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Proprietary Notice

The software described in this document is a proprietary product of Atrixware, and is furnished to
the user under a license for use as specified in the license agreement. The software may be used or
copied only in accordance with the terms of the agreement.

Information in this document is subject to change without notice and does not represent a
commitment on the part of Atrixware. No part of this document may be reproduced, transmitted,
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written permission of Atrixware.

Trademarks
Weblearning LMS and Test Pro Developer are trademarks of Atrixware. All other trademarks and
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Who is this Documentation For?

If you are reading this manual, it is assumed that you are a course administrator of a Weblearning
System.

A “Course Administrator’ is the person who authors and delivers online courses and accesses the
instant scores and reports.

The ““Server Administrator” is the person that sets up the server, configures the server-wide
settings, can add, remove, and modify course administrators, and can view score report information
across all course administrator accounts.

There can only be one Server Administrator in a Weblearning System. If you have a “Hosted”

| Weblearning Plan, then Atrixware acts as your server administrator. If you have an “Enterprise” |

| System, then you must appoint a server administrator. Read the “Weblearning Server
: Administrators Guide” for more information.
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Common Elements of the Interface

Course Admin Application — Layout/Format

Every section in the Course Admin area of the Atrixware Weblearning System has the same look
and layout. It uses a tabbed navigation to help you easily identify where you are, complete with

breadcrumb-navigation:

Tabs

Breadcrumb Navigation
Sub-tabs

Icons

Articles & Tutorials
Recent Questions

oo wdE

Atrixware Weblearning LMS

Courses Learning Modules Slides Files Users Reports

Courses > Manage (iz)
N

v 4990

anthony | Sign out |[HELP:

Account

Dashboard Search Course List ka)

Course Plugins

Course Management

@ 8 QO

_—
o \ ]
New Course List All Search Template

User Links
%

- e

| il

Master Login Public Listing

Articles & Tutorials

How To Convert PowerPoint
E-Learning B tions into
Movies

Five Ways to rs to Your
Online Courses

Add Live Chat to Your Online
Courses

Weblearning Design Editar
Tips

Using Dynamic Scripting in
your Course Designs

The Weblearning Master Login
Feature

Sending Weblearning Emails
as HTML

Recent Questions

Q&A-Recommended Browser

Settings
Q&APublic A Trial
Course

Q&AEnter Question Title

Start %tun

Q&AExport Quiz Questions
Q&A-Republishing

Q&A-Test Wont Submit
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Help and Information Buttons

There are many contextual help and information buttons placed throughout the Weblearning System.
A popup message will appear when you hover your mouse over these ‘i’ icons (I for ‘information) -
the message will explain how a feature works, what the options are, and/or what the results of using
the feature are.

General Advanced

m Mddule Type Learning Module

complete or incomplete, and a practice

quiz is graded but not recorded. ) :
Juestion/slide per page) -

is a quiz that will be delivered using a
random variation of questions to each
student.

If variations enabled is shown, then this {
n

Sanner I Chooss I I Hrevieﬂ'l

w.& quiz is graded and recorded, a learning
module or presentation is recorded as
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System Terms and Definitions

Described below is some of the common terminology used in the Weblearning 9 system and what
they mean in the context of Weblearning.

Slide, Question or Content Item

These represent a slide, which can be a ‘question’ slide, or an “‘informational’ or ‘presentation’ or
‘non-interactive’ or ‘non-scored’ slide, and are used and shared across the *quiz’ module types you
can author.

Module, Learning Module, or Authored Content
A module is a term used to describe an item that can be tracked and/or is an activity required in order
to complete a course. Some examples are quizzes, videos, presentations, and learning exercises.

Course (or Online Course)
A course is best described as a password-protected web site that contains a combination of learning
materials, exhibits, textual content, and other items.

File or Uploaded Content

A file is something you upload into your Weblearning account for use in your courses, modules, or
questions/slides. Files can be of many kinds, including images, sounds, office documents, PDF’s,
Flash videos, and much more.

User, Private User or User Account
These are for a participant that accesses your courses. Other terms that would describe this are:
‘student’, ‘end user’, ‘employee’, ‘participant’, ‘customer’ or ‘learner’.

Account Admin/Administrator

This is the main user/administrator for an account (a ‘course admin’ account). This user has full
control over everything inside the account, including sub-admins ,report admins, supervisors, users,
courses, modules, files, reports gradebook, messages and the account settings.
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Using the Built-in Text Editor

Below is an example of the Full Rich Text Editor features included in most slide/question entry
areas, the advanced course page editors, and template entry forms.The editor also includes an
EXTRAS dropdown list with more features.

1. The top toolbar contains many of the same things you are probably familiar with on your favorite
word processing program (such as Microsoft Word). Each button has a tooltip when you hover the
mouse arrow over it. Of special interest are the Paste from Word button (which helps content in
Microsoft Word paste properly into your Weblearning account), the Insert Table button (which lets
you create custom multi-column/multi-row layouts) and the Insert YouTube Video button (enabling
you to insert YouTube videos with ease). l

il
(Il
il
S
o=
xn
MX

Insert Image
Insert Audio
Insert Video
Insert Resource
Insert Line

Insert System Link
Custom Layouts

m

2. The extras drop-down menu contains a large section of additional tools.

The available tools are derived from the ones configured on your server, and are contextual to the
area you are working in (for example, the question editor will have some different options as
opposed to the course page advanced editor).

Current tools (not all tools are available in all editors) include the ability to insert images, audio,
video, resource links, lines, and custom layouts.
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Home Tab
This is the first or default page every time you (the COURSE ADMIN) log into your Atrixware
Weblearning System.

Here is a listing of icons — many are shortcuts to the tabs at the top of the page, as well as to all help
and resources for your system.

Atrixware Weblearning LMS

Courses Learning Modules Slides Files Users Reports Gradebook Messages

Home > Weblearning LMS +

Content Management

Learning) v Pl
Mndu’l‘eg =
&«
% - )

L J .
Courses Modules Slides Files

Users & Reporting

2 hoB

Users Reports Gradebook

Administrative

SR

2

Messages Systern Links Plugins Account

Training & Support

® @
< ¥ @ . A

Help Center Video Training Ask a Question Submit Ticket

Note: Only the Admin will see this tab. If you set up sub-admins for your account, they will not see
the Home tab (nor will they see the Account tab).

Of special note are the system links icon, and the submit ticket icon.
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System Links

The system links icon does not have a corresponding tab, but is important because it provides you
with links to all areas of the system:

Administrative /

& _ g © e
> s |@
Messages System Links Plugins Account

Build buttons and links to hand to users, supervisors and
report admins

Training & Support

P e .

When you click the icon, you will see a menu of options on the left — each one (when you click on it)
will provide you with the URL link, and also a button builder and link builder you can use to insert
into your web pages:

Home > System Links

Choose a Place

L] -
o, User Login

-
o= User Login

= ) . This is where users in your account can go
& Supervisor Login to access all courses they are enrolled in.

,; Report Administrators Login
s Oystem Course Directory

= Your Course Directory

"f User Login
&>
Here is the link

http:/ /dev.weblearningcenter.net/user.php?ca=anthony& Tryk
Build a Link or Button

Step #1: Enter a Caption

Caption : Caption
Step #2: Get code for link or Caption
button by clicking the
appropriate button
Get Code for Button Get Code for Link
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Submit Ticket

Clicking on the submit ticket icon will take you into your tech support account for your system.
From there, you can view old tickets and submit new ones.

H® a»
B4 >

Help Center Video Training Ask a Question Submit Ticket

Training & Support \

Courses Tab

From the courses tab, you can do the following:

Create new courses

Manage and work with existing courses

Manage Course Templates

Access links you users will use to get to your courses

Awnh e

Courses Learning Modules slides Files Users Reports Gradebook | Messages

Courses > Manage

Dashboard Manage Courses Course Plugins

Course Management

5 - I

v w T e J
New Course Manage Courses Templates Plugins
User Links
“' _svsten | [ accounT |
User Login Public Listing Public Listing
(system) (just yours)
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Courses Tab > Dashboard > Create a New Course

First, click the Create New Course button

Courses Learning Modules Slides Files = Users Reports = Gradebook | Messages

Courses > Manage

Dashboard Manage Courses Course Plugins

Course Management

o - I

v w 7 s )
New Course Manage Courses Templates Plugins

User Links
‘;" EETm [ accoun |
User Login Public Listing Public Listing

(system) (just yours)

Next, enter in the Course Name (Example: “Computer Skills 101”")

Create a New Course X
Course Name /
ﬁ Computer Skills 101 Create Course | ‘ Cancel |
Choose a Starting Template
“!"'-
=
i) [—
€ 1
&
Default Wide Mobile
; 2] e 2] oy
| p——
| — = | i i
o - “ -
<
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Pick one of the starting templates for your course (you can choose any of the ones you have created
— discussed later in this documentation or, one of the pack-in templates).

Create a New Course X
Course Name
ﬁ Computer Skills 101| Create Course | | Cancel |
— L -
¢ S
Choose a Starting Template /
= 0
S iy
= o )
LS G « - b
= | = = i
o E Co— === == C—
. (= < -
5

Click the CREATE COURSE button to create the course. Once done, click the MANAGE
COURSES icon, or click the MANAGE COURSE button to go directly to the manage screen for
the course you just created.

Courses > Manage &
|
Dashboard Manage Courses Course Plugins
Added Computer
skills 101
Course Management
T T & ) a /

New Course Manage Courses Templates Plugins

User Links
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If you clicked the MANAGE COURSES icon, you will see a list of all courses you have created —
S0 to manage the one you just created, locate it in the list, then click the MANAGE button:

Courses > Manage +
Dashboard Manage Courses Course Plugins
Find | | List All [7] show Inactive Courses @
K3 Computer Skills 101 >
T % Course Links: Login Page | Enrollment Page ﬂ M;nags
K3 Course 101 y
¢ % Course Links: Login Page | Enrollment Page Manage
K Course 102 >
# % (Course Links: Login Page | Enrollment Page M;“agE
K3 Course 103 2
# % (Course Links: Login Page | Enrollment Page Manage
KJ Course 104 4
¥ % (Course Links: Login Page | Enrollment Page M;nagg
FY faon1o ~

Clicking that manage button, or clicking the MANAGE COURSE button from the previous step
will take you to the manage screen for the course.
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Courses Tab > Manage Courses

As you will notice, there is quite a bit on this screen:

Dashboard Manage Courses Course Plugins

% Managing

J° Computer Skills 101

Basic Course Tools

A8 ¢

Settings Setup Users Setup Learning View Course
Modules

User Related Tools
V —
Users Invitations Course Links Configure Login Caonfigure Enroll
Page Page

Learning Content Tools

Setup Online Setup Offline Progress &
Learning Modules  Learning Activities Score Weights

Content & Layout Tools

- | = | D
Edit'Course Edit 'Scores and Add New Page
Materials' Page Activity' Page
Other Tools
E - v x
Rename Duplicate Create Template Deactivate

Managing a Course is much like managing an interactive, password-protected website. You basically
control the number of pages in the course, what should be on each page, how that content should
look (layout and design), when it should be shown, who can access the course (and when), what
items should be tracked, what items should be scored and count towards the course average — it goes
on and on.
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Not everyone has requirements that are sophisticated and complex — some of us just need to set
up a simple course, add in a learning exercise or two and maybe a quiz, and then just begin enrolling
users. If you are one of those people, you need not move beyond the Basic Course Tools section,

shown here:

Basic Course Tools

N o %)
i Y. -

Settings Setup Users Setup Learning View Course
Modules

Essentially, these 4 tools are all you will need to configure basic settings, enroll users, add learning
modules (exercises, quizzes, videos, etc), and then get your users to the course login.
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Courses Tab > Manage Course > Settings

There are just a few simple settings to set up here (and all are optional).

Course Settings
h— Banner | Choose ‘ ‘ Praview | ‘ Clear‘ @
Publicly Listed? No (do not list publicly) [*]|  View Listing O
_No (do not list publicly)
Yes, an Enrollment Link
== Yes, a Login Link |
Description ' 9 (5]
s
CSS ()
#button |
Frourse_content
#course_logout_link
#course_tabs
#course_titlebar

The banner setting lets you swap out the default banner with your own banner. The optimal width is
determined by the width of your course layout, but the height should be 150px.

The publicly listed settings lets you set up if (and how) this course should be listed in the listing
page (sometimes called public listing or course directory). You can click the VIEW LISTING button
to see the listing.

The description setting is a paragraph describing the course which shows up beneath the course in
the listing page.

The CSS is a bit of an advanced feature. It lets you assign visual styling to each and every visual

element inside your course. CSS is a web technology that is vast, so the more you know about it the
more you will be able to tweak the visual appearance of your course.
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Courses Tab > Manage Courses > Setup Users

From here you can enroll and disenroll users from the course. If you already have users in the
system, they will appear in the list. Each user that is already enrolled in the course will have a
disenroll button next to their name, and users not enrolled will have an enroll button.

Courses > Computer Skills 101 > User Access

ﬁ
.

Add & Enroll
New User

o N

AJBIC|D|EJF]GIH]|IPJIKJLIMINJOPlQIR]STIUIVIWEIX]Y]Z]?Z]AN

™ anthony X
@& Anthony Dunleavy | anthony@atrixware.com Disenroll
™ Bob3 -+
@ Robert Smith | No Email Address on File Enroll
™  bubba +
@ Full Name Unknown | Mo Email Address on File Enroll
™ bubbal X
@ rull Name Unknown | No Email Address on File Disenroll
™ chris
@ rull Name Unknown | chris@atrixware.com Enroll

It’s as simple as clicking enroll next to each user you want in the course (or disenroll for those in
the course you want to remove).

Alternatively, you can do a quick add-and-enroll action sing the ADD & ENROLL NEW USER

icon. Typically you would add users to the system from the Users tab, but this shortcut is nice for
quick adds or prototyping a course.
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Courses Tab > Manage Courses > Setup Learning Modules

Inside the Weblearning system, you build courses by creating pages, and then each page has one or
more sections, and each section has one or more sub-sections, and each sub-section has one or more
content items.

The Setup Learning Modules icon takes you directly to the section which was designated as the
default section — which is really just the section that will contain all of our learning modules
(exercises, presentations, videos, quizzes — anything we want to track).

You can add learning modules to any section/sub-section and even to multiple sections/sub-sections,
and if that is the case for you, this icon shortcut will be of minimal use, but for everyone else, this
represents a nice shortcut alternative to having to click Edit Page X (the page that has your learning
modules section) then having to locate the section with your learning modules, then clicking the Edit
Section button.

If you are building the course from scratch, you should have a screen that looks something like this:

Courses > Computer Skills 101 > Course Materials Page > Edit Content Section

Content Setings

Learning Modules Section > Subsections (5]

Add content the subsection below, or click here to add another subsection.

Learning Modules fioh & 0
Learning Items may be taken in any order at anytime \& x = .
Popup Check & I
Placeholder X H
O Add Content to this Subsection
| Add a New Subsection | ‘ Preview Section ‘ ‘ Submit Changes |

The basic usage here would be to click the ADD CONTENT TO THIS SUBSECTION button, and
then click/select a content item to add. So, start by clicking that button, and you will be presented
with a quite large number of items you can insert:
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Add Content [tem = Learning Modules

Visual Content
These items are mainly to enhance the visual appearance of your course.

¥ — )
= - \

Text Block Image Whitespace HTML Source Code

</>

Tracked Content (Learning Objects)

These are items that count towards course progress, and must be viewed/taken to complete the course.

F’_gu;i@_ﬁg- PRACTICE GRADED

r L1

= 74 - S

Leaming Practice Graded Flash Card SCORM
Presentation Quiz Quiz Module Module

7, & ©

SlidePoint Study Mode Video Web Object Offline Leaming
Presentation Quiz Activity

Interactive Content
These are interactive items that do mor need to be viewed /taken to complete the course.

Eﬁf/ N f‘l

Later in this manual, all items are discussed. For now, focus on the items inside the ‘Tracked
Content’ section — these are either Learning Modules you have created (in the Learning Modules
tab), or Offline Learning Activities you have added to your course.

So inside that section, click on the kind of learning content item you want to add, and all items of
that kind that you have created will be listed and available for you to add to the course.
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In my example, | added a Slidepoint presentation and a Graded Quiz:

s v o Ay o o i YD i

R e Xt ¢

| [ simpteoterctve resentaion mX e

) Semele Quiz2 mX et
(%) Add Content to this Subsection

You can see a preview of an approximation of what it will look like inside the course page by
clicking the Preview Section button — and in our example here, this is the preview:

Important: Click Here First to Make Sure Pop—up Windows Work

Slidepoint
r—
Ll
:E Incomplete or Not Attempted

Creating User Driven Animations
Start

Quiz

Sample Quiz 2
ﬂﬂ Start
Incomplete or Not Attempted

It is important to mention that the preview you are seeing is just the section, not the entire page
(which may include multiple sections, a banner, tabs/navigation, a footer, etc). Seeing a preview of
all sections is discussed later in this documentation.

So you can see the first item ‘Popup Check’ from our layout configuration is rendering above our
two learning items. Each learning item has an icon, title, and status.

It is easy enough to move each item up and down the stack using the arrow buttons, and you can
even change the icon that shows next to any specific item by clicking the change icon button (folder
with photos in front of it).

Similar to each item inside a sub-section, the sub-section itself has a few buttons of its own — those
being a configure button, delete button, and up/down arrows. The arrows enable you to move the
entire sub-section above/below any other sub-sections you may have added. The delete button
removes the entire sub-section from the section.

The configure button lets you do two things.
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First, you can assign a label to the sub-section, which is normally used to make it easier for you to
manage multiple sub-sections. However, it can also be set up to actually DISPLAY in the course to
your users (this is a section-level setting which we cover later in the manual).

You can also set up how the learning modules in the section need to be accessed. Here are the
options along with explanations:

e Items can be taken in any order > Anytime
This one is the default, and it basically means users can access any and all learning items in
the subsection, in any order they choose, anytime they want (individual module settings can
be applied to certain module types to limit retakes).

e Items can be taken in any order > After All Previous Subsections Items are Completed
This one means users can access any and all learning items in the sub-section, in any order
they choose, but if there are any sub-sections that come before this one inside this section
that contain learning items, those items will need to be completed first before any of the
items in this sub-section can be accessed.

e Items can be taken in any order > After All Previous Subsections Quizzes are Passed
and Items are Completed
This one means users can access any and all learning items in the sub-section, in any order
they choose, but if there are any sub-sections that come before this one inside this section
that contain learning items, those items will need to be completed first, and any graded
quizzes in those sub-sections will need to be passed as well before any of the items in this
sub-section can be accessed.

e Items can be taken in order > After All Previous Subsections Items are Completed
This one means users can access any and all learning items in the sub-section, but they must
be taken in order (meaning the order they display from top to bottom), and if there are any
sub-sections that come before this one inside this section that contain learning items, those
items will need to be completed first before any of the items in this sub-section can be
accessed.

e Items can be taken in order > After All Previous Subsections Quizzes are Passed and
Items are Completed
This one means users can access any and all learning items in the sub-section, but they must
be taken in order (meaning the order they display from top to bottom), and if there are any
sub-sections that come before this one inside this section that contain learning items, those
items will need to be completed first, and any graded quizzes in those sub-sections will need
to be passed as well before any of the items in this sub-section can be accessed.

Make sure you click the SUBMIT CHANGES button once you have finished added your learning
modules.
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Courses Tab > Manage Courses > View Course

Now that you have enrolled some users and added some learning modules, you can go in (as one of
the users you have enrolled — or perhaps you added a user for yourself to use) and view the course.
To do so, click the view course icon, and you will see a slide-down dialog similar to the following:

Course Login Page Link

User Login [ copy & paste ]

http:/ /dev.weblearningcenter.net/user.php?ca=anthony&

To visit the user login page ,.‘_

Other Links k|
This Courses Direct Login Page Link

http:/ /dev.weblearningcenter.net/Ims/portal/login.php?c=269&a=14&
To visit the course login page, click here
This Courses Enrollment Page Link

http:/ /dev.weblearningcenter.net/Ims/portal/login.php?c=269&a=24&

To visit the course enrollment page, click here

Just like almost everything else inside the Weblearning system, there are multiple ways to do things,
and here, there are two different login links and an enroliment link.
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For most purposes, the one you want is the first one (User Login). This is the one and only link
your users will need. When they go to this link and log in, they will be shown all courses they are
enrolled in, along with the status and current average. From there, they can enter the course and
continue on where they were:

Instructions
-~ >,
Welcome, Anthony My Messages | Logout )
Lo To access a course, click
the appropriate button to
access it

Courses In Progress You can access your
messages by clicking the

Course 101 My Messages button along
z the top.
——— ( Continue )
You have completed 33% of this course h g
Your Instructor
Your current average for this courseis 100%
Sample Course ; .
e | Continue )
You have completed 52% of this course ) &

Your current average for this course is 59%

sir Anthony
Nice Guy, lots of fun.

Courses Not Started

Computer Skills 101

( start

You have not yet started this course

Your current average for this course is 0%

Course 102

Start

Alternatively, you can provide users with the 2" login link (This Courses Direct Login Page Link).
Each course has its own direct login link, and this is useful if you want to send users directly to the
course, or, you want to have more control over the login page contents and layout (since you can
modify each courses’ login page content and layout).

The third link is to the enrollment page for the course. The difference between the enroliment page
and the login page is that the login page is for users that are already enrolled in the course, whereas
the enrollment page is for users (or proctors) that need to be enrolled (in other words, they do not
have a username and password yet).

You would use the enrollment page if you want to collect information from users when they enroll
(if you are enabling them to enroll themselves) or if you are designating proctors to enroll users (they
can use the enrollment form to enroll users). As you might expect, you can highly configure the
enrollment page as well — which is discussed later in this manual.
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Courses Tab > Manage Courses > Users

The next section of icons is the User Related Tools section, and it contains icons that enable you to
enroll users, send out invitations, view/access course links, configure the login page, and configure
the enrollment page:

User Related Tools

& v € 3 =

Users Invitations Course Links Configure Login Configure Enroll
Page Page

This first icon (users) is a shortcut to the SETUP USERS icon discussed earlier. Please see that
section for information on this icon and what it does.

Courses Tab > Manage Courses > Course Links

This icon is a shortcut to the VIEW COURSE icon discussed earlier. Please see that section for
information on this icon and what it does.
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Courses Tab > Manage Courses > Invitations

It is true that Weblearning course users can communicate with other users in the course and the
course admin using the built-in messaging system. However, prior to a user logging into the course,
that messaging system is useless (they do need to log into the course before they can get their
messages).

This is what the invitations are intended for (sending out access information to new users that have
not yet logged into the course).

When you first arrive in the invitations area, you are presented with the default invitation email
subject and body contents.

You can change both, and as long as you actually use the changes (i.e.: send out at least one
invitation using them), your subject/body pair will be remembered and you will be able to retrieve it
using the NEXT TEMPLATE button:

T L

0‘ Subject Course Enrollment Instructions Next Template ‘

Nioar T OEIRBMARAET
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The body section can contain both normal (literal) content as well as placeholders (the placeholders
that can be used are below the body text section, and can be dragged/dropped into the body).

Dear [[[LOGINNAMET]],
You have successfully been enrolled into our online course titled [[[COURSENAME]]N!
Here are your instructions for accessing the course:

1. Open your web browser, and go to the following URL (you may be able to click on the link here, or,
you may need to paste the link into your browsers address bar):
[[[CQURSEURLI]]

2. In the spaces provided, enter your login access information:
[ILOGININEOT]]

Thank you.

[[COURSENAME]] [[COURSEURL]] [[LOGININFOT] [[LOGINNAME]]] [[PASSWORDI]]
[EMAL]] [[FIRSTNAME]] [[LASTNAME]] [[MIDDLEINIT]] [[COMPANY]] [[ADDRESSI]]
[[CITYN] [[STATE]N (2P [[PHONE]] [[STARTDATE]] [[EXPIREDATE]] ([[C1] [IC2]1]

([[C3 [(C4m [MCam [cem [c7) [cem [cem [c1om  [em  [re12
MC12M  [C14M  [IC15M

If you use placeholders, each email invitation that gets sent out will replace the placeholders with the
data for tat specific user (for example, if you use the [[[FIRSTNAME]]] placeholder, each users first
name will be used in place of the placeholder).
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The send subtab enables you to choose who you would like to send the email invitation to. The
section is broken down into a list of users that have not yet been invited, and a list of users already
invited (making it easy to only send invitations to new users, for example):

I Not Invited Yet I |

m

] JTCUBED@VERIZON.NET (Name Unknown)
[l REALESTATE4U.BYAIGELA@VERIZON.NET (Name Unknown)
] ANGELA ADAMS (AJIGIEADAMS@VERIZON NET)

[Tl Nora Ahlijanian (N AHLIJANIAN@VERIZON.NET)

“| PAULA AKERS ( AKERS@VERIZON.NET)
o e iz oG L L L shaob add i o dzow oot

Already Invited

[Tl Anthony Dunleavy (anthony)

e

[

You can check each checkbox next to the user you would like to invite, or, click the Toggle
Checkboxes button(s) to check/uncheck all boxes in a given section.

Tomus Mgl nr fEeemash

Once you have completed the steps, click the Send Invitation button to send off the email
invitation(s).

You can also track all invitations you have sent to users, and even view the exact email invitation
that was sent! Click the track subtab to pull up a list of email invitations that were sent:

Y| Confirm Deletes
'\ chris@atrixware.com o
‘h&) Subject: Another Version (
M Sent on: 12-18-2009, 11:16am -
'\ chris@atrixware.com pu
‘_&) Subject: Another Version (
- Sent on: 12-18-2009, 11:16am \"
'\ Dunleavy, Anthony o
" é) Subject: Anather Version [ 2\ x
Cont nn: 017 08 040 49-4%nm ~

Each invitation that was sent will be listed, along with the subject and send date/time.

You can view the contents of any invitation by clicking the view button, which will bring up the
invitation contents:
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Invitation

Sent to: chris@atrixware com
Subject: Another Version
Sent on: 12-18-2009, 11:16am

Dear chris, ¥

S

You have successfully been enrolled into our online course titled New Example!

Here are your instructions for accessing the course:

m

1. Open your web browser, and go to the following URL (you may be able to click on the link here, or,
you may need to paste the link into your browsers address bar):
http://beta96 weblearningcenter netims/portal/login php?c=30&a=1&

2_In the spaces provided, enter your login access information:
Login: chris
Password: chris

Thank you. it
e T P | 5. .~ |

Additionally, you can remove (delete) any invitation by clicking the delete button next to an
invitation. If you intend on deleting multiple invitations, you will be able to do so more rapidly by
un-checking the confirm deletes checkbox.

CTIP:

In today’s world of spam, junk-mail, and email abuse, sending emails is becoming unreliable.
While the Weblearning system confirms when emails have been ‘sent’, there is no guarantee
(and no way to guarantee) that the recipient actually ‘received’ the email.

This is due to various things, including server-level spam filtering, end-user email clients’ junk-
mail filtering, and the like.

If you have trouble getting email to users, have them check their junk-mail/spam folder, and if
it’s not there, ask them to ask their email server admin to allow emails from your system.
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Courses Tab > Manage Courses > Configure Login Page

This section lets you configure both the content and layout of the login page for this course.

You will use the rich text editor to add/remove/change content and layout. Below the editor are the
dynamic placeholders you can use (in this case, a login form placeholder, and a password recovery
form placeholder). Below the editor is the CSS section which enables you to apply visual styling to
all elements on the page.

Courses Tab > Manage Courses > Configure Enroll Page

This section lets you configure both the content and layout of the enroll page for this course.

You will use the rich text editor to add/remove/change content and layout. Below the editor are the
dynamic placeholders you can use (in this case, a login link placeholder, and an enrollment form
placeholder). Below the editor is the CSS section which enables you to apply visual styling to all
elements on the page.

Of special note are the form selector, and the enroll code. The form selector lets you choose what
fields the enrollment form will contain (the [[[ENROLLMENT_FORM]]] placeholder is used to
place the form where you want it to appear on the page). The ‘custom form’ option brings up a
configure button, which lets you set up the exact fields you want to appear on the form, and specify
for each field if it is required or not.

Form | Custom Form |3 |M| Enroll Code D]
Setup Form Fields |Done |
Enrollm X
Username & Password are always required
Email ¥|show [lrequire
|S_tVI First Name M show Mrequire
2 E Last Name M show [ require E
Start Date show reguire
Expire Date Cshow [Erequire
Company | show require
Address 1show require
Phone 7] show reguire
Custom 1 show [lrequire
Custom 2 Flshow [Erequire
Custom 3 Cshow [Crequire
Custom 4 show require i
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The enroll code field lets you assign an enrollment code which will be required in order for a user or
proctor to complete the enrollment.

If you leave this field blank, then anyone can enroll themselves into the course (assuming they know
the link to the enrollment form).

If you enter in a code, then each user will have to enter in that code to complete their enroliment.
You can also use ‘hot’ placeholders to make the enrollment code somewhat dynamic (hover over the
info icon to view the available placeholders you can use).

Courses Tab > Manage Courses > Setup Online Learning Modules

The next section of icons is the Learning Content Tools section, and it contains icons that enable you
to setup online learning modules, setup offline learning activities, and configure the progress and
score weights:

Learning Content Tools

Learning) B .
M\:afd Ie/ u ‘

Setup Cnline Setup Offline Progress &
Learning Modules  Learning Activities Score Weights

This first icon (setup online learning modules) is a shortcut to the SETUP LEARNING
MODULES icon discussed earlier. Please see that section for information on this icon and what it
does.
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Courses Tab > Manage Courses > Setup Offline Learning Activities

Offline Learning Activities are basically anything you want to add to the course (online or offline)
that will count towards progress and/or the course score/average. For example: a homework
assignment, or maybe an offline quiz, or a classroom presentation.

Click the Add New Offline Learning Activity button, type in a name, select an activity type, select
a passing score, and enter an optional description:

Add Offline Learning Activity %

Enter a Name for this Activity

Final Written Exam

Select an Activity Type
Written Test |Z|

Activity Types are used to help you easily identify assignments.
Passing Score 72 B

Description (optional)
The final exam for this course.

Displays when a user views this assignment and ‘or used to help you identify this activity

| Add Activity |

You can of course add as many offline activities to your course as you desire. Beyond editing the
settings shown above in the add dialog, the rest of the things you can do with the offline activities are
discussed next in the progress & score weights section, and then in the page edit section later in this
manual.
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Courses Tab > Manage Courses > Progress & Score Weights

The Progress and Score Weights section enables you to apply point values to graded items (graded
quizzes and offline activities) for purposes of weighting each item in the course towards the course
average.

In addition, you can apply point values to each item as it relates to progress (meaning, each time a
trackable learning item is completed, how many points does the user get towards course
completion).

The score weighting is perhaps easier to explain and comprehend. Essentially, every scored/graded
item can count towards the course average. However, you may want a test to count more than a
homework assignment (for example). This mechanism gives you the ability to define that.

score Settings | Progress Settings

Score Settings

"I Passing Score 70 E| @

Use the Score Weight to specify how much value each score item has towards the course score. If a user has multiple attempts for a
graded quiz only the highest score record will count towards the course average.

Score

Scored Items in this Course

Waight
Chapter 1 _
— Offline: Homework Assignment 10 = 3.28%
% FD quiz 1
{ =
. Craded Quiz 50 16.39%
“%  fd quiz
d =
' Graded Quiz 100 32.79%
Midterm Written Exam _
u Offline: Written Exam 100 = 32.79%
"% My New Quiz
' =
. Graded Quiz 25 B 2%
o W-._Eek 1 Attendance 5 — 1.64%
Offline: Attendance
o W-_aek 2 Attendance 5 — 1.64%
Offline: Attendance
o W-;ek 3 Attendance 5 — 1.64%
Offline: Attendance
o W-;ek 4 Attendance 5 — 1.64%
Offline: Attendance
305 = 100%
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When you assign point values, the system automatically calculates what % each item is worth
towards the course average. Along the bottom of the chart, you will see the total number of possible

points, which will equal 100%.

Along the top is the “‘passing score’ setting for the course. This simply defines what is the minimum

score needed in order to achieve a ‘pass’ status.

The “progress’ points are less frequently used, although they are quite useful in certain
circumstances. By default, every trackable learning item gets assigned an equal progress point value
(1 point). So, if you had 4 items in the course, they are all worth 1 point — so 25% towards
completing — meaning, a user viewing their progress graph for this course would see it at 25% when

they completed one item.

Learning Content In This Course

i= Advanced Animations
=¢)

SlidePoint Prasentation

o Chapter 1
Offline: Homework Assignment
_ Embedded Docs
et Learning Presentation
_ Embedded Powerpoint
w Learning Fresentation
%5 FD quiz 1
Graded Cuiz
-9 fd quiz
- Graded Quiz
5 Flashcards
Flash Card Module
o Midterm Written Exam

Offline: Written Exam

5 My New Quiz

Graded Cuiz

B My Web Calculator

‘Web Object

PRES2

Learning Fresentation

5 Some Flashcard Quiz
: Flash Card Modulz

Week 1 Attendance

Offline: Attendance

Week 2 Attendance

Offline: Attendance

Week 3 Attendance

Offline: Attendance

Week 4 Attendance

Offline: Attendance

B 8 A B
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Points

1 =091%
1 =0191%
1 =0291%
1 =091%
1 =091%
1 =091%
1 =02591%
50 = 45.45%
50 = 45 45%
1 =0091%
1 =091%
1 =0.91%
0 = 0%

0 = 0%

0 = 0%

0 = 0%

110 = 100%
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However, let’s assume that each ‘item’ is a video. The first video is 30 minutes long, but the rest are
only 10 minutes long. In this scenario, you might want to assign 3 points to the progress weight of
the first video — which will wind up being 50%. Then, when a user completes the first video, even
though they have only completed 1 item out of 4, then have completed 30 out of 60 minutes.

For both the score point value and progress point value, you can assign a 0 (zero) value, in which
case that item will not be used to calculate the score and/or progress.

Courses Tab > Manage Courses > Add New Page

The next section of icons is the Content and Layout Tools section, and it contains icons that enable
you to either add pages to your course, or edit existing pages:

Content & Layout Tools

7z 7 =

Edit 'Course Edit 'Scores and Add New Page
Materials' Page Activity' Page

When you create a new course, you will have at least 1 page in the course (said another way, a
course cannot exist without at least 1 page). The pages already in the course will be displayed (1
per edit icon), and the last icon will be the “Add new Page” icon — as long as you have 10 or less
pages in the course (in other words, you can have up to 10 pages in each course).

To add a new page, simply click the Add New Page icon, fill in the page name, and click the Add
button:

Add New Page &

Enter a Name for this Page

Worksheets| ‘ Add ‘

Once added, you can edit the page (which is covered next).
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Courses Tab > Manage Courses > Edit Page

Each page in your course has a name (which either you assigned, or was assigned when you created
the course). In the exhibit below, the course has two pages — the ‘Course Materials’ page, and the
‘Scores and Activity’ page.

Content & Layout Tools

7z 7 o

Edit 'Course Edit 'Scores and Add New Page
Materials' Page Adtivity' Page

The first thing to know is that the name of a page is what winds up getting placed on the tab or
navigation button in the course (so for the ‘Course Materials’ page, the caption/label on the
tab/button the user will click to get to that page will say ‘Course Materials’).

Next, the order that those buttons or tabs appear is the order you see the pages listed in the Content
& Layout Tools section — behind the scenes, each page is actually a page number (you can get a hint
of that by looking closely at the icons — you will see a number in the top left corner indicating the
page number). There is no way to re-sequence pages, but you can certainly copy content from one
page to another (then remove it from the original page). Of course, if you planned ahead and
sequenced your pages ahead of time, you will save yourself a bit of extra work.

The way you create course pages is quite nice, and very flexible, but it will require a quick overview
and explanation.

You do not actually add content directly into a course page. You first add a section, and then you
add a sub-section to a section, and then you can add content to that sub-section. So, it looks sort of
like this:

Course = Page(s) = Section(s) > Subsection(s) - Content Item(s)

You can have multiple course pages, multiple sections inside each page, multiple sub-sections inside
each section, and multiple content items inside each sub-section.

So why all the section/sub-section stuff?
Doing things this way enable you to more easily organize your content, but more importantly, using
these structures enable you to create learning-path structures, letting you do things like only

displaying certain sections when a certain criteria is met (like user has completed x% of a course), or
requiring users to complete a block of learning exercises before moving on to the next block.
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So, let’s review the items on the Edit Page screen. Here is an example:

Page Caption o

Course Materials @

Course Content Sections :‘ Y @

Add a New Content Section _
= Content Sections contain the content that will be placed on this page.

- .

Course Progress Bars s x & §
4 > .

@ 2Rt e

Learning Modules Section

™ Open this page in the Advanced Editor
L] The advanced editor allows for full control of how the copt gpage is displayed to the user.

1. This is the page name (which becomes the page caption as mentioned previously). If you
remove this caption, the page will not display in the course — exception being page 1, which
will always show up in the course.

2. Click the preview icon (magnifying glass) to get an approximate view of what the course
page will look like to your users (just the sections though). Of course, for an actual view, you
should create a user for yourself and log into the course.

3. As mentioned, you add sections to a course page. The way to do so is to click the “add a new
content section’ button — the details of which are discussed in a bit.

4. Each section already in the course is listed here. The section label is to the left, and the
buttons to the right. The buttons are simply edit (to edit the section), delete (remove the
section), and arrows (to move the section up or down — which affects where the section is
displayed on the page). The edit section is discussed in a bit.

5. This is the advanced editor. If you are the kind of person that prefers pixel-perfect layout
(and you are handy with HTML and CSS), this is for you. Essentially this takes you to a rich-
text editor where you can create your page layout (using design mode or html source code
mode). Also here is a CSS section so you can specify page-specific CSS styling. Of special
note on this editor are that any sections you create will appear below what you create in the
editor, or you can drag-and-drop placeholders for each section into your layout wherever you
want them.
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Courses Tab > Manage Courses > Edit Page > Edit Section

So let’s discuss the edit section screen. On the edit page screen, you will see a list of all sections you
have created (or were created when you created the course). For most templates that come with
Weblearning, you will have a course materials page (pagel), and when you click the Edit Page icon
for that page, you will see sections like the following:

Course Content Sections N @

Add a New Content Section
Content Sections cantain the content that will be placed on this page.

b A
Course Progress Bars 4 x & 3

Learning Modules Section J— 's %: & §

Click the edit button (pencil icon) for the section labeled ‘Learning Modules Section’, and you will
see the edit section screen for this section:

Courses > Computer 5kills 101 > Course Materials Page > Edit Content Section

Content Settings

Learning Modules Section = Subsections o

Add content the subsection below, or click here to add another subsection.

Learning Modules Siaah W & 0
Learning Items may be taken in any order at anytime 3 x d -
Popup Check & 0
Placeholder % 5]
Qo Add Content to this Subsection
‘ Add a New Subsection | ‘ Preview Section ‘ ‘ Submit Changes

There is quite a bit to discuss here, and it’s all important to know and understand.
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Courses Tab > Manage Courses > Edit Page > Edit Section > Settings Sub-tab

To start, notice the sub-tabs along the top (content, and settings). You start off on the content tab —
mainly because this is where you will do most of your work. However, if this is the first time you are
in editing the section, you may want to click the settings sub-tab and configure it — so let’s do that —
click the settings sub-tab:

Content Settings

Section Settings

I Section Label Learning Modules Section @

Display Settings (7]

Display subsection labels to user when this section is displayed in the course.

Only Show this Section if... o

Add a New Requirement

Other Settings
[ 1]
/ Page 'Course Materials' Page (page 1) Copy Section @
Default Section This section is set as the default section @

First, you can change the label for the section. This label is for your use only (it doesn’t get
displayed to users — it is there purely to make it easier to manage multiple sections).

In the display settings section, you can check the box to display sub-section labels to users. We will

talk about sub-sections in a bit in more detail, but quickly - a sub-section label is similar to a section
label, the difference being you can choose (by checking this box) to actually display the sub-section

label to your users as well.

Skipping to the other settings section (we will discuss the only show this section if section in a bit),
you can copy the section (which includes all subsections and content) to another page inside the
course. Also, you can designate the section as the default section — which we discussed earlier — the
default section is linked to the Setup Learning Modules icon on the manage course page.
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The Only Show this Section if ... section is quite powerful. In a nutshell, it lets you add one or more
requirements which must be met in order for the section to be shown in the course.

First, click the Add a New Requirement button:

Only Show this Section if... (5]

oy Add a New Requirement

add a new rule

This will bring up a dialog box. Click the pick a requirement dropdown box and you will see various
data items you can use to build your requirement:

| Add Display Requirement

Pick a Requirement

| Pick a Requirement

Date/Time

| The Da

The Time

Course
Progress
Current Average
Comprehensive Average

The User's
Login ID
Email Address
First Name
Last Name
Middle Initial
Company
Address

The requirement data options are broken down into three categories — date/time (day/date/time),
course (progress/average), and user (just about every piece of data from a user). As you might
imagine, you can create quite complex requirements.
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For our example, choose The Date:

Add Display Requirement =

The Date E

Only show this section between | 20120701 |and |

Add Section Rule Su Mo Tu We Th Fr Sa

1 2 3 4 5 6 7
8 9 10 11| 12
15| 16 17| 18| 19
23 24 25 26
30| 31

29

This particular option lets you specify a date range — meaning this section will only be displayed in
the course during the date range.

So complete the date range, and then click the Add Section Rule button. Your rule will now appear

in the list:
Only Show this Section if... (5]
T Add a New Requirement Z
today’s date is between 07-01-2012 and 07-27-2012 x
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So maybe you only want this section to appear during those dates, but also it should only show up if
the user has completed at least 50% of the course. To do that, click the Add a New Requirement
button again, but this time, choose progress from the dropdown, then choose greater than and then
49%:

Add Display Reguirement X

Progress B

Only show this section when the user's course progress is

greater thanE| 49% E

e
47%

— | 48%

| Add Section
50%
51%

Click the Add Section Rule button, and now your requirements list will look like this:

Only Show this Section if... (7]
Wy AddaNew Requirement j
today's date is between 07-01-2012 and 07-27-2012 x
user's course progress is greater than 49% x

You can add as many requirements as you desire. The important thing to know here is that each
requirement is additive (so all requirements must be met in order for the section to be displayed).

Make sure you click the Submit Changes button when you are done making any changes on this
sub-tab (and the same goes for the content sub-tab).
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Courses Tab > Manage Courses > Edit Page > Edit Section > Content Sub-tab

Now back to the content sub-tab we wound up on when we first came to the edit section screen. This
is where you will be adding your sub-sections (and consequently, content).

Courses > Computer Skills 101 > Course Materials Page > Edit Content Section

Content | Settings

Learning Modules Section > Subsections 7]

Add content the subsection below, or click here to add another subsection.

Learning Modules L 9 &
Learning Items may be taken in any order at anytime M x U -
Popup Check & 0
Placeholder x -
O Add Content to this Subsection
‘ Add a New Subsection | Preview Section ‘ ‘ Submit Changes

So let’s talk about all the stuff you can do here. You can ...

Add sub-sections (as many as you want)

Configure sub-sections (setup labels and learning module access rules)
Add content into sub-sections (as many content items as you want)
Edit, change icons and move individual content items you have added
Move sub-sections up/down (visual placement)

Preview the entire section

Submit Changes (don’t forget to click this button)

NogakrowhE
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Adding/Configuring Sub-Sections

The Add a New Subsection button is always located along the bottom left. You will also be able to
add a sub-section from the top, but it will be either a button (if no subsections exist yet), or a link (if
one or more subsections already exist).

Adding a new sub-section, or clicking on the configure (cog icon) button for an existing sub-section
brings up the same dialog box:

Content Subsection Settings X

Subsection Label

Learning Modules

How Learning Items in this Subsection are Accessed
Anytime E|
| Items Can be Taken In Any Order ...
| Antime
| After All Previous Subsection ltems are Completed '
After All Previous Subsection Quizzes are Passed and ltems are Completed
Require ltems to be Taken In Order ...
After All Previous Subsection ltems are Completed
After All Previous Subsection Quizzes are Passed and ltems are Completed

The sub-section label is used to help you manage and identify multiple sub-sections. However, as

mentioned previously, you can configure the section to actually show the sub-section labels to your
users in the course as well.

The how learning items in this subsection are accessed dropdown-box lets you define how any
learning items in the sub-section (pretty much anything you are tracking in the course towards

progress and/or towards the course average) are to be accessed. Here are the options along with
explanations:

e Items can be taken in any order > Anytime
This one is the default, and it basically means users can access any and all learning items in
the subsection, in any order they choose, anytime they want (individual module settings can
be applied to certain module types to limit retakes).

e Items can be taken in any order > After All Previous Subsections Items are Completed
This one means users can access any and all learning items in the sub-section, in any order
they choose, but if there are any sub-sections that come before this one inside this section
that contain learning items, those items will need to be completed first before any of the
items in this sub-section can be accessed.
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Items can be taken in any order > After All Previous Subsections Quizzes are Passed
and Items are Completed

This one means users can access any and all learning items in the sub-section, in any order
they choose, but if there are any sub-sections that come before this one inside this section
that contain learning items, those items will need to be completed first, and any graded
quizzes in those sub-sections will need to be passed as well before any of the items in this
sub-section can be accessed.

Items can be taken in order > After All Previous Subsections Items are Completed
This one means users can access any and all learning items in the sub-section, but they must
be taken in order (meaning the order they display from top to bottom), and if there are any
sub-sections that come before this one inside this section that contain learning items, those
items will need to be completed first before any of the items in this sub-section can be
accessed.

Items can be taken in order > After All Previous Subsections Quizzes are Passed and
Items are Completed

This one means users can access any and all learning items in the sub-section, but they must
be taken in order (meaning the order they display from top to bottom), and if there are any
sub-sections that come before this one inside this section that contain learning items, those
items will need to be completed first, and any graded quizzes in those sub-sections will need
to be passed as well before any of the items in this sub-section can be accessed.

Of course, if you are not adding any learning items into this particular subsection, this setting has no

affect.
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Add Content into Sub-sections
To add content into a sub-section, click the Add Content to this Subsection button:

Courses > Computer Skills 101 > Course Materials Page > Edit Content Section £

Learning Modules Section > Subsections o
Add content the subsection below, or click here to add another subsection.

Learning Modules el .

Learning Items may be taken in any aorder at anytime H“‘&' R — %

Popup Check

Placeholder : x ﬁ %

(4] Add Content to this Subsection

‘ Add a New Subsection I

[ Preview Section ‘ [ Submit Changes

This will bring up a panel with a quite large number of things you can add:

Add Content Item > Learning Modules

Visual Content
These items are mainly to enhance the visual appearance of your course.

- R t </>
= o &

Text Block Image Whitespace HTML Source Code

Tracked Content (Learning Objects)

These are items that count towards course progress, and must be viewed /taken to complete the course.

_NB" Nw:‘ni GRAE? 5
Tep ¥ =i s

Leamning Practice Graded Flash Card SCORM
Presentation Quiz Quiz Module Module
sn& DY
(f@ | f 8
SlidePoint Study Mode Video Web Object Offline Leaming
Presentation Quiz Activity

Interactive Content
These are interactive items that do nof need to be viewed /taken to complete the course.

= ey
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The content is broken down into sections, as follows:

Visual Content
Visual content are items intended to enhance the visual appearance of the course.

Visual Content
These items are mainly to enhance the visual appearance of your course.

_—
4 1
</>
-~ L4 §
Text Block Image Whitespace HTML Source Code

- Text Block: this is simply a block of text you can add (a title, header, or paragraph of text)

- Image: this enables you to insert an image, align it, and even add some text

- Whitespace: this lets you add whitespace in between content items

- HTML Source Code: This is for those of you who want to add pixel-perfect layouts and
content. It is useful for adding anything not available as a content item.

Tracked Content (Learning Objects)

Tracked content is essentially any item that counts towards course progress and/or must be accessed
and/or taken by your users to complete the course.

Tracked Content (Learning Objects)

These are items that count towards course progress, and must be viewed /taken to complete the course.

el |PRACTICE GRADED
- L L]
= {) b 2

Leaming Practice Graded Flash Card SCORM
Presentation Quiz Quiz Module Module
’~ STUDY
£ >
3 T - ! )
SlidePoint Study Mode Video Web Object Offline Leaming
Presentation Quiz Activity

When you click on one of these items, it will bring you to a listing of items of that kind that you
have created in the system (you don’t create the items here). You can create all of these items from
the Learning Modules tab — and most items have their own user guide to help you along.
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Of special note is the ability to add the same module to multiple courses. The rule of thumb is this —
if you are going to place the same module into multiple courses, just make sure that there is no
chance that any particular user will be enrolled into more than one of them.

Why is Offline Learning Activity in the list?

Offline Activities are — well, typically offline. However, you may want to provide a way for your
users to upload to you their work, download the assignment, view their score and/or status, or all of
the above — all from inside your online course. If so, you can insert a placeholder for any or all of the
offline activities in your course. This is a way of making the “offline’ pieces of your course as
automated as possible.

Interactive Content

Interactive content are interactive items that do not need to be viewed or taken by your users to
complete the course.

Interactive Content
These are interactive items that do not need to be viewed /taken to complete the course.

o 3 (‘\! -
= - N
Resource Hyperlink Web Page Popup Check Modalbox Popup

- Resource: This is essentially any file you have uploaded to your files area.

- Hyperlink: Similar to resource, but this is instead something on the internet that exists
outside of your files area

- Webpage: similar to hyperlink, but instead of having a button to open the item, this one
embeds the webpage right into your course inline — as if it were part of the course.

- Popup Check: this is a link users can click to verify that their browser can use pop-up
windows (sometimes, browsers have pop-up blockers enabled).

- Modalbox Popup: This lets you create a modal dialog box similar to all the slide-down
dialog boxes you have been seeing in your usage of the Weblearning system.
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Data Content

Data content items are items that contain dynamic data relating to the user and/or course (like scores,
reports, etc):

Data Content
These items contain dynamic data relating to the user and course.

ay ay ay E B

Course Ovenview Course Progress Course Average Report Card Report Card
Extendead

7

Quiz History Quiz History Course Activity Course Activity Course Certificate
Extended Extended

———— ———
L - L -

[ )
Other Courses Other Courses Other Courses
{enrolled) {available) all)

- Course Overview: This contains 2 bar graphs — a course progress graph, and a course
average graph

- Course Progress: this is a bar graph for the course progress

- Course Average: this is a bar graph for the course average

- Report Card: This is the user’s report card (containing score and status information for
each and every item in the course that has a progress point value or score weight value).

- Report Card Extended: just like Report Card, but lets users drill down into the score and
summary data for each scored item (quizzes and offline activities).

- Quiz History: this is a listing of every graded quiz the user has completed and their score

- Quiz History Extended: just like Quiz History, but adds ability for user to see summary of
each quiz as well

- Course Activity: this is a listing of the activity log for the user for each item they have
accessed in the course

- Course Activity Extended: just like Course Activity, but with drill-down data views

- Course Certificate: A simple certificate indicating a user has completed the course

- Other Courses: 3 placeholders with links to (1) enrolled courses, (2) available courses or (3)
all courses
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Plugin Content

Your system may or may not have items listed in the plugin content section. These items are
additional items available via plug-in apps and/or custom placeholders you may have written for

your system:
Plugin Content
These are plug-in apps you have purchased and installed on this system.
Admin Profile Announcements Calendar Day Calendar Month Calendar Week.
Chat Room Inline All Chat Room Inline Chat Room Chat Room Popup All Chat Room Popup
Proctor Messenger Proctor
b W gy @
i N n R
Comparative Comparative Course Roster User Profile
Scorehistory Scorehistory Extended
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Moving Content

Once you have added content items to your course, you may want to re-position them by moving
them above or below other content items.

Learning Modules —% x & &

Learning ltems may be taken in any order at anytime

Popup Check 4
Placeholder x 8 | v
e Simple Interactive Presentation & I
| @ SlidePaint Presentation ril x 6 v
% Sample Quiz 2 A [
' Graded Quiz ril x 6 v
[[[U-FIRSTNAME]]], take these two Learning Exercises 3 x * 3§
Text Region -

T o Add Content to this Subsection

In the example above, four content items were added — a popup check, two learning items (notice the
lines on the left of each one indicating they are trackable learning items), and a text region. What we
want is the text region to appear above the two learning items (but below the popup check item).

One way to do that is to click the up arrow next to the text region 2 times— moving it item up the
stack until it appears at the top of those two items (but below the popup check item). Once done, it
should look like this:

e i i e i g ot 2 X T

cob iy Chee . X ¢t &

LLEltJ;!gFiIGRnSTNAME]]], take these two Learning Exercises .“" x + §

|EE_'3' k- mxX t ¢

B e mX 3
(4] Add Content to this Subsection
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Editing Content

Once you have added content items to your course, you may want to edit them. Not every kind of
content item is editable after it is added. If the edit button (pencil icon) next to an item is not faded,
then it is editable. Typically, clicking the edit button (pencil icon) will bring up an interface nearly
identical to the original interface you used to add the item in the first place.

Changing Icons for Added Content

Once you have added content items to your course, you may want to change the icon that appears
next to the item (as it appears in the course). Not every kind of content item has an icon, and of
course for those, you will not be able to change the icon.

Start by clicking on the change icon button (folder with photos) next to the item you want to change

the icon for:
Learning Modules el & 0
Learning Ite?ns may be taken in any order at anytime '& x d hd
Popup Check x + §

Placeholder

[[[U-FIRSTNAME]]], take these two Learning Exercises \; x + §
Text Region *
X t &

T i i
| {‘é‘i Simple Interactive Presentation

SlidePoint Presentation

%) Sample Quiz 2 Ml x i &

[N
Graded Quiz

O Add Content to this Subsection
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This will bring up an icon browser. There are a few dozen selections built in to the Weblearning
system (and each kind of item has its own default as well):

Change Content Item lcon

Select an Ilcon From the List Below
(additional icons can be added by uploading icon images to
the File -> images -> item_icons folder)

m

kﬂ‘ -k | W

S Ge B W e

e
’ ;
‘-
-

If you want to use your own custom icon, you can upload as many as you wish into your files area.
As indicated on the dialog, from the files area, open up the images folder, and then create a folder
named item_icons (if it isn’t created already). Finally, upload the icons you would like to use into
that folder. Once you do so, coming back to this dialog will show your uploaded icon images as

options you can choose.
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Moving/Re-positioning Subsections

Similar to moving content up and down inside a sub-section, you may also want to move and re-
position sub-sections above or below another sub-section. You simply click the up/down arrows to
do so.

Learning Maodules

Learning ltems may be taken in any order at anytime

Popup Check

Placeholder

| = <Cimnle Interartive Prasantatinn

Previewing the Entire Section

During your design and development phase (while you are adding content, re-positioning content
and subsections etc), you may want to get an idea of what it is going to look like to your users.

You can get an approximate preview of the section by clicking the preview section button (located
along the bottom of the screen):

Learning Modules Section > Subsections (5]
Add content the subsection below, or click here to add another subsection.
Learning Modules et
Learning [tems may be taken in any order at anytime .“% x ﬁ g
Popup Check
Flaceholder x ﬁ 5
[[[U-FIRSTNAME]]], take these two Learning Exercises 4 x ﬁ 4}
Text Region £
e Simple Interactive Presentation
’ LEE SlidePoint Presentation ril x ﬁ @
“% Sample Quiz 2
- Graded Quiz ril x ﬁ @
(4] Add Content to this Subsection
l Add a New Subsection l Preview Section l l Submit Changes I

It is important that you realize that you are only seeing the section, not the entire page. Your page
may contain additional sections, a banner, footer, and various CSS styling rules that are not factored
in here.
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Submit Changes
After spending much time doing all of this, make sure you click the Submit Changes button.

Learning Modules Section > Subsections (5]
Add content the subsection below, or click here to add another subsection.
Learning Modules S
Learning [tems may be taken in any order at anytime ":& x ﬁ @
Popup Check
Placeholder x ﬁ '5
[[[U-FIRSTNAME]]], take these two Learning Exercises 4 x ﬁ .@
Text Region £
few Simple Interactive Presentation
’ @ SlidePoint Presentation ﬁl x ﬁ @
“% Sample Quiz 2
- Graded Quiz ﬁl x ﬁ @
(4] Add Content to this Subsection
Add a New Subsection l Preview Section l l Submit Changes
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Courses Tab > Manage Courses > Rename

The final section of icons in the manage course screen is the Other Tools section. In this section are
the rename, duplicate, create template, and deactivate icons.

Other Tools
J— oty \' x
Rename Duplicate Create Template Deactivate

The rename function is what you would expect — you simply enter in a new name for the course.

NOTE: For most circumstances, this is a straightforward task. However, if you have any external
systems connecting in with your Weblearning system, and those systems are performing course-
based functions, you may want to check the code and make sure renaming the course will not have
any adverse effects on those systems and their functionality.

Courses Tab > Manage Courses > Duplicate

Duplicating a course is also pretty much what you would expect. You enter in a name for the new
course, and it will be created as a clone of the current course. The extra thing you can do here is
check a box and automatically enroll all users from the existing course into the new course.
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Courses Tab > Manage Courses > Create Template

Creating a template from a course is useful — especially if all of your courses have some of the same
content. Creating a template is very similar to duplicating a course. Everything from the course
(content, layout, settings, etc) will become a part of the template, and then when you create a new
course, you can choose the template and your new course will start off with all of that stuff already n
it.

So here is the process. First, click the create template icon — a dialog will come up. Enter in a name
for the template, a description (which will be displayed when you create new courses), and choose an
icon (which will help you differentiate this template from others you create):

Create Template from Course =

Name for Template

OSHA Courses Use This

Description

Use this template if you are creating an OSHA Compliance Course.|

Custom Custom Custom
Template Template Template

Use This Image Use This Image Use This Image

-
{

m

This action will create a re-usable template out of this course | Create Template | | Cancel |

Click the Create Template button to actually create the template.
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In order for you to both confirm and use the template, click the COURSES tab, then the
DASHBOARD sub-tab, and then the templates icon:

Home Learning Modules slides Files Users Reports Gradeb

E s ] ﬁ

[
Mew Course Manage Courses Templates Plugins

[ manage your custom course templates ]

User Links

You should see your template listed:

Courses Learning Modules Slides Files Users Reports Gradebook Messages

Courses > Manage '+

Dashboard Manage Courses | Templates / Course Plugins

LT OSHA Courses Use This x

Use this template if you are creating an O5HA Compliance Course. Delete
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To use the template, click the DASHBOARD sub-tab again, and click the NEW COURSE icon:

Courses Learning Modules Slides Files Users Reports Gradeb)

Courses > Manage

Dashboard Manage Courses

Cougge Management

2" 4 r s . =)
New Course Manage Courses Templates Plugins
i [ manage your custom course templates }
User Links
r.

You should see your template in the list of starting templates. If you hover your mouse over the icon
for your template, the description you entered will appear:

Create a N_ew Course

Course Name
E | OSHA Compliance for Managers| ' ‘ Create Course ‘ ‘ Cancel ‘
- b

Choose a Starting Template

v
& -

| ; >
Custom joe s i
Template = =
- —
Use this template if you are crr:a.ting a;n.Cl-SI.-l.'l\ o= 3
] Cumplllancrz Course, | : - P =
OSHA Courses Use This Simple Wide with Left Side
Navigation
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Courses Tab > Manage Courses > Deactivate

Deactivating a course basically prevents users from accessing the course, and removes it from your
working list of courses, while still keeping it in the system so all other areas that need it (like
reporting) will still work.

When you click the deactivate icon, a dialog will appear asking you to confirm that you want to
deactivate it:

Deactivate Course

Deactivate Computer Skills 1017

Completing this action will prevent enrolled users fron accessing this course,
and will remove it from the list of active courses here and on user-facing
portals.

“| 1 Want this Course Removed from Report and Gradebook Listings Also
Course will be available in the report and gradebook areas unless you check this box.

Are you sure you want to deactivate this course?

‘ Yes (Deactivate) ‘ ‘ No (Cancel) |

By default, when you deactivate a course, it will still appear in the reports area and gradebook area.
If you do not want it to appear in those areas (for example, maybe the course has no score or activity
data associated with it), then you can check the checkbox on the dialog.

You can re-activate a deactivated course using the following steps:
1. Click Courses tab > Dashboard sub-tab > Manage Courses icon

2. On the search bar, check the ‘show inactive courses’ checkbox
3. Click the Activate button next to the course you want to re-activate
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Courses Tab > Dashboard > User Login

There are three icons on the Courses Tab > Dashboard sub-tab inside the user links section (user
login, public listing-system, and public listing-just yours):

User Links
“' o | svsTEM | | ACCOUNT |
User Login Public Listing Public Listing
(system) {justyours)

The user login icon takes you to the system-level user login page (this is the same link you want to
provide to your users).

Instructions

Enter in your username and
: password to access your
Dev Learning System online course listing.

ﬁ

User Login

Username

Password

| Login |

Atrixware Weblearning 9.6 LMS

build # 964-20120501-adct

Copyright © 1927 - 2012 Atrixcware, LLC., All Rights Reserved.
http: / /weblearning.atrixware_.com/
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Courses Tab > Dashboard > Public Listing (system)

This icon is a link to the system-wide course directory (think of it as the public-facing home page for
your LMS). Each course can be set up to be displayed or not displayed on this page, and if displayed,
it is configured to either show an enrollment button or a login button.

Instructions
Online Course DIrECtOW Click on the enroll, login,
or contact button next to
the desired online course.

Andrew
ﬂ A history of horses 3 -

English 300 il
a >/
EJ Math 100
S P -
u This course is even better than the last »
u Wow what a great course 3 -

Sir Anthony
Nice Guy, lots of fun.

Computer Skills 101 -
a =
n Course 103 » -

Course 104 -
a =
ﬂ Loaded » -

NEW With RC -
a > ®

LW sample Course
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Courses Tab > Dashboard > Public Listing (just yours)

This icon is a link to the course directory (think of it as the public-facing home page for your LMS).
Unlike the previous listing, this one is just for your courses. Each course can be set up to be
displayed or not displayed on this page, and if displayed, it is configured to either show an
enrollment button or a login button.

Instructions

Online Course Directory

Sir Anthony
Nice Guy, lots of fun.

Click on the enroll, login,
or contact button next to
the desired online course.

m Computer Skills 101 » -
m Course 103 » @
__ Course 104 B -
g Loaded ™
Q NEW With RC » @
m sample Course } @
K vosie » =

] _TEMPLATE Default

o This is the description "yeehay” yes " hjifgjghjghj ' fhg. This is the description "yeehay” yes " hjfgjighjghj ' fhg. This is the
description "yeehay” yes " hjfgjghjghj ' fhg. This is the description "yeehay” yes " hjfgjghjghj ' fhg.
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Learning Modules Tab

From the learning modules tab, you can do the following:

1. Create new learning modules
2. Manage learning modules
3. Manage learning module templates

Atrixware Weblearning LMS

Home Courses Learning Modules slides Files Users Reports Gradebook Messages

Learning Modules > Manage

Dashboard Manage Modules Learning Module Plugins

Learning Module Management
Learning modules are trackable learning activites you can add to your online courses.

Learrifd g -
§\< 4 Q\{. ~ : :
N % Iy _J

New Module Manage Modules Templates Plugins

Learning Modules are what you create to be used inside your online courses for your users to
interact with (be it watching a video, interacting with a learning exercise, taking a quiz, reading a
document, or any number of other things). This area lets you create re-usable learning modules
which can be used inside of multiple courses.

Adding Modules to your Courses

As mentioned previously in this manual, while you create and author your learning modules here,
you are not quite done — you need to get them in front of your users. To do so, you need to add them
into your online course.

This is discussed in detail in the Courses Tab chapter, but as a quick review, you click Courses tab >
Manage Courses icon, then click the Manage button next to the course you want to add your
learning module to, then click the Setup Learning Modules icon, click the Add Content to this
Subsection button, click the icon for the kind of module you want to add, then click the add button
next to the actual module.
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Learning Modules Tab > Dashboard > New Module

To create a new learning module click the new module icon, and a menu of icons for all of the
different kinds of learning module types you can create will be shown:

Dashboard Manage Modules | Authoring Tools Learning Module Plugins

New Learning Module
Click on the icon for the kind of learning module you want to create.

GRADED PRACTICE e

& [ 1 :
? hi? ' e =
- ] | v

New Flash Cards  New Graded Quiz  New Powerpoint™  New Practice Quiz ~ New Presentation New SCORM
Import (Non Graded Quiz)
T STUDY o
i@ v
New SlidePoint New Study Mode New Video Mew Web Ohject
Quiz

As you can see, there are quite a few things you can create. The only item you may not have on your
system is the SCORM item — which is an optional item which can be added to most Weblearning
systems.

To create a module, you simply click on the kind of item you want to create.
As you might imagine, each kind of module has its own interface, along with its own settings, steps,
etc. Therefore, we have created separate user guides for just about every module type (freely

available for download from our website).

There is one item here which does not have its own manual (and isn’t really a first-class module
type), and that is the “new powerpoint import’ icon, which we will discuss next:
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Learning Modules Tab > Authoring Tools > New Powerpoint Import

Just about everyone uses PowerPoint™. There are actually several different ways you can use your
existing PowerPoint™ presentations inside your online courses:

1. You can upload the .ppt or .pptx file into your files area, and link to it in your course

2. You can use any of the PowerPoint™-to-Flash converters on the market, upload the
resultant flash file, then use the Video module type to wrap and track it in your course

3. You can upload the .ppt or .pptx file into your files area and then wrap and track it using the
Web Object module type

4. You can use the PowerPoint™ Import function to import it into Weblearning as a Slidepoint
module

In this section, we will be discussing #4 — importing into Weblearning as a Slidepoint module.

To start, click the New PowerPoint™ Import icon, and the import screen will appear:

Learning Modules > Create a PowerPoint™ Import

Step 1: enter a name for this presentation Import Presentation

Presentation Name

Select the SlidePoint Importable (.spp) File to Import
To convert your Powerpoint™ presentations into .spp format:

1. If you haven't already, download the PowerPoint™ to Slidepoint Converter {for Windows XF or faren, then install.

2. Launch the PowerPoint-to-5lidepoint Software (from desktop shartcut or start menu).
3. Drag your PowerPoint presentation on to the PowerPaint-to-5lidepoint App Interface to convert it to _spp format.

4. Upload the spp file(s) using the browse /upload mechanism below.

Select a SlidePoint Importable (.spp) File from your computer:

| Choose File | Mo file chosen

Step 1: enter a name for this presentation Import Presentation
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If this is your first time using this feature, you will have to download and install a small application
that will do most of the conversion work for you. You can do so by clicking the download link as
shown:

1: enter a name for this presentation Import Preser

Presentation Name

[ the SlidePoint Importable (.spp) File to Import

vert your Powerpoint™ presentations into .spp format:

f you haven't already, download the PowerPoint™ to Slidepoint Converter (for Windows XF or fater), then install.

Launch the PowerPoint-to-5lidepoint Software (from deskrop shortcut or start menu).
Drag your PowerPoint presentation on to the PowerPoint-to-5lidepoint App Interface to convert it to .spp format.

Upload the _spp file(s) using the browse /upload mechanism below.

Select a SlidePoint Importable (.spp) File from your computer:

In order to use the software, you will need to be using Microsoft Windows (XP or later), and
PowerPoint™ 2003 or later.

Downloading and installing the software is the same process as anything else you have downloaded
and installed from your web browser — here are the basic steps:

1. Click the link

2. If you are prompted to run or save, choose run

3. If you get no notification screen, check your downloads folder for a file named
ppt_to_slidepoint.exe — and double-click on it to run it

Follow the steps in the installer (basically, just click NEXT a few times)

Once complete, you should have an icon on your desktop, and also in your start menu for the
converter software

o s
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Here is what the icon looks like on the desktop:

Double-click on the software to start it, and you will see a screen like the following:

rﬂ PowerPoint to SlidePoint Co_ | ™ =)
slidepoint

by Atrixware

Powerpoint to Slidepoint Converter

g 3

Drag Icon of PowerPoint Presentation You
Want to Convert Here

(el arlinzl presaneidon Wil rot b priedified) I

_ J |

Close

" = J

There are really only two things you can do — either drag the icon for your PowerPoint™ file onto
the large area, or close the software.
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Of course, we want to drag the icon for your PowerPoint™ file onto the large area, at which point
the converter software will do its thing (you will see some messages telling you what it is doing, and
a bar graph with its progress):

r 1
E PowerPoint to SlidePoint Converter @

slidepoint

by Atribware

Powerpoint to Slidepoint Converter

Performing Conversion, Please Wait ...
(the original presentation will not be modified)

Processing slides ( 15 % complete )

Once complete, you will see a screen like this:

E PowerPoint to SlidePoint Converter M

slidepoint

by Atrioware

Powerpoint to Slidepoint Converter

Conversion Results
Conversion was Successful!

You can import it into your slidepoint account by using the
'Import Powerpoint Presentation’ option inside your account.

All converted presentations are located here:

C:\Users\anthony\Documents'slidepoint.net_uploads

Convert Another Presentation l l Close ]

The path shown is important — this is where all of your converted presentations will be stored —
and these are the files you are going to upload into your account.
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So, you can convert each presentation as-needed, or, you can do all of them at once (just keep
clicking the Convert Another Presentation button until you are done).

Once you have at least one .spp file (this is the file the converter creates), you can perform the
import into your Weblearning account. So, back to the import screen:

Learning Modules > Create a PowerPoint™ Import

Step 1: enter a name for this presentation Import Presentation

Presentation Name

Select the SlidePoint Importable (.spp) File to Import
To convert your Powerpoint™ presentations into .spp format:

1. If you haven't already, download the PowerPoint™ to Slidepoint Converter (for Windows XF or larer), then install.

Launch the PowerPoint-to-5lidepoint Software (from deskrop shortcut or start menu).

Drag your PowerPoint presentation on to the PowerPoint-to-5lidepoint App Interface to convert it to .spp format.

A i

Upload the .spp file(s) using the browse /upload mechanism below.

Select a SlidePoint Importable (.spp) File from your computer:

Choose File | Mo file chosen

Step 1: enter a name for this presentation Import Presentation

It’s pretty simple:

=

Type in a name for the presentation
2. Click the Choose File/Browse button and select your .spp file

IMPORTANT: do not choose your ppt or pptx file — it needs to be the .spp file created by the converter
3. Click the Import Presentation button
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Depending on the size of the file, the upload and import may take a few minutes. Once done you will
see a screen like the following:

Learning Modules > Create a PowerPoint™ Import

¢ Your Presentation was Imported

What would you like to do next?

o,
# %

\_/L Preview this Presentation

Import another Presentation

——

‘ Manage your SlidePoint Presentations
=S o=y

As you can see, you can preview the result of the import, import another one, or manage your
Slidepoint presentations.
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The important thing to know at this point is, the end result of the import is a Slidepoint module (in
other words, the importer converts your PowerPoint™ presentation into a Slidepoint module).
Therefore, if you want to change the settings of the presentation, add/remove slides, add animation
effects, content, audio, or anything else, you will access it from the Manage Modules > Manage
Slidepoints icon:

Dashboard Manage Modules Learning Module Plugins

[

Managing > All Modules

Manage Home

- maming | PRACTICE GRADED ;:FI
; ‘ ) i , ? E

| ® [ PPE =

5 =) 7 —~—r m

Manage Learning ~ Manage Practice Manage Graded Manage Flash Card Manage SCORM|  Manage SlidePoint

Presentations Quizzes Quizzes Modules Modules Presentations
u’ »

Manage Study Manage Videos Manage Web

Mode Quizzes Modules Object Modules
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Learning Modules Tab > Dashboard > Manage Modules

You manage modules you have created by clicking the manage modules icon, which brings up a
menu of icons — one for each type of learning module:

Dashboard Manage Modules

Learning Module Plugins

Managing = All Modules

Manage Home

s PRACTICE
- L ]
E {
v —V
Manage Learning  Manage Practice
Presentations Quizzes

STUDY

¢

Manage Study Manage Videos
Mode Quizzes Modules

GRADED
h_ ,

Manage Graded
Quizzes

D

Manage Web
Object Modules

H

Find

o =

Manage Flash Card  Manage SCORM  Manage SlidePoint
Modules Modules Presentations

To manage modules of a specific kind, start by clicking on the appropriate icon, and all modules of
that kind you have created will be listed.

If you want to manage multiple module types in the same list, you can type in a search phrase in the
search box and then click the find button, and all modules across all kinds (that contain your search

phrase in the title) will be listed.

If you first click a module icon, and then type in a search phrase, the results returned will be for that

module kind only.
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If you are inside of a listing for a particular module kind, and want to get back to the screen where

you can select another module kind to list, click the back to manage modules > home button as
shown:

Dashboard Manage Modules Learning Module Plugins

Managing = Learning Fresentations

=] - b o -
= A Presentation . @ & ™ X
—z Last Published: 03-29-2012, 11:04am - mareinfo Edit  Republish Acmss  Frint  Delete
- ~ i ™~
= Embedded Docs : @ & ™ X
i Last Published: 04-27-2012, 2:25pm - | mareinfo Eit =~ Republish Acess  Print  Delete
=7 - b Y - "
= Embedded Powerpoint [ W e x
=7 Last Published: 04-27-2012, 1:08pm - = mareinfo Edit =~ Republish ~Acress  Print  Delete
Ll P [ e f— | y

Each module kind has its own series of buttons that can be used to edit, delete, republish ad more.
For information on each button and how it works, please consult the user guide for that module kind
(each module type has its own user guide, freely available from our website).
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Learning Modules Tab > Dashboard > Templates

You can manage templates for each kind of module by clicking the templates icon:

Dashboard Manage Modules Manage Templates Learning Module Plugins

Select a Template to Configure
For each module type, you can set up a starting template which will be applied each time you create a new module of that type.

GRADED PRACTICE i -
? ¢ ? = [r—
| . E dLr) E &3

Flash Cards Graded Quiz Practice Quiz Presemtation ven  SCORM Template  SlidePoint Template
Template Template Template Graded Cwiz) Template
STUDY r.
o
Study Mode Quiz Video Template Web Object
Template Template

To manage a template for a particular kind of module, simply click on the appropriate icon, and the
template screen will appear. For information on each template, please consult the user guide for that
module kind (each module type has its own user guide, freely available from our website).
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Slides Tab

The Slides tab is the area you use to create your online slide bank — which is typically mostly
question slides, but can also be non-question slides as well.

The idea is that you can create questions, place them into categories and/or category/subcategory
structures, and then use (and re-use) them across the quiz style learning modules (which currently
includes graded quizzes, non-graded quizzes/presentations, practice quizzes, study mode quizzes,
and flashcard quizzes).

When you first come to this area you will be presented with the following screen:

Home Courses Learning Modules Files Users Reports Gradebook Messages

Slides > Manage

Dashboard Manage Slides

slide Plugins

I Gl

Slide Management
Slides (and questions) created here can be used and shared across all quiz-related learning module types.

L
- - A
L 2

Add Slide Manage Slides Plugins
Slide Tools
OER > (=N
ofolko ~
Master,Sub Import Questions Copy Move Delete
Categories

We start off on the dashboard sub-tab, which provides you access to add slides, manage slides,
manage master/sub-category structures, import questions, and copy/move/delete functions (all
discussed next).
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Slides Tab > Dashboard > Add Slide

The first section on the Slides tab > Dashboard sub-tab is the slide management section, which

contains 3 icons — add slide, manage slides, and plugins.

Slide Management

o, & ‘;i

Add Slide Manage Slides Plugins

Slides (and questions) created here can be used and shared across all quiz-related learning module types.

If you do not yet have any slides created, and have not created any master/sub-category structures,
or, you want to add a new question or slide into a new category (as opposed to an existing category),
click the Add Slide icon, which will bring you to the following screen:

Dashboard

Manage Slides

5lide Plugins

List Slides & Questions

.. Pick a Category to List ..

..pick a category abowve

Add a Question or Slide

> p

Presentation Slide Multiple Option ~ Multiple Response  Matching Question

Question Question
True or False Yes or No Question Essay Question
Quiestion

[=]

FiII—in—the'— Elank Pick List Qﬁésﬁon

Question

To add a new question, click on the appropriate icon (or choose presentation slide for a non-

question slide).
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The editor for the kind of question/slide you picked will appear:

QUESTION EDITOR : Multiple Option / Response

Required Optional | Other

Question Layout & Content | ID# NEW

B == a&a8— FlE
| style |=||Paragraph  [=] |Font
@ | Extras |Z||

Choices [ place checkmark next to the correct answer(s) ]
A O
B

C
D

Each “kind” of question/slide has slightly different data entry fields (for example, a multiple option
question lets you enter choices, whereas a fill-in-the-blank question lets you type in the correct
answer), but generally consist of the following areas:

1. The Question (or Slide) Layout and Content section. This is where you can enter in
the question text, along with images, videos, table layouts, links, and much more. Also
notice the ADVANCED button on the top right of the editor — which lets you assign
simple entrance animations, and for presentation slides, lock out the next/back buttons for
a specified number of minutes if desired.

2. Choices/lItems section. This is where you enter in choices, matching grid, or the correct

answer (slightly different depending on the question type). On Presentation Slides, this
section does not exist.
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10.

Category/Question Group. This lets you assign the question/slide to a group or category
(each question/slide must belong to a group or category).

Title. This is usually the question/slide number, but you could also replace the
placeholder for the number (which is [[[QNUMBER]]]) with text. This is useful in
presentations where the slide number is less important than the slide title.

Reference/Explanation. Available on questions, this lets you assign feedback for a
question (to appear in the end-of-quiz report if you have configured it). The feedback can
consist of text, images, table layouts, videos, and more.

Immediate Feedback Responses. Available on certain question types, these are fields
that let you specify the immediate feedback a user will receive depending on which
choice they pick (currently available on multiple-option, true/false, and yes/no
questions).

Author Notes. This lets you place notes (for your eyes only).
Change Log. This is a log of all changes to the question or slide (view only)

JavaScript Code. For advanced users, this section enables you to write code that will
execute when the question/slide comes into view.

Sharing. This is only applicable if you are on a system that has multiple course admins
sharing questions/slides, and in that kind of system, this setting lets you share/unshare the
question/slide.
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Slides Tab > Dashboard > Manage Slides

First, click the Manage Slides icon from the dashboard sub-tab, and you will be taken to the

following screen:

Dashboard

Manage Slides

Slide Plugins

List Slides & Questions

.. Pick a Category to List ..

..pick a category abowve

Add a Question or Slide

W
e

Presentation Slide Multiple Option ~ Multiple Response  Matching Question  Fill-in-the-blank

Question Question Question
True or False Yes or No Question Essay Question
Quiestion

=]

Pick List Question

Notice it looks just like the add slide screen — because it is. Both icons take you to the same place —
the manage slides sub-tab. However, instead of clicking on a slide icon to add a slide, we are instead

going to pick a category to list from the dropdown box:
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Dashboard Manage Slides slide Plugins

List Slides & Questions

.. Pick a Category to List .. E
Dd3Ils

Morning Class
Chapter 3
Chapter 4 I
Chapter 5

Rockets
Construction
Destruction

Science
Easy
Normal =
Really Hard

Sports
Baseball
Football
Soccer

Wine and Cheese
Red Wine

Individual Categories

m

Notice in the exhibit above the bold selections and non-bold. The bold are the master categories we
created, and the non-bold are the sub-categories for that master. A bit later on in this manual we
discuss how to create the master/sub-category structures you see here — but know that they are
optional (you can just have flat categories as well, as shown here):

Dashboard Manage Slides

List Slides & Questions

Pick a Cateqary to | ist

Individual Categories | —
Arswer stomg ot
Anthonys APl Category
Basic Skills
frank ch1
GDOCS
GDOCS Embed
My New Category
MyNewCategory
New Category

The categories show up under a bold section titled ‘individual categories’.

So back to the purpose of using this drop-down box — we want to choose the category of questions to
list. So, you can either pick a category or sub-category, or you can choose all categories — which is
the final option in the dropdown:
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slides2
Staceys question

o T VI T Py (g | /
LA AT LTI
[ All Categories ] |-

The main difference is, if you pick all categories, you will still be able to edit your questions/slides,
you will not be given the option to add any questions/slides (but as long as you are listing just a
single category, you will be able to add questions/slides to that category).

So here is an example of a listing:

Slides > Manage

Dashboard Manage Slides | Tools Slide Plugins

List Slides & Questions

Presidents B
Prasidents
1-4 of 4 Create Fiter
@ Tveee @ sequence [¥| confirm Al Deletes
L £ X
010560 0 Who was the first president of the united states? b IE
WView Edit Delete
L 2 X
010562 0 Who was the second president of the united states? Tl
= View Edit Delete
- - Q2 X
010564 0 Who was the third president of the united states? bt N
= View Edit  Delete
. . A 2 X
010566 0 Who was the fourth president of the united states? Bl
E:: View Edit Delete

Reorder _" Add a New | .. Pick a Question or Slide Type .. E Add

Tip: the icon next to each slide will be different based on question/slide type, and will also have a
hand beneath it if it is shared. You can hover over the icon to learn who owns the item, and what
kind it is.
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Before discussing the list, notice the Create Filter button:
Dashboard | Manage Slides | Tools

List Slides & Questions

Presidents

Presidents

1-4 of 4

@ Type & ID @ Sequence

=]

010560 0 Wha was the first nresident of the united srares?

Create Fileer Y

Confirm All Deletes

Qs X

Once you have a category (or all categories) selected from the dropdown box, you can filter the
results further by clicking the create filter button — think of it as a sophisticated search or find
mechanism enabling you to work with specific questions/slides based on what they contain or do not
contain, their item id, their owner/author, what’s in the explanation and/or notes, etc:

Filter Slide Listing

Filter Listing Using the Following Criteria

Content Contains
and Explanation Contains
and Notes Contain

and Content Contains

=]
2]
B
B

Contains / Does Not Contain
and Content Contains
and Content Does Not Contain
and Explanation Contains
and Explanation Does Not Contain
and Notes Contain
and Notes Do Not Contain
Is / Is Not
and ltem ID is
and Item 1D is Not
and Author is
and Author is Not

Listing Length
and List This Many ltems
and Starting At ltem

Tip: You can separate multiple values inside each text field using a comma. For exampie, red,blue,green will match
red Of blue OF green in 'is/contains' fields, and red ANVD blue AND green in 'is not/does not contain’ fields.

president
washington

needs to be fixed

‘ter Apply Filter
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You can reorder (place into a specific sequence) the questions/slides by typing in the sequence
number next to each question/slide in the listing, and then click the REORDER button.

o Type & T 0 Sequence
0qo450 3 ind the
e
40' lag
0po451 2 ngle Hg
dder?
#8710
po4s2
== - earest
00453 5 ind the
==
00454 4 ind &ai
—_—
Reorder

Many of the publish mechanism of the quizzes you create have an insert wizard block function, and
on that function, choosing the “in sequence’ (as opposed to ‘randomly’) option will use the
sequence you define here.
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You can VIEW a question/slide by clicking the corresponding VIEW button:

=N T OTITI T AT DETETES

ol x
o 010352 o Which of the following are fruits? —_—P N

View [Edit  Delete

The preview will be a very close approximation of what your user(s) will see (minus any skin
styling):

Preview

A 40" ladder is propped up against a building at a 45° angle.

How far away from the building is the base of the ladder?

-
1
- -

28.28 ft
23.09 1t

201t
AQ ft

o ow

You can EDIT a question/slide by clicking the corresponding EDIT button (may not be available if
you do not have edit rights to the item).

=N T COTITI T AT DETCTTS

) _ _ _ S x
v 010552 o Which of the following are fruits?  —

,
Vied Edit  Qelete

You can DELETE a question/slide by clicking the corresponding DELETE button (may not be
available if you do not have delete rights to the item).

A few notes on deleting questions/slides. First, you can uncheck the ‘confirm deletes’ checkbox if
you want to more rapidly delete questions/slides. Second, and most importantly, you should never
delete questions if they exist inside quizzes. Even though you will not remove the questions from
the quizzes themselves when you delete them here, if you ever republish those quizzes, and you have
the quizzes picking individual questions, when the quizzes are republished, they will no longer have
the questions (because they are gone from the slide bank here).
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You can ADD a new question or slide to the category by (along the bottom of the list) picking the
kind of question/slide you want to add ...

QL2 X

View Edit Delete

Add a New | .. Pick a Question or Slide Type .. E

.. Pick a Question or Slide Type ..
Question Slide Types
h.-‘lllh'ipln (".lpﬁnn
Multiple Response
Fitt e biamic 1 :
Matching 2 or more choices, m|
Picklist
True/False
Yes/No
Essay
Non—Question Slide Types
hts Reserved. Blank Slide

Blank (2 Columns)
Blank (3 Columns)
Title
Title with Subtitle

e fourth president of the united states?

... click the ADD button ...

Add a New | .. Pick a Question or SIide—'FrpﬁE\ Add

| .. Pick a Question or Slide Type .. |

... and then click the EDIT button next to the new question/slide in the list marked in red.

1 - -
010564 0 Who was the third president of the united states? ‘2\ - x
View Edit Delete
| - Q2 X
= 010566 0 Who was the fourth president of the united states? e
B : View Edit Delete
w— RS
=R TEFRN N =~ Please Edit *** . x
- ! Edit  Delete
Reorder _t Add a New | Multiple Response [*] | Add
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Slides Tab > Dashboard > Master/Sub Categories

The second section on the Slides tab > Dashboard sub-tab is the slide tools section, which is
essentially a copy of everything on the Slides tab > Tools sub-tab (but just one less click away):

Slide Tools
L I_L:_'-_-.
EEIS— Y s [N
ook | 4
Master/Sub Import Questions Copy Move Delete
Categories

The master/sub categories icon takes you to the following screen which enables you build
master/sub category structures:

Dashboard Manage Slides | Tools Slide Plugins
Manage Master/Sub Categories @

Eiﬂ Master Categories : Sub Categories

Another Category
Gaming

Morning Class

Chapter 3
Chapter 4
Chapter 5

No Subs

Rockets

Science

Sports

Wine and Cheese

Add Sub

lRemove‘ l Add Master J

Everything here is relatively straightforward. You add and remove master categories to the left list,
and then add sub-categories by clicking on a master category in the left list, then adding sub-
categories in the right list.

Once you have created your structures, you will be able to add questions/slides into the sub-
categories simply by choosing them from the available categories list on each editor.

Course Administrators Guide — Weblearning 9.64 89 of 146



Course Administrators Guide — Weblearning 9.64 90 of 146

Slides Tab > Dashboard > Copy

Click the Copy icon. To copy questions from an existing category to a NEW category, pick an
existing category from the drop-down list, then type in a new category to copy them to, and click the
COPY button.

You can also copy them into an EXISTING category as long as you type in the existing category
name exactly (including using the proper upper/lowercase letters).

Slides Tab > Dashboard > Move

Click the Move icon. To move questions from one category to another, pick the from category from
the first drop-down list, then pick the ‘to’ category from the second drop-down list, and click the
MOVE button.

Slides Tab > Dashboard > Share

If you are on a system with multiple course admins, and question/slide sharing is enabled, this
function will enable you to share/unshared all questions/slides in a specified category (this performs
the share/unshared on current questions/slides, and does not apply to any questions/slides added
after this).

Slides Tab > Dashboard > Delete

To delete questions from a category, pick the category from the drop-down list and then click
DELETE.

Note: You should never delete questions if they exist inside quizzes. Even though you will not
remove the questions from the quizzes themselves when you delete them here, if you ever republish
those quizzes, they will no longer have the questions (because they are gone from the slide bank
here).
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Slides Tab > Dashboard > Import

Click the Import icon. The pack-in import function enables you to import single-correct-answer
multiple-choice questions.

Home Courses Learning Modules Files Users Reports Gradebook Messages

slides > Manage ey

Dashboard Manage slides 5lide Plugins

Slide Management
Slides (and questions) created here can be used and shared across all quiz-related learning module types.

- [ 3
,,f ri

Add slide Manage Slides Plugins

Slide Tools

olc)c - X
Master,5ub Import Questions Copy Move Delete
Categories

This will bring up the Import Questions screen.

Tip: If you are using Microsoft Windows, you can download the import utility to assist you in
formatting your questions and preparing them to be imported.

Tip: If you are using Microsoft Windows, you can to assist you.

You can either type in questions, or, paste them in from another source (the pasted text should be
plain-text, and not formatted text such as directly from Microsoft Word).
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To paste in text, right-click in the white area of the Weblearning “Question Text File” area and
select PASTE.

L\

Select All

¥ Check Spelling

Languages »

b T 4 LI &

14. Click the VALIDATE button. Confirming “Detected ...questions in text.” Message should

appear.
FAN -
Quesation Text
Tip: if you are using Mtrosoft Windows, you can Download the Import Utility to assist you.
Detected 1 questions in text. valldate
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Next, either pick an existing category or type in a new one where the imported questions should be
placed.

[i]

Use category name in blank —=> E

[¥] Shuffle Answer Order for Imported Questions

Finally, check the shuffle answer order box if you want the imported questions to be configured to
shuffle the answer order each time they are delivered to a user (you can change this setting after the
questions are imported if you desire).

Click the IMPORT QUESTIONS button.
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Files Tab

The files tab is where you can upload and manage external content (such as images, videos,
PowerPoint presentations, office documents, and more). It is designed to operate similarly to what
you are used to already on your operating system, but there are some differences:

= I |~
Folders = == Files F A Details
- L - &
s Home e
{.d Shared Folders m‘z ’_u_“
\ Search Filesize:
1ad70ad4fdb3ad03f409e12 2-9-2010_8-10-08_pm.png 90.07 kb
(up one level) £ ~
- Uploaded:
L more
el i 02-09-2010, 7:25pm
= = Show Usage Details
banner.jpg chrysanthemum.jpg
- —
B =
delete.png desert.jpg
1000 x 236
[ o T [ i

hudranneas inn irlhrfizh inm

Total Disk Space Used: 14.03 MB of 1000 MB

Files > File Manager > Overview

The file manager is the application that runs inside the files tab (shown here). It is divided into three
sections (columns): the folders column, the files column and the details column.

In general, here is what each column is for.

The folders column is where you navigate up and down folders, initiate a search for files, as well as
add and remove folders.

The files column is where the files contained in the folder you chose are listed, and then you can
pick a file to view (or download), delete, or copy.
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The details column is where the information about the file you pick (in the files column) is
displayed. Some contextual items (like preview) are available depending on the kind of file you have
picked. This column is collapsible.

Files > File Manager > Navigate into a Folder

Click on a folder where you like to navigate to from inside the folders section.

4{;\ Home
[ Shared Folders 4% Home
\ Search B Shared Folders E‘

,, Search ‘

i _audio 1adT0ad4dbIad03400e 12 2-9.2010_8-10-08_

B _docs (Up one leve

B2 _images L & more

B2 _other L. L.

-t _'n.'.ﬂc':-f': ! E
T banner pg 5 i

Any folders that are located inside that folder will appear in the folders section, and all files in the
folder will appear in the files section.

Files > File Manager > Add a Folder

First navigate into the folder where you would like to create the new folder, and then click the ADD
FOLDER button, enter a name for the new folder, and click CREATE:

—d |

Folders o le=__ Files
i

A

4o Home
{1 Shared Folders

\ Search
lad70a
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Files > File Manager > Delete a Folder

First navigate into the folder that you would like to delete, and make sure all files and folders are
removed (the system will not allow you delete a folder unless it is empty). Next, click the DELETE
FOLDER button, and confirm:

I | |

Folders

Shared Folders
\ Search

4> Home
!

1ad70a

Files > File Manager > Share Your Files

If your system is set up to allow file sharing across multiple course admin accounts, you can
participate and share some of your files by navigating to the ‘shared folders’ area:

Folders —_— - Files

lad70a
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Once there, pick the ‘my shares’ folder from either the folders section or the files section:

|

Folders Pr—

4 Home
{ Shared Folders
\ Search

My Shares

Files you are sharing with other
Course Admins.

Bl My Shares

Access files shared by other

i
—
= (QOther Shares
o Course Admins

This will take you to the section of your account where anything you upload will be shared:

. Home
Bo
{3 Shared Folders = My Shares

\ Search - Files you are sharing with other
Course Admins.

y- (up one level)

i3 _audio
7 docs .
—_ —ima es To share files with other Course
—_ _oth»Sr Administrators click a folder to browse
- and upload your files.

_video

LT

Course Administrators Guide — Weblearning 9.64 97 of 146



Course Administrators Guide — Weblearning 9.64 98 of 146

There are a few ways you can tell if you are in your shared files area:

1. Along the bottom of the files area, the location will be identified — if it starts with /Shared
Folders/My Shares/ then you know you are in the shares area:

— .-

2. The icons representing your uploaded files will have a shared indicator on them.

Files > File Manager > Access Other Shared Files

If your system is set up to allow file sharing across multiple course admin accounts, you can
participate and use files other course admins on the system are sharing by navigating to the *shared

folders’ area:

Folders —_— == Files

i Shared Folders |4

1ad70a
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Once there, pick the ‘other shares’ folder from either the folders section or the files section:

Files =) x Def
[

Folders Pr—

Lo

4% Home
i Shared Folders = My Shares
\ Search —— E‘ILEE: :uu arei fcl:lanng with other

- (up one level)

s=____ QOther Shares

| Access files shared by other
. Course Admins

[ Other Shares

Each course admin that has shared files will be listed in the folders section:

== =

4% Home
i Shared Folders
\ Search

Click on the folder of the course admin that has files you would like to access to bring up their files
and folders they are sharing.
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Files > File Manager > Upload Files

First, navigate into the folder where you would like to upload your file(s) since anything you upload
will go into the folder you are currently located.

Next, click the UPLOAD FILES button:

Files Details

x

one or more files ]

= No Files Found
Click here to upload files to this

—

This will bring up the upload files form:

Upload File(s)

. Browse Files
Select one or multiple files from your computer

to upload.
Start Upload

What types of files can | upload?

Overwrite Existing Files

First, if you are uploading one or more files that have the same name as a file already in the folder,
and you want to overwrite/replace the existing file with your uploaded one, check the overwrite
existing files checkbox.
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Now you can begin. The ‘next step’ is always indicated along the top of the status section of the
upload files form:

Upload File(s)

: Browse Files
Select one or multiple files from your com |

to upload.

| Start Upload |

Click the “browse files’ button to open up the file browser on your computer — this will let you
browse for and select one or more files to upload (note: if you are using an older browser or
operating system, you may only be able to pick one file at a time):

@ Select file(s) to upload by be&.mbleamingcenter.net . - [ﬂ
Look in: | Sample Pictures ~- @ F o
L -
i
Recent Places
Desktop . . __ |
lad70addfdb3ad... | Chrysanthemu... Desert.jpg Hydrangeas.jpg Jellyfish.jpg
= i
Libraries
. 2N |
Cormputer +
. )
Qk Koala|jpg Lighthouse.jpg Penguins.jpg Tulips.jpg

File name: "lad 70ad4db3ad03409% 12473577921 jpg" "Chrysanthemum jpg” "Desett jpg ~

Files of type: [Bmwse Files '] [ Cancel ]

You can select as many files as you would like — shown above is Windows 7, but your operating
system may look slightly different, however, you should already be familiar with how to select a
single file, or multiple files from your operating system.
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Once you have selected the files you want to upload, they will appear in the status area of the upload
files form:

Upload File(s)

1ad70ad41db3ad031409... (3.45KB) Browse Files

Start Upload
Chrysanthemum.jpg (858.78KB)

Overwrite Existing Files
Desert.jpg (B26.11KB)

Before starting the upload, you can click the red X button next to any particular file if you would like
to remove it from the upload list.

Now click the START UPLOAD button, and each file will be uploaded one by one, along with a
status bar as they upload:

Upload File(s)

Lighthouse jpg (548.12KB) - 100% Browse Files

Start Upload

Penguins.jpg (759.6KB)

Overwrite Existing Files

Once complete, the status area will indicate if there were any issues.
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Files > File Manager > Copy/Paste Files

To copy a file, first click on a file to select it, and then click the COPY button:

ugins

-  Files
F
| Copy this ile |
=
1a:‘?:a:~‘-f§.03ﬂ€§e12 chrysanthemum.jpg
desenee o
= =

ighthouse jpg pengUNS.Jpg

L. x Details =

Filesize:

§26.11 kb

Uploaded:
02-21-2010, 12:09pm

Show Usage Details

1024 x 768

The COPY button will be changed to a PASTE button, and a message will be displayed verifying

that you have copied the file into the clipboard:

Now navigate to the folder location you would like to paste the file, and then click the PASTE

button.
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Files > File Manager > Preview a File

If you have clicked on an image file or flash video file, the details section will render a thumbnail
preview of your file, along with pixel size:

FITESTIE:
1ad70ad4fdb3ad03f40%e12 chrysanthemum.jgg 826.11 kb
v
Uploaded
= . 02-21-2010f12:09pm
= = ShowjUsage Details
desert.jpg koala.jpg
B £
= = — w—
ighthouse. jpg penguins. jpg
1024 x 758

Files > File Manager > Download a File

You can download a file two ways:

1. Once you click on a file, you can download it by clicking the DOWNLOAD button in the

details section:
= x Details
- »

- [ Copy this file | l
= ! Filesize:
b3ad03f409e12 chrysanthemum.jpg 826.11 kb
v
. Uploaded:
== . 02-21-2010, 12:09pm
= =

Show Usage Details

sert.jpg koala.jpg

2. You can double-click on a file to download it.
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Files > File Manager > Delete a File

Click a file you would like to delete, and then click the DELETE button (you will be asked to
verify). |

¥
Files = x De

L o

= = ]

1ad70ad4fdblad03f409e12 chrysanthemum.jpg 8

ira [irc T 0
desert.jpg koala.jpg

Files > File Manager > Check if a File is Being Uses/Referenced

Before deleting a file, you may want to check and see if it is being used or referenced by any
courses, learning modules, slides, etc. To find out, click on the file, and then in the details section,
click the show usage details button:

Filesize:
um.jpg 826.11 kb

Uploaded:

w
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Users Tab

The USERS tab is where you manage user accounts and user groups. From this tab, you can do the
following:

Add users into the system
Manage users

Manage groups
Configure custom fields

Awnh e

Home Courses Learning Modules slides

Files Reports Gradebook Messages

Users > User Listing

Dashboard Manage Users Groups

User Plugins

User Management

o « B 9

Add User Manage Users Groups

Plugins

Configuration

Custom Field
MNames
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Users Tab > Add User

The first section in the Users tab > Dashboard sub-tab is the user management section:

User Management

« « R 9

Add User Manage Users Groups Plugins

To add a new user into your account, click the Add User icon, and minimally fill out the Login
Name and Password (the two minimum fields required to add a new user):

Dashboard Manage Users Groups Add User Plugins

Add User > Basic Information

h|

Login Name josh
Password jreds7
Email ired67@gmail.com|

Add User

Optionally enter in an email address (it is strongly recommended that you enter an email address so
they can retrieve a forgotten password). Next, optionally enter in any/all of the “‘Additional
Information’ on the form:

Additional Information

First Name

Last Name

Active Dates (system) (start) (expire)
Company

Address

City / State / Zip

Phone
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Optionally enter in any/all of the ‘User-Defined’ information on the form (these fields, labeled
custom-1 through custom-15 by default, can be modified on your system to be labeled whatever you
desire using the custom field names icon on the dashboard — discussed in a bit):

User-Defined Information

Custom 1
Custom 2
Custom 3
Custom 4

Custom 5

If you have one or more Usergroups created, you will be able to place the new user into any or all of
those groups:

Click the ADD USER button once you have filled everything out.

Users Tab > Manage Users

First click the Manage Users icon on the dashboard sub-tab, then either (1) click a letter tab or the
all sub-tab or (2) type in a search phrase in the text area and click the search (magnifying glass icon)
button, and users matching your search or tab click will be listed.

Dashboard Manage Users Groups User Plugins
- - T
0 2 X2 @m

Found 13 of 18

AIBJCID|EJF|GJH]IJ|KJLIMINJOIPJQ]IR]|S|TIUIVIW]X]IY|Z]|?]!]Al

~
™ anthony ; X
@ Anthony Dunleavy | anthony@atrixware.com Edit Deactivate
~
™ Bob3 ; X
@ Robert Smith | No Email Address on File Edit Deactivate
~
™ bubba ; ) 4
@ rull Name Unknown | No Email Address on File Edit  Deactivate
>
™ bubbal f ) 4
@ Full Name Unknown | No Email Address on File Edit _ Deactivate
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Edit a User

To edit a user, click the edit button next to the user you would like to edit:

Found 13 of 18

AJB|C|D)JEJF|G|HJIJIKJLIMIN]JO]JP|Q]|R]S

™ anthony

@ Anthony Dunleavy | anthony@atrixware.com
™ Bob3

@ Robert Smith | No Email Address on File

TJULV|W

X{yrzpz|rAi

— 7 X
s
Edit  Degctivate

4IRS

-
Edit  Deactivate

The edit user form is nearly identical to the add user form, but also adds the courses tab (so you can

enroll the

Deactivate a Single User

Deactivating users will prevent them from accessing any content online, but you will still be able to
pull up any score and activity data for inactive users. It is also a good way to stay within your limits
if you are subscribed to a Weblearning hosted plan — inactive users do not count towards your max

users limitation.

To deactivate a single user from the system, click the deactivate button next to the user you
would like to deactivate from the system (you will be asked to verify):

Found 13 of 18

AJBJCIDJE|FJGIH]|IJ]K|LIMIN]O|P]JQ]R]S

™ anthony

@ Anthony Dunleavy | anthony@atrixware.com
™ Bob3

@ Robert Smith | No Email Address on File

TIUv]w

Xx{ylzzrgal

X

Edi Deactivate

~

-
Edit Deactivate

Note: Once a user is deactivated, they will not appear in your listings or searches, but you can still
access them by clicking the ! tab, and reactive them from there if desired:

N bill24 » ©
@ rull Name Unknown | No Email Address on File Re-Activate
™ Bob
@ Roberto Gonzales | No Email Address on File Re-Activate
™ Bobh2 l:’
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Deactive Multiple Users

To deactivate multiple users, click the deactivate button on the toolbar (this will deactivate all
users in view based on the letter tab you have clicked or the search you have executed):

Dashboard Manage Users Groups User Plugins

Found 13 of 18

A|BJC|D|EJFIGIH]IJIKILIMIN]JO|PJOQIR|SITIUIVIWIX]IY]Z]?2]L]Al

-
™ anthony ; X
“» Anthony Dunleavy | anthony@atrixware.com Edit Deactivate
-
™ Bob3 £ X
&P Robert Smith | No Email Address on File Edit Deactivate

Enroll and Disenroll a User Into a Course or Courses

To enroll an individual user into a course, first click the edit button next to the user you would like to
enroll into a course:

Found 13 of 18

A|B|CIDJEJFJGIH|IJIKJLIMINJOIPIQ|R]S|TIUIVIW]IX]IY]LZ]?2]!]Al

N
™ anthony _—e x
@ Anthony Dunleavy | anthony@atrixware.com Edit  Degctivate
-
™ Bob3 £ ¥
@ Robert Smith | No Email Address on File Edit Deactivate

Next, click the course subtab:

::‘ = / ‘

Information Courses

Add / Remove User from a Course (1] ‘
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Check the checkbox next to each course you would like to enroll the user into (or uncheck to
disenroll), and optionally enter in start and expiration dates for the course to limit their access to a
specific date range:

Course ] Start Date Expire Date

TGy

TLay

-
a-

-

=l
A

ample Course 101 2011110¢

=2 s il b e e s g

Su Mo Tu We Th Fr Sa

1 2 3 - 5

6 P 8 9 10 11| 12

13 14| 15 16| 17| 18| 19

20\ 21 22| 23| 24| 25| 26
27| 28| 29 30.

Finally, click the SUBMIT CHANGES button to save your enrollment changes.

Enroll Multiple Users into a Course

To enroll multiple users into a course, perform a search using the search box in order to list the users
you would like to enroll:

Dashboard Manage Users Groups
—
/7 El ~»
4 STATE:PA X7 |

Found 13 P-H

AlB|C|DJEJF|CIH]IJIKIL|IMIN]JO|PJQIR]|S|TIUIVIWIX]IY]Z]2]!]AlI

.Y
™ anthony ; X
@ Anthony Dunleavy | anthony@atrixware.com Edit  Deactivate
-~
™ Bob3 _
& Robert Smith | No Email Address on File Edit  Deactivate

The “found’ number indicates the number of users that will be enrolled (note that the actual listing
may contain less since displays are paginated).
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Click the enroll/disenroll users button:

Dashboard Manage Users Groups User Plugins

© STATE:PA Q,

Found 13 of 18

AlB|C|DJEJF|CGIH]IJIK]IL|IMIN]JO|PJ QRS TJUIVIWIX]IY]Z]Z2]!]AlI

Make sure the enroll option is selected, then choose a course from the dropdown list and click the
enroll button:

Enroll / Disenroll Users in a Course

@ Enroll the listed user(s) in to the following course ﬁ

O Disenroll the listed user(s) from the following course S

% Computer Skills 101 E |Enr0|l

Note: there are also ways to quickly enroll users from the courses tab — see the section on the
courses tab elsewhere in this documentation.

Disenroll Multiple Users from a Course
Follow the same steps as for enrolling a user, except tick the disenroll option instead of enroll option
on the dialog box:

Enroll / Disenroll Users in a Course

O Enroll the listed user(s) in to the following course ﬁ
L J L)

@ Disenroll the listed user(s) from the following course

f Computer Skills 101 E Disenroll |
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Add a User into a Usergroup
First click the edit button next to the use:

Found 13 of 18

-
~ anthony —h ; x
“» Anthony Dunleavy | anthony@atrixware.com Edit  Degctivate
-
™ Bob3 £ XK
@ Robert Smith | No Email Address on File Edit  Deactivate

Next, scroll down to the Usergroups section and check the checkbox(es) next to the Usergroup(s)
you would like to add the user into:

[l Cool People
[T Group 1
[T Group 2
[T Group 3

[ Seriun A

Click the SUBMIT CHANGES button.
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Add Multiple Users into a Usergroup
Perform a search using the search box in order to list the users you would like to add:

Dashboard Manage Users Groups
7 E »

4 STATE:PA e\ X722

Found 13P4-B

5
™ anthony ; X
“» Anthony Dunleavy | anthony@atrixware.com Edit  Deactivate
bl
™ Bob3 AR 4
@ Robert Smith | No Email Address on File Edit Deactivate

The “found’ number indicates the number of users that will be affected (note that the actual listing
may contain less since displays are paginated).

Click the usergroups button:

Dashboard Manage Users Groups User Plugins

@ STATE:PA 2,

Found 13 of 18

-
™ anthony . X
@ Anthony Dunleavy | anthony@atrixware.com Edit  Deactivate
-
™ Bob3 £ X
4 Robert Smith | No Email Address on File Edit Deactivate

Course Administrators Guide — Weblearning 9.64 114 of 146



Course Administrators Guide — Weblearning 9.64

115 of 146

Make sure the add option is chosen, then select a usergroup from the dropdown list and click the

add button:

Add / Remove Users to/ffom a Usergroup

@ Add the listed user(s) in to the following user group

= Remove the listed user(s) from the following user group

. Cool People E

52,

Remove Multiple Users into a Usergroup

Follow similar steps as adding users, except choose the remove option instead of the add option on

the dialog:

rdd iz Boers ol Ueery ey

@ Add the listed user(s) in to the following user group

© Remove the listed user(s) from the following user group

82

Cool Peaple E Remove
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Export Users into Excel Spreadsheet
Perform a search using the search box in order to list the users you would like to export:

Dashboard Manage Users Groups
7 E »

4 STATE:PA °\ XE72@m

Found 13P4-B

5
™ anthony ; X
“>» Anthony Dunleavy | anthony@atrixware.com Edit  Deactivate
bl
™ Bob3 AR 4
@ Robert Smith | No Email Address on File Edit Deactivate

The “found’ number indicates the number of users that will be exported (note that the actual listing
may contain less since displays are paginated).

Click the export to excel button:

Dashboard Manage Users Groups User Plugins

€ STATEPA —

Found 13 of 18

~»
™ anthony ; X
& Anthony Dunleavy | anthony@atrixware.com Edit Deactivate
-
™ Bob3 &£ X
4 Robert Smith | No Email Address on File Edit Deactivate
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Edit Multiple Users into Excel Spreadsheet
Perform a search using the search box in order to list the users you would like to export:

Dashboard Manage Users Groups
7 E »

4 STATE:PA e\ X722

Found 13P4-B

5
™ anthony ; X
“» Anthony Dunleavy | anthony@atrixware.com Edit  Deactivate
bl
™ Bob3 AR 4
@ Robert Smith | No Email Address on File Edit Deactivate

The “found’ number indicates the number of users that will be affected (note that the actual listing
may contain less since displays are paginated).

Click the edit button:

Dashboard Manage Users Groups User Plugins

@ STATEPA

Found 13 of 18

-~
™ anthony : X
@ Anthony Dunleavy | anthony@atrixware.com Edit  Deactivate
-
™ Bob3 & X
@ Robert Smith | No Email Address on File Edit Deactivate
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Choose the field you would like to edit, and the new value you would like to assign to that field
across all users you are editing, and then click the submit button:

Edit Selected User(s) X

Warning: Updating will replace any pre-existing values in the updated ~

field for the selected studentu(s). £
Update: | Company B

Setto: | Atrixware|

‘ Submit ‘

Users Tab > Groups

Groups (also referred to as usergroups) are a way to organize users. Several functions throughout the
system enable you to select a usergroup in addition to selecting a single user (like messages, reports,

etc).

To work with groups, click the groups icon on the dashboard sub-tab (or the groups sub-tab):

Dashboard Search | Add Groups User Plugins

Add a New User Group
Add New Group to Make Managing Groups of Users Easier

b

You can add a new group by clicking the Add a New User Group button and then entering in a name
for your new group.
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You remove groups by clicking the delete button next to each group in the list:

Dashboard Search | Add Groups ¢

User Plugins

Add a New User Group
Add New Group to Make Managing Croups of Users Easier

S; Marketing Group
>

This group has no users yet

S; New Employees
D

This group has no users yet

S; Sales Team
d

This group has no users yet

Q

%
List Users

Q

W
List Users

Q

&
List Users

X

Delete

X

Delete

X

Delete

Note this does not delete the users, but instead just the usergroup itself. If you want to remove all
users in the usergroup from the system, click the VIEW button next to the usergroup to list all users
in the usergroup, and then click the DELETE button on the toolbar to delete all of the users, and

then come back here to remove the usergroup.
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Users Tab > Custom Field Names

The second section in the Users tab > Dashboard sub-tab is the configuration section — with a
single icon for custom field names:

MNames

Configuration

Custom Field

Click the icon to set up the custom field names for the user record table:

Setup Custom Field Names

Custom 01

Custom 1

Custom 02

Custom 2

Custom 03
Custom 3

Custom 04
Custom 4

Custom 05
Custom 5

Custom 06

Custom &

Custom 07

Custom 7

Custom 08
Custom 8

Custom 09
Custom 9

Custom 10
Custom 10

‘ Submit Changes ‘

Custom 11

Custom 11

Custom 12

Custom 12

Custom 13
Custom 13

Custom 14
Custom 14

Custom 15
Custom 15

Enter the phrase Superwvisor

Password here to enable Supervisor

Report feature.

These field labels correspond to the custom fields available on the add-a-user and edit-user forms

discussed previously.
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Enable the Supervisor Report Feature

Of special note is the custom 15 field. If you enter the phrase ‘Supervisor Password’ into that field
label, it turns on the Supervisor Report feature for your account, which we will discuss in a brief
minute:

Custom 14

Custom 14

Custom 15
Supervisor Password

Enter the phrase Supervisor
Password here to enable Supervisor

Report feature.

The phrase itself (Supervisor Password) can be changed by your server admin. For example, maybe
you want the phrase to be ‘Parent Password’ instead. For purposes of the rest of the explanation, we
will use “supervisor’, but just know that it can be changed.

So once this feature is turned on, supervisors can view how their user/student/employee is doing by
going to the supervisor login. You can get that login URL by going to the Home tab > System
Links icon:

Atrixware Weblearning LMS
m:ourses Learning Modules slides Files Users Reports Gradebook

Home > Webledmjng LMS

Content Managemen

fx:
TV

Courses Modules Slides Files

Users & Reporting

~

Administrative

~ARCHE B o

2

Messages System Links Plugins Account
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Once there, click the Supervisor Login option, then click the try it button:

Home > System Links
Choose a Place

= | i
Supervisor Login
~_User Login -

- ) ) This is where Supervisors can log in and
a.. SUpervisor Login view reports on the user they are linked to.

'ﬁ Report Administrators Login
w System Course Directory

= YOur Course Directory

" Supervisor Login

Here is the link

http://dev.weblearningcenter.net/grades.php?ca=anthony& Tryk

Build a Link or Button

Step #1: Enter a Caption

Caption ‘ a ‘

Cantinn

Ok, so now you have turned on the feature. So, here is how it works:

1. The supervisor will enter in the username of the user/student/employee to log in.

2. If no password has been set up for a specific user (in the custom 15 filed — which is now the
supervisor password field), then the supervisor password is the same as the user password.

3.

If a password has been set up for a specific user (in the custom 15 filed — which is now the
supervisor password field), then the supervisor password is that password.

For the ability to assign multiple users to a single reports login, use the Reports Admin feature,
which is discussed in the Reports Tab section of this manual (next).

Course Administrators Guide — Weblearning 9.64 122 of 146



Course Administrators Guide — Weblearning 9.64 123 of 146

Reports Tab

From the reports tab, you manage, view, and export a variety of score reports and activity logs, and
set up and manage report administrators.

Atrixware Weblearning LMS

Reports Gradebook | Messages

Home Courses Learning Modules Slides Files Users

Reports > Choose a Report

Dashboard Report Plugins

Reports Menu

b )
[ L) *.r
Adtivity Log SCORM Reports Manage Reports Plugins
Admins

Course Reports User Repo:
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Reports Tab > Course Reports

Click the course reports icon, then choose a report from the list (which will consist of an activity
report and a user report for each course, and any custom reports you have created for each course):

f

-
L

¥
¥
¥

.f

YJ‘

Dashboard Report Menu: Course

Select a Course Report

Report Plugins

Activity Report

ANTHONY-2
User Report

asdfsaf

Activity Report

asdfsaf

User Report

Math Error Course
Activity Report

Math Error Course
User Report

Sample Course

Activity Report

sample Course

User Report

A Better Better Test

Course User Report: Sample Course
A Better Test

Course User Report: Sample Course
Another Quiz Incompletes

Activity Report (Detailed): Sample Course

who is 10% complete?
Activity Report (Coursel: Sample Course

Sample Course

m

X X X X

You can also filter the list by typing in a phrase in the search box along the top right:

"
4
I

~
o

Y

¥
Ya’

Dashboard Report Menu: Course

Select a Course Report

Report Plugins

sample Course

Activity Report

Sample Course
User Report

A Better Better Test

Course User Report: Sample Course

A Better Test

Course User Report: Sample Course

Another Quiz Incompletes

Activity Report (Detailed): Sample Course

who is 10% complete?

sam|

X X X
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Clicking on a report will bring up the report — here is an example of a course user report:

Sample Course v (= FE
Course Progress
User progress based on completed learning activities
11
4
1 1
0% 1-10% T11-20% 21-30% 31-40% 21-50% 51-60% R1-60% 71-80% 81-50% 91-99% 100%
Current Comprehensie Time
User Hiogress Average Mverage In Course
) :
andnowauserwithalongnametoseewhathappens 0% 0% 0% 0-00 -J\\
€e»
L) : a or )]
Py armin 0% 0% 03 0:00 =3
A ='g
- arwa 0% 0% 0% 0:00 =X
|H| Chris T 0% 0% 0% 0:00 )\
ris Turner % % % =Y
|q| hri 52% 54% 36% 6:52 2
chris 54% % : =9
o i
........... b A s Therier s fraes 4 n 0% a-on )]

Course Reports Overview

Each course report has slightly different data, but the overall concepts are the same, so we will

discuss the course user report and use it as an example.
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Parts of a Course Report

First, the section along the top which start off showing bar graphs — notice the circles with numbers
in them. If you click on any of those circles, it will show a different chart or data view:

Sample Course v c:

Course Progress

User progress based on completed learning activities

0 0 ﬁ 0 ﬁ 0 0 0 0 0

0% 1-10% 11-20% 21-30% 31-40% 41-50% 51-60% 61-60% 71-80% 81-90% 91-59% 100%

The last circle (in this example, #6) will always show the statistics (which are contextual to the
report you are viewing):

Report Statistics

Course Info:

# of users in report 17 (out of 17 enrolled)

|

Passing Score 74%

Course Progress:

# of completed users 0
# of im-progress users i}
# of unstarted users 11
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When you look at the section below that, it will consist of a list (or users, or items depending on the

report).
Current Comprehensive Time
User Fmgress Average Average In Course
o - o o o7 j ]
- andnowauserwithalongnametoseewhathappens 0% Q% 0% 0:00 =
L) : i 2 o )]
- armin 0% 0% 035 0:00 =3
)4 o o 0-0 2
arwa 0% % % 0-00 .
L= A
~ . e o y
3 Chris Turner 0% 0% 0% 0-00 =9
g 52% 54 26 6:52 !
chris 54% 2% 2 .
“» E:
@ iamaicanmitharaalhdananama a ne nes n-nn )]

Drilling Down into a Course Report

In most circumstances, each item (in this example, each user) will have a button that enables you to
drill down further into the data to get more information — represented by the magnifying glass icon:

L Current Comprehensive Time
Average Ayerage In Course
0% 0% 0:00 _¥
0% n:uw _
0% 0% 0-00 _ |
0% 0% 0:00 )

On the course activity report, there are actually two buttons, a drill-down, and a question analysis
button which shows you details on each question and answers chosen:

Completed Current Comprehensive
Learning Activity fak e R
Extra Credit 6% ]
- Offline: Extra Credit ann e il Fi
“?  Graded Quiz 20% .

I ]
- Graded Quiz 517 A% 1% . ~N
“\"/ new quiz 6% t ]
- Graded Quiz ann A3k 2% 4 . B
=5 New Quiz 6% N

/ )
- Graded Quiz (1" it 2% 1 =

Sample Activity 12% )]

Offline: Classroom Assignment 217 99% 12% i,

Ungraded 0% 0% 0% )

Offline: Written Exam ©17 o B
108 48% 8%
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A special note regarding graded quizzes — if you enabled multiple attempts for a quiz, the score you
are seeing is (by default) the score of the users’ highest score attempt. This is a server-level
configuration which can be changed to ‘most recent attempt’ if desired.

Export a Course Report to Excel
Along the top are a row of buttons (icons) that let you export, print, and filter the report:

Sample Course JE—— (= FT

Report Statistics

Course Info:

m

# of users in report 17 (out of 17 enrolled)

The export to excel button does just that — exports the data into an excel spreadsheet.

Print a Course Report

The print button will generate a printed report. The top section in the printout will be whatever
section you currently have in view when you click the print button.

Filter a Course Report

Click the filter button (funnel icon) to filter the report. Using this mechanism, you can either create a
one-off filtered report (click run button), save the filtered settings as a named report you can view
anytime (click save & run button), or assign the filtered report to a reports administrator (click
assign button):

Filter Report b

Show | All Users El
where | Login contains
and | Login contains
and | Login contains

contains

&l & & &

and | Login

and | user has completed at least El i} El percent of the course
and | has a current average at or above El 4] El percent

and | has spent at or above El 4] El minutes in this course

‘ Run ‘ ‘ Save & Run ‘ Assign ‘

Of course each report has its own set of items in the filter you can use. The exhibit above is the filter
dialog for the course user report.
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Reports Tab > User Reports

Click the user reports icon, and then choose a user to view a report for:

Dashboard Report Menu: User Report Plugins
o A

Found 22 of 22

AJB|C|DJE|FJCH]IJIKILIMINJO|PlQ]R]s]T]U]V]IW]Xx]Y]Z]Z]AlI

™ andnowauserwithalongnametoseewhathappens J\
& Full Name Unknown | chris@atrixware.com View Report
™ armin by
& Armin A-man | chris@atriware.com View Report
™ arwa }\
4 Full Name Unknown | arwa_samah@hotmail.com View Report
™ Chad.Shepard 2
4 Chad Shepard | kknowlton@acuren.com
™ chris -
4 Chris Aaaaaaa | chris@atrixware.com View Report
™ Chris Turner view user reporf
4 rull Name Unknown | chris@atrixware.com View Report
™ Earl.Head A
M Coeliiond | chondmearine] ~

Similar to the course reports, the report is broken into multiple sections. Refer to the summary
information regarding course reports for information on the sections here.
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Reports Tab > Activity Log

Click the Activity Log icon to go to the activity report. For this report, fill in the custom report form
and then click Run Report:

a
i A -
Activity Log )l v I" =
Custom Reports
Show  All Activity - and login contains
in  All Courses - and IP address equals
accessed  this month - and
Run Report
AA_DEFAULT
anthomy
Course Login 11-11-2011, 1:53pm 68.44.157.86
AA_SIMPLE
anthomy
Course Login 11-11-2011, 1:57pm 68.44.157.86
AA_WIDE_LEFT
anthomny
Course Login 11-11-2011, 1:53pm 68.44.157.86
Course Login 11-11-2011, 1:53pm 68.44.157.86
Failed Login 11-11-2011, 1:58pm 68.44.157.86 PW: anthony
Failed Login 11-11-2011, 1:58pm 68.44.157.86 PW: anthony
Course lonin 11-11-2011. 1-59om a8 .44 157 8h

This report will show each and every access (including failed attempts in red).

As with other reports, this one can also be printed and exported to Excel.
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Reports tab > Manage Reports Admins

Report Administrators are a special kind of user which can have reports assigned to them. For
example, you may want to designate each manager in your organization access to reports on all
employees that are in their group, or each teacher in your school access to reports for all students in
their class.

To manage report administrators, click the manage report admins icon:

Reports > Reports Admins
Manage Reports Admininstrators
= =
4 [
Add Admin Admin Portal
& test3 AR
Username: test3 | Email ¥
= Edit Reports Remowe
®  |5e Jones & || &
w WD 4
Username: jones | Email: frankdunleavy@yahoo.com .Ed' , k
it eports  Remowe
 Ha AL
Username: marc | Email -
' Edit Reports Remowve
@ AR
Username: test | Email: test@atrixware.com 'E:I't Seaaaln
I eports EMOve
- - P

From this screen, you can add (click the add admin icon) and remove (click the remove button)
report admins, edit (click the edit button) existing report admins, and view the reports (click the
reports button) which have been assigned to each report admin.

To assign reports to a report admin, you first go into the report you want to assign (for example, a
specific course user report). Next, you click the filter button (funnel icon), then click the assign
button on that dialog box and select the report admin you want to assign the report to, and finally
type in a name for the report.

Report administrators have a login page they go to in order to log in. While you can get that link
from the Home tab > System Links icon, you can also get it here by clicking the admin portal icon.

Course Administrators Guide — Weblearning 9.64 131 of 146



Course Administrators Guide — Weblearning 9.64 132 of 146

Gradebook Tab

The gradebook tab is all about managing grades for the online graded quizzes and also any graded
offline activities you have created and assigned to your courses.

Atrixware Weblearning LMS

Home Courses Learning Modules slides Files Users Reports Gradebook Messages

Gradebook > Manage

Dashboard User Scores | Activity Scores Report Cards Gradebook Plugins

Gradebook Management

Manage User Manage Activity Plugins
Scores Scores
Report Cards
<~ A
Generate Assign Letter
Report Card Grades

The first section on the gradebook tab is the gradebook management section, which has 3 icons —
manage user scores, manage activity scores, and plugins:

Gradebook Management

- O 4

Manage User Manage Activity Plugins
Scores Scores
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Gradebook tab > Manage User Scores

Click on the manage user scores icon to work with users. On this screen, you first select a course,
and then a user:

Dashboard User Scores Activity Scores Report Cards Gradebook Plugins

Step 1: Select a Course

964 copy (deactivated 04-30-2012, 12:21pm)
964 course 2

ANTHONY-2

m

asdfsaf

Math Error Course

Sample Course

Step 2: Select a User \

andnowauserwithalongnametoseewhathappens

m

armin

anva

chris
Chris Turner chris |

iamauserwithareallylongname

28902002020

This will bring up a screen similar to the following:

@

Manage User Scores

* chris *

Sample Course A Score Points
\ E;.E[as::u:iildtn s o @ X LAk
[/ gz:‘g‘zszq”iz 50 50 /100
e L‘rf::’dgﬂiz 33 33 /100
¥4 E‘rfd“:j Sﬂiz 33 33 /100
i R B | S ex 980
B P 0 /100
Course Score Points 214 |/ 600
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Each item in the view has minimally the item name, item type, score box (where you can enter in the
score, or modify an existing score), and the # points / # possible points.

For graded quizzes, the user must have first completed the quiz before you can modify it (otherwise
it will indicate it is incomplete). Also related to graded quizzes — if you enabled multiple attempts for
a quiz, the score you are modifying is (by default) the score of the users’ highest score attempt. This
is a server-level configuration which can be changed to *‘most recent attempt’ if desired.

If the item is an offline activity, there will also be one or more buttons next to the score box:

33 33 /1
98 « O X 98 /1

The note icon enables you to enter in notes for the item, which will be viewable by your user if you
have inserted the offline activity into your online course.

The next two buttons are file related. Using the buttons you can upload (or view existing) file
attachment, or remove the file attachment (which removes the link to the file, not the file itself). If
you have inserted the offline activity into your online course, when your user uploads their work to
this assignment, you will be able to view it using this button.

The last button is a remove score button. Clicking this button will remove the users score, and also
any file they submitted for this assignment (so they can submit it again).

Note that the buttons that appear are contextual — so for example, if there is no file attachment, the
button to remove the attachment will not be shown, and so forth.

Once you are finished working with a user, you can either click the submit changes button along the
bottom, or, use the next/back arrows along the top to save then move to the next/previous user.
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Gradebook tab > Manage Activity Scores

Click on the manage activity scores icon to work with activities. On this screen, you first select a
course, and then an activity:

Dashboard User Scores Activity Scores Report Cards Gradebook Plugins

Step 1: Select a Course

964 copy (deactivated 04-30-2012, 12:21pm)
964 course 2

ANTHONY-2

m

asdfsaf

Math Error Course

Sample Course

Step 2: Select a User \

andnowauserwithalongnametoseewhathappens

m

armin

anva

chris

Chris Turner chris |

28902002020

iamauserwithareallylongname
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This will bring up a screen similar to the following:

Manage Activity Scores (7))
é Extra Credit *
Sample Course o o Score Points
- o | 5% s
:.b 22’!23 82 . iy 82 /100
:b gr!:irsisTuI.l:rrzner 77 ; iy 77 /100
:.b [cchh::s 58 . o8 .X 58 /100
& e | SR -
:b [tuessut 67 iy 67 /100
& = Y e
; [uussfzr:z 76 ; 76 /100
Activity Average 72% ¥ 577 | 800

The screen is similar to the manage user scores screen, but this time, we are working with all users
across a specific activity (instead of all activities assigned to a user).

The one additional thing you can do here is curve scores. In order to do so, all users will have to
have a score for the activity. If so, you can click the curve scores icon (it’s the up-arrow icon):

67 -
74 .
76 r A

72% ¥
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The curving function is contextual to the highest score achieved. In the example here, the highest
score was an 82, so the maximum curve will be 18 percentage points (you are always curving
percentage points — which will then adjust the actual points):

Curnve Scores s

The highest scoring user(s) need 18 points for a score of 100%.

Curving the scores for this activity will increase the score for all
completed users by the amount below.

How much would you like to curve everyone's score by?

18 points E

‘ Curve Scores ‘

So using this example, if you wanted the highest-scoring user to get a 100%, then you would curve
the scores by 18%, and then everyone’s score would go up by 18 percentage points.
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Gradebook tab > Generate Report Card

The second section on the gradebook tab is the report cards section, which has 2 icons — generate
report card and assign letter grades:

Report Cards

= A

Generate Aésign Letter
Report Card Grades

To view a report card for a user, click the generate report card icon, and then choose a course and
then a user:

Step

1: Select a Course

964 copy (deactivated 04-30-2012, 12:21pm)
964 course 2

ANTHONY=-2

asdfsaf

Math Error Course

Sample Course

Step 2: Select a User

") andnowauserwithalongnametoseewhathappens

armin

anva

chris

Chris Turmer

lamauserwithareallylongname

chris

m

m
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This will bring up a report card for that user — a view of all activities in the course, and the users
score and status for the activity:

Show Course Description
| Show Learning Activity Descriptions (if entered)

| Show Learning Activity Notes (offline content only)

Report Card

Name chris
Date 05-28-2012, 1:52pm
Course Sample Course

Learning Activity

Extra Credit

Offline: Extra Credit

Graded Quiz
Craded Quiz

new quiz

Graded Quiz

New Quiz
Craded Quiz

Sample Activity

Offline: Classroom Assignment

Ungraded
Offline: Written Exam

Current Score

Score/Status based on completed Learning Activities only

Comprehensive Score

Score/Status based on all Learning Activities

Score

50%
(50/100)

33%
(33/100)

33%
(22100

98%
(38/100)

54%

(214/200)

36%

(214/600)

Print Report Card

Status

Fail

Fail

Fail

Pass

Fail

Date

11-17-2011, 1:33pm

12-19-2011, 9:18am

12-19-2011, 9:18am

05-23-2012, 1:10pm

You can toggle the view of course description, activity descriptions, and activity notes, and also
print the report card. This report card is essentially what users see when they access their courses
(unless you have removed it from your courses and/or course templates), and also what supervisors
see when they log into the supervisor report view (discussed earlier in this manual).
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Gradebook tab > Assign Letter Grades

You can also create letter grades for each score range — which will appear on report cards if they are
configured.

To do so, click the assign letter grades icon:

Assign Letter Grades 2

Set the minimal score needed for each letter grade below.

To disable letter grades, set each value below to 0.

A 0 [ 0o [ 0 [
B 0 [z 0o [z 0 [7]
C 0 |7 0 [z 0 [z
D 0 [z] 0o [7] 0 [7]
F _

Use Recommended Values ‘

Disable Letter Grades (resetall to 0) Save Letter Grades ‘

Here you can assign the range for each letter, including the + and — ranges as well.

Course Administrators Guide — Weblearning 9.64 140 of 146



Course Administrators Guide — Weblearning 9.64 141 of 146

Messages Tab

The messages tab is similar to using a basic email application. You are able to communicate with
users in your courses (your users also have the ability to send and receive messages to you, as well
as anyone else in the courses they are in).

The messages screen should feel familiar to you since as mentioned, it works similar to a basic email

application:
Mailboxes @ Inbox S
Compose 2
From: Anthony Dunleavy : 03-24-2012, 3:51pm
XM
From: Anthony Dunleavy : 03-19-2012, 4:38pm
@ Inbox 0]
[} saved
= Sent (All)
- Sent (Opened) _
From: Anthony Dunleavy k= B = x
- Sent (Unopened) -
%T Trash Hi

From: Anthony Dunleavy : 03-24-2012, 3:51pm

Hi

Course Administrators Guide — Weblearning 9.64 141 of 146



Course Administrators Guide — Weblearning 9.64 142 of 146

The left panel contains a compose button (so you can write new messages), and a list of message
locations (sort of like folders).

Mailboxes E Inb

~.| Compose
o |

& nbox 0]
B Saved

- Sent (All)
+ Sent (Opened)
From: 4
« Sent (Unopened)
b‘ Trash Hi
From: An

When you click the compose button, you will be able to send to users per course or per usergroup,

and once you pick one of those, you will be able to send to everyone from that course and/or
usergroup, or to a specific user:

Compose Message g

To | Pick a Course or Usergroup ... E

Pick a Course or Usergroup ...
Subject | Users in Course ...

A 964 course
Computer Skills 101
Course 101
Course 102
Course 104
Loaded
NEW With RC
Sample Course
_LOADED
_MOBILE
_TEMPLATE_Default
_WIDE
frank2

Users in Usergroup ...
Building 101
Cool People
New People

Notice the way the sent items are broken down — there is a sent-all folder, and also a sent-opened

and sent-unopened folder. This is nice since you can easily go into the sent-unopened folder and see
who has not read your message.
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On the right are 2 panels.

The top panel is the message list for the selected message location (ie: inbox, saves, sent, etc).

E Inbox

Hi
From: Anthony Dunleavy : 03-24-2012, 3:51pm
A

From: Anthony Dunleavy : 03-19-2012, 4:38pm

-—

You can filter the listing by typing in a phrase and clicking the find (magnifying glass icon) button.

- Sent (All) —_—

Attachments

anthony

opened 05-16-2012, 7:24pm To: Anthony Dunleawy : 04-05-2012, 10:55am

Checking in
opened 05-16-2012, 3:35pm To: You : 03-24-2012, 3:48pm

To view a message, click on it, and it will appear in the bottom panel.
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The bottom panel is the selected message (along with button-bar to forward, save, reply, print or
delete — all contextual).

From: Anthony Dunleavy —_— d B — x

Hi
From: Anthony Dunleavy : 03-24-2012, 3:51pm

Hi
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Account Tab

The ACCOUNT tab is primarily informational, but does have some account-level settings you can
configure. This tab is located along the top tab-strip, but all the way to the right-hand-side:

Atrixware Weblearning LMS anthony | Sign out  [WELS

Home | Courses Learning Modules slides | Files | Users | Reports | Gradebook | Messages m

Adicles

Account Tab > Dashboard

This tab contains icons (which are shortcuts to the sub-tabs), and also shows you at-a-glance your
account features and limits (as well as how much of your account limits you have used):

Account > Settings &

Dashboard | Settings Passwords Installed Plugins Upgrade Account Plugins

Account Management

e O & - ?:i

--'_'_'_.-. - —
Settings Admin Passwords Tasks Upgrade Installed Plugins Plugins
Account Overview (7]
=
Expiration Date MNEVER

f‘. Uploaded Content 47 21MB (our of 1 000ME max) I:l
A T
we Users {out o max,
- Max File Upload Size 20MB (our of 200MB max) I:l

If you are approaching (or have exceeded) one of your limits, the bar graph will appear in red.
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Account Tab > Settings

In this tab, you can configure various settings for your account. For each configurable item, move
your mouse over the @ information icon to get information on that item.

Account Tab > Passwords

In this tab, you set up the main account admin password, and (if enabled on your account) up to 4
sub-admin account passwords, along with what areas of the account they will have access to:

Account Tab > Installed Plugins

This tab lists all plugins (if any) you have installed and available on your account. You can also shop
for plugins from this tab by clicking the shop for plugins button:

Account Tab > Tasks

This tab shows you the last time your daily tasks were executed (time and date), and also enables
you to manually run the tasks. Tasks need to be enabled and installed on your account.

Account Tab > Upgrade

The upgrade tab gives you information on upgrading your account and/or limits.
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