Organization [m] [m] (3]
Washington County Health & Human Services Organization ] [m] i}
Washington County Health & Human Services Organization a [m] (i ]

g

22. On the Edit Permissions page, make sure all the permissions are in place. To do
this, change User Search to All Domains and click Filter. This will display a list of
all permissions.

Edit Permissions

Enter search criteriain the fields and then select Search to find entities and assign permissions. Select the checkboxes to indicate your selections and then select Save.

Search for Search Type Type User Search
Any words v v All Domains v
-L — ‘
Name/Title Type Miew Launch Manage Info
Everyone {Human Services, Department of) Role B8 [m] (1]
Human Services, Department of Ovganization = [m} 1]
Oregon Health Authority Organization (=] m] i ]
Other, Non State Employees Organization =] [m} [i]
Trainingl6, DHS User =B =] i ]

When you’re finished, click Save, then click Back to return to the main course
screen.
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Adding SCORM Courses

23. If you want to course to be inactive, click (A) Edit by Manage Activity to make the

change.
Manage Activity ° Edit

Active

Window ° Edit

Window Attributes

Versioning ® ° Edit

Disabled

24. To set the size and attributes of the course window, click (B) Edit on the Window

bar. The window size should be at least the dimensions of your course. (For more,
see .) Set the width and height, and click

Save. Click Back to return to the main course screen.

The Preview button provides a list of course parameters, not a visual of
the course.

25. Do NOT use the (C) Versioning feature, which can cause errors. For more
information, see the section.

26. Information in the Credits section, such as the number of training hours, will
appear on student’s transcripts. Add this information as a best practice.
By Credits, click Manage. Credite —

27. Click Add Credit Types.

Creis

Select Add Credit Type to add a credit type. To remove a credit type, select the checkbox next to the credit type and select Remove. Enter or edit the credit value in the Credit
Value column, Select Save to save your changes.
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Adding SCORM Courses

28. Select the Credit Type that applies to your course. If none apply, use Training
Hours, located at the bottom of the list.

Technical Credits

Back m

Add the course duration in hours (or fraction of an hour) to the Credit Value field
so it will appear on user transcripts.

29. Click Add, then Back to return to the main course screen.

Ty

Under Revision

30. When you’re finished, scroll to the top of the main course page.
Click the Check-in button so studentss can access your course.

Otherwise, it will be marked as “Temporarily Unavailable” in search results.

OHA - OEI - Planning Accessible Meetings and Events

Online @ Temporarily Unavailable

Training for OHA staff and managers who plan meetings and events for the pu

31. Test the course to be sure it works. Click the Learning tab and search for your
course in your student view.

@
of Human Services

Home Current Training Transcript Catalog

. . OHA - OEI - Planning Accessible Meetings and Events
32. Make sure the course information i & g

appears correctly in search results.  1rining for ora staff and managers who plan meetings and events for the pub
CIle the tltle and test the course course, contact DHS Training. Course link: http://go.usa.gov/xkGgé

English (United States)
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Adding General Courses

General Courses will not be tracked or automatically marked as Complete in
iLearnOregon. Typically, these courses are located on another site, like FEMA or CDC.

For more, see

33.After the course works in Test (https://ilearn-testing.oregon.gov), add it to the

“live” Production site: https://ilearn.oregon.gov

34.In iLearn, click the Responsibilities Tab. Under Manage Content, select Search &

Create Content.

[ )
— of Human Services

Training

Content Created by Me

Manage Content

Content Items Type Date Created Date Modified ‘ Search & Create Content

DHSOHA - HR - Fraud Detection and Prevention Online 2/12/2018 2{12/2018

Manage Enrollment for Classroom Courses

35.Search to make sure the course doesn’t already  search
exist. To do this, click See more search criteria. =
» See more search eriteria
Search
Search for
36.Under Activity, search for Active
and Inactive courses. These i sl
two searches must be done ‘mw ContentType
separately. The default blank will
not return all results. e .
mi ating
Created by me CoursesI'm teaching m
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Adding General Courses

37.1f the course does not exist, create a new one. In Créate Cotirées & Conterit

Create Courses & Content, select General Course and Add New
G General Course ~ ﬂ
o.

38.0n the Create New General Course screen, add the course title, description and
keywords. See the section
for specific information. st

“Select File

Browse

2 URL

39.Under Document Type, select File, URL or Video.

e If you choose File, browse for the file (such as a PDF, document,
PowerPoint or Excel spreadsheet).

e |f you choose URL, paste the course URL oocumen Tpe
in the Enter URL field. i
e [f you choose Video, enter the Video URL

O Video

or embed code for the video and click the
Test Video button.

40.Click Create.

41.0n the main course screen, scroll down to course attributes.
e |[f the course has Prerequisites,

click Edit and add them. Prerequisites
No prerequisites are currently assigned.
e If this course replaces a previous
Equivalencies
VerSIOn Or has another No equivalencies are cumently assigned.

Equivalency, click Edit and add it.

42. By Content Sharing, click Edit. Content Sharing

Offered to 0 Domains
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Adding General Courses

43. On the Manage Content Sharing screen, make
sure the Shared boxes are checked next to:

e Human Services, Department of
e Oregon Health Authority
e Other, Non State Employees

Note that the box will already be
selected for your domain, which is called

the Owner Domain.

44. Scroll to the bottom of the screen and click Save.

Oregon Health Licensing Agency

Orezon State Legislatore
Commizsion on Indian Services
Legislative Administration
Legislative Assembhy
Legislative Counsel Committes
Legizlative Fiscal Office
Legislative Revenue Office

Oregon State Library

Orezon State Police

Oregon State Treasury

Oregon University System

Other, Non State Exployees

Parks and Recraation Department

45. Back on the main course screen, by Permissions, click Edit.

Permissions

Available to 1 Individual Users, 1 Groups

46. On the Edit Permissions page, click
Assign Permissions.

47. Fill out the fields as follows:

Assign Permissions

Enter search criteria in the fields and then select Search to find entities and assign permissions. Select the checkboxes to indicate your selections and then select Save.

Search for Search Type Type

human services All words £ Organization

Search

Edit

Edit Permissions

User Search

o All Domains

Assign Permissions

e Search for: “human services,” “health authority” or “other, non state”.

e Search Type: All words
e Type: Organization
e User Search: All Domains

Click the Search button.

iLearnOregon elLearning Manual 2-23-2018
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Adding General Courses

48. Find the organization and check the box in the View column. Click Save.
e Repeat this for all the domains you shared content with.

Mame/Title Type View Launch Manage Info
Department of Health and Human Services (HHS) Organization o =] i)
Department of Health and Human Services (HHS) Organization a 1 (i ]
Department of Human Services Partners Organization (m] [n] i ]
Department of Human Services Staff Organization O ] i}
Health and Human Services Organization O [m] (i ]
Human Resource Services Division Organization o o o
I Human Services, Department of Organization =3 I [m} li]
OC&P Department of Human Senvices Team Organization [m} [m] i)
Washington County Health & Human Services Organization O m] i ]
Washington County Health & Human Services Organization a o [i]

49. On the Edit Permissions page, make sure all the permissions are in place. To do
this, change User Search to All Domains and click Filter. This will display a list of
all permissions.

Edit Permissions

Enter search criteriain the fields and then select Search to find entities and acsign permissions. Select the checkboxes to indicate your selections and then select Save.

Search for Search Type Type User Search
Any words ~ -. All Domains w
‘mﬂ =T
Name/Title Type View Launch Manage Info
Everyone {Human Services, Department of) Role B8 a (]
Human Services, Department of Organization =} [m} [i]
Oregon Health Authority Organization 2 m} a
Other, Non State Employees Organization =] o Li ]
Trainingl6, DHS User = =] i}

When you're finished, click Save, then click Back.

| o |

Under Revision

50. When you’re finished, scroll to the top of the main course page.
Click the Check-in button.
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Updating Courses

In iLearnOregon, you can update existing SCORM courses as long as the changes are
minor, such as changes to text on existing slides.

This will NOT work if you make structural changes, such as adding or deleting
slides or quiz questions. As a result, students who have started (but not
completed) the course will have to start over. Instead, add a structurally-changed
course as a hew course.

While iLearnOregon includes a Versioning option for updating courses, it doesn’t
work well at this time and is not recommended. See the section,

If an eLearning course is updated, this will automatically change any curriculum
that includes the course and students who completed the curriculum will now
show as incomplete. See the section,

Steps:

1.

As with new courses, you should upload the revised course in the iLearn Test site
first to ensure it works properly: ilearn-testing.oregon.gov

In iLearn, click the Responsibilities Tab. Under Manage Content, select Search &
Create Content.

Search for the course and click on the title.

Available

On the main course screen, click Checkout.

Next to Course Files, click £dlt.

Course Files Edit

Current Package: OHA - OEI - Planning Accessible Meetings and Events.zip
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Updating Courses

6. On the Upload Course Files screen, click Browse and select the updated zipped
course file. When you're finished, click Upload.
The zipped course file should be located on your desktop, not a network
drive.

Upload Course Files

Click Browse to open the "Choose file™ window. Locate the ZIP file containing the course package. Double-click the name of the ZIP file (window closes) and click Uptoad.
Current Package: test-responsive course.zip

File Name

7. After the file finishes uploading, click Back.

8. Change any other course settings, if needed. Do not use the Versioning
option. It can create problems and is not reversible.

9. When you're finished, select the Check-in tab so users can
access the course.

Under Revision
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Changing Course Availability
There are two ways to make a course unavailable for registration.
e While you’re editing the course, it will be Checked Out. While unavailable for
registration, it will still appear in search results.

e Make the course Inactive, which will hide it from the search results. For more
information about managing activity, see the

To make a course unavailable for registration
1. Click the Responsibilities Tab. Under Manage Content, select Search & Create

Content.
9,
PloHS oopme
Training
Content Created by Me Manage Content
Type DateCreated  Date Modified ‘ Soarch & Crasts Comanit
DHSOHA - HR - Fraud Detection and Prevention Online 2f12/2018 2/12/2018 Manage Enrollment for Classroom Courses

2. Search for the course and click the course title.

. . Checkout
3. On the main course screen, click Checkout.
Available

4. Scroll down to Manage Activity and  ...ce ey -
click Edit. o

5. Change the course setting to Inactive. If  .nage activity

needed, you can set Start and End ?SL??%_SZ‘Q’:E;'C‘SSET:Eii'n?ififlil'n?l‘iﬁ";;ié,';‘Lﬁ:ﬁﬁ'}ﬁ;?ﬁ?:ﬁﬁiﬁ?&i‘!:3&:?;?22‘.‘&‘;’;':‘2&‘féi”.?é?.b°““"'““
dates for when the course will remain M,;

either Inactive or Active. & st e

Click Save. — e

Midnight

6. When you're finished, click Check-in.
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Changing Course Availability

To make a course available for registration

Check out the course and change the Manage Activity setting back to Active.

Select Check-in when you're ready to make the course available for registration again.
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Who Can Manage & Take Courses?

Be sure the Content Sharing and Permissions options are set for everyone who
needs to take the course. Often, this means sharing content with “Other, Non State
Employees” or adding permissions at the Organization level. See the Content Sharing
and Permissions information under or

You’ll receive Manage permission for each course you own. Managing permission at the
course level enables you to specify who can take the course and add other course
managers.

7. Click the Responsibilities Tab. Under Manage Content, select Search & Create
Content.

L)
|)(DH g Oregon Department Learning Responsibilities t Custom Tools (2] oT -
Q of Human Services

Training

Content Created by Me Manage Content

Type Date Created Date Modified

DHSOHA - HR - Fraud Detection and Prevention Online 20122008 2/12/2018 Manage Enrollment for Classroom Courses

8. Search for the course and click the course title.

. . Checkout
9. On the main course screen, click Checkout.
Available

10.By Permissions, click Edit.

Permissions Edit

Available to 1 Individual Users, 1 Groups

11. On the Edit Permissions page, click Assign Permissions.

Edit Permissions

Assign Permissions
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Who Can Manage & Take Courses?

12.Search for the person you want to add.

Assign Permissions

Enter search criteria in the fields and then select Search to find entities and assign permissions. Select the checkboxes to indicate your selections and then select Save.

Search for Search Type Type User Search
jehnson bruno All words o User e All Domains wr
Search

e Search for: Add the name, both last and first
e Search Type: All words

e Type: User

e User Search: All Domains

When you're finished, click Search.

13.Next to the person’s name, check View and, if appropriate, Manage.

Name/Title Type View Launch Manage Info
Johnson, Bruno User =) = i}
=

When you're finished, click Save.

14.1f the name doesn’t appear on the Edit Permissions screen, change the User
Search field to All Domains and click Filter.

Edit Permissions

Enter search criteria in the fields and then select Search to find entities and assign permissions, Select the checkboxes to indicate your selections and then select Save.

Search for Search Type Type User Search

Any words W All Domains
‘ Filter | | Clear Filter ,
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Section 3:

Managing Enrollment

This Section includes

e Viewing Course Participation

e Enrolling Users in an Online Course

look for the Power User icon. “e“

" /
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Viewing Course Participation
To see a list of students who have started or completed an online course:

1. Click on the System Tools icon.

Responsibilities arch Catalog Custom Tools @ e - O

Learning

Piors o

System Options

Training People System

Reporting

2. In the System Options pop-up window, select
System. Click Reporting and Reports Console.

Reports Console

Shared Content/Objects

Branding and Customization

3. Onthe Reports Console
scree n’ sea rCh fo r training fﬁzfj;sr ::f:f:ipor\ Create, manage and run custom reports, and import ad hoc reports {if the system contains this feature),
progress by content. (You

Search

can also leave the Search S R S A

. To perform a search, enter keywords in the Search Text field. Then make selections using the search criteria options, and click Search. Use the Advanced Search link to enter
Text fl e I d b I a n k a n d more specific search criteria for your search.
simply click the Search [Lsowren g e | el - |

SearchType  Allwords

button for a list.)

Records found: 3

Changing the Search Type e

to All words or Exact —
phrase will narrow search DURE

results. Then click the
report, Training Progress
by Content.
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Viewing Course Participation

Training Progress by Content

4. Click the Select button. l*‘ S——
J

>

5. Enter a search term, like the name of the
course. If you know the exact name of -
the course, reduce the search resultsby [
selecting Exact phrase from the Search
Type dropdown menu. Check the Online
box and click Search.

6. Choose your course and click Select.

Title Type

- o  DHSOHA-HR-AddressingConflict of Interest - C05106 iiiae
= An onfine course for DHS employees about recagnizing and addressing conflict of intevest, both on an,,

7. To get all active user results: On the  Training Progress by Content

Run Report screen, check the box Run Report

next to Include aII sub- Use the form below to indicate the parameters for the report you want to run. Then click Run Report to run the report.
" - Title DHSOHA - HR - Addressing Conflict of Interest - C05106

organizations. Do not select any g Type SO

0 rga n i ZatiO n S . Organization m{] Other, Non State Employees

m{] State of Oregon

- 4 Include all sub-organizations

To get user results only from a User Activity | actve
specific organization: Click the plus Progress Status

sign next to the type of staroate m 2o
Organization to expand options. EndDate —
For example, the plus sign next to #Records perpagel 25 -

State of Oregon will open a list of Layout | octa
agencies and organizations within E=Ea

the state. NOTE: Do not check the
box by State of Oregon unless you want to include all state agencies and
organizations.
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Viewing Course Participation

Make your selection from the list: for example, Human Services, Department of
and Oregon Health Authority. Check Include all sub-organizations to include all
the additional groups listed under the agencies and organizations you selected.

8. Scroll down to the bottom of the screen. Set User Activity to Active. Leave the
Progress Status field blank to include users who have started, enrolled in, and
completed the course. Click the Run Report button.

9. A new window will open. Depending on the size of the report, it can take a

minute or two to open.
Be sure your browser is not

blocking pop-up windows. S S
To sort the results: sy

Training Progress by Content
Print  SaveNew | Viewlayouts —Refres lose Window

‘Wednesday, February 21, 2018 Title: DHSOHA - HR - Addressing Conflict of Interest - C05106
Online: Organization: All

A. Click on the column headings
to sort the results by name,
date, score, etc. or click the
Sort button for more specific

-
G
| L EEEEIS
sorting. o 1+ o 1 o, oo

B. Click Filter to narrow your search. For example, to see who completed the
course: Progress status=Complete.

10. When you’re finished, you can get a copy of the report by selecting Export to
Excel, PDF or XML.

Training Progress by Content
Print SaveMew Viewlayouts Refresh Close Window ExporttoExcel Exportto PDF Export to XML
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Enrolling Users in an Online Course

1. From the Home screen, click Responsibilities and go Manage Content
to the Manage Content section on the right side of
the page' SeIECt Management EnrOIImentfor Manage Enrcllment for Classroom Courses

Onhne Courses. - Manage Enrollment for Online Courses

Search & Create Content

2. Search for the course and select it.

3. Select Enroll Users by the course name.

DHSOHA - HR - Addressing Conflict of Interest - CO5106 106 Manage Enrollment 0

ﬂemouum

4. This opens a Batch Enroll screen,
where you can search for users and
add them to the course.

1 Results {1 Selected)

The course title and link will appear on the user’s home page.
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Section 4:

Appendix

This Section includes

« Naming Conventions

e Curriculums

o Versioning

o Creating Deeplinks to Online Courses

« How to Reduce Online Course Size

o Reports

« Uploading Captivate (v7+) Courses to the LMS

« Powtoon Videos: How to Add

look for the Power User icon. 7@M

o /
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Naming Conventions

Online courses follow the same naming conventions as the other course types. They are
easily identified by a computer icon and by Type: Online.

Course Title

First, ensure your course does not already exist in the Learning Catalog. If it does, make

the old version unavailable for registration. (See section, )
DHSOHA — QED — Feedback for Managers — C02303
I Agency I Division Course Title  Course Number
or Office

Include a space before and after each hyphen.

e Start with the 3 letter organization code: DHS or OHA, or DHSOHA (as shown
above) for Shared Services.

e Follow it with a space, a hyphen and a space.

e Add your division, area or office code: for example, DMAP, SSP or OIS.

e Follow it with a space, a hyphen and a space.

e Add the course name: for example, DHS — OCP — Contracts Overview.

e Finally, if the course was previously in the Learning Center, follow the course title
with a space, a hyphen and a space, then include the course number, as shown
above.

Must not exceed 100 characters (including spaces and punctuation).

Out-of-date online courses that have been made inactive should include “Retired
Course:” before the course title. For example:

DHSOHA - OED - Retired Course: Feedback for Managers — C01111

Course Description
The course description is included in the email sent to the learner from iLearnOregon. It

should be concise. While iLearnOregon allows unlimited characters in this field,
it does not format, which makes the text difficult to read.
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Curriculums

If an eLearning course is updated, it will automatically change any
curriculum that includes the course. Let all instructors know that .,z\.
you’ve updated the course so they can change their curriculums, too.

A curriculum is a collection of courses and materials about a specific topic.

e Forinformation on how to create, change or hide a curriculum, see

section.

e Curriculums can include classroom, virtual and online courses, as well as materials
like PDFs, PowerPoints and more. For information on how to upload these
materials, see the &
Resources section.

e If courses need to be taken in sequence, you can organize them in a curriculum so
that they must be taken in the order you choose (for example, a new employee
curriculum).

Courses will still be available as individual courses outside the curriculum.

If you need to change an existing curriculum, users who already finished the curriculum
will now show it as being incomplete. To keep that from happening, follow the steps in
the section,
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Versioning

Versioning was designed to keep track of each new version of a course you uploaded.
While this would simplify reporting, unfortunately, it can cause issues with your course.
Do NOT use Versioning at this time. Ve ®

What happens?

New students may have problems finding the latest version of the course.
Returning students may have to re-take the course when the version they started,
but didn’t complete, is no longer available.

Versioned courses “break” curriculums for students who completed previous
versions. This means the course will show as Started, instead of Complete, on
their transcripts.

What to do

It depends on the type of changes you made to your course.

If you made simple changes (like text changes) to existing slides, you can upload a
revised course over an existing one. See

If you made structural changes to the course, such as adding or deleting slides or
quiz questions, add it as a new course and hide the existing one.

Consider adding a version number at the end of the course title. For all prior
inactive versions, add “Retired Course:” before the course title, like this example.
DHSOHA - OED - Retired Course: Feedback for Managers — C01111

Like versioned courses, new online courses will automatically change any
curriculum that includes the course. Let all instructors know that you’ve updated
the course so they can change their curriculums, too. See

For reporting purposes, manually keep track of all versions of a course. When
Versioning becomes functional, we’ll let you know.
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Creating Deeplinks to Online Courses

“Deeplinks” are links you can include in communications (like emails and

. : . \9,

documents) that lead directly to a classroom, virtual or online course. These 0,3\0
instructions show how to create a shortened deeplink to your online course.

If you include more than one deeplink in a document (such as a training
calendar), each link will open a separate new browser tab. Before starting each new
course on the list, users should close the browser tabs for courses they’ve taken.

1. Make sure you're in Learning > Home D{DHS 2 M ]

(your student view) and search for
the course in the Search Catalog ‘ J

field.
Farmat: Desktop
Course Provider: DHS - Shared Services
2. Once you’'ve opened the course, click on Item Details on the oo Nomber Cotgos
main course page. Duration (Hours): 5

Credits: 0.5 Other Credits

‘ Item Details

3. A box will open up on your screen and the background will grey out. Highlight the
Content Link. This is what you will paste into go.usa.gov.

Unique 1D: 60393 1044260T4E9AMAS54850TEE9E91C

Content Link: https://filearn-testing.oregon.gov/dlL aspx?id=6D931044260 TAESAAAS5489DTEEIEI1C

“Go.USA.gov” is a URL shortener that lets government employees create
short .gov URLs from official government domains, such as .gov, edu, .fed.us,
or .state.xx.us URLs. You can create a free account using your state.or.us e-mail
address.
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https://go.usa.gov/about

Creating Deeplinks to Online Courses

° You can also paste this link into an Outlook email message and
change the link to the course title. To do this, paste the link into an email,
highlight the link, right-click and select Hyperlink.

Bee...

Subject

Click here to take the course, https://ilearn.oregon.gov//DL.aspx?id=0089EF15C5C745EDBFOB1B84296CCOE3

e Change the Text to display field ' .
to the course name. M.ade sure o e = Dl
the hyperlink appears in the crvenbae| [T 0 i ] Cotoms.
Address field. The Existing File sl || Al oo
“rages Business Objects
or Web Page button at the left - Gt e
should also be selected. 2o | | & oesbeportoqorcenconcems d
Email Addrgss: | hitps:/ileam.oregon.gow/DL.aspx7id=0089EFL5C5 (T45EDBFOB1B34] v |

The course name will now display in your email. Be sure to test the link
before sending the email.

Click here to take the course, DHSOHA - OED - PowerPoint Basicsl

4. Login to your “go.usa.gov” account, or create an account if you don’t have one. Once
you’re logged in, paste the link you just copied and click the Shorten button.

GoJUSA.gov

Create short, trustworthy .gov URLs

Enter Long URL Here

\ttps:/filearn-test.oregon.gov//DL.aspx?id=1A689490DFFDACDBIB 13ADF341CA29FD S Te]1

5. Your Shortened URL will appear. This is the Shortened URL

link you’ll send in communications about http://go.usa.gov/cuasB

your course.
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Creating Deeplinks to Online Courses

. Back in iLearn, click Responsibilities (your administrator view). Under Manage
Content, click Search & Create Content.

. Search for the course and click the course title.

. On the main course page, click Checkout.

Available

. By Summary, click Edit.

Summary Comments | Edit ‘

10. Paste the go.us.gov Shortened URL at the end of the tacc

B I U & x x* A-T- 6- 9-
Course Description- I—abel it as ”course Iink:" aS Training for OHA staff and managers who plan meetings and

ShOWI"\ rse, contact [

Course link: http://go.usa.gov/xkGge

When you’re finished, click Save.

Do not put the deeplink (or other information) into the Course Number field,
which is located in the Course Information area. It can cause errors when running
reports on the course.

Under Revision

11. Click the Check-in tab.
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How to reduce online course size

Although iLearnOregon has a maximum file size of 300MB for eLearning courses, it’s
strongly recommended that you keep the size of your zipped course file at 40MB —
60MB. Users may not be able to download larger courses, which means many
people won’t be able to take your course. You may have problems uploading the course,

too.

What are the best ways to reduce file size?

1.

If your course includes narration, reduce audio file size. In Adobe Captivate, the
default setting for audio is 96kbps (near CD bitrate quality). Setting it to 64kbps
(FM bitrate quality) will reduce the file size substantially. To do this:

o In Captivate, go to Edit > Preferences > Recording > Settings. Click the Audio
Settings button, then change the setting to FM Bitrate (64kbps).

Project Preferences: Recording: Settings

. If your course includes embedded video, remove it and stream the video instead.

To get your video uploaded to YouTube, contact the OIS Web Team.

. Reduce the size of image files. If you don’t have Photoshop or another image

editing program, you can do this in PowerPoint. Here’s how:
O Insert the image in PowerPoint.
0 Change the largest dimension (width or height) to 3".
0 Right-click on the image, then "Save as picture."

If you’re using Photoshop, this will be a two-step process:
O Resize the images. Typically, you can set the largest dimension to 500
pixels.
O Optimize the images in Photoshop by clicking CTRL + Alt + Shift + S.
Optimizing will significantly reduce the size of image files.
0 If you re-sized images in PowerPoint, you can optimize them even more in
Photoshop by experimenting with file type options.
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How to reduce online course size

4. Remove unused items from the Library in Captivate. To E‘
do this, click the Library icon (next to Properties), then I
click the Select Unused Items icon. This will highlight all
images that were imported, but not used.

Next, click the Delete (trash can) icon, located next to -

the Select Unused Items icon.

5. Minimize or eliminate transition effects used.

6. If you have a slide that pauses, ensure that it isn’t longer than necessary on the
timeline. Typically, you can trim slides down to about 3 seconds.

7. Use solid colors instead of gradients.

8. In Captivate, avoid using FMR (Full Motion Recording) if possible. (FMR slides
have a Video Camcorder icon at the bottom right-hand corner of the slide.) To
prevent FMR slides from being included in the published file, you can either:

o Hide each slide (select the slide, right-click and choose Hide Slide), or
o Use the Library panel to delete the slides.

9. Other options in Captivate:
o Make the slide dimensions (resolution) smaller. Go to Modify > Rescale
Project. You may have to reposition text and graphics on some slides.
o Change the quality and compression settings for images. Go to Edit >
Preferences > Project > Size and Quality. Uncheck Retain Slide Quality
settings to reduce BMP quality, or reduce the percentage quality of JPGs.

10. Compress media in your project. Here’s how to compress media in Storyline,
Lectora or Captivate: http://elearninguncovered.com/2013/08/compressing-
media-in-your-e-learning-authoring-tools/

There are many more resources and ideas in eLearning forums and blogs. Let us know
what you learn! Share your best tips so we can strengthen our eLearning community.
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Reports

When using iLearn’s Reports feature to pull a report for eLearning course completion,
pull two reports: one on the General Course version (for any versions migrated from the
Learning Center) and one from the SCORM course created in iLearn.

If the course was ever updated, you may have more than one SCORM version in iLearn.
This will require pulling additional reports.

For more information on reports, see the

Uploading Captivate (v7+) Courses to the LMS

First, make note of the course dimensions (width and height). If
your course has a Table of Contents (TOC) that isn’t collapsible, N8,
add enough pixels to accommodate it. For example, fora “¢%

Captivate course with a side TOC, add 250 pixels to the width.

Prepare your course in Captivate

In Captivate, go to File menu > Publish. On the Publish screen, choose settings:

[0 Project title (the filename): Make it fewer than 15 characters, lowercase, no special
characters or spaces.

[0 Advanced Options: Choose Scalable HTML

[0 Folder: Export files locally to your desktop, not to a network (save backups on the
network).

[0 Output Format Options: Choose SWF, HTML 5

[0 Output Options: Choose Zip Files, Export PDF (if needed), Flash Player version: Flash
Player 10

[0 Click on the Preferences button on the right/middle.
e Recording: Click the Audio Settings button. Select FM Bitrate (64kbps) to reduce

file size.
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Uploading Captivate (v7+) Courses to the LMS

Under Quiz > Reporting:

O At top, check Enable reporting for this project (even if you don’t have a quiz).
If you choose Slide Views, do not choose 100% or users won’t be able to finish.
At most, choose 90%.

O Select LMS: Other Standard LMSs and Standard: SCORM 1.2. Click on the
Configure button.

» In the Title field, enter the course title. Your title will replace “Captivate
E-Learning Course.” Keep the title short and don’t add any characters
except a hyphen (-) or underscore (). If the title is too long or includes
other characters, the course may not upload.

» Click OK button.

Quiz > Settings: Do not select Shuffle Answers. Be sure that Allow Backward
Movement is not checked, as this causes errors.

Quiz > Pass or Fail: Under If Failing Grade, don’t select Infinite Attempts. (This
can frustrate users for quizzes like multiple answer.) Instead, choose a reasonable

number of attempts, such as 3.

Click the OK button to close this menu.

O Click on the Publish button.

Upload the course to the LMS Test site

Login to the Learning Management System (LMS) TEST site.
See instructions for your LMS on how to upload the course.

Keywords: Be sure to include common terms that learners would use, even
misspellings.
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Uploading Captivate (v7+) Courses to the LMS

Synopsis: Keep this brief, a few sentences. NOTE: Each office must provide an
alternate format if requested by a student. Be sure to add the following phrase
with your office name and contact info: “If you use assistive technology and need
an alternate format, please contact: "

Test Your Course

Testing is the most important step prior to making your course live. Have your Subject
Matter Experts (SMEs) verify that the content of the module is accurate. It is important
to have people who are not familiar with the course do testing as well to help ensure
your learning goals are met.

In the Learning Management System TEST environment, search for your course using a
keyword. Be sure you’re checking for Active courses.

An overview of some of the elements to consider when testing:

O

O

Oo0ooOoOooag

Oad

Start the course but don’t complete it. Is it listed under ‘Online courses’ on your
homepage?

Complete the course. Is it ‘complete’ on your transcript and removed from your
homepage?

Does every button work? Do all of the Next and Back buttons work?

Is the content cut off by the window size? Did you publish as scalable HTML?
Does the audio work correctly? Is the audio file size set at FM Bitrate (64kbps)?
Does the closed captioning work correctly?

Is everything spelled correctly?

Do all URL links and other links in the module work?

Did you test in different operating systems and browsers? Try it on a home
computer? Have you had several people test in the TEST environment? (Ideally
include SMEs and people not familiar with the course.)

If you have video, does it play correctly and in its entirety?

Is your module ADA compliant? Research accessibility for specific compliance
instructions.

Do page transitions advance correctly (giving the viewer time to read content, for
example)?
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Uploading Captivate (v7+) Courses to the LMS

If you need to troubleshoot in Captivate and upload a corrected version, repeat all of
the steps in

If you upload several versions, be sure to inactivate previous versions. When
you are done testing your course, upload to Production (a.k.a. the ‘live site’). Finally, be
sure to test your course in Production to verify that the course functions properly.

Powtoon Videos: How to add

PowToon videos are added to iLearn as General Courses linked to the video URL.
Unfortunately, the Powtoon website makes users think they need to register with
Powtoon to view the video. The website also enables users to read and submit any
comments they want under the video.

Here’s an example of the Powtoon website shown below:
https://www.powtoon.com/online-presentation/dGRWgM1VEfv/employment-
1st/?mode=movie

Employment 1st

Notice the “Sign up for free” button,
Login and Sign up buttons on the top P e
right, and the Sign up For Free picture
ad.
“Bndien

Also notice the Facebook Comment Box
under the video.
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Powtoon Videos: How to add

To get rid of this view and link to the video only:

15. Under the picture ad, click the “embed” icon.

16. In the pop-up window, copy

X
N . </>
the highlighted portion of the / | EMBED CODE
URL (without the quotes “”), as S
src="hatp /v powtoon.cormiiembed/dERWEMIVER™
S h own. frameborder="0"></iframe>
ThIS |S What yOU Wl” need to Select a size, the embed code changes based on your selection.

use when you are creating the
General Course and using a
video from a website. |

NOTE: Be sure to copy only the URL, not the entire code.

17. IniLearn, click the Responsibilities Tab. In the Administration Console Training
section, click General Course.

18. Under Manage Content, select Search & Create Content.

19. In Create Courses & Content, select General Course Create Courses & Content
and Go. ke
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Powtoon Videos: How to add

20. On the Create New General Create New General Course
fields (marked with *). ..
B I U & = = A-TH-4-9--R-EB @ 3 3 B % 8 < N B

21. Under the Select File field, click :
the round button next to URL. o

uuuuuuuuu

“Enter URL

Test the new course to make sure you no longer see the site in its entirety, but only the
video.
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