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1. Introduction

Informetica is a web-based Learning Content Management System designed to provide functionality that is easily accessible without needing to
install software. The robust system allows users of any computer competence to easily perform the tasks needed.

Topics Covered in this Chapter

1.1.1  Disclaimers 1.8 What is an Organization?
1.1.2  Restrictions 1.9 Whatis a Product?
1.2 System and Browser Requirements 1.10What is an Asset?
1.3 Supported File Formats 1.11User Types
Login Page 1.12Informetica’s Content Editor
1.4 Selecting Items in Informetica 1.13Spellchecker

1.5 List and Detailed Views

1.6 Alert Panels

1.7 Pagination

The Informetica LCMS was built with the end-user in mind, for user-friendliness and ease of access forefront in its architecture. First time users can

easily navigate through self-registration, online training and personal account management.

Because the Informetica system can be used in a number of ways, generic terms or titles are used throughout this manual, such as "participant” rather
than "student" or "products” rather than "courses".

This manual may reference features that do not apply to your Informetica system and features may be named differently due to customizations
specific to your site. Additionally, some systems have customizations they may not be covered in this manual. Please keep in mind that Informetica
itself is under constant development and some differences between the live application and this manual may occur.
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1.1.1 Disclaimers

In no event shall Sencia Canada Ltd. or any of the authors or contributors to this manual be liable for any special, incidental, indirect or consequential
damages of any kind, or any damages whatsoever resulting from loss of use, data or profits, and on any theory of liability, arising out of or in
connection with the use or performance of Informetica.

1.1.2 Restrictions

No part of this document may be reproduced in any form including electronic or mechanical without prior permission in writing from Sencia Canada,
Ltd. Informetica and any related materials may not be copied in any way whatsoever. You may not de-compile, reverse engineer, disassemble or
reduce Informetica. Nor are you allowed to modify, adapt, translate, rent sublicense, assign, lease, loan, resell for proof, distribute or Informetica,
related materials or create derivative works based upon the Informetica platform or any part thereof without consent from Sencia Canada.

1.2 System and Browser Requirements

Informetica is accessible via any platform with internet access and requires a minimum of 56 Kbps connection speed. No third party programs are
required to access Informetica. However, course content, such as flash files, may require 3" party plugins to view. It is recommended that you view
Informetica using a current web browser that has JavaScript enabled. Informetica always tests system upgrades and client content on the most
current version of a web browser.

1.3 Supported File Formats

Informetica supports all standard web based media formats, as well Microsoft office suite file formats and Adobe PDF. Other supported formats
include SCORM, AICCS and Engage packages. A detailed list of supported file formats is shown below. Your specific set up may have different options
depending on your needs.

bmp, gif, jpeg, .jpg, pcx, png, psd, tif, tiff

Doty | dog, docx, csv, htm, pdf, ppt, pptx, rtf, txt, wpd, xls, xIsx, xml, zip

AelleAdiel=er  avi, m1v, m4v, mid, midi, mov, mp3, mp4, mpeg, mpg ,sfw, wav, wmv
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Login Page

Once reaching the Informetica website set up for your organization, users will be required to use a login and password to access the content.
Informetica offers a single, secure login page. Entering your registered email address and the password you chose during registration will grant you

access to the system.

close

° °
informetica . |
ease enter your email address to have your

leRenIng your way password sent to you

Send

Username:
Password:

Forgot your password?
Login

New users register here.

Forgotten Password

If you have forgotten your password, click the “Forgot Your Password?” link on the login page to access the password retrieval form. Enter your
assigned user name and click the Send button. Your password will be sent to the email address that is associated with your user account.

informetica Page| 11



1.4 Selecting Items in Informetica

The tab on the right side of the Item Information Box has three different states: Selected, Not Selected, Hover. The examples below show the
Organizations in Detailed View. List View selections are similar, however there is not tab; only the line entry will change colour.

Selected — The tab on this organization is light blue with a checkmark. To deselect this
organization click anywhere on the box. The tab will change to a light gold color to show that it
isn't selected.

Modified by Senca Administrater on 3/18/2011 2:06:57 PM

Details Edit User Groups (4) Edit

Not Selected - The tab on this organization is light gold showing that the item is not selected.
To select this item, click anywhere on the box. The tab will change to a light blue color with a
checkmark to show that it is selected.

n ™M
Details Edit User Groups (4) Edit Users (4)

Hover - When an organization is not selected it will change to a dark blue tab when you move
the mouse over it that says “Select” with a checkmark. Click anywhere on the box to select this
organization.

Modi! oy
Details E

< SELECT

% SELECT
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Select All Items Deselect All Items

Click on Select All in the Options section of the sidebar. When all items Click on Select All in the Options section of the sidebar. When all items
are selected, the Select All option becomes Select None. are selected, the Select All option becomes Select None.
Options Options
4 Edit introduction
&) | Create z

8 Reorder

X

Update selected status EI Update selected status El

1.5 List and Detailed Views

There are two ways to view most lists in Informetica (such as user groups and products): List View or Detailed View. The instructions in this manual are
usually shown using the detailed view.

List View displays your organizations in rows so you can view many  Detailed View displays more information about each item in the

at once. Edit details or delete options are generally available via information box and generally gives the ability edit details or delete
additional menus on the right. directly from the information box.
User Groups Certification Programs @edit

ees-Turner on 11/1/2011 10:02:31 AM

or Institute for Functional Medicine. This User group o«

Page: 1 of 1, Records/Page: |50 E] - ]
Name Description Bundles

rosoft® Word 2010

Test user group set up for Institute for Functional Medicine.
This User group could contain all users within certification pregrams, including APM and FNC.

m

Head Office A Demo User Group

informetica Page |13



1.6 AlertPanels

Alert Panels are used throughout Informetica to convey a message or warning to users when using features within the LCMS.

Warning Alert Panels tell users about the possible consequences of an

N\ Warning: Values entered will restrict passwords so t : ) : . —
:’l \ feature ignores upper and lower cace i action or alerts them to steps or information that is missing before they can
= 'cattleprod’ :

Information Alert Panels present
general information to users.

% Your changes have been saved as of: Save Panels show a confirmation of

10/11/2011 11:07:16 AM changes made to the system.

1.7 Pagination

Page with long lists have pagination on the top and bottom of the page to help you navigate through the lists.

2 Next Go to page: @ Records/Page: ‘IDGE Records: 117 Show More

AIABCDEFGHIJKLMNOPQRSTUVWXYZ

The page navigation bar lets you click a page number, go directly to a specificpage number and may reflect the number of records.

The alpha filter bar lets you click any letter to filter to see only the records that start with the letter selected. IN the case of lists with user names, this
will be the user’s last name.

1.8 Whatis an Organization?

An organization is a way of grouping user groups, products, access codes, and bundles together. Informetica must have at least one organization set
up to manage users. The cornerstone of setting up Informetica’s Learning Content Management System is the ability to create and manage multiple,
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distinct groups of users, and the ability for each organization or campus to have a fair measure of its own administrative abilities. To create this
environment, a site manager has created at least one organization that corresponds to a broad based area, region or separate company/campus.

1.9 Whatis aProduct?

Products house a collection of items (assets) and related media used to teach participants on a specific

subject matter. Informetica allows clients to have five different product types at a time, each with their own unique
capabilities. Note that products may be customized for your system and named differently than the default names
listed in this manual. Here are some examples of product types our clients are using within Informetica:

course, solution, eLearning, instructor led course, job listing, trials, project, eTraining, policy or

procedure, documentation, professional development, how-to article, feature article, quiz. Products can be created Equipment Operation

Courses

by site managers, campus admins and publishers. The products menu on the left hand side of the home page lists Arporis-104-AlreraftDe-ising
all of the products your Instructor account is registered to. In this example the menu is called courses. Here is a

legend to the Products Menu: Showc
FEpERS e ARere i BeenY . products that have a strikethrough are not available to participants and are not seen Fire Hose Testing
when they log into Informetica. Changing a product’s status to inactive will make it unavailable to participants as Runway Condition Report

will changing the publishing date.
UTWaY COnSRen ReRenng - products that show up in teal have completion rules assigned to them and are Wildiife Control Plan
incomplete.

Products that show up in green italics have completion rules assigned to them and are -
complete.

Names with a plus symbol next to them indicate that they are bundled products. Press the
plus symbol to open the list of individual products within the bundle.
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110 Whatis an Asset?

Assets are the individual elements that make up your entire product, each with unique features. Assets can be created by site managers, campus
admins and publishers. Note that assets may be customized for your system and named differently than the default names listed in this manual.

1.11 User Types

The Informetica system has a number of default user types to allow for accounts with varying levels of access and permissions. Some account types
have configurations which may modify their respective permissions to meet your specific needs. Below is a short description of the major types.
Site Manager: the only user type to have access to the Informetica administration modules and support team. They have the tools to create and
manage your entire online training environment;

Campus admin: has the same user access as publisher and instructor accounts coupled with additional administrative access rights of an
organization manager, based on your needs;

Organization/Campus Manager: can access all the user groups that fall under their organization(s), create and manage users and user groups,
upload mass groups of users via the Informetica import tool toward user creation and/or training registration and they can assign training to
individual or multiple users;

User Group Manager: able to obtain records and reports on users within the groups that are under their supervision;

Publisher: is able to create learning materials within the system, such as courses, exams and modules. Publishers can also upload 3rd party
courseware (SCORM/AICC) and upload a number of file formats such as PowerPoint presentations, PDFs, excel spreadsheets, word documents, flash
presentations and a number of others. A publisher is able to access participant records and other reports, based on the user group(s) to which they
belong;

Instructor: is able to facilitate a course and view all applicable students’ records and reports but, unlike a publisher, a trainer does not have the 'rights'
to modify any of the course assets. They are able to approve users for pending registrations, as well as grade their users;

Participant: the learner taking the course or training. The participant has no administrative abilities.

1.12 Informetica’s Content Editor

Informetica’s Content Editor utilizes a WYSIWYG (What You See is What You Get) editor to make it as easy as possible for non-technical managers and
instructors to edit content. With our editor, you can format text, insert media files such as video and photos, add hyperlinks, paste existing content
from Microsoft Word, insert tables, insert CSS, add templates and more using familiar tools that are found in most office productivity programs. If you
prefer working in code view, simply click the Edit HTML Source button to open the source editor. See the end of this manual for a description of each
of the publishing tools.
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Resizing the Publishing Window
You can easily increase or decrease the height and width of the publishing window by clicking and dragging the bottom right corner of the window.

" | 2y Dwem|| 2 F || styles =  Format * Fontfamly '~ Fontsize 7]
A DA EH@mANVIHA =M GO«

BZUIA-® -a&x x|z EEEE L 2H

1.13 Spelichecker

v is available in all publishing windows. To use the spellchecker you must toggle the spellchecker button on, located at the top of
any publishing window. If a word is spelled incorrectly, a squiggly red line will show up under the word. Click the word to bring up a list of
suggestions for the correct spelling or to ignore the misspelling.

A spellchecker
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2.Home Page

Site managers can create a unique homepage for each group of users or share homepages among groups. After the user logs in, they will see their
homepage, a list of the training items they are registered to and have easy access to things such as transcripts, training progress and more. If your
organization has several user groups that use custom home pages, then you may have a selection of home pages that you can view. The content on
this page is what all desktop users see, with the exception of Manage and Reports tabs and the wrench icon where you will access most publishing
and instructor tools. Much of the content on this page can be designed by a course creator. This could be a site manager, campus admin or publisher.

Topics Covered in this Chapter

2.1 Main Navigation

2.2 Information Bar

2.3 Product Menu

2.4 Accessibility Box

2.5 Events Box

2.6 Publisher Tool

2.7 Change Password or Profile Information
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Quick Register

This field is used to enter an

access code that will

automatically register you to

a specific product.

Main Navigation

All sections of the system are
accessible through these tabs.

informetica

Quick Register

Courses

Welcome Admin Campus to your online training centre.

Select a home page: {_INF Home Pags-T

Getting Started with the Informetica LCMS

Heaith & Safety - Alberta ©

'PCI D55 Impiementation

Course Registration:
= 1. Click the Catalogue tab at the top of the page.
Jnfonmelicy Samphe Course 2. Select the Course you want to register to from the dropdown list
— SE1CI2 Staf Exam 3. Click the Register button
&
=1 Start Taking a Course:
ER—— su ™ || You may access each topic by selecting it from the Courses column on the
T - left. If you are taking a video course, a "Take Exam" button will appear at the
pr end of the video. Ciick the button to begin taking your test. For all other
courses, you can access the test/evaluation once the topic's module
prerequisites have been met
Instructor Led Courses &
F View Your Grades:
You can access your grades by clicking on the My Progress tab at the top of
ik the page.
- View Your Certifications:
Product Menu I_‘ || View a iist of your certifications by clicking on the Certifications tab at the top
A list of all the products G| of the page.
you are registered to.
Click the name of any
product to launch it. Edit Tool
Used to edit product
names, content,
availabilty and status.

informetica

| Home | Calendar | Catalogue | Certfications | My Experience | Manage | MyProgress | Reports | Search | Design Packages
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Information Bar

Change your password, view
the user help manual or logout
from the information bar.

@ English AAA
Accessibility Box
This box allows you to
change the language
and increase or Today
decraase the ook, No items are due today.
My Tasks
There are currently no [asks.
News
AR42012
New Courses have been Added
Events Box
The events box alows you to
keep track of items that are
due, see deadlines and read
news events.
Home Page
Unique home pages can
be created for each user

group. If you belong to
more than one group, you
will have an option to
toggle among home

pages.



2.1 Main Navigation

All sections of the system are accessible through the Main Navigation tabs at the top. You have access to your own transcripts, and can work through
Products just as a Participant user can. For more information in these areas, please see the Participant Manual.

Home: This tab will always return you to the home page.

Calendar: This tab will take you to the calendar where you can view or add personal tasks.
Catalogue: If available, this tab contains a list of Products (courses) that are available for participants.
Manage: Gives you access to the manager tools.

Reports: Click this tab to run available preset reports.

Transcript or My Progress: Only one will be available. Transcript will show you passing and failing grades as well as incomplete attempts for every
Product (course) you are registered to. My Progress contains the same information as transcript as well as certification information progress, if
applicable.

Search: This tab allows you to enter simple search terms to look for something in the Search
system. The returned results are also links that you can click to go directly to the item. b —’l I

Search Results

2'2 Informatlon Bar WHMIS Topic WHMIS
Module 1 - Training Program Introduction Module WHMIS
Displays your user login status and contains the following links: Module 2 - Why WHMIS? Module WHMIS
Module 3 - Risk Awareness Module WHMIS
Profile: Click this link to update your account information and password. MRS U ——
Module 5 - Product Labels Module WHMIS
Help: Click this link to open a copy of this manual. Module 6 — Material Safety Data Sheets  Module WHMIS
. ST . . . . Module 7 - Final Test Module WHMIS
Logout: Click this link instead of simply closing the browser window to ensure that any R L -
count 8

changes you have made will be saved and that your session will be properly recorded
Quick Register

If available, this field is used to enter an access code that can automatically register you to
specific products.
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2.3 Product Menu

The product menu on the left is an interactive list that lets you launch any products that you are registered to. Simply click the name of any product

to begin. You can hide or show this menu by clicking the triangle ' at the top of the menu. Here is a guide to some of the colours and symbols you
may see on this menu:

B o T L )

Products that have a strikethrough are not available to participants and are not seen when they log into Informetica. They
can be edited by publishers. Changing a product’s status to inactive will make it unavailable to participants.

Products that show up in teal have completion rules assigned to them and that have not yet been finished.

Products that show up in green italics have completion rules assigned to them that have been finished. For example, there
may be two exams in the product that must be passed for the product is considered complete.

Items in the list with a plus symbol % before the name are courses that are bundled together. Click the plus symbol * to
expand the list. Click it again to re-collapse the list.

ports 101

Items in the list with an exclamation before the name are courses that have been granted an extension.

2.4 Accessibility Box

This box allows you to change the language and the size of the font on the page.
English: Click ® Enolish 1 change the language you view the page in if multiple languages are in use by your system.

aAA: Click “AA  to change the font size you view the page in. Click the leftmost A to view in the smallest font and the right most A to view in the
largest font.

Page Link: ..rae Linkl Systems configured with this option can create a direct URL link to any Informetica page and sent to other users. Clicking the link
will be prompt users to login and they will be directed to the destination page or will see a message if do not have access to the destination page.

Edit: If your LMS is configured for this option, campus admins may also have the ability to edit their homepages.
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2.5 Events Box

The events box allows you to keep track of items that are due, see deadlines and read news events. It is typically used as a way to send global
messages to all users on the system and to allow participants to keep track deadlines and tasks. Note that not all three items in the example of the
events box may be in use on your system.

Today: This area shows any items that are due on the current day. This includes automated deadlines.
My Tasks: This area shows self-created tasks entered from the calendar tab.

News: These news items are events set up by site managers.

2.6 Publisher Tool

The wrench icon ¢ is used throughout the system to give you access to publisher tools. This includes editing product names, availability and status
as well as access to product authoring and editing abilities.

2.7 Change Password or Profile Information

logged in as: | Help|Logout

You can access your user profile at any time by clicking on Profile next to
your name in the Status Panel. Make changes to your

Personal Info or Change Password and then click the

Save button to keep the changes. This information can My Profile @ English AAA
be viewed by site managers and instructors.

Personal Info Change Password
First Name |William Old Password
Last Name Troike New Password
Email wtroike@sencia.ca Confirm Password
Save >> Save >>
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3.User Accounts

Informetica provides unparalleled user creation and management. The system gives you the flexibility to create individual user accounts, upload

accounts en masse, place users in groups, assign access rights, and much more.

Topics Covered in this Chapter

3.1 User Types and Permissions
3.1.1  Site Manager

3.1.2 Campus Admin
3.1.3 Campus Manager
3.1.4 Publisher

3.1.5 Instructor

3.1.6  Participant

3.1.7 Certificate Issuer
3.1.8 Helpdesk User
3.1.9 Forum Expert
3.1.10 Rep

3.1.11 User Roles and Permissions
3.2 Manage Users
3.2.1  For Campus Admins / Campus Managers
3.2.2 For Site Managers
3.2.3 Filtering Users
3.4 Create Users
34.1  For Campus Admins / Campus Managers
34.3 ForSite Managers
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3.1 User Types and Permissions

The Informetica system has a number of default user types to allow for accounts with varying levels of access and permissions. Note that some
systems have custom user types and configurations which may modify their default permissions to meet your specific needs.

3.1.1 Site Manager

The site manager accesses the administration side of Informetica where they can create campuses, user groups, course topics, certification tracks
(including rules) and assign different user types to users. For example, the site manager can provide a user with publisher access to author a specific
course or courses. This way, multiple publishers can be assigned to the system to create courses for a campus. Course assets include: modules,
assignments, references, tests, assessments, certifications and more. Refer below for the user types that a site manager can create.

3.1.2 Campus Admin

Desktop managers have the combined permissions of publishers, instructors, and campus managers, including reports for campuses which they
manage.

3.1.3 Campus Manager

A campus manager can access all the user groups within their assigned campuses and may obtain reports on all users within those user
groups. Campus managers are able to create and manage users and user groups, upload mass groups of users toward user creation and/or
product registration and they can assign training to individual or multiple users. Below is a list of rights that may be present for campus
managers, depending on your site's configuration.
1. Users
a. View users by various filters, create, activate and deactivate users and register users via access codes.
b. View a user’s transcript to see a list of the products they are registered to as well as which gradable assets they have
attempted/not yet attempted the number of attempts and the grades received for each.
c. Add or remove the user groups a user is assigned to.
d. See which products a specific user is registered to as well as when or if they have completed them.
e. Grant additional access to a course or a course item. This is usually used for a testing asset such as an evaluation or
assessment.
f. See a list of any access codes that have been used either by the user or by a manager on the user’s behalf.
g. See details on evaluations and assessments the user is registered to.
h. View a listing of all certifications the selected user has already obtained, is working toward or has qualified for.
2. Access Codes: Create new codes, view detailed debit information, edit, activate and deactivate access codes.
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Subscriptions: View and purchase subscriptions

Curriculum: View current curriculum, create, edit, activate and deactivate curriculum.

Classifications (Used with the curriculum feature): View current classifications, create, edit, activate and deactivate classifications.
Discipline: View current disciplines, manage campuses, create or delete disciplines.

Import: Import users, user certifications and user product registrations from an Excel spreadsheet.User Group Manager

No AW

When a user group manager logs into the system, they are able to obtain reports on users within their user group(s) that are under their
supervision. The reports they select can show a user's activity, grades, and the IP address they used when going into the system. When viewing a
student's activity, the user group manager is able to see what areas of the course the student looked at, the amount of time he/she looked at each
area, and their grades. The site manager can provide user group managers with access to more than one user group, if needed.

3.1.4 Publisher

The publisher is able to create course material within the system, as well as exams and assessments. Courses from other providers can also be
uploaded into the system. Tools to upload a number of file formats are available such as PowerPoint presentations, PDFs, excel spreadsheets, word
documents, flash presentations and a number of others. A publisher is able to access participant records and other reports, based on the user
group(s) to which they belong.

3.1.5 Instructor

An Instructor is able to facilitate a course and view all applicable students’ records and reports but, unlike a publisher, a trainer does not have the
'rights' to modify any of the course assets. They are able to approve users for pending registrations, as well as grade their users.

3.1.6 Participant

A participant is the learner or student taking the course. Participants may access their assigned training, a list of courses available for registration, a
list of in progress and earned certifications, a transcript, a calendar, forums, activity log, a roster, and a task list. Access to many of these options will
be dependent on the configuration of your Informetica system. In the corporate market, a participant is often that company’s employee. The
flexibility of the Informetica system enables campuses to use it as a collaboration and communication tool for specific user groups. For example,
senior board members are able to select their committee name under the menu in order to obtain key documents and share ideas.

3.1.7 Certificate Issuer

As users complete the requirements of a certification, they may receive an official certificate through the mail. The certificate issuer user type exists to
easily compile a list of earned certifications, and user mailing addresses. Informetica will also track a certification sent date to indicate the date the
certification of completion was mailed to the user by the certificate issuer. For example, as a site manager, you can create a certificate name called
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"First Aid 101 Certification". The rules that may apply are that users must pass four course exams by obtaining a mark of no less than 80%. The exam
titles might be: Severe Bleeding, Cardiovascular Emergencies, Wound Care, and Burns. When a certificate issuer goes into the system, they can access
reports to display names of those users that have achieved this certification in order for the certificates to be mailed. Reports are also available to
show when certificates were issued and when they are up for renewal.

Alternatively, the site manager can create a certification that carries a user-printable certificate upon successful completion of the certification
requirements. This user type is not used in configurations which provide digital certificates to be printed by the user.

3.1.8 Helpdesk User

A helpdesk user may access the account list of their respective campuses and user groups. From the account list, helpdesk users may have the ability
to reset passwords, unlock accounts, grant exceptions, and view other profile information. The permissions of the helpdesk user will vary based on
the configuration of your Informetica system.

3.1.9 Forum Expert

Informetica allows you to designate any user from any user type (even a participant) as the "Forum Expert". Through the forum utility users may post
questions and/or comments for the expert and their colleagues to view and return comment upon; the forum expert is automatically e-mailed
notification of the post to permit them to respond in their expert capacity. This user type may be created by a site manager or a publisher. This is
especially useful when assignments/courses are being undertaken by a mixture of junior and senior staff.

3.1.10 Rep

The Rep is a user type with the same access as a participant, with the additional ability to run reports on other participants within their user groups.
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3.1.11 User Roles and Permissions

Permission is standard for this user type

Permission is optionally available for this user type

3 R

Permission is not available for this user type

Activate & Deactivate Users v A i no no no 7 no
Approve Experience Logs no = o =4 o i v no
Create User Accounts ‘/ Qf' J no no / no no
Create/Manage User Groups v i i no no no v no
Create Administrative User Types Vi no no no no no no no
Manage User Classifications v @/Tﬂ ‘Q‘Y’J \51 no no q-f no
Archive Users o Qfl J no no no Q/ no
Delete Users / no no no no no no no
Edit and Delete Classifications & J Qf’ no no no no no
Edit User Account Details & Passwords o Q/ﬂ’" A no no no v no
Import Users from Excel A 7 A no no no no no
Manage User Roles and Permissions »4 no no no no no no no
View Archived Accounts ./ no no no no no { no
View User Certifications v A A v o no o no
Create Campuses / no no no no no no no
Create System Support Tickets ‘/ no no no no no no no
Manage Security Features ‘/ no no no no no no no
Manage e-Commerce Products ~ no no no no no no no
Manage Language Dictionaries i no no no no no no no
Run Reports ‘/ \,,/’ Vf/ . J/ Q’f.- -ijf"‘ \/ o
Set Up Automated Email notifications v no no no no no no no
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Approve Course Completion Manually no no no no no v no no
reate Access Codes (activate/deactivate, edit, view 7 V

ze::::s]AC ) e g i / v v no no no no no
Create Bundled Course Offerings v no no no no no no no
Create Certifications \/ no no no no no no no
Create Curriculum (edit, delete, activate/deactivate) v Q‘/ {/ no no no no no
Enable Automated Course Enroliments Vi v no no v no no no
Grant Course Extensions, Additional Retakes v A Q/ \'/ Q/ v/ q/ no
Import Course Enrollments, Certifications from Excel » i Q/ Qf no no no no no
Manage Course Enroliments (access codes) \/ Qrf Q/ g/ no no no no
Manage Availability (course catalogue, expiry, retakes, / ‘/ ‘/

duration, access restriction, timed tests) no no no no no
Manage Supplemental Training for Users \/ q,// Q/ Q/ no no no no
Manually Grade (Modules, Essays, etc.) \/ no no no / \/ no no
Override Exam Responses A J Q/ no no no no no
Reset Exams \/ no no no no no no no
Run Course Level Reports ‘/ \/ 4 ‘/ e \/ no no
Set Prerequisites, Completion Rules at Course Level ‘/ no no no no no no no
Set Prerequisites, Completion Rules for Course Assets / ‘/ no no .{ no no no
Upload Large Files via Informetica FTP \/ Q{/' no no Qﬁ’ no no no
View Course Progress and Results o v 4 e A v no no
View and Purchase Subscriptions 4 \-/ Qf no no no no no
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Assign Forum Moderators / no no \/ no no no
Create Calendar Entries for Course Start/End Dates ‘/ ‘/ no no \/ J no no
Create Calendar Entries for Deadlines (Automatic) T 7 no no Vg 1/ no no
Create Course Level Events/News and Personal Tasks no / ‘/ / / / no no
Create System-Wide (Global) Events/News ‘/ no no no no no no no
Create Events/News for Groups ‘/ ‘/ ‘/ ‘/ no no no no
Create Events/News for Individuals no / { v i no no no
Email to Entire Class Roster ‘/ / no no ‘/ / no no
Monitor and Particiate in Forums no i v i e /7 no no
Monitor Feedback via Affidavits v v of o o " 4 no no
Participate in Course Chat no v i v v { no no
View Class List no v o o o v no no
COURSE AUTHORING
Site Campus Campus User Group

Permission vs. Role Manager Admin Manager Manager Publisher Instructor Help Desk Rep
Activate and Deactivate Courses / / no no \/ J no no
Create Courses from Templates - v no no 2 no no no
Create Affidavits e i no no e no no no
Cre?te and Edit _Content (move, copy, rename, hide, ‘/ / /

assign, reorganize, export) no no no no no
Create Testing Materials, Questionnaires, Appraisals Vi i no no v no no no
Delete Courses i no no no no no no no
Delete Files and Course Components \/ \/ no no ‘/ no no no
Export to Informetica Created Course to SCORM of o no no of no no no
Manage Course Descriptions / / no no \/ no no no
Upload from'3rd part\‘r course authoring applications / / ‘/ ‘/

such as Captivate/Articulate no no no no
Upload Presentation, Video, Image and Document Files o i no no o no no no
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3.2 Manage Users

3.2.1 For Campus Admins / Campus Managers

The manage users screen allows you create new users, view a list of existing users, register users to new products and activate or deactivate user
accounts. Information provided at a glance from the manage users page is the user’s name (user) and login (username), status, which user groups the
accounts belong to and any recent certifications earned.

Using the Filter Options menu on the left, you can filter the results to only show specific user accounts such as users in specific user groups or country
or by searching name or email address. To access to the manage users screen, click the Manage tab from the main navigation bar, then click the Users
link from the Manage menu on the left.

finformetica

Corporate Training Solutions

Manage
Subscriptions

Catalogus

Go to page

WyProgress | Repors

ir Deactivate | [ Register

E Records/Page: 50 B

MIABCDEFGHIJKLMNOPQRSTUVWXYZ

Home | Calendar

Manage Users
@ Create iy Activate

. 2 Ned

Elan  User

F 1, Publisher

i} Adams, John

A Bateman, Amy

B Bennet, Maria

] Blunk, Julianne

s Bree, Christina

M Brent, Sebastian

B Brook, Marisa

Username
pi
jadams

abaleman@sencia.ca

mbennet@senciaca

jplunk@sencia.ca

chree@senciaca

sbreni@sencia.ca

mbrook@sencia.ca

Records. 70 Show More

Status
Registered
Registered

Registered

Registered

Registeres

Registerad

Registered

Registered

Type
Publisher
Publisher

Participant

Participant

Participant

Participant

Participant

Participant
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User Group

.

Informetica Deme

Informetica Demo

-

Informetica Demo

Informetica Demo

Informetica Demo

-

Informetica Demo
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8I5/2010 22228 PM - WHMIS
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2/29/2012 9:38:28 AM - WHMIS Exampile Cert

21292012 9:38:28 AM - WHMIS Example Cert

None Eamed
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3.2.2 For Site Managers

Below is a brief description of the fields:

Feld
es

Check Box Select any user by clicking the check box on front of their name. Select the All check box to select Y
every user in the list at once.

Fed
This is the name of the user. Click any name to enter the Edit User Info screen. Yes
This is the name the user logs in with. No
Status If this field says registered, then the account is active. If the field says registration pending, this No
_ indicates that the account is not active but can be reactivated.
User Group Shows a list of all user groups the user belongs to. For users that belong to many user groups, this  No
_ list is often truncated. You can view the entire list by clicking View All.
This field indicates any recent certifications the user has obtained, if any. Yes

The accounts page allows you create new users or to view a list of existing user accounts. Information provided at a glance for user accounts are the
date that the account was created and updated, the type of account, when they were last active and which User Groups the accounts belong to. The
detailed view also provides email addresses and the last date that the user logged in. Using the filter options menu on the right, you filter the results
to only show specific user accounts such as users in specific user groups, account type (participant, site manager, instructor, etc.), first or last name,
username or email address.
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admin-strees@sencia.ca

Reports Store Admin Support
Accounts View: List| Detates )
i B User Options
n Go to page m 100 » Show More © Creats
» Import
AlABCDEFGHIJKLMNOPQRSTUVWXYZ
2 SelectAll

Name

Bateman, Amy

Besupre-Carrol, Brisnna

Bennet, Mana

Bettman, Gary

essica

Blunk, Jubanne

Bree, Christina

Brent, Sebastian

Bretzier, James

Bretzier, James

Brick, Jane

Broberg, Orrin

Brook, Marisa

Bruce, Coln

Bruce, Jason

Username

abatemang@sencia.ca

brianna 315@hotmad com

mbenneti@sencia ca

gbetman@sencia ca

bshop@sencia ca

Euni@sencia ca

cbree@sencia.ca

sbrenti@sencia ca

jore-student

jore-manager

porick@sencia.ca

obroberg-publsher

mbrock@sencia ca

cbruce@chroniclepurnal. com

particpant-pruce@sencia.ca

Email

abateman@sencia ca

brianna. 2 15@hotmad com

gbetman@sencia ca

pre@caascoca

kre@csascoca

prick@sencia ca

obroberg@gmail com

Default Campus

Informetica Demo

SayBiz

Informetica Demo

TSafe

Sencia Office

Infarmetica Dema

Informetica Demo

Informetica Demo

CAASCO

Caasco

My Experience Demo Campus.

Informetica Demo

Informetica Demo

Advisory Board Members & Commitees

Informetica Demo

Type

Campus Admn

Participant

Particpan!

Participant

Publisher

Particigant

Participant

Participant

Participant

Campys Admn

Participant

Publisher

Particpant

Participant

Particpant

Status
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Created

17272010 1:33:38 PR
Sencia Admanistrater

TIV2013 4:08:09 PU
Sierra Trees

INBR011 1:45:17 PR
Sencia Admnistrater

17262013 12:25:16 PM
Sencia Administrator

17RO 111117 AN
Jason Bruce

RTRMZ 1210 P
Sierra Trees-Tumer

INE2011 1:45:58 P
Sencia Administrator

ANB2011 1:50:50 PM
Sencia Administrator

SIAR012 51317 AM
Sencia

Edited

12720/2013 2:42:48 PM
Sierra Trees

TH22013 T:12:59 PU
Brianna Beaupre-Carrgl

47232012 3:07:05 PM
Sierra Trees-Tumer

11222013 10:47:04 AN
Slerra Trees

SM2012 94828 AN
Sierra Trees-Turner

4232012 30T:03 PM
Sierra Trees-Tumar

4732012 3:07:05 PM
Sierra Trees-Turner

4232012 20705 PM
Sierra Trees-Tumer

SI42012 91317 AN
Senca

S/412012 9:26:54 AN
Sencia Administrator

B/S2013 1004712 AM
Sencia

12122013 25933 PM
Sierra Trees

BE2012 10:4T:12 AN
Sencia

772072012 1:26:00 PR
Sierra Trees-Turner

JM82011 1:43:08 P
Sencia Administrator

117472013 30537 PR

12272013 3:4%:11 PM
Sierra Trees

102472013 3:28:27 PM
Slerra Trees

117472013 3:05:37 PM

Sencia

11172010 2.35:24 P
Jason Bruce
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SN0R012 12912 PM
Jason Bruce

Last Active

2TRNA 2T PM

BNU2013 24554 PU

BM82013 14111 PU

262013 12:27:00 PU

2012 XN P

2122013 1:21:00 PM

1IAS2013 4:4226 PM

4162013 23332 P00

I2E2013 5:3633 PM

1072872013 11:20:52 AM

1072872013 10:11:27 AM

11R2TR013 112507 AM

A2U2 111515 AN

TIE2013 S50 11 AN

10/20/2013 10:38:23 AM

o o o o o o o o o o0 0o 0 O O O

© Delete Selected

~Change Selected Status— ¥

Filter Oplions Reset

Campus

All campuses

Defout Campus Only

User Group

All user groups
Account Type

All Types hd
User Status

All Status hd
Language

All Languages
Last Name

| *

First Nama

[ *%

Username

[ *

Emai Agdress

| *

Last Actwve Start Date

[

Last Active End Date




Below is a brief description of the fields on the User Accounts page (as shown in list view)

Page Navigation bar Click a page number, the next button to enter a number in the go to page field Yes

ﬁ 2 Next Go to page: m

Alpha Filter bar Click any letter to filter to see only those accounts whose last names start with the letter selected.
AIABCDEFGHIJKLMNOPQRSTUVWXYZ

Show More Click “show more” to see a list of user types that can then be clicked to show only the type selected. Yes
Show More
Certificate Issuer 1 Desktop Manager 3 Help Desk User 2
Instructor 1 Campus Manager 1 Participant 94
Publisher 13 User Group Manager 2

This is the name of the user. Click any name to enter the edit user info screen. Yes
This is the name the user logs in with. No

This is the user’s email address. No
Integration Username The integration username was implemented to allow site managers the ability to view and manage No
Integration Usernames. This affects only those systems using single sign on.
Default Campus Shows the default campus that the user belongs to. No
(Campus)
Indicates which user type the user is. No
NEIH If this field says registered, then the account is active. If the field says registration pending, this Yes
indicates that the account is not active but can be reactivated.
Shows when the account was created. No
Edited Indicates when the account information was last edited. No

Last Active Start Date The last timestamp of when the user logged in. No
Last Active End Date The last timestamp of when the user logged out. No

Click the delete icon = to delete a user account. Yes
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3.2.3 Filtering Users

To change the order in which the list of users is displayed or to see only specific user accounts displayed on the Filt -
ilter Options Reset
accounts page, click any of the options under the filter options menu on the right hand side, use any of the Campus
options under the Filter Options menu on the left hand side. By default, users are sorted alphabetically by Last Murging Staf
Name. Please note that the field names used for your system may be customized and therefore differ from the oo o
examples in this manual. Below is a brief description of the fields, note that some of them are available only to site = [=]

Account Type

]

] Default Campus Only

managers: All Types E|
User Status
All Status [+]

I Clickee
All Languages El

Reset Choose the reset link at the top to remove any filters. Click Reset as name

First Name

Campuses Use the drop down menu to see users assigned to a specific campus. Required
Username

User Group Use the drop down menu to see users assigned to specific user groups. Required

Account Type Use the drop down menu to see users that are a specific user type. Required E e

User Status Use the drop down menu to see only accounts that have a specific status  Required Laet Aot Sfart Owts
(registered, registration pending, disabled or archived). PE—

Language Use the drop down menu to see only accounts using a specific language.  Required

\Elple B ETEEES S Type in a full or partial search term for a specific first name. Required &

RTINS E7/56  Use these two fields to create a date range to search for accounts based Required
Date on activity level.
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3.4 Create Users

3.4.1 For Campus Admins / Campus Managers

To create a new participant account, click the create button from the manage users page. Fill out all of the required fields (indicated with a red
asterisk *) and select at least one user group. Click the create button at the bottom or click back to cancel the creation and return to the manage users
page. Alternatively, you can create many users accounts at once using the import tool. This is covered in the Importing Data chapter of this manual.
The fields and criteria you see may differ from the example below, depending on your system’s configuration.

M U Create b Engian 2 AA
anage users Pt P ——
Lhaty gelect
Lasi Mame., Depantment A
Usemame, Depatment B
&) Create w Activate Deactivate & Register Eman Ovpaiment D
| Depatmant E

Departrant F
Executive Team
Confem Password .
Head Ofice - Exacutnes
Force password reset on login informetica Dema
Comaaey Name
Sueer
o
SAPIIANCE | oy Soecsied =]
ZipPostal

Country ot Specied
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3.4.3 For Site Managers

From the accounts page you can press the create button to create a new user or click a user's name to view an individual user account. Alternatively
you can create a new user from the home page under quick create by clicking user account. Either method will bring you to the user details page
where you can enter data into a number of fields and where a site manager can make changes.

User Options
; Import

4 Select All

@an_gg Selected Status-—- E

Home Sections
You are viewing: Home IE User Details I
@ Quick Create Ca
&y Registration
. . Exceptions

g

Product

User Account

(8 Access Codes

William Troike: Edit User Info

You sre viewing: Users > Accounts > User Details for: William Troile

Edit User Info

Account Type

Participant [E[

User Status
Registered |Z| Archive

First Name

[=] | wisam

Middle Name  LastName

Troike

Username

wiroke@sencia.ca

Password

test_123

B

Sections

EY User Details

| & Registration

3 Exceptions
Default Organization
@ Access Codes
Informetica Demo [«
=2 Evaluations
|27 Questionnaires
Date of Birth Custom Input 1

{i.e. Job Title)
@ Certifications

1 | Supplemental Training

Custom Input 2
(i.e. Department)

Custom Input 3

(i.e. Supenvisors Name) i Causaticaiona

Tools

Custom Input 4 Custom Input 5

&5 Auto Login ess aome;
(i.e. Supenvisors Phone) (i.e. Supemnvisors Email) =

&8 Auto Login URL
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3.4.4 User Info Field Descriptions

The fields set up for your Informetica system may differ than those listed below. What follows is a list of common fields.

Info Field

Name

Username

Password

Minimum Password
Requirements
Contact Information

Default Campus

Company Contact
Information
Classification

Language &
Dictionary
Security Information

Account Lock Status

Account Password
N

Required Fields

Change the User’s First Name and Last Name. A prefix such as Dr. or Mrs. can be added or changed from a drop down
menu as well.
Enter the new Username.

You can change the user’s password here. Confirm the change by typing it in exactly the same in the Confirm Password
field.

This field simply shows if the user’s password meets specifications previously set up for your LMS. The criteria with a red
x are not met and the criteria with a green checkmark +/are met.

Enter or change User’s Email address, Web Address, Address or Phone Number and extension in these fields. You can
use the dropdown list to determine the type of phone number and add multiple phone numbers with the add button.
The user’s default campus can be changed using the dropdown menu here if you manage more than one Campus.
Changing the campus will also change the user’s corresponding landing page.

Enter such information as a secondary job title, department, supervisor's name, phone and email and the user’s
company name.

Use the dropdown list to select a classification if necessary

See the language the user currently views the LMS in and the corresponding dictionary assigned to that language

View the User’s security question and answer. Users will be prompted for the answer to their security question when
using the Forgot Password feature on the LMS login. An account will become automatically locked when the security
question has been answered incorrectly 3 times or if a site manager manually locks the account.

Shows if a user’s account is unlocked or locked. You can also unlock the account or lock it for a specified time.. An
account will become automatically locked when the security question has been answered incorrectly 3 times.

The force password reset option allows an admin to flag single accounts to require a password reset. If you toggle this
option on for a user, that user will be prompted by the LMS to change their password upon login. The user will be
unable to do anything else until they change their password, which will have to match the current security settings.
Required fields are determined during your initial LMS set up. Users will be prompted to fill out all required fields when
registering.
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3.5 Edit User Details

Click on any user’s name to open the Edit User Info page. If you navigate away from this page, simply click the User details link in the sections menu
on the left to return to it. Alternatively, you can update many user accounts at once using the Import Tool. This is covered in the Importing Data
chapter of this manual.

William Troike: Edit User Info

You sre viewing: Users > Accounts > User Details for: William Troike

Sections

&™) User Details

[~ ] User's Transcript Edit User Info

&%, Manage User Groups

Account Type User Status Default Organization
Participant = Registered = Archive Informetica Demo Q

™% Enroliments (=] v

£ ’ Custom Input 1
x Exceptions First Name Middle Name  LastName Date of Birth (i.e. Job Title)

Wilkam Troike

(18] Access Codes =]

v Custom Input 2 Custom Input 3
w2 Evaluations Usemame (i.e. Department) (i.e. Supenvisors Name)

wiroke@sencia.ca

'2# Assessments

Password Custom Input 4 Custom Input 5
(i.e. Supenvisors Phone) (i.e. Supenvisors Email)

@ Certifications

test 123
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3.6 Upload a User Photo

Some sites have an optional configuration to upload a photo of the user to the account information. Click on the Upload link under Photo ID and then
use the browse or choose file button to select a photo to upload. Click the save button and a confirmation window will let you know that the photo
was uploaded successfully.

Upload New Photo User Photo Tool

Please use the Browse... button to select a photo from your machine to upload to the site.
You are viewing: Users > User Details for: Participant Preview > Photo Teol

You are only allowed 1 photo per account. You will delete the old photo with the new one.

Filename: No file chosen
Saye | OF Cancel Back to User Profile

The photo was uploaded successfully.

Edit User Info

Type Status Default Organization
| Participant [=] [registered [=] Archive I !INF Organization 1 IEI
Photo ID
First Name Middle Name Last Name

] Tr—

Username/E-Mail Address
| previewrarticipant

The photo will now show up in the user’s profile.
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3.7 Activate or Deactivate Users

3.7.1 For Campus Admins and Campus Managers

From the manage users screen, you can activate or deactivate users. This affects their access to the Informetica system.

Manage Users @ English AAA

&) Create W Activate Deactivate & Register

12 Next Go to page: Go Records/Page: | 50 E] Records: 73 Show More

AIABCDEFGHIJKLMNOPQRSTUVWXYZ

Al 5 Username Status Type User Group Most Recent Certification
1, Publisher p1 Registered Publisher None Eamed
Adams, John jadams Registered Publisher 8/5/2010 2:22.28 PM -TDG

To activate a user listed with a status of registration pending, select the user by clicking the check box in front of the user. Click the activate button
near the top of the manage users page to give the user access to the Informetica system. The process is the same for deactivating a user, except that
the deactivate button is selected instead.

3.7.2 For Site Managers

You can change the status of a single account from the user’s profile. Navigate to the edit user info page for the user you wish to change and use the
drop down menu under status to make a new selection. Alternatively, from the accounts page, you can highlight specific accounts and use the
change selected status drop down to

change all of the selected accounts. This Accounts R
can be done from both list or detailed | [T Wl O Eaiea
views. The example below is using List BIABCOEFGHIIKLMNOPQRSTUVWXYZ e
view. Note that the filter options and the T e — o R — o o

Change Selected Status—
Registered
a Registration Fending
Drsabled
Aschaved

select all tool on the right hand menu
can be used to help find specific users.

Bennet, Maria mbennet@senca.ca [ Rogisiend

' Regatersd

All user groups
[=]

" Regstersd Bl el L . . Panieipant

All Status

informetica  page |40



3.8 Archive Users

This option is available to site managers, campus admins, campus managers, and help desk users. A

Archived users are not counted towards the total user count when determining Informetica f \

subscription pricing and should only be applied to users who no longer need to access the

system for any reason. Archived users also do not appear on any reports. Reinstating You can no longer report on archived

archived users requires a request to Sencia to re-activate the account for which a service users, however, systems enabled with the

charge may apply. Archiving a user will result in a confirmation window. You can archive a certification log, can view keep an

single account from the user’s profile. Navigate to the edit user info page for the user you historical record of archived users who

wish to archive and press the archive button. have obtained certifications within
Informetica.

Edit User Info \ /

Alternate archive method for site managers

Alternatively, from the accounts page, you can highlight specific accounts and use the change selected status drop down to archive all of the selected
accounts. This can be done from both list or detailed views. The example below is using List view. Note that the filter options and the select all tool on
the right hand menu can be used to help find specific users.

Accounts View: List | Detailed | B
User Options
B o topage: B records/Page: 1 [=] Records: | 96 Show More @ Creats
5 # Import
AIABCDEFGHIJKLMNOPQRSTUVWXYZ
# Select None
Name Username E-Mail Default Campus Type Status Created Edited Last Active

@ Delete Selected

--Change Selected Status-- =
~Change Selected Status--
Registered
Bennet, Maria mbennet@sencia.ca Toshiba Medical Participant Registered 4 & 7 F Flggﬁllanon Pending
J 3 3 Dizabled

Batemnan, Amy abateman@senca.ca abateman@senca.ca Informetica Demo Participant Reglslemd

= - Default Campus Only
Blunk, Julianne jblunk@senca.ca Toshiba Medical

Participant
Registered Usar Group
All user groups
Account Type
Participant __j_|
Usar Stat

All Status

Bree, Chnstina chree@sencia.ca

Farticpant | Registered
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3.9 Delete Users

This option is available only to site managers.

Deleting users permanently destroys profile information, activity, progress, grades and achievements. Consider archiving users if you prefer to retain
their records. Before you finalize a deletion, you will be asked to confirm.

L4 close

Would you like to delete this account?

AngelUser9

i This delete is permanent and cannot be undone. All related information
“ including profile, activity, progress, and achievements, will be destroyed

Delete one user Delete multiple users

From list view, select the delete icon next to the user you want to delete. ~ Select the user(s) by clicking inside of the information box, and then
choose delete selected from the user options menu.

User Options

View: List | Detailed

z @ create
live
¢ Import
39:35:51 AM
° # Select All

@ Delete Selected
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3.10 Auto Logins

This option is available only to site managers.

The auto login tool allows site managers to login to user accounts without needing to type in their username and password. This is handy for viewing

the desktop as that user sees it or even to provide a link for another person to login to the system.

Tools
@~ Auto Login (Leave Admin)

@3 Auto Login URL

—'

When you select the auto login link, the system will automatically log you out of your site

manager account and log you in as the selected user.

When you select the auto login URL, the system provides you with a link that can then be
pasted into a browser window and used to automatically login to the system. Common
practice is to open this link in a different browser so that the site manager can remain logged
in to their own account while still viewing the desktop account. The link may also be sent to

other users to provide an automatic login so they can view the system.

informetica

Aute Link Information

Press CTRL + C to copy this text

ttp://Ims-demo.informetica.com/modules/auto/login.asp?
isername=danderson@sencia.cadpassword=0be5e7ef72cc66dcalc40a8992d4cci78p
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3.11 Locked Accounts

This option is available only to site managers.

For site managers, locked user accounts are identified with a lock icon that is visible both on the user accounts page and on each individual account.
A user’s account will become automatically locked if the security question has been answered incorrectly 3 times. Site managers can also lock an
account for a specified number of minutes. You can click the lock icon from the user accounts page to unlock the account, or do so by opening the
individual account from the “edit user info” page by clicking the lock icon at the top or the “unlock account” link in the profile.

Accounts

You are viewing: Accounts
2 Next Go to page: [&) Records/Page: 100[x]  Records: 117 Show More
AMIABCDEFGHIJKLMNOPQRSTUVWXYZ

Name Username E-Mail Default Campus Type Status

Adams, John jadams notifications@informetica.com Informeatica Demo Publisher

[]
[

Registered

Edit User Info Account Lock Status

Locked - Unlock in 7 min
Unlock Account

Default Campus

i~
I" ﬂ This Account is currently locked! Click to Unlock Account

[Irrformetica Demo EI
Type Status
Custom Input 1
Publisher [2] [Registered =] Archive Date ol Birth (i.e. Job Title)
First Name Middle Name Last Name Custom Input 2 Custom Input 3

E (i.e. Department) (i.e. Supervisor's Name)
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3.12 Site Manager Account Management

This option is available only to site managers.

Click Users and then Site Managers to open the Site Managers screen where you can create new site managers or edit existing site manager
information. This page provides a list of all site managers whether their account status is set to registered, registration pending or disabled.

as. admin-strees{@sencia.ca

Control Panel Store Admin Support

5

fou are v Users > Site Managern Tools
T Creaiewio i i Siais

Bruce, Jason

© Create Site Manager

Registered

g Al
Cameron, Jennifer 2 Regislered

Click create site managers in the sidebar to go to the
create site manager page and then enter the Create Site Manager Email:
information for the new site manager.

You are viewing: Site Managers > Create Site Manager
Configurations will vary with password requirements Date of Birth
and required fields. Click on the name of a Site 51195 | Registered =] Other
Manager to open the Edit Site Manager page and i |
make the desired changes, then click save. S| |

Middle Name: Otherd
Iindicates a required field ] Last Name:. | Others

Company Name: Phone Number:

Street:

Username: l ]

City:

Password: I |

State: | Not Specified [+]

Minimum Password Requirements: Zip Code:
% 8 Characters

% 1 Uppercase Letter

x 1 Number

x 1 Special Character [!@2$ &*7_~-]
x Does Not Contain Restricted Words

Country: Not Specrﬁed E

or Cancel

Save
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3.13 User’s Transcript

This option is available to campus admins and campus managers.

View a user’s transcript to see a list of products they are registered to as well as which gradable assets they have
attempted or not yet attempted the number of attempts, and the grades received for each. Select any user name
to access the Sections menu. Select Transcript from the sections menu on the left to open the user’s transcript. §* User Details
Click the + symbol to expand the product and view the individual product’s gradable assets. The transcript will not
show any information for products that have no gradable content or have not yet been attempted.

Sections

®g) User's Transcri

&%, Manage User Groups

+ | Microsoft® Word 2010 * Enroliments
-

- | Green Defensive Driving Course W Exceptions

Due Highest 141 Access Codes

My Results Required Take # Date Passed

y q Date Grade
Module 2 Quiz N 2 33172011 40% Yes <2 Evaluations
Module 4 Quiz N 1 3/31/2011 89% Yes

«# Assessments

Assignment N No takes

Below is a brief description of the fields:

the user has received a passing score. No shows when the user has not received a passing score. Incomplete shows
when the user has started the asset but not yet completed it to receive a score/grade.

My Results Shows the name of the gradable asset.
Required Y indicates that the asset is a curriculum requirement. N indicates that there is no curriculum requirement, the
curriculum requirement is optional, or the curriculum option is not being utilized.
If applicable, this will show the date by which the asset must be completed.
Take # Number of times a user has attempted the asset. The most recent passed attempt will show over other attempts.
No takes: User has not yet attempted the asset. Take # 0: User has started the asset, but not yet completed it.
This is the date that the asset was completed by the user.
Highest Grade This shows the best mark that the user has received for the asset.
Shows whether or not the user has passed the asset. This field will shows as Yes, No or Incomplete. Yes shows when
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3.14 Product Enrollments / Registrations

View the products that a specific user is enrolled in and when the products were completed. This section is where you can view, edit or add additional
registrations to the user’s organization, user group and products. The registration dropdown menus contain only the user groups that belong to the
selected user’s organizations. Similarly, only products that are available to the assigned user groups will be available. Each product type has its own
registration area and drop down menus. Registration can be found within a user profile on the edit user info page under the sections menu. Each
product type has its own registration area and drop down menus.

Below is a brief description of the fields

The name of the product the user is registered to.

Type This lists the product type.

Status Registration status can be active, inactive, or inactive-imported (SCORM import utility was used to enrol user).
Published A course that is published forever or whose publishing dates are within current date will show a Yes in this column.
Enrollment Indicates whether the user is approved or pending registration for the corresponding product.

Enrollment Date This is the date and time that the user was enrolled to the product.

Duration This indicates the number of days the user has access to the product, if applicable.

Finish Date This field shows the date that the use completed the product.

View as Campus Admin or Campus Manager
Select any user by clicking their name to access the Sections menu. Click the Enrollments link from the sections

menu on the left to open the enroliments page for the user. Sections

Betsy Henderson: Enroliments @ English AAA £ User Details

Products Properties User Properties = :
g User's Transcript
Name Type Status Published Enrofiment Enroliment Date Duration (Days) Finish Date
C001 Beginner Skills Topic  active No Register - Approved 11/3/2010 5:43.09 M
; : : : &2, Manage User Groups
C002 Intermediate Skills Topic active Mo Register - Approved 11/3/2010 5:43:17 M
€003 Advanced Skills Topic  aclive Mo Register - Approved 111372010 5:43.27 2M - Enrollments
-
PLO1-Attendance Policy Topic active No Register - Approved 11/3/2010 7:44.:01 2M
PLO3-Snow-Closure Topic active Mo Register - Approved 11/3/2010 7:44:14 M * EX ce pliorl S
Fal
WHMIS Topic active No Register - Approved 11/3/2010 5:43:49 PM
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View as Site Manager

Select any user by clicking their name to access the Sections menu. Select Registration from the sections menu on the left to open the registration
page for the user.

Brent Wood: Registration

Sections
£ user Details
Ormanization Reqgistration
select All @ Remove I_lﬂ Registration I
Select  Organization Default Dictionary

al Irformetica Demo.

B8 Wagon House Publshing @  English

s Exceptions

— Select Organization —  |=] A%

User Group Registration

5 Select Al 7 Activate i Deactivate @ Remove

Select  User Group Status
B Department & Inactive
[l Department E Active
] Exocutive Team  Actve
] Informetica Dema Actve

- Select User Group — [=] 7] e A%

Ao Uulsple

Topic Registration
) Select All 4 Activate ¢ Deactivate @ Remove

Topic Properties

User Properiies
Seloct  Name Status Seal Date Duration (Days) Finish Date
[ 4] Green Delensive Driving Course actve Yes Actve &/5/2010 13:19:20 AN
1 wHHIs active Yes Active 8/5/2010 11:15:05 AN
— Select Topic [E] @lacsve | Ada
Add Mulicie
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3.15 Access Codes

To see a list of access codes any access codes that have been used either by the user or by a manager on the user’s behalf, select any user by clicking
their name to access the Sections menu and click Access Codes. The column called access code indicates the name of the access code and column
called Debited On indicates the date and time the code was used. Managers must use access codes to register a user to products. For more on
registrations using access codes, please visit the Access Codes chapter of this manual.

Sections Sebastian Brent: Access Codes

You are viewing: Users > Sabastian Brent: Access Codes
Access Code Info

lAccess Code Debited On

ejdCourseDemo

™) User Details

®g) User's Transcript
& Manage User Groups
stantecDemo
=2 Enroliments
s Exceptions
(#) Access Codes
« - Evaluations

\2# Assessments

@ Certifications
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3.16 Evaluations

Evaluations are built within Informetica and are the primary testing assets. They may be used to test a
participant’s knowledge of the content that is provided, collect feedback about a product or an instructor or
used as practice exercises. There are 7 different types of questions that can be used to create an evaluation:
essay, fill in the blank, matching, multiple answer, multiple choice, ranking and true or false. Informetica can
automatically grade every type of question in an evaluation except for essays. A product may contain any

number of evaluations.

Evaluations are accessed within a user’s profile on the Edit User Info page under the Sections menu.

This section shows which evaluations the user is registered to. The names of all evaluations are listed under
products they belong to. Click any evaluation name to open a window with more details. This will be a mostly

blank page if the user had not yet

attempted the evaluation.

William Troike: Evaluations

C003 Advanced Skills

Test
Module 2 Quiz
Module 2 Quiz
Module 3 Quiz
Module 3 Quiz
Module 4 Quiz
Module 4 Quiz
Module 5 Quiz
Module 5 Quiz
Module 6 Quiz
Module 6 Quiz
Module 7 Quiz
Module 7 Quiz
Module 8 Quiz
Module 8 Quiz
Module 9 Quiz
Module 9 Quiz

Section

You are viewing: Users > Accounts > Maria Bennet: Evaluation > Sedlion
Module 7 - Final Test - Test by Question

Section

Take Grade Pass Rate Passed

Section One 1 100 90 Yes

Section Indicates which section of the evaluation was
Take attempted and how many times the
user attempted the evaluation.
Indidcates the score or grade the user received for
each attempt of the evaluation.

Passed Indicates whether or not the user passed the
evaluation.
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s Exceptions
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v 2 Evaluations
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3.16.1 Override Evaluation Answers
This option is available to site managers, campus admins, and campus managers.

Managers can override specific answers on an evaluation for a user if necessary. Click on any evaluation in the user’s list to see more details about the
evaluation and then click the interactive take number (see example below). This will open a page of the user’s specific responses, what the correct
responses are and if the user answered correctly or incorrectly. Click the edit button on the far right for any question to manually change the user’s
answer and then click save. The answer and any grade change will automatically be reflected on the user’s account.

Responses @ English AAA

Test: Module 2 Quiz
Section: Section One

ELC Grade

Correct Response Student Response Correct

Section One 1
1 Multiple What are the key collision defenses? Eye-l2ad time, stopping time and following Defensive driving and pr collisions. No
Choice distance.
2 Multiple When driving in urban areas, how far ahead 1210 15 seconds 3to 5 seconds No o>
Choice should you scan the road?
3 Multiple What is the minimum following distance you 3 seconds. 5 seconds. No Edito>
Choice should observe in ideal conditions?
4 Mulliple Which of the six categories of driving conditions is Driver. Road. No "
Choice the most important?
5 Multiple ‘What is the definition of defensive driving? Preventing collisions despite the actions of others  Always leaving 3 seconds between your vehicle No "
Choice and the conditions around you. and the vehicle ahead of you.
6 Multiple What are the five important elements of defensive  Knowledge, alertness, foresight, judgement, and  Knowledge, alert foresight, judg t Yes -
Choice driving? skill. and skill.
Edit Multiple Choice Question Recognize the Hmh:;ldi U_ll'_n:ierstand the Defense; Perception Time; DFkletacﬂcn Time; Stopping No
P nTime stance
What are the key collision defenses?
= - o s All answers are correct. Collisions with pedestrians. No :
@ Defensive driving and preventable collisions. : ¥ Edit >>
© Eye-lead time, stopping time and following distance. o g iy oadabi sl o
® Recogni ze the hazard, understand the defense' and act intime. Stop atthe first safe place and take a 30 minute Open yourwindow to get some fresh air. No  (Ediss

nap.

© Eye-lead time, stopping time and time-interval formula.

| <<Back | [Save>>|
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3.16.2 Resetting an Evaluation
This option is available to site managers, campus admins, and campus managers.

Evaluations can be found on the edit user info page under the sections menu on the right hand side. This section of the user details shows which
evaluations the user is registered to. The names of all evaluations are listed under products they belong to. From here the manager can reset the
evaluation for a user. Doing so will remove all previous answers and the user will be required to start the evaluation over. The system will ask you to
confirm before resetting the evaluation.

Sections Sebastian Brent: Evaluations

s Nadails ‘ = - a
v

S e A | P v R P RS et I ey ot § .
B VEET USiEES Yo g: Users > Sebastian Brent: Sebastian Brent: Evaluations

Module 2 Quiz
Module 3 Quiz [@
Module 4 Quiz
Module 5 Quiz
Module 6 Quiz

Module 7 Quiz Reset Evaluation

This will remove ALL test results, question respones, etc for
this user.
Are you sure you wish to reset the Evaluation for this user?

&% Manage User Groups
= Enrolment
5] Enroliments

¢ Exceptions

) Access Codes

OK I [ Cancel

v|2 Evaluations

z## Questionnaires

@ Certifications

:=i Classifications

3.17 Assessments

Assessments are an informal way to measure something about your participant by posing content where there is no
right or wrong answer. Assessments are often an objective way to measure things like professional strengths and
weaknesses, time management abilities, goals or aptitudes. Assessments can also be used as a survey tool to
measure something, like online course satisfaction. Within Informetica, an assessment is created using bucketed

Sections
") User Details

Eg User's Transcript

questions. This bucketed style of testing allows for points to be assigned to a variety of predetermined responses s i i
presented either question by question or by sections. A report run on an assessment provides scores for each [ Eorchlaents
assessment bucket for each user’s section and take of the assessment. The report quickly summarizes: s Exceptions
e Which of their employees are taking the assessment and how many times they attempted the it, (#1) Access Codes
e The date of employees’ last completion, <2 Evaluations
o A nents -l

@ Certifications
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Each employee’s response “score” (i.e. level of competency within a given skill set). Assessments can be found on the edit user info page under the
sections menu on the right hand side. This section of the user details shows which assessments the User is registered to. The names of all assessments
are listed under products they belong to. Assessments can be found on the edit user info page under the sections menu on the right hand side. This
section of the user details shows which assessments the User is registered to. The names of all assessments are listed under products they belong to.
Click any assessment name to open a window with more details, including the bucket, number of takes and the grade (weight given for the
questions). This will be a mostly blank page if the user had not yet attempted the assessment.

Sebastian Brent: Assessments @ English AAA

Comprehensive Course Survey

Alcohol Testing Procedures Section Take Grade

Paul's Test Course Satisfaction
Alcohol Testing Procedures 1 100
Paul's Test Student Senvices
Green Defensive Driving Course 1 100

Comprehensive Course Survey

Assessment Quiz

Below is a brief description of the fields:

Section Take

Test: Comprehensive Course Survey
Course Satisfaction
Correct Response Student Response Correct
The course content corresponded well tothe course’s stated learning goals.

Bucketed The course materials helped me achieve the course’s leaming goals.

Indidcates the weight or score the user received for each bucket within the assessment.
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3.17.1 Override Questionnaire Answers
This option is available to site managers, campus admins, and campus managers.

Managers can override specific answers on questionnaires by clicking on the user’s list to see more details and then clicking the blue interactive text,
such as the number of the section in the example below. This will open a page of the user’s specific responses. Click the edit button for any question
to manually change the user’s answer and then click save. The answer and any score change will automatically be reflected on the user’s account.

Responses
Comprehensive Course SI.INBY Test Comprehensive Course Survey
- Section: Course Satisfaction
# Type Text Correct Response Student Response Correct

Course Satisfaction 1 Bucketed The course content corresponded well to the course's stated leaming goals. NIA Bl Disiiii NIA

k o 2 Bucketed  The course materials helped me achieve the course’s learing goals, N/A Strongly Disagree NIA

Student Services

3 Bucketed The way the course was organized facilitated my achieving its learning goals. NIA Strongly Disagree  N/A

! i 4 Bucketeg The course contentwas applicable to my own goals for taking the course. N/A Strongly Disagree NIA

5 Bucketed The course was intellectually challenging. NA Strongly Disagree NIA

6 Bucketed I recommend that this course continue to be offered in the future. N/A Strongly Disagree NIA

3.17.2 Resetting a Questionnaire
This option is available to site managers, campus admins, and campus managers.

A site manager can reset any This will remove ALL Assessment results, question respones,

assessment for a user. Do|ng Sebastian Bl'ent. Assessments etc for this user.

. . Are you sure you wish to reset the Assessment for this user?
so will remove all previous You are viewing: Users > Sebastian Brent: Sebastian Brent: Asses|
answers and the user will be Alcohol Testing Procedures

required to start the Paul's Test OK Cancel
assessment over. The system

will ask you to confirm before

) Project Management Assessment [ Reset Assessment]
resettlng the assessment.
Green Defensive Driving Course

Comprehensive Course Survey [ Reset Assessment]
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3.19 Certifications

Certifications can be found on the Edit User Info page under the Sections menu. The certifications section shows a
listing of all of the certifications the selected user has already obtained, is working toward, or is eligible to earn.

Sections

™) User Details

g User's Transcript

Certifications
@ Engen- AAA &, Manage User Groups

Certification Progress ': Enroliments
Progress Enrolied Earned Expires Certification Sent
Defensive Driving Certification 0% s Exceptions

(1) Access Codes

Certificate List =2 Evaluations
Name Eamed Certification Sent E_, Assessments
Hodie 7=Crons Ditiog ke TN AT Set To Current Date

Comprehensive Course Survey 47172011 10:12:33 AM . Certifications

Set To Current Date

Certification Progress shows how far a user had progressed toward completion of a certification. Bellow is a brief description of the fields:

Progress This is a percentage of completion towards the certificate.

Enioled G T

Earned The date the certificate was earned.

The certification’s expiration date if applicable

SIS Rkttt ettt
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Certificate List is not to be confused with certifications. Certificate list show a simple list of achieved assets with a date and time stamp of when an
asset was completed in the system by the user.

Below is a brief description of the fields:

e

Earned The date the asset was completed.

3.19.1 Certification Mailing Address

Certification Sent

Certification Mailing Address
Some clients opt to send a physical copy of a certification to a user. It will be

A . . ) . Last Modified: Street Address:
populated from the address information on the user registration if completed, but
City:
can also be edited by the site manager here. - /
State: !Not Specified E

Zip/Postal Code: |

C : :
OUNTY* | Not Specified [=]
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4. Managing Enroliments

Topics Covered in this Chapter

4.1 Campus Enrollments 44.2 For Campus Admins and Campus Managers
4.2 User Group Enroliments 44.3 Multiple User Enrollments
42.1 Managing Groups for One User 444  Activate, Deactivate, or Remove an Enrollment
4.2.2 Managing Groups for Multiple Users 44.5 Product Disenrollments

4451 Individual Disenrollments

4.23  User Group Migration Tool
4.4.5.2  Multiple Deactivations

4.4 Product Enrollments
441 For Site Managers

A
4 A

Note that there are many methods of enrolling your users. This chapter covers manual
enrollments directly in Informetica from the User’s profile.

See the Access Codes chapters for enroliments using an access code.
See the Importing Data chapter for instructions on using the import tool for enroliments.

See your own internal documentation for SSO registrations and enroliments.

~
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4.1 Campus Enrollments

This option is available to site managers, campus admins, and campus managers.

To manage the campuses a user belongs to, first open the user’s profile (see User Accounts chapter for details, if needed). Note that only campus
admins and campus managers belonging to more than one campus may add users to any of the additional campuses they belong to.

Add campus:

Change
default
campus:

Remove
campus:

Site Manager

Under the Campus Registration area, choose the campus from
drop down menu and select Add. You can only add users to one
campus at a time from the user’s profile.

Campus Registration

:E] Select All @ Remove
Select Campus Defauit Dictionary

Informetica Demo ] English Dictionary

— Select Campus — M Add

Campus Admin, Campus Manager

Open the user’s profile, use the drop down menu under
default campus, and then choose the campus to add the user
to. Note that this does not remove the user from their former
default organization.

Default Campus /
| Informetica Demo (=}

Open the user’s profile, use the drop down menu under default
campus, and then choose the new default campus. Note that
this does not remove the user from their former default
organization.

Default Campus

'\ Informetica Demo E]/

Open the user’s profile, use the drop down menu under
default campus, and then choose the new default campus.
Note that this does not remove the user from their former
default organization.

Default Campus

Informetica Demo E]/

Under the Campus Registration area, select the box in front of
any campus you wish to remove and then select Remove. You
can also use Select All to remove several campuses at a time,
but you will be required to keep the user in at least one campus.

N/A

informetica
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4.2 User Group Enrollments

4.2.1 Managing Groups for One User

Sections
To manage the user groups a user belongs to: %] User Details
e Site manager: open the user’s profile and then select Registration from the Sections menu. w3 User's Transcript
e Campus admin or campus manager: open the user’s profile and then select Manage User Groups from the &% Manage User

sections menu.

Add user groups: use the campus drop down menu to populate the available users groups for that campus. Select
the user groups from the Available Users Group box by clicking to highlight them. Hold down shift or control on your keyboard while clicking to
select more than one user group. Click the add button to move the user group to the Linked User Groups box.

Save button and user will belong to the user groups you moved over to the Linked User Groups box.

Remove user groups: select the user groups from the Linked User Groups box and then click the remove button to move the user groups back over
to the Available Users Groups box. Click save and user be removed from the user groups you moved over to the Available Users Groups box.

Site manager view Campus admin / campus manager view

User Group Registration Campuses for edechein@senda.ca

Campus:  AllCampuses E

.'__-".'.?A[wavs enroll this user into all Courses within their registered User Groups Available User Groups Linked User Gr

Groups

\\.}] Select All ¢ Activate Deactivate @ Remove Demo UG 1 ™

Publishers
Select User Group Status RCSM L1
[ 'INF User Group 1 Active
| Remove |

| Select User Group - [=] @ active - Add

Add Multiple -

or Cancel

Save
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Below is a brief description of the site manager fields:

Filter Option

Always enroll this user into
all courses within their
registered user group

Select All

Active

Add Multiple

This option is only seen by configurations where users have automatic access to every course in their user groups. It
is enabled by default. Uncheck to disable the feature. Users with this function disabled will need to be manually
enrolled into any products that are added to their user groups.

Choose Select All to select all of the visible user groups for this user.

Select one or more user groups and then select Activate to make this group visible on the desktop for any of the
desktop accounts. This means that any manage and help desk screens or reports that show users and their user
groups will list the activated user groups.

Choose Deactivate to make selected groups unavailable for any desktop accounts. Manage pages, helpdesk
screens, and reports that show users and their user groups will not list the deactivated user groups.

Select Remove to remove the user from all selected user groups. A user must belong to at least one user group.
Click the checkboxes to select a user group to remove, deactivate or activate.

The name of the user groups the user belongs to.

Indicates whether the user group is currently active or inactive.

Use the drop down menu to select a user group to add this user to.

Active is selected by default when adding a new user group. If it is checked, then the user groups the user is
registered to will be added as active. If the active checkbox is not selected, then the user groups the user is
registered to will be added as Inactive. This checkbox indicates to site managers which user groups are available for
reporting purposes to desktop users. Users that have the user group registration deactivated would not appear on
a report for that specific user group, while users that have the user group registration activated will appear on
reports for that specific user group.

Select Add to register this user to the selected user group.
Choose Add Multiple to open a new screen where you can add or remove more than one user group at a time.

Available User Groups Linked User Groups
Demo UG 1 -
Publshers
| __Add |

| Remove |

Save or Cancel
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4.2.2 Managing Groups for Multiple Users

There are various methods to enroll users en masse to one more user groups in the system.
Manage User Groups

Campus admins, and campus managers can select the manage tab, choose the User Groups link from the manage menu, and then select the
Add/Remove User link for the user group for which you want to manage users.

m My Progress TReports | search

8ge User Groups @ english AAA

Manage
Subscriptions
e Gans @ Create  Fy Toggle Status
Users Select User Group Campus Status Manage Users Delete User Group
Access Codes E . Bea
B Demo UG 1 Informetica Demo Active Add/Remove Users No Permission
Import
Classification ) Publishers Informetica Demo Active Add/Remove Users No Permission

Select users from the left, use the drop down menu to select the target user group, and then use the button with the right arrows to add the users to
the new group. You can remove users by selecting them and using the button with the left arrows.

Manage User Groups Users D Engisn AAA
Manasge
Sutnariphon Cick 10 highight individual ems and Bhen select he Add or Remove bulSons. Select musiple Bems by hoking down the
User Geoups e ctrl o Shft ks Of by Chclang and Aragging with your mouse
Users When you have finsched updating your inked Sems Bst, Chck on e Save button
Access Codes Y
Users Registered in 7Sa% Student Group 1 Users a0ded 10— Select One ~  [=]
e '
i | Angland_ Yen
Cumcuium Bettman, Gary
Campus, Admin a4 -
Ml Greg
Hricko, Jan |
Kozlowskd, Irene
Nohe, Malik
Palacios, Daphne
[Poundar. Madon =
& ASd Users to
 ASd Users 1o and remove fom 7Safe Student Group 1

Cancel Save
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Before you save, select the correct option:
e add users to the target user group and let them remain in the original group
e add users to the target user group and remove them from the original group

Access Codes

Campus admins and campus managers can use an access code to enroll multiple users to user groups. Follow the same process as Product
Enrollments for campus admins and campus managers. You must know beforehand which access code to use and a site manager must have set up
an access code for the purpose of user group enrollment. The access code can have products associated to it or only user groups.

&) Create W Activate Deactivate & Register

2% A ; " et
£ 5 Xl g0 1

MNOPQRSTUVWXYZ

9

AIABCDEFGHIJ

Username Status Type

i Adkins, lan Registered  Student
2 Ahrens, Mike -y Registered  Student
Excel Upload

Site managers and campus admins / campus managers (if configured) can use an Excel spreadsheet and the Users import tool. Visit the Importing
Data chapter of this manual to learn more.

4.2.3 User Group Migration Tool

This option is available to site managers.
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Navigate to the migration tool by selecting the Users tab, User Groups, and then Migrate from the Tools menu on the right.

Acceas Codes  Accounts  Supplemental Trammyg sy

Name Description

Airpo

ASPD Leamners Group 1 A user group setup for d Strategies for

1t Emergency Response

= User Group  Site Managers

review o

Board of Directors

cas

Certifcation Programs

- South Central Ontaro

Chronic Pain Mansgement Chronic Pain Management Clinic
Clinic

Demo UG 1 User Group for Informetica Demos
Dermatclogy Program Dermatology Program

L

Step 1: Choose the Migration Options

Use the drop down menus to:

Choose the source Organization, where the User Group currently resides

Lee. October 20

Test user group st up for Insttute for Functonal Medicine. This User group could cortain al users within certification prograns, including APU and FNC

Created
11142011 24440
L]

Sierra Trees-Turnar

4242013 15353 PU

= Sencia Administrator

11222010 £13:45
]

Sencia Administralor
L42TROIZ§1412 AN
Sencia Admmnistralor

L2010 1210:34
N

Sencia Administralor

Jason Bruce
12000 1215:47
P

Sencia Administrator

142011 55239 AM
Sierra Trees-Tumer

Choose the destination Organization, where you would like the User Group to be migrated to
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View: List| Detoied )

Edited

1142011 28440 PM
Sierra Trees-Tumer

1222013 10:55:40
Al
Sierra Trees

22011 32805 PW
Sencia Adminstratar

11222013 10:55:45
Al
Sierra Trees

1A2001 1000231 AN
Sierra Trees-Tumer

32011 32537 PU
Sencia Administrator

ZMZZ013 208:41 P

TM&2011 55239 AM
Sierra Trees-Tumer

£

User Groups Options
© Create =
© Delete

/' Selectall

Sort Options

Name (&-Z)
Descrpten
Status
Created
Edded

Filter Options Reset

User Group:

Carpus
—all-
Status

~-all- B

Go
Tools

Home Pages
Migrate



e Choose the User Group to migrate

Migrate Program

Organizations

User Group to Migrate

© Cance Step2 p

Step 2: Make decisions on the Users Default Organization
You have two choices: either update the Default Organization or preserve the Default Organization.

e Update Default Organization: When you move the user group to a different organization, you might also want to update the default
organization. The tool will check for users registered into that user group and if so, you can update their default organization as well.

e Preserve Default Organization: Users may belong to multiple user groups and even though you are migrating one of them, you can opt to
preserve their existing user group / default organization relationship. You also have the option to remove the source organization from the
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user accounts whenever possible by selecting Drop Campus.

Elstept  EJSter2  E)steps | EY summary

Users
® Update all 7 Users in User Group Publishers to have Informetica Demo as their default Campus
@ Preserve the default Campus information for as many Users as possible

5 Users will have their default Campus preserved

2 Users will have Informetica Demo set as the default Campus. The current default Campus will no longer be valid

Drop Campus Informetica Demo for Users whenever possible

Access Codes

0 Access Codes will require action for this migration. Instruction will follow on the next step.

Classifications

0 Classifications in Campus Informetica Demo will be added to Campus Informetica Demo as required by migrating Users

© Cancel 4 Step1

Step 3: Review changes to Users and choose Access Code/Classification Options

e Based on selected options from Step 2, you will get a summary of the changes that are about to happen with the migration
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e Expand the users to see what changes will or will not be made to users’ default organizations

El step3

Migrate User Group: Publishers to Organization: Informetica Demo

Users will no longer be registered to a User Group within Informetica Demo and w

e removed from the Campus

Users will have their default Campus preserved since they are registered to another User Group within that Campus or their

| E default Campus is not informetica Demo
Access Codes in User Group Publishers may be selected to be migrated from Campus informetica Demo to Informetica Demo

Classifications in User Group Publishers will be joined to Campus Informetica Demo
Users (7)

User Details Campus Account Details

Name
(Last, Username Source Destination Type Status Create/Edit Dates
First)

Bateman, abateman@sencia.ca Informetica informetica Campus Reaistered Created:11/2/2010 1:33:38 PM
n 1CH I
Amy Demo Demo Admin o9 Edied:12/20/2013 2:43:46 P
Bennet Informetica informetica Created:3/18/2011 1:45:16 PM
mben P |
Waria bennet@sencia.ca Demo Be articipant  Registered Edited- 47232012 3:07-05 PM
Bruce, participant- Informetica Informetica Created:11/1/2010 2:35:34 PM
Participant Registered :
Jason jpruce@sencia.ca Demo Demo Edited:5/10/2012 1:29:11 PM
Hill informetica informetica Created:1/26/2013 8:51:37 AM
: ahill@sencia.com Publisher Registered
Alison 2 ; Demo Demo = . Edited:1/26/2013 8:51:37 AM
Informetica Informetica Created:1/26/2013 8:31:14 AM
Hill, A hill Publish g d
il, Amy ahili@sencia.ca Deio Demo ublsher | Registare Edited 1/26/2013 8:31:14 AM
User e =
Hill informetica informetica Created:1/26/2013 9:46:24 AM
: hill@in formet om r Registered
Jason  Mi@nformetica.com | p, Demo Orup. | Regminrs Edited 2/12/2013 2:29:33 PM
Manager
P ;
Jotinson, djohnson Es:@e’;‘er‘?&cn Eglr:;eger'act:n Participant Registered Crostad #2472013 45504 TW
1 4 4 ic [
Douglas 8 ‘ e 9 Edited:4/24/2013 4:58:04 PM

Skilled Trades Skiled Trades

Click to collapse

e Expand the Access Codes and choose all the access codes you also want to migrate
e Expand the Classifications and choose all classifications you want to migrate
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Step 4: Summary and confirmation of changes

Migration is complete and you will see a summary of what has been changed. You can also download a log of the changes.

Users (10)

User Detalls

Organization

Username Dolault

Access Codes (1)

Access Code Organization

Name Detault

Classifications (0)

Classification Organization

Account Detalls

Createtdit Dates

Details

CreateT dit Dates

informetica
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4.4 Product Enrollments
4.4.1 For Site Managers

Navigate to the individual user’s registration page (Users > Accounts > Registration). Only products belonging to the same user groups as the user
will be available for selection.

Course Registration

:_\}j Select All ,.( Activate Deactivate @ Remove
Course Properties User Properties
Select MName Status Published Seat Allocation Enrollment Attempt No. Enrollment Date Duration (Days) Finish Date
C001 Beginner Skills inactive Yes Active NA 11172010 £:05:15 P1 120/2011 12:32:32 PM
C002 Intermediate Skills inactive Yes Active LT 11/1/2010 4:05:25 PM
C003 Advanced Skills inactive Yes Active LT 11172010 4:05:48 PM

- AT
(=] Facwe' A

Add Multiple

For one product at a time, use the drop down menu to select the product  For multiple products, select Add Multiple to open a new registration

you would like to enroll the user to and then select Add. screen. You can also enroll several users at once to one or more products
with an Excel spreadsheet using the User Course Registration import tool.
Visit the Importing Data chapter of this manual to learn more.

E‘ ] Active Add — Select Course — B [¥] Active Add

Add Multiple

If desired, filter by campus to see only products within user groups assigned to the selected campus. Select the products that you would like to add
from the available products on the left and then click “Add” to move the selected products over to the linked products box on the right. Choose Save
to complete the changes to the product registration.
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Field Description

Select All Click “Select All” to insert a check mark in front of all products in that section that this user is enrolled to.
Activate Activate sets the current user’s enrollment to products as active (enrolled).
Deactivate Deactivate sets the current user’s enrollment to products as pending.

Remove Select one or more products and then select Remove to remove the user from the selected product enrolments.

Select Select the boxes to indicate which items you wish to activate, deactivate or remove.

Topic Properties:

\El=8  The title of the product.

SiES|  Indicates whether the product is currently active, inactive or a template. If the status is inactive or template, then the product is
not available to users. (Templates can be seen by Publishers and Campus Admins).

HilsllHptcel  Indicates whether the product is available based on the publish date if the product (published forever or within date range). If
the publisher status is no, then the product is not available to users.

User Properties:

Saitellin=nie  Indicates whether the user’s enrollment to this product is active or pending. If enrollment is pending, then the product is not
available to users.
ANisllsid\el  The number of times the user has attempted this product.

2a1¢ella=pielpEEY  The date that the user was enrolled into the product.
bli[=iile)l  The number of days the user has access to the product.

P The date that the user completed the product, if applicable.

A
4 A

Note that your site’s configuration may use
multiple product types. Each product type has its
own registration area and drop down menus.

~
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4.4.2 For Campus Admins and Campus Managers

Campus admins and campus managers use access codes to enroll individual users to products. To enroll one or more users to products:

1. Click the Manage tab, and then click Users 2. Select users to enrol by checking the boxes for each user, and then
on the manage menu on the left. Manage click Register at the top of the list.

Subscriptions A : : =
il @ Create W Activate Deactivate & Register

Access Codes
ﬁ 234 Nex Go to pa Records per page: 50 [=]

User Groups

Users g AIABCDEFGHIJ NOPQRSTUVWXYZ

Import ] an Username Status Type

Classification @ o Registered  Student
¥ Ahrens, Mike il R Registered  Student

3. Select an access code from the drop down menu to enroll the user 4. Confirmation and email. A summary screen will confirm the
to that course, and then click Register Now. enrolments and you can opt to automatically send the users an

. enrolment email.
Register Users _
Register Users Complete
Users to Register: 1. Christina Bree
2. Sebastian Brent
@ The users have been registered

Access Code* [ gajact One ; i'
2lect Une Email the following Users their registration information:

| e 4CourseDemo
Register Now CatINFDemo Select User username
7 Christina Bree cbree@sencia.ca
@) Sebastian Brent  sbrent@sencia.ca
Sorting and Filtering AL

To narrow the list of users, use the sorting and filtering options on the menu.
You must have access codes available prior to enrolling
users to a product. Visit the Access Codes and Subscriptions
chapter of this manual for more information.

Y
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4.4.3 Multiple User Enrollments

This option is available to site managers, campus admins, and campus managers.

You can enroll several users at once to one or more products with an Excel spreadsheet using the User Course Registration import tool. Visit the

Importing Data chapter of this manual to learn more.

4.4.4 Activate, Deactivate, or Remove an Enroliment

Use the selection boxes to indicate which items you wish to activate or deactivate. Site managers also have the ability to remove a product
enrollment.

Site Managers

Course Registration

select Al [ 5 Activate ¢ Deactivate
Course Propertie
Na

Select

@%‘1 Beginner Skills

B
]

B
B
B

@ Remove

C002 Intermediate Skills

C003 Advanced Skills

Control Masters and Gauges
Green Defensive Driving Course
Informetica Sample Course
Secret Angel - Rate the Pitch

WHMIS

— Select Course —

Add Multiple

Status

inactive
inactive
inactive
active
active
active
active

active

[=] @ actve' A%

Campus Admins and Campus Managers

Published

Yes

Yes

Yes

Yes

Yes

Yes

informetica

© cCreate Ik Activate ¢ Deactivate ] | &l Register

ﬁ? 3 4 Next Go to page: @ Records per page: 50 [x]

AlAB EFGHIJKLMNOPQRSTUVWXYZ

o]

Ajgp User Username Status Type
@ F Abdul-Rahman, lad iyadsusan@sympatico.ca Registered  Student
| Adkins, lan iadkins@vernon.ca Registered  Student
] Agra, Alberto alberto.c.agra@gmail.com Registered  Student

AN

Note that your site’s configuration
may use multiple product types. Each
product type has its own registration

area and selection boxes.

N\ J

~
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4.4.5 Product Disenrollments

4.4.5.1 Individual Disenroliments
This option is available to site managers.

Navigate to the individual user’s registration page (click Users > Accounts > Registration). Select the products that you would like to remove from the
user’s enrollments and then click “Remove”.

Topic Registration

] Select All 4 Activate [ Deactivate ) Remove A
Topic Properties User Properties f \
Select Name Status Published Seat Allocation Enroll Enroll t Date
[ Green Defensive Driving Course active Yes Active 8/5/2010 11:19:20 AM

Note that your site’s

WHHMIS active Yes Active 8/5/2010 11:19:05 AM . . .
configuration may use multiple
- a— ¥ Activ Add
Select Topic Il Bacive product types. Each product
Add Multiple

type has its own registration

area and drop down menus.

4.4.5.2 Multiple Deactivations \ J

N

This option is available to site managers, campus admins, and campus managers.

You can deactivate the registration for remove multiple users from one or more products all at once using the User Course Registration import tool.
Using the duration field, add a number of days and then users will no longer have access to the product after the entered number of days have
passed. You can add this value to your Excel spreadsheet upload or directly into the import tool itself.

A
4 A

The import tool is covered in the Importing Data chapter of this manual, including details on each step and cautions. If
you do not see User Course Registration import option, contact your site manager. If you are the site manager, contact
a Sencia Administrator to have the User Course Registration tool activated for your system.

~
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5.User Groups

Topics Covered in this Chapter

5.2 The Manage Users Groups Page
5.2.1.1 Desktop and Organization Manager Navigation

5.2.1.2 Site Manager Navigation
5.3 Sort and Filter User Groups

5.4 Create a User Group
For Desktop and Organization Managers

For Site Managers
5.5 Edit User Group Details

5.1 Whatis a User Group?

5.6 Edit User Group Products

5.7 Activate/Deactivate a User Group
For Desktop and Organization Managers

For Site Managers
5.8 Add or Remove Users from User Groups
5.8.1 Add Users to a User Group
5.8.2 Remove Users from a User Group

User groups are the primary method of managing users in Informetica. Users are grouped by organizations / campuses and then divided further into
user groups. There is no limit to the number of user groups each user may be assigned to. User groups are typically named in a logical group of users.
For example, a user group may be named based on a skill, a job role, a department, a location or even a division.

User groups are used in many important aspects of Informetica such as product registrations, reports, home pages, and access codes. For example, a
user’s catalogue is limited to the products assigned to their current user groups. Manager reports are also restricted by campuses and user groups.

informetica
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5.2 The Manage Users Groups Page

The manage user groups page allows you see which user groups are assigned to your organization(s). You can add and remove users to these user
groups, create new user groups and activate or deactivate user groups.

5.2.1.1 Desktop and Organization Manager Navigation

Click the manage tab and then the user groups link from the manage menu. The page will show you the names of all of the user groups you have
been assigned to as well as which products (the example below calls these topics) and bundles are associated with them.

Desktop and Organization Manager View

‘informetfca

Corporate Training Solutions

5 Home | Calendar I Topic Catalogue I Transcript 1 Search l Manage ' My Progress 1 Reports |

Manage

Manage User Groups @ English AAA
* Subscriptions
© create |y Toggle Status

* Users
Access Codes Select User Group Organization Status Manage Users Delete User Group
oor F DepartmentF Sampie Org 1 Active Add/Remove Users Mo Permission
Classification

[ General Users Sample Org1 Active AddRemove Users Mo Permission
Curriculum

B Head Office - Executives Sample Org1 Active AddRemove Users Mo Permission

Mo Permission

Informetica Demo Add/Remove Users

Informetica Demo
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5.2.1.2 Site Manager Navigation

Click the user tab and then the user group link. The page will show you the names of all of the user groups already set up as well as which products
(the example below calls these topics) and bundles are associated with them.

Site Manager View

informetica oggedd in an: adesin-streas@sencin.ca

Home Library Users | Reports Control Panel Store Admin Support
Access Codes Accounts Campuses  User Group Site Managers

. ]
User GroUpS View: List | Detailed
re sar Groups User Groups Options
a 2 Next Go to page: K  Records/Page: 50 =] @ Create
@ Delate
Name Description Status Created Edited T
, Select
'INF User Group 1 Test User Group 1 active E
Sort Options
'INF User Group 2 Test User Group 2 r A
active E i User Group (A -2)
Des ki
Airport Emergency Response active El St:::p un
Board of Directors - | == x
card of Director active |Z| - Filter Options Reset
Breast Reconstruction Surgery n Surgery active E] ] User Group:
Madical = Campus:
Chief of Medical Staff active |z| - ; 4 B
—all-
Chronic Pain Management Clinic Chronic Pain Management Clinic active E G4 Status: B
active
Clerk Clerk active E =
Clinic Clerical Staff “UPE active |z| | Tools
Home Pages
Clinical Decision Unit Clinical Decision Unit active E o}
Dermatology Program Dermatology Program active |z| (v
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5.3 Sort and Filter User Groups

This option is available only to site managers.

To change the order in which the list of user groups is displayed, click any of the options under the sort options menu on the right hand side:
alphabetically, by description or by status (active or inactive). User groups are sorted alphabetically by default. To show only specific user groups, use
the filter options menu on the right hand side. This is particulary useful if you have a large number of user groups set up.

Sort Options Filter Options Reset

User Group (A -2) User Group:

Description

Status Organization:

--all-- E|

Status:

--all- E]

Go

Below is a brief description of the fields:

Choose the reset link at the top of the filter options menu to remove any filters. Click Reset

User Group Enter a word or two that is contained in the name of the user group. Required

Organization Use the drop down menu to see only user groups assigned to a specific organization. Required

Status Use the drop down menu to see only user groups that are active or inactive. Required
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5.4 Create a User Group

When creating a new user group, make sure you also:

N\
eAdd the user group to any certifications and check for eligible
users, if necessary

Step 1

*Add the user group to any product bundles, if required.

Step 2

For Desktop and Organization Managers

From the manage user groups page, click on the create button near the top of the page to open the Create a User Group screen. Enter the
information onto each field and then save. Below is a brief description of the fields:

— — Organlzatlon _-

Name Enter a name for the user group. Required

Create a User Group

Desc ription
Organization | ntormetica Demo [~]
Name:* |
Description: ‘

Status Set the status of the user group to either Required
active or inactive.

Status: @ active ) Inactive

Saye | OrCancel
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For Site Managers
Click on the create link in user group options menu on the right. Alternatively you can create a new user group from the home page under quick

create by clicking user group. Either method will bring you to the create user group screen.

Create a User Group Name:

Home

User Groups Options

You are viewing: User Groups > Create
You are viewing: Home

© Create
Organizations: Description:
ick Create '

© Delete Quick Board Members & Senior Staff ~
/* Select Al User Account Certification Partners

Product Ej:“e?e Hospital )

Bundle Executive Team E You have 255 characters left for your description

. N Informetica Demo
Certification Maintenance & Custodial Status:
Access Code Nursing Staff ® Adtive
ey Partners - Course Providers
Organization Sample Org 1 = @ Inctive
Multi select Saye | O Cancel

Below is a brief description of the fields:

. _-

Enter a name for the user group. Required
e o

Set the status of the user group to either active or inactive. Required

5.5 Edit User Group Details

This option is available only to site managers.
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Click on name of the user group from either list or detailed view or click the edit link Pedit in the user group’s information box. This will open an
edit page where you can then modify the name and description. After saving, you will be returned to the main user group page.

Nursing Staff Status: | active [~] Ty ==
Updated by Sencia Administrator on ' [2 el m ok ’
1/3/2011 3:29:59 PM
Nursing RN

Topics Edit Bundles

Name: 'Nursing Staff

Nursing RN

1. Health And Safety

Description:

e

* You have 255 characters left for your description
Save or Cancel

5.6 Edit User Group Products

This option is available only to site managers.

From detailed view, click on the product’s edit link in the user group’s information box, or, from list view, click on the edit button. This will open the
product list page for the user group where you can link specific products to the user group.

Public Affairs P 11142011 11442011 S Nursing Staff
g active o Z '*w"" Updated by Sencia Administrator on
and Marketing : 3:58:00 P1L 1/3/2011 3:29:59 PM
es- Sierra Trees- Nursing RN
Turner Turner Topics Edit

A

For systems that are configured to automatically register users to all products within their assigned user groups,
adding any new products to a user group will automatically enroll all users into the newly added products.

"
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Select the products from the available products on the left and then click the add button to move them to the linked products on the right. This will
assign them to the user group. Click the save button to finish assigning products and return to the main user groups page.

Product List for General Users

tems and then select the Ac
licking and dragging

Click to highlig

@ do

when you have finished updating your linked items hist, cick on the Save button.

id or Remove buttons. Select multiple items by holding
ith your mouse

Available Products Linked Products Hreset

General Users @edit
Updated by Sencia Administrator on 1/3/2011 3:28:19 PM

A Look at the Future
C001 Beginner Skills
C002 Intermediate Skills

Account Types menu
Accounting and Finance for Entrepreneurs
ACH

m| »

Add
Active Listening . C003 Advanced Skills Bundles
Active Listening 07/11 e Course Content
Adapting for DISC Styles : = Demo 09/13/10
Adapting Your Style Draft Course
Adult Financial Abuse Report Card Support
Adult Financial Abuse - Califonia What"s New in Microsoft® Word 2010
Aenial Lift - WHMIS -
Cancel Save

5.7 Activate/Deactivate a User Group

For Desktop and Organization Managers

From the manage user groups page, select the user groups you would like to activate or
deactivate by clicking the check boxes in front of them. Click the Toggle Status button near the
top of the page. Any active user groups selected will become inactive and any inactive user

Manage User Groups

& Create | B3 Toggle Status

Select User Growp zation Status Manage Users

groups selected will become active. Depatment (agon Hous RIGg, It AdaRamous Users
Depatment E Wagon House Publish nacive  ADORemove Users
Ci Department Wagen House Publishing — Adhve AgoRemove Users

For Site Managers e ———————————————————

To change the status of a user group, use the drop down menu within the information box to
select active or inactive. Changing the drop down selection changes the status automatically; there is no confirmation or save to complete the
change.
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Nursing Staff @edit Status: | active
Updated by Sencia Administrator on
1/3/2011 3:29:59 PM |nact|vg

Nursing RN

Topics Edit Bundles

1. Health And Safety

5.8 Add or Remove Users from User Groups EHEEON P © i AAR

@ Create 3 Toggle Status
From the manage user groups page, click the Add/Remove Users link next for the N
appropriate user group. This will open the manage user groups page where you can see a ot e oS e
list of all users registered to the selected user group.

AgaRemove Users

AddRemove Users

5.8.1 Add Users to a User Group

This option is available only to campus admins and campus managers.

Select the users that you want to add to a new user group from the “Users Registered in

Department A” box on the left. The names of the user groups you select will be populated Manage User Groups Users @ Engisn AAA
on this screen. Use the drop down menu to select a target user group to add the users to
(Executive Team in this example). Select the first radial dial below the list of names, “Add e
Users to Executive Team”. The name of user group you actually select will appear here. -

Users Registered in Department A Users added 10| Executive Team |:.
- Bennet, Mana - -
Click the button with three arrow heads facing to the right to move the user names o)
" . ” . . Carlson, Jeanine
over to the “Users added to Executive Team” box. If you changed your mind or accidentally Fondanoy Besy
selected the wrong user, you can select the user name from the “Users added to Executive e o
Maorro, Steven
. . . << Paul, Mike
Team” box and click the button with three arrow head saving left to remove them 5 AWTUSSIS 10 Expcuts Team

Add Users 10 Eygeytive Team aNd remove from Department A

before you save. Click the save button to assign the users to the Executive Team user
group. These users will also remain registered to the Department A user group.
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5.8.2 Remove Users from a User Group
This option is available only to campus admins and campus managers.

Select the users that you want to remove from the “Users Registered in Department A” box on the left. The names of the user groups you select will be
populated on this screen. Use the drop down menu to select a target user group to add the users to (Executive Team in this example). Select the
second radial dial below the list of names, “Add Users to Executive Team and remove from Department A”.

Click the button with three arrow heads facing to the right "~ tomove the user names over to the “Users added to Executive Team” box. If you
changed your mind or accidentally selected the wrong user, you can select the user name from the “Users added to Executive Team” box and click the

button with three arrow head savingleft ~ to remove them before you save. Click the save button to assign the users to the Executive Team

user group and remove them from the Department A user group.

5.9 Delete User Groups

Select the user group you would like to permanently delete by clicking inside of the user group’s information box. The tab on the user group
information box will change to blue and will have a white checkmark in it to show that it is selected. Choose Delete link in the user group options
menu. After deleting, you will be returned to the main user group page.

Nursing Staff Sedit Status: | active E] User Groups Options

Updated by Sencia Administrator on

1/3/2011 3:29:59 PM

i &) Create

Topics Edit Bundles @ Delete 4
- o # Select All
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6. Calendar, Tasks, News, and Forums

Topics Covered in This Chapter

6.1 Notification Legend

6.2 Calendar

6.3 My Tasks and News Box
6.3.1 Today
6.3.2 My Tasks
6.3.3 News

6.3.4 Managing Tasks

6.3.5 Sort Tasks
6.3.6  Add Tasks
6.3.7 Delete and Edit Tasks
6.4 Managing Calendar and News Events
6.4.1 Addand View Events
6.4.2 Edit and Delete Events
6.5 Product Forums
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6.1 Notification Legend

Several types of notifications can be displayed on a user’s desktop calendar or in the News & Task box on their home page. Some events are created
by managers, publishers, or instructors, some are personal tasks created by the user, and some are automatically added to the calendar based on the

event type and date.

Type

Assignments are added to the calendar automatically based on the due date. Automatically
These events are displayed on the calendar in teal Created
Global Global events are displayed on the calendar for most registered users as well as in the news box Site Manager
on user’s home pages.
These events are displayed on the calendar in green
Personal A personal event can only be viewed by the user who created it. These are personal reminders Any User (except
- for the user and are not necessarily related to their course material or training. Help Desk Users)
These events are displayed on the calendar in red
Tasks are displayed on the calendar for relevant users as well as in the news box on user’s home Any User (except
- pages. Help Desk Users)
These events are displayed on the calendar in purple
Tests are added to the calendar automatically based on the date. Automatically
These events are displayed on the calendar in gold Created
Course calendar entries represent the start and end date of any particular course. Publishers and
These events are displayed on the calendar in blue Instructors
This event item will be displayed in the news box on the home page of all users in the particular Site Managers and
user group to which it was assigned. Publishers
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6.2 Calendar

Some Informetica systems feature a calendar where users can view events, tasks, and deadlines for courses, assignments, modules, and tests. ltems
may be added automatically based on their due dates or scheduled by managers, publishers, and instructors. See the News and Task Box section to
learn how to add personal tasks to the calendar.

Access the Calendar: Site Managers:
Click the Calendar tab from the main navigation bar at the top. From the control panel, select the calendar link.

Sep [] [2011[~] [Go>>]

Global Tasks Personal Topic Assignment Tests
S M T w T [ S

1 2 Today 3
Ends - Company Picnic

1" 12 13 14 15 16 17
Fall Session Starts

18 19 20 21 22 23 24

25 26 27 28 29 30

By default the calendar shows the current month with the current day highlighted in blue. To view a month that is not the current month, use the
drop down menus to change the month and year and then press the go button. Click on any event to view more details, who created the event, and
the start and end dates.
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6.3 My Tasks and News Box

This view is not available to site managers.

Some Informetica systems feature a box on the home page that shows news and tasks relevant to the user.

My Tasks

News

6.3.1 Today

Today automatically shows assignments and evaluations that have a deadline of today (e.g. the publishing date ends on today’s date).

6.3.2 My Tasks

My Tasks keeps track of to-do lists and personal items within Informetica. Tasks may be added by you, a manager, publisher, or instructor. Tasks that
you add personally are private and you can opt to view them on the calendar in addition to My Tasks.

6.3.3 News

News items are added by a manager, publisher, or instructor and show items within a set date range. For example, an event scheduled from March 1-
March 15, will not appear in the news box before March 1 or after March 15. The news box lists a maximum of 10 news items at once.
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6.3.4Managing Tasks

This view is not available to site managers.

Open the calendar to view and manage tasks. Click the “lto collapse or expand the list. The numbers to the right of the tasks indicate how many
days until the task is due. A negative number is the number of days it is past due.

| ST sy

| o T i-toma Ir I.\l"‘fuplc-f‘ tal I Sﬁarch I Manage I -.Rapoﬂs T - =
My Tasks "'__ -

Sart By: HName | Status | Dug Calendar

D Past Due Example (-19)

@ English AAA

September 2011
) GempistedExampie (-7)

Sep E 20119 [.GD>>] Global Tasks Personal Topic Assignment Tests
&% In Progress Example (9)

s M T w i F S
Not Started Example (13)

1 2 3

Activity Report Due to Ends - Ci Picni
WManagement (15} B i
o

Items that you have not started.
“ Items that are in progress.
[ U items that are due today or past due.

-eemﬁie!ed-é*&meie ._s-':-- Lined out Items have been completed. Completed items will stay at the top, even when sorted.

6.3.5 SortTasks

Tasks are sorted automatically by due date, but you can re-sort the list to show the tasks alphabetically by name, completion status, or due date. To

interact with My Tasks, click the calendar tab from the main navigation bar and use menu on the left. Tasks sorted by status show completed items
first, then not started and then in progress.
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6.3.6 Add Tasks

Participants can only add personal tasks.

1. Open the calendar
2. Click the plus symbol at the bottom of the My Tasks menu

My Tasks

=

3. Complete the form (an example is shown at right)
4. Save

Appears on Calendar: ) yas @ No

Due Date:

Save

Below is a brief description of the fields.
Field Description

Title

Description Enter a description for the task, if desired.

Appears on Calendar

Due Date Enter the date by which this task must be completed.

Save

Close or ESC Click the close link at the top or press the ESC key to cancel the creation.
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6.3.7 Delete and Edit Tasks

Click the wrench at the bottom of the My Tasks menu to see a list of tasks. You can edit or delete tasks from this page.

My Tasks =

You can edit a task’s title, description, status, calendar presence, or due date.

There are three ways to edit a task.
Make sure to save your changes.

1. Click the name of the task from
My Tasks to open the edit task

page.

2. Click the wrench at the bottom
of My Tasks, and then click the
edit button to edit that task.

3. Click the name of the task on the
calendar. This will open the
manage tasks page. Click the edit
button to open the edit task
page.

Tasks
Title
! Past Due Example
Completed Example
In Progress Example

Not Started Example

Activity Report Due to Management

Return to Calendar

Issue Date

982011

8nm2011

o201

82011

92011

Due Date
9172011

2011

9/20/2011

10372011

10/572011

Status Complete Date

Not Started
Compilete
In Progress
Not Startea

Not Started

/82011

My Tasks

My Tasks ™
oz
3
Due - Not Started
Example
informetica

Field

Title
Issue Date

Due Date

Complete Date

Delete

Edit
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Below is a brief description of the fields:

This is the name of the task.

This is the date that the task was created.
This is the date by which this task must be
completed.

This indicates if the task is completed, in
progress or not started.

If the task is complete, this indicates the date
it was completed.

Click the delete button to remove a task.

Click the edit button to make changes to the
task’s title, description, status, appearance on
the calendar or due date.



6.4 Managing Calendar and News Events

This option is not available to participants.

6.4.1 Add and View Events
You can create events and announcements for other users.

Add and View: From the calendar, click the date for the new event to
open the View Day page, fill out the fields (described below), and then
save. Existing events, if any, will show up at the top. Item details, item
type and item message must all be completed to create a new event.

View Day

Another New Event

Starts: 9122011 4:27:00 PM Ends: 917/2011 427:00 PM
Testing if Org Mgr can edit events crealed by other user types.

Item Details

+ Name: New Session Starts
-

Start Date:|9/15/2011 End Dats; 09/15/2011
Item Type

* Choose Type: User GmupE]
+ Topic: | A Look at the Future j
* User Group: | Informetica Demo E]

item Message

The new fall session starts on September 15,
2011

Users

Back to Calendar

Site Managers: Click the calendar link, fill out the Add Event fields
(described below), and then save. Existing events, if any, will show up
under Event List and can be searched for by type and date.

Calendar
You are viewing: Control Panasl Calendar
Manage Events

Global  [=] [Mar [=] [2012[+] (GO >>

Event List
[T Global events show up in green 3/8/2012 - 3/8/2012 11:55:00 PM

Global events show up in green

Add Event

Start:
Type: Global  [=] End:

] Enable Time Range
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Below is a brief description of the fields:

Field

Search Events

Event List

Start Date
End Date

Enable Time Range

Choose Type

| Personal
Course
User Group
| Assigned

Message/Description

Users
Save

Select an event type, month, and year from the drop down menus, and then click the go button. site manager only.

A list of events for the current month shows near the top of the page. If there are no events for the current month, you
will see the message: “There are currently no items for this date. “
Add a name for your event.

Enter the start date for the event.
Enter the end date for the event.
You can add a time range to your dates by checking the box before “enable time range”. Site manager only.

Choose one type from the drop down menu. Note that not all options below may be available to you.

Personal When this type is chosen, it will create a personal event that only you can view;
available to all desktop users

Course When this type is chosen, it will create an event that all users enrolled to the product
selected from the Topic field can view;

available to campus admins, campus managers, user group managers, publishers, and instructors

User Group When this type is chosen, it will create an event that users belonging to the selected
user group can view;

available to site managers, campus admins, campus managers, and user group managers

Assigned When this type is chosen, it will create an event that only the users selected in the users

listing at the bottom of the page can view.
available to campus admins, campus managers, user group managers, and publishers

Global When this type is chose, it will create an event that every desktop user in the system can see. Global events are

displayed on the desktop calendar for most registered users as well as in the news box on user’'s homepage.
available to site managers

If you have selected course from the choose type field, then use this drop down menu to select the product. Everyone
registered to the selected product will be able to view the event.

If you have selected user group from the choose type field, then use this drop down menu to select the user group.
Everyone registered to the selected user group will be able to view the event.

Enter the text you wish to appear for the event.

If you have selected assigned from the choose type field, then this area will be populated with a multiple select box
based in the user groups you belong. Select which users you want to be able to view the event.
Click Save. Upon saving, the event will be viewable on the calendar by the selected users.
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6.4.2 Edit and Delete Events

Edit: You can edit the details on events that you have created. Click the Site Managers: Click the calendar link and then edit or delete events
event from the calendar to open the View Day page, click the edit button directly from the Event List. A list of events automatically shows for the
on the top right, make your changes, and then save. You cannot edit current month, but you can also use Manage Events to search for
global events that are set up by site managers. specific events and events in different months: select type, month, and
year from the drop down menus, and then click the go button.
View Day @ English AAA
Calendar

asioned By Org Mot [ Delete ] [Edit >>]

Starts: 9/15/2011 Ends: 11/15/2011

The 2011 fall session starts on September 15th. oo [g] [ [a] [292] (o)

Item Details Event List
Global events show up in green 3/8/2012 - 3/8/2012 11:5%:00 PM
* Name:
) Global events show up in green
L]
Start Date:|9/15/2011 | End Date: 9/15/2011

Edit @ English AAA
Hame: Fall Session Starts Save >>
Deles: Start g/15/2011

Wessage: The 2011 fall seksion starts on September

Delete: You can delete an event that you have created. Click the event
from the calendar to open the View Day page, and then click the delete
button on the top right. You cannot delete global events that are set up by
site managers.
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6.5 Product Forums

This view is not available to site managers.

Some Informetica systems use a forums feature. Click the name of any course from your home page to see the Utilities menu and then click the forum
link to open the forum board for that course. Everyone with access to the course will be able to read the forum posts.
e Post a new subject: fill out the subject and message and then click “Post”.

e Respond to a post: click “Reply” next to the post you want to respond to, create your message, and then
click "Post Reply”.

e Read full posts: click & (plus symbol) to read full posts. Course Results

Utilities (4]

Compile Course

Forum

Forum - WHMIS

Forum Moderator Course Chat
Subject Name: OAHPP Instructer _

Email: joruce@sencia.ca List
Message: £

E! what happens if1 fail? Sebastian Brent
e Reply

2/28/2012 3:12:56 PM
What will happen if I fail the test? can | take it again?

Vhat happens if | fail? OAHPP Instructor

2/28/2012 4:59:48 PM

Hi Sebastian,

Retakes are allowed if you fail the WHMIS exam
() RE: What happens if 1 fil? Chinna Pravil
3/1/2012 9:24:35 AM

] How long is the certification for? Michael Keith

2/28/2012 3:08:15 PM
| was just curious about how long the certification lasts for? Will | have to renaw it or take the test again after a certain amount of ime?

RE: How long is the certification for? OAHPP Instructor

2128/2012 4:50:00 PM
Hi Michael

The WHMIS certification is good for 1 year and the course must be taken annually.
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7.Access Codes

Access codes can be used for things like quick registering a group of users to new courses or to guide a new user through the registration process and
give them immediate access to the groups and courses they need.

Topics Covered in this Chapter

7.1 What is an Access Code?
7.2 Using Access Codes for Auto-Enrolment
7.3 Using Access Codes for New User Registrations
7.4 Using Access Codes with Current User Registrations
7.5 The Manage Access Codes Page
7.5.1  Non-Site Managers
7.5.2 Site Managers
7.5.3  Sort Access Codes
7.5.4  Filter Access Codes
7.6 Create an Access Code
7.6.1  Create an Access Code: Campus Admins and Campus Managers
7.6.2 Create an Access Code: Site Managers
7.7 Activate/Deactivate/Delete an Access Code
7.7.1  Activate/Deactivate for Non-Site Managers
7.7.2  Activate/Deactivate for Site Managers
7.7.3 Delete an Access Code
7.8 Edit an Access Code
7.9 Using Bundles to Assign Products
7.10Edit or Add Users Groups to Access Codes
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7.1 Whatis an Access Code?

An access code is a group of alphanumeric characters that are unique to specific user groups and products. You can Sections

create and assign access codes to users who can in turn use the code to register to these user groups and products % User Details

automatically. Access codes can be utilized in several ways: A Registration
e Users who do not already have an account within the system can enter their access code from the login T

screen. This will prompt them through a registration wizard.
e Users who already have an account can enter their access codes after they log in to register to new products.

) Access Codes

. . . . . Evaluations
¢ Non-site managers can register users to products manually using an access code. Instructions for non-site
managers to manually register users to products can be found in the Manage Users chapter under Register B Assessmets
Users to Products. @ Certifications
f  Training

To see a list of access codes any access codes that have been used either by the user or by a manager on the user’s
behalf, open the user’s to access the sections menu on the right and click

access codes. The column called access code indicates the name of the access

code and column called Debited On indicates the date and time the code was Sebastian Brent: Access Codes
used. Managers must use access codes to register a user to products. Please :
visit the Register Users to Products section of this manual for instructions.

e Info

7.2 Using Access Codes for Auto-Enrolment

How access codes are used and work for your users is dependent upon the

configuration of your system. One typical use for access codes is to

automatically enroll users into specific products based on the user groups they belong to. The access code registers a user to user groups and the
auto-enrolment then enrolls the user to all products attached to that user group. If your site uses the auto-enrolment configuration, then everyone in
a user group has the exact same list of courses as each other. When de-registering a user from a user group, all of the products that are linked to that
group are automatically removed from their account. Users would either enter the access code in the quick register box after logging in, or enter it via
the Log In page to register for a new account as appropriate.
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7.3 Using Access Codes for New User Registrations

How access codes are used and work for your users is dependent upon the configuration of your system, however one typical use for access codes is
for users who do not already have an account within the LMS. Those users can enter their access code from the login screen by clicking the link: Do
you have an access code? This will start a quick four step process to create a new account.

Step 1: the user enters an access code Step 2: the user enters the required information for registration
New Registration - Access Code Step 1 of 4 s e T

Enter your access code in the space provided and click "Next >>",

Access Code:

[ Next >> |

Selact One

If you are encountering problems with your access code, please contact your sites administrator.

First Mame

Livst Marme

- [ {nane) =

Salect One =

~ Salect Cne - =

Resat | [ Contnue »>

Step 3: the user confirms or edit their entries Step 4: the user is given a login link, their username, and password.
New Registration - Confirmation Step 3 of 4 New Registration - Account Setup Step 4 of 4
Use ail: resl'lser@sentia.r: Thank you for registering. Your account is now ready to ac

Please record this information for your own records. You will need this infi entre.

or: Saroyan
Your user details:
Use: z 13.c3
Title: Dr.
First Name: Felix ) ; the logk
s «: Dasani | Login Now | or click here to retum to gn page.

fole: (none)

Not Specified
ntry: Not Specified
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7.4 Using Access Codes with Current User Registrations

How access codes are used and work for your users is dependent upon the configuration of your system, however, one typical use for access codes is
for users who already have an account within the LMS. Those users would enter their access code after they log in from the quick register information
field on the left side. The quick register box will let the user know if they have already used the code, if the code is invalid or if the code is accepted.
The user would then be eligible to register for any of the products the access code granted them access to from the catalogue.

&informetica

Corporate Training Solutions

Transcript | Search | Certfications |

Welcome Felix Dasani to your online training centre. @ Engish AAA
About the Informetica LCMS Training Centre Today

No items are due loday.

Training has never been easier or more The a Learning Manag System is

intuitive in its design making the online | g exp @ an easy . even for those users that My Tasks

are new to the online environment. When a user inputs their usermame and password, they only obtain

the training resources available to the user groups they belongto. In addition, each course can flow into There are curmently no tasks

the next module making the self-paced experience extremely valuable.
News

Getting Started with the Informetica LCMS You have nothing o read

Topic Registration:

1. Click the Topic Catalogue tab at the top of the page.
2. Selecl the Topic you want to register to from the dropdown list
3. Click the Register buton

Start Taking a Topic:

You may access each topic by selecting it from the Topics column on the left. If you are taking 2 video course, a "Take Exam” button will appear at
the end of the video. Click the button to begin taking your test For all other courses, you can access the testievaluation once the topic’'s module
prerequisites have been mel

View Your Grades:
You can access your grades by clicking on the Transcript tab al the top of the page. b

View Your Certifications:
View a list of your cerfifications by clicking on the Certifications tab at the top of the page
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7.5 The Manage Access Codes Page

The manage access codes screen allows you to view a list of all access codes in use by your organization(s), create new access codes, view details
about each access code, activate or deactivate codes and rename codes. Site managers can view every access code in the system.

7.5.1 Non-Site Managers
To access to the manage access codes screen, click the manage tab from the main navigation bar, then click the access codes link from the manage
menu on the left.

Corporate Training Solutions

| Tinformeti :

Manage
Manage Access Codes English A AA
® Subscriptions 9 @
bk © Create ¥ Activate | ¢ Deactivate
u; T
— Page: 1 of 1, RecordsiPage: |50 [v]
kmport Select  Access Code Credits  Debits Balance Expires User Group Status Topics Description
Classification
B eMdCourseDemo  [update] Unlimited 11 Unlimited Informetica Demo  aclive » Substance Akise Testing Procedures Used to enroll users into select ej4 courses for demonstraticn.
Curricukim » Drugs and Detection
= Signs and Symptoms of Substance Abuse
» Back SMARTS
Sort s » Working in Cold Weather
Option: = Working In Hot Westher
Number {4 -Z) » Powered Industrial Trucks and Power Pallet Trucks
o » Fire Salety Prevention
» Hearing Conservation
Siatus » Emergency Exits
» Propane Gas
Frpires. » Combustible and Flammable Liguids

» Indoor Alr Quality: Carbon Monoxide
» Machine Guard
Ected = Agrial Lift
» Indoor Alr Quality: Carbon Dioxide
» Defensive Drving Basics (Part 1)

Created

Filter Options ~ Reset » Defensive Drving Basics (Part 2)
Access Code Number » Workplace Violence

r | » Relaiiation

- » Workplace Bullying

Organkation NHIIS

el oA £l |

| A . ] INFDemo [update] Unlimited © Unlimited Informetica Demo  active » Green Defensive Driving Course Used to enroll users to the Informetica Demo courses.
LS S

e

Satus

[~ =]
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Below is a brief description of the fields:

Select Use the check box in front of any code name to actively select specific access codes. Selection is used to activate  Yes
or deactivate an access code.

The name of the access code. Use the update link [ "?93!¢ ] to change the name of the access code. Yes

The total number of times the access code can be used. No

Debits The number of times the access code has been used. You can click the entry to view a list of which accounts No
have used the access code, including their email address and the date the code was used.

Select Access Code Credits Debits Balance

| ejdCourseDemo  [update]  Unlimited Unlimited

Name Email Date Used
Amy Bateman abateman@sencia.ca 3/31/2011 9:10:10 AM
Christina Bree cbree@sencia.ca 3/18/2011 3:17:16 PM
Sebastian Brent sbrent@sencia.ca 3/18/2011 3:44:27 PM
Balance The number of uses remaining for the access code. No
Expires If applicable, this will indicate the date that the access code becomes unavailable. Yes

Lists the user group the access code belongs to. No
Indicates whether the access code is active or inactive. No

Topics/Products Lists the products that the access code will register users to. No

Shows a description of the access code if one was entered. No
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7.5.2 Site Managers

Site managers can view every access code in the system by selecting users from the main navigation panel and then clicking access codes. Click
detailed view for access to more information such as debits, credits, and to edit the codes.

informetica S g

Ubrary [T Bl Reports
Access Codes  Accounts Campuses User Group  Site Managers

Control Panel Store Admin

Support

Access Codes Views List | Detailed B
You are viewing: Actess Codes Access Code Options
@ Create
Name Description Expires  Status Created Edited

@ Delete Selected

ej4CourseDemo Use ars inkto ation.  Never SN -]
Soibe [+] J° Selact all
HXHGMAHXMEEIE Neve &
active SR - -] .
|E| Sort Options
INFDemo Used to enroll users to the Informetica Never active E| - Number (A - Z)
Description
sencia Never active |z| S - ] Status
Expires
stantecDemo Never active E ] @ =] Created

Edited

123ABC
Created by Sierra Trees-Turner on 2/27/2012 2:08:27 PM

Updated by Sierra Trees-Turner on 2/27/2012 2:12:47 PM

Details Edit Bundles (2) Edit User Groups (14) Edit
Description: For OAHPP - A
Infectious Disease

»

1. MANAGEMENT - 1. 04. RICN - CENTRAL

3 TRAINING = SOUTH =
Prayanion & Soutrol 1. » Helping ‘_l 2. 11. RICN - CHAMPLAINLS
Expires: Never Employees Use 3. 14. RICN -
Credits: Unlimited = Their Time Wisely NORTHWESTERN ON
Debits: 6 ‘ 2. » How to Motivate 4. 10. RICN - SOUTH
Employees EASTERN ON

Registration Form: default | 3. » Criteria for 5. 12. RICN - NORTH

% Perfarmance > SIMCOF MUSKDKA =
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Below is a brief description of the fields:

Name The name of the access code. Use the edit link from detailed view to change the name of the access code. Yes
Descripton Shows a description of the access code if one was entered. No
If applicable, this will indicate the date that the access code becomes unavailable. Yes
Indicates whether the access code is active or inactive. No
Logs the date and time of the creation and last edit of the access code No

Lists the bundles that the access code belongs to. Yes

Lists the user groups that the access code belongs to. No
Site managers can delete an access code.

Credits The total number of times the access code can be used. No
Description:
Expires: Never
Credits: 5
Debits: O
Registration Form: Default

Debits The number of times the access code has been used. You can click the entry to view a list of which accounts No
have used the access code, including their email address and the date the code was used.

Description:

Expires: Never

Credits: 5

Debits: 0

Registration Form: Default

The number of uses remaining for the access code. No
Lists the products that the access code will register users to. No
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7.5.3 Sort Access Codes

Access codes are sorted alphanumerically by default. To change the
order in which the list of access codes is displayed, click any of the
options under the sort options menu on the right hand side:

Sort Options

Number - sorts alphabetically and numerically by name (ascending or
descending).

Description - sorts by description alphabetically (ascending or
descending).

Status - sorts by the active or inactive status of the codes (ascending
or descending).

Expiration Date - sorts from oldest to newest expiry or from newest
to oldest expiry.

Created Date - sorts from oldest to newest creation date or from
newest to oldest creation date.

Edited Date - sorts from oldest to newest edit date or from newest to
oldest edit date.

informetica

7.5.4 Filter Access Codes

To show only specific access codes, use the filter menu on the right.
This is particulary useful if you have many access codes.

Filter Options Reset
Access Code Number

Organization

—Al- =

User Group

—Al- v

Status

~Al- [w]

Reset — Choose reset to remove any filter options.

Access Code Number -Enter a word or two that is contained in the
name of the access code.

Organization - Use the drop down menu to see only access codes
assigned to a specific organization.

User Group - Use the drop down menu to see only access codes
assigned to a specific user group.

Status - Use the drop down menu to view only access codes that are
active or inactive.
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7.6 Create an Access Code

7.6.1 Create an Access Code: Campus Admins and Campus
Managers

Informetica offers two access code
creation configurations for non-site
managers. Your system will only have
one configuration. Instructions for
both configurations are shown
below. Note that non-site managers
can only create active access codes with an unlimited use and once an
access code is created, only the name can be changed.

Manage Access Codes

Configuration 1: Create an Access Code without Subscriptions

Create Access Code

Default Campus: | |nformetica Demo [~

User Group: __ SELECT ONE — -
LR [nformetica Demo

Number: |\ 12DFLYMGUZPN  [Generate Random]
Description:

Credits:

WHMIS [] (10 credits available)

or Cancel

informetica

This configuration gives non-site managers the authority to assign
products via access codes without needing to purchase subscriptions.
To create a new access code, click the create button from the manage
access codes page.

Default Organization — Use the drop down menu to select
organizations to assign the access code to.

User Group - Use the drop down menu to select the user groups to
assign the access code to.

Code Number - Enter an access code name/number or click generate
random to create one for you.

Description - Enter an optional brief description of the access code.
This description is for internal use only.

Expires - Enter an expiry date or select never.

Product Selection — 7 MicrosoftAccess 2003 jga the check boxes to select
products to assign to this access code. The products that are available
here are populated by what is available to your organization.

Save or Cancel - Click save to finish creating your access code or click
cancel to start over.
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Configuration 2: Create an Access Code with Subscriptions

This configuration gives non-
site managers the ability to use
their subscriptions to create

access codes. To create a new '| S Creaie '| i Activate beaciivate | |

Manage Access Codes

access code, click the create

button from the manage access

codes page. You will not be able to create an access code if you have
no subscriptions available. See the subscriptions part of this chapter
for more information.

Create Access Code

Default Campus: | |nformetica Demo | v |

User'Group: — SELECT ONE — |
Multi select I o T

Number: | SDREMUWLKODS [Generate Random]
Description:

Credits: 20

WHMIS [7] (10 credits available)

or Cancel

informetica

Default Organization — Use the drop down menu to select
organizations to assign the access code to.

User Group - Use the drop down menu to select the user groups to
assign the access code to.

Code Number - Enter an access code name/number or click generate
random to create one for you.

Description - Enter an optional brief description of the access code.
This description is for internal use only.

Credits - Enter a number from your available subscription credits to
assign uses for this access code. Note the number of subscription
credits you have available as the system will not let you use more
than what is available.

GDDC 2007 EN [¥] (50 credits available)
Product Selection —  WHMIS-EN [J] (100 credits availale) Use the check boxes

to select which products to assign to this access code. The products
that are available here are populated by what is available on your
organization’s storefront.

The system will use the number of credits you enter for each of the
products you selected. For example, if you enter 20 credits and select
two products, then 20 credits will be debited from the credits available
for both products. The access code can be used 20 times and will
register users to both products. Once the credits are used regardless if
the users ever login with it, the credits are spent.
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7.6.2 Create an Access Code: Site Managers

Click the create link from the menu on the right. Alternatively, you can create a new access code from the home page under quick create by clicking
access code. Either method will bring you to the create access code page.

Access Code Options Create Access Code

You are viewing: Access Codes > Create

@ Create

Default Organization: |Board Members &_Senior St?iﬁE]

U:f:fr"l”z; Board of Directors =
I SEIEE Chief of Medical Staff

Department B

Department C -

e Delete Selected

# Select All

Code Number: | . Generate Random

Home

Description:

You are viewing: Home

Quick Create

User Account

o

Product “You have 255 characters left for your description
Bundle Total Credits:
Leave blank for unlimited L "
ificati ; ; :
Certification credits Status: @ active © Inactive
ires:
SERT Expires: @ on Datel
Organization 3
@ Never
User Group
Registration Form: [Default E
or Cancel

Save

. . Page |
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Below is a brief description of the fields:

Default
Organization

User Group Use the drop down menu to select user groups to assign the access code to. Required
Enter an optional brief description of the access code. This description is for internal use only. Optional

Total Credits

Choose the status (active or inactive). Inactive access codes cannot be used for registration until set to active. ~ Required
Erran sy o e b s s dora e, ot

Registration Form This option should only be selected if the access code will be used to create user accounts. If your site uses Optional
several different registration forms (perhaps for different organizations) then you can select which one you

want to present the user when they are creating their account using this access code.

N e R
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7.7 Activate/Deactivate/Delete an Access Code

From the Mmanage access codes screen, you can activate or deactivate access codes.

7.7.1 Activate/Deactivate for Non-Site Managers

To activate access codes listed with a status of Inactive, select the access codes Manage Access Codes
by clicking the check boxes in front of their names. Click the activate button O creae [ actwate ] [ eactvate ]
near the top of the manage access codes page to make the code active. Only Page: 1 of 1, Records/Page: | 50 [«

active access codes can be used by users accessing the system.
Select Access Code Credits Debits  Balance Expires User Group

INFDemo [update] Unlimited 0 Unlimited Informetica Demo

To deactivate an access code listed with a status of active, select the access
codes by clicking the check boxes in front of their names. Click the Deactivate
button near the top of the manage access codes page to make the code
inactive. An inactive code cannot be used by users accessing the system.

7.7.2 Activate/Deactivate for Site Managers

Change the status of an access code, by

checking or unchecking the active box INFDemo

. . Created by Sierra Trees-Turner on 4/15/2011 3:23:43 PM

in the top right of the access code Updated by Sierrs Trees-Turner on 6/6/2013 3106144 BM L2nists,)
Details Edit Bundles (0) Edt User Groups (1) Edit

information box.

- EADMETICA BED
tion: Used to enroll : 1. None 1. INFORMETICA DEMO

Informetica

Active o =
Expires: Never IS

A checkmark means the access code is Credits: Unlimited
. Debits: 0 —
active. Registration Form: default -

D Active
An empty checkbox means the access
code is inactive.
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7.7.3 Delete an Access Code
This option is available only to site managers.

To permanently delete an access code, select the access code’s information box and then choose Delete Selected from the Access Code Options
menu or Delete from in the access code box itself. Click yes on the delete access code prompt.

Access Code Options

Are you sure you want to delete the following Access Code?

© create

ej4CourseDemo
@ Delete Selected

Yes | Orbe

/* Select All

7.8 Editan Access Code

This option is available only to site managers.

Click on the edit link next to the details menu in the access code information box. The edit access code

details screen will appear where you can make modifications and then click the save button. ¥ Edit Access Code Details

Dshcrppon Used to enroll
INFDemo @ Active Ay
e e emereaior
Details Bundles (0) Edit User Groups (1) Edit
Soarrint o Ut 1 mnrel I A 1. None 1. INFORMETICA DEMO "Youhave 255  characters ief

users to the Informetica Credis: |
Demo courses. {leave blank for uniimited) -

Expires: Never Expires: @ oOn Date
Credits: Unlimited |
Debits: 0

- @ Never

| vl

Registration Form: default =

Save or Cancel
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7.9 Using Bundles to Assign Products

This option is available only to site managers.

Bundles may be assigned to an access code for easy enrolment of one or many users. Assigning products to access codes must be done by using
bundles. If you have only one product that you need to assign to an access code, you must put that one product into a bundle by itself. To learn more
about bundling products together, visit the bundles chapter of this manual. Click on the edit link next to bundles menu in the access code
information box.
Edit Bundles List for ej4CourseDemo
INF

Updated by Sien
Details Edit

User Groups (1) Edit ( 3

Available Bundles Linked Bundles Sreset

-ompliance Lessons Sencia

Add p

The access code bundles screen allows you to add or modify bundles
assigned to the access code. The bundles that are available are based on
user groups, so make sure that you have assigned the correct user
groups to the access code for the bundles you wish to have access to.

Note that if your site uses the auto enrolment configuration, then you can skip this step. With auto enrolment, everyone in a user group has the exact
same list of courses as each other. For this reason, bundles would not be attached to access codes. The access code registers a user to user groups
and the auto-enrolment then enrolls that user to all courses attached to that user group.
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7.10 Edit or Add Users Groups to Access Codes

This option is available only to site managers.

Click on the edit link next to user groups menu in the access code information box. The update user group list will appear where you can add or
remove the user groups associated with the access code and then click continue.

INFDemo

Created by Sierra Trees-Turner on 4/19/2011 3:23143 PM
Updated by Sierra Trees-Turner on 6/6/2011 3:06:44 PM
Details Edit Bundles (0) Edit

Description: Used to enroll 1. None
users to the Informetica

Demo courses.

Expires: Never -
Credits: Unlimited

Debits: 0

Registration Form: default -

User Groups (1)

1. INFORMETICA DEMO

Active

| Delete

informetica
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Update User Group List for INFDemo
Click to highbight mdradual items and then sefect the Add or Remove
buttons, Select multiple items by holding dawn the ctrl or sheft kevs or by
@ chickang and dragging with your mouse

When you have finished updating your linked items kst, dick on the
Contiwee baston.

Filter User Groups

Organization: | All Organzations

e

Available User Groups Linked User Groups
Anssthesia w
Bay Centre for Brth Control |
Board of Directors |
Breast Reconstruction Surgery
Buiaf Peychotharapy Cir for Women
Centre for Headache

Chief of Medical Staff

Infoemetica Demo

Chronic Pain Managemsnt Clinic
Clerk
Chruc Clencal Staf! -

Conange | o Cancel



8.Subscriptions

A subscription is the advance purchase of a specific quantity of products that can then be administered to users within user groups.

Topics Covered in this Chapter

8.1 Whatis a Subscription?

8.2 The Manage Subscriptions Page
8.3 Sort and Filter Subscriptions
8.4 Create a Subscription

8.1 Whatis a Subscription?

Subscriptions are available to clients with e-Commerce and are automatically created by managers when they order a specific number of products for
their own use. Subscriptions are generally used for bulk purchases.

Tinformetica

Corporate Training Solutions

Topic Catalogue

Manage

Manage Subscriptions @ english AAA
* User Groups © Purchase
® Users
Page: 1 of 1, RecordsiPage: |50 [v]
Access Codes
Import Organization Course Total Credits ~ Total Debits  Balance
Ciassification WINF Organization1 GDDC2007TEN 50 ] 50
Curriculam NF Organization 1 WHMIS - EN 100 ('] 100
Filter Resel Page: 1 of 1, Records/Page: |50 [=]
Organization
AL [=]
Topic
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8.2 The Manage Subscriptions Page

To access the manage subscriptions screen, click the manage tab from the main navigation bar, then click the subscriptions link from the manage
menu on the left. This page shows a list of subscriptions for your organizations. You can use the filter option to the left hand side to see subscriptions
for a single organization if you belong to more than one or to view subscriptions by product.

Below is a brief description of the fields:

Organization The name of the organization this subscription is associated with.

Course The name of the product the subscription was generated for.
Total Credits This represents the total number of times the access code can be used.

Total Debits The total number of times the access code has been used.

Balance The number of uses remaining for the access code.

8.3 Sort and Filter Subscriptions

By default, subscriptions are sorted alphabetically by organization and then by product. To change the order in
which the list of subscriptions is displayed you can filter by specific organizations or products (shown as
“Topics” in the example).

Filter Reset
Organization

:j:'.‘E_.—_ ' [+]

Below is a brief description of the fields:

Reset Choose the reset link at the top of the filter options menu to remove any filters.

Organization Use the dropdown menu to view only Subscriptions for a specific organization.

Product (Topic) Use the dropdown menu to view only Subscriptions associated with a specific product.
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8.4 Create a Subscription

From the manage subscriptions page, click the purchase button to create a new subscription.

Manage Subscriptions

Title: | Green Defensive Driving Course [~]
) Purchase C“’"“[éﬁ_]
Payments: [imoice [+]
Promo Code: ‘:]
Campus Course Total Credits Total Debits Balance
Informetica Demo  WHMIS 15 5 10 Purchase

Below is a brief description of the fields:

Field

Description

Title

Credits The total number credits that were purchased for the subscription. This represents the number of times the access code

can be used.

Payments

Promo Code Enter a promotion code for a bulk discount. Promo codes are generally supplied by a site manager if available.

Purchase
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9.Importing Data

Informetica's built-in Excel import utility allows you to upload information in bulk. It can be used to create new users or update user information en
masse, assign users to completed certifications and mass enroll users to training.

Topics Covered in this Chapter:

9.1 Accessing the Import Tool as a Site 9.3 Import an Excel File 9.3.3 Step Three: Select Import
Manager 9.3.1 Step One: Upload Excel File Options

9.2 Accessing the Import Tool as a 9.3.2 Step Two: Select Data Table 9.34 Step Four: Preview File Data.
Campus Admin or Campus Manager 9.3.5 Step Five: Import Data.

If your site has the Import configuration, then site managers, campus admins, and organization managers you can use an Excel spreadsheet to import
information in bulk. Use the import tool to create or update user information en masse, assign users to completed certifications and mass enroll users
to products. You can navigate around the steps or start over at any time before the final import.

9.1 Accessing the Import Tool as a Site Manager
There are two ways to access the import tool as a site manager:

1. From the control panel tab, click the Import link. This method will let you select the type of import you wish to upload
2. From the users tab, click the accounts link. There is a menu to the right called user options. Click the Import link under this menu. Navigating
using this method will automatically select users as the type of import.

F informetica Training Management System

n as: admin-strees@sencia.ca

Library Reports trol P Store Admin Support

Accounts View: List | Detailled 2

User Options

W Creats

# Select All

or on 8/5/2010 9:21:05 AM
strator on 2/25/2011 11109130 AM
User Groups

~Change Selected Status- [=]
General I Users o

Family Practice Health Centre

£ SELECT
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9.2 Accessing the Import Tool as a Campus Admin or Campus Manager

Click the manage tab from the main navigation bar and then click import from the manage menu.

‘informetica

Corporate Training Solutions

Calendar | Catalogue My Progress

Manage
Import

Subscriptions

User Groups

Voors Step 1: Upload Excel File

Accase Codae = ey = e e, |-

e Excel File (xis/xisx): | Choose File | No file chosen
Type of Import: | - Select Type - |E|

Classification

Curmicuum GoTo Step2>>

9.3 Import an Excel File

From the Control Panel tab, click the import link. This will open the Import tool that will let you
select the type of import you wish to upload. If you are importing user names, you can base the
import either on username or first/last name and email. It is recommended that you import in
batches of 500 records or less at a time to help avoid connection timeout issues.

Import &

You are viewing: Control Panel > Import Past Import Logs
Show Archived

Step 1: Upload Excel File 1
Users

Excel File (.xls/.xlsx): No file chosen i:;zgz::::“haﬁ AM

Type of Impart: - Select Type - E [ Archive ]
Users

GoToStep2>> Jl::ﬂﬂét::':':f:as:szm
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The import tool prefers importing
xls files, so save your file in an older
format if necessary.

Make sure that cells do not contain
any formulas, but only the data
value itself. Data in formulas will not
be recognized.
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Below is a brief description of the fields:

Choose Depending upon the browser you are using, the option showing here may be browse or choose file. Required

File/Browse Select the Excel file you wish to upload from your computer.

Type of Import Use the dropdown menu to choose one of the types of import: Required
e Users: users are inserted or updated.

User Certification: users are associated with completed certifications.

User Product Registration: users are registered to products.

User SCORM data: user accounts are updated with SCORM completion and grades data.

User Groups: create or update existing user groups, assign them to organizations, and add a

description of each.

e Supplemental Training: create supplemental training records to attach to specific user profiles.

SN elElES ] Select the appropriate link to download an Excel file showing the required format for your imported Optional

content. Note that only the fields in bold on these files are required information. The remaining fields are
optional.

Past Import Logs Optional

This interactive import list will show or hide archived logs. Select anywhere on one of the logs to see a list
of the users and criteria imported during that session, as well as if they imported successfully or not.
e Users/certification/product registration: This line indicates what was imported (users, user
certification or product registration)
e Date: Shows the day and time of the import

e Name: This is the name of the manager that did the import

[Archive] Click archive to hide the import from the list Optional
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9.3.1 Step One: Upload Excel File

You can select the link for the appropriate Excel template from the list at the bottom Import
and use that file to ensure that the file you are importing has the columns set up to
match the required field for import. Use the templates to create your import file so your
Excel columns are set up to match the required fields for import to Informetica.

You are viewing: Control Panel > Import

Step 1: Upload Excel File
Click the choose file/browse button to select the file you want to upload and then use

the dropdown menu to choose one of the types of imports. Click the "Go To Step 2" Excel File (xis/.xisx): Choose File | Supplementa...g 2013 xls
button to upload the Excel file and continue the import. _ s
Type of Import: — Select Type —- E|
| - Select Type — ‘
Users
9.3.2 Step Two: Select Data Table GoToStep2>> ) | User Certification

User Course Registration
User SCORM Data
User Groups

Use the drop down menu to select the information on the Excel file that you want to
import. If your spreadsheet has more than one sheet of data, then you must select the Excel Templates
correct one. By default, an unnamed Excel sheet name is Sheet1$. Excel can have any Users

, . . User Certification
number of sheets or defined names that correspond to a data table when importing. User Cowee Reghitislion
User SCORM data

User Groups

Step 2: Select Data Table Supplemental Training

users or less. This extra step can help avoid connection timeout

@ When importing large amount of users, try importing batches of 500
issues.

Data Table: : - Select Data Table - Iz] A

or Start Over f

<< Go To Step 1 Go To Step 3>>

The types of imports available vary by
system, so your options may differ
from those pictured. Contact your

system administrator to have an
option activated for your system.

~

Y
informetica  page|117



9.3.3 Step Three: Select Import Options

Step three is where you match the information on the Excel file with the appropriate information that you want to import into the LCMS.

A Word of Caution: Match your columns and enter default values with care. If you match the wrong columns or
change a default value, you can potentially affect information that you did not intend to. Additionally, a blank
default value will overwrite or even remove current information in the system if the column name is skipped or
empty on the Excel sheet.

For example, let’s say you want to update 500 users to a new user group. You have correctly matched the user group
columns, but somehow accidentally used the wrong match for username. You could potentially create 500 brand
new users with duplicate first and last names. You will get to preview the results in step four and can come back to
step three if you noticed that users will be created instead of updated.

i
Step 3: Select Import Options A
Column Name Column Name From File Default Value if Blank or Skipped /
Username: * | Usemame [+ | |
Topic *: | Skip Column - [=] [ None - [=] You can use skip
’
| R T
External 1D |- Skip Column - [~] dropdown, and input
Asset: | Asset . . . .
Asset -] fields in combination
Register Date: |- Skip Column - [v] | | with each other
Complete Date: i_CoEp_lite' ljgl_e El |_ J
Duration Days |+- Skip Column 7—_!3 | ‘ \
* indicates a required field V
<<Go To Step 2 GoToStep4>> | OF Start Over
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Matching Columns A
f \ Column Name Column Name From File

When the names are already an exact match, then they are
automatically paired. In the example, “Username” on the
left represents the LCMS username. The “Username” on the
right is the name of the column on the imported Excel file.

Username: * Username E]

Whichever column you
pick will import into the
LCMS or overwrite

The import tool found an exact match and paired them isting inf ti Asset Complete Date
together automaticall existing information, so Camile Saroyan Informetica 101 Quiz 11/25/2009
9 y: be careful with your william Troike  Informetica10l  Quiz 10/30/2010
selection.
Non-Matching Columns \ /
V Username: * USER_ID E
If the column names in the Excel file differ from what the LCMS names are, you can still match them by _—r - Skip Column - |
selecting the appropriate Excel column name. Use the drop down menu to select another column i venblil I!EE&_

from the Excel file. In the example, the Excel file does not have a column called username, but
selecting USER_ID will import that information into the username field in the LCMS.

Asset Complete Date |
12345 Informetica 101 Quiz 11/25/2009
12346 Informetica 101 Quiz 10/30/2010

Required Fields

Certain fields, marked by a red asterisk *, are required. If no value gets associated with a

required field, the import will continue without importing that record. Ensure that you have either
selected the appropriate matching information from the Excel file or that you have opted to skip the Topic *:
information if it is already available in the LCMS.

Username: * Username

[=]
[]

Topic
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Skipping Columns

Column Name Column Name From File
If the LCMS data does not have an exact match or if the information is blank on the Excel import, then External ID —- Skip Column — B
you will see “--Skip Column--". You can select a new match from the drop down menu or keep the
skip column option. Skipped column data will keep the data that is already in the LCMS without
updating it with what is on the Excel file unless you enter a new default value to the “Default Value if
Blank or Skipped” field (see below).

Default Values

If the data is blank in the Excel file or if the column is skipped, then you can assign a default value to it. Some fields will have a drop down menu for
you to choose from and some let you type in a value manually. The value you enter for that field will update for all of the records that you import.

In the example below, every person being imported into the LCMS will be given a registration date of October 27, 2011.

Register Date: | -- Skip Column -- EI 10/27/2011

Defaults values may also be assigned to some types of specific imported data, such as product registrations. In the example below, all users imported
will be registered to the Topic that is listed in the Excel column, however, if that column is blank, they will be registered to the topic titled Active
Listening.

Column Name Column Name From File Default Value if Blank or Skipped

Username: * Username 3

Topic *: Topic Z] Active Listening 3
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9.3.4 Step Four:Preview File Data.

Step Four: Preview File Data. In this step, up to the first 50 records of what will be imported are shown. To show all records, the Show All link can
be clicked.

For all types of imports, a match is attempted on First Name, Last Name and Email Address. If a match is found, the user record is updated. If a
match is not found and the type of import is “User” or “User Trial Registration”, the new user is inserted. If a match is not found and the type of
import is “User Course Registration” or “User Certification”, the record is not imported at all. If a new user is inserted and the username or password is
blank, these fields are automatically created from the user’s first name and last name. For example, “Bill Herst” will have a username of “bherst” or
possibly “bherstX” where X is a number making the username unique.

In this preview step, records that will not be imported are displayed with red warning messages, indicating the reason, whether it is the wrong data
type, too long, missing or otherwise.
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9.3.5 Step Five: Import Data.

Step Five: Import Data. Once the import now button is clicked the import will run, then display a full import
log. The result can be updated, inserted or failed. If failed, the reason is given in red. The import log is saved and
can be downloaded right away by clicking the download Excel log button, or at any time in the future from the

first step screen:

Lastly, if new users were inserted, a button will show, which when clicked will send a registration email to each

new user.

Step 5: Import Data
Download Excel Log

Import Log:

Page: 1 of 1, Records/Page: |50 [x]

Date Imported: 10/21/2011 11:29:11 AM

Total Users Updated: 0
Total Users Created: 0

Record First Last Email
= RSt ame Name Address

1 Failed Userl Sencia
2 Failed User2 Sencia
<< GoToStep 4 Finished

Username

Username
cannct be
empty.

user2

User

Type Status  Password Bundlel Bundle2 Groupl
User
[Generate
Groupl
Participant Registered :::;word isa
N ] required
AI0e field.
User
[Generate
Groupl
Participant Registered :::::wd isa
N ] required
paiid field,

informetica
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Past Import Logs

Users

S/7/2009 3:13:03 FM
Sencia Administrator
[ Delete Log )

Users

5/13/2009 9:27:07 AM
Sencia Administrator

[ Delete Log )

Users
5/13/2009 9:30:56 AM
Sencia Administrator

[ Delete Log )




10. Curriculum

Topics Covered in this Chapter

10.1 Navigate to Curricula
10.2Sort and Filter Curricula
10.3Create Curriculum
10.4Edit Curriculum
10.5Delete Curriculum

10.6 Exemptions

Informetica’s curriculum tool allows site managers, campus admins, and campus managers to identify required testing materials for participants.
Curriculum allows participants see which tests are required and filter to see only the required tests in their transcripts. Curriculum is automatically
applied to a user based on the one to one relationship of a default organization and a default classification. No administration path is needed to
assign curriculum to users. If you have set the user up with the proper default classification and a default campus, then curriculum will be
automatically assigned to the user. You can opt to enable automatic email alerts to remind participants about approaching curriculum due dates.

- | WHMIS - 5/10/2012 1:30:00 PM

AN

My Results Required Due Date Take # Date Passed Launch Test f
Module 2 - Review Quiz N No takes Launch
A participant may
have only one
Y 12/31/2010 No takes Launch curriculum applied,
since curriculum is
based on the default
campus and default
classification of the
participant.

Module 5 - Product

N No takes inch
Labels No take Launc

Module 7 - Final Test -
Test by Question

Practice Quiz WHMIS N No takes Launch

What is curriculum good for?

e |dentifies different learning paths for participants -
e Show participants which tests they are required to do as part of a curriculum, learning path, or goal

o Allows for differentiation between required vs optional testing

e C(Creates a set of due dates for selected tests and sends out reminder email alerts before the due dates

N

informetica  Page|123



10.1 Navigate to Curricula

Campus Admins/Managers manage curricula by selecting the Manage tab, and then selecting Curriculum from the manage menu. Site managers
manage curricula within the Library tab. If your site is not set up for curriculum, then you will not see the Curriculum sub menu.

Campus Admin/Manager View Site Manager View

ﬁformaﬂca

Corporate Trauning Selutson

Media  Bundles Certifications  Curriculum  Classifications  Question Banks

Manage 2 1 View: List| Detaded
o s Curriculum & English AAA  \View List| Detasiad Curriculum
Yiou e viewing: Libmary > Curmicubum

® User Growps Croaty
* Usars
s e sout 1 o1, Racurtarage: (60 [ Manager Curriculum Siakie Eave

L Cranted by Sencia Adminkstrator on 4242012 115214 AM
vl Curnculum Example ans: | inactive = Mogified by Jason Bruce on &10/2012 1:26:48 PM | Delete
Classiicaion Crmuted by Sians Trawt Tumes on TT2011 88341 AM e - Detalls Edit Campuses (1) Assets (2)

Medifiad by Siams Troas-Tumar o BATI2011 5:18:27 AM Edit || Delete | b
Lol Do =t Srostcaions (1) Dedcription: 1. BFORMETICA DEMO 1. COMPREHENSIVE COURSE

Description: 1. Informetica Damo Assets (2) SURVEY (GREEN DEFENSNVE
Sort Options 1. Assessment? (Siorra's DRIVNG (NACTIVE))
. Courss 2 MODULE 7 - FINAL TEST -

2 TLIEDWHJM‘O‘I TEST BY QUESTION (WHMIS)
Sample Course)

Below is a brief description of the fields

Modified By Shows the username of who last modified the curriculum and the date it was modified.

_—

You can edit the name and description of the curriculum by clicking the Details Edit link.

_—

Indicates the number of organizations assigned to this curriculum

——

Allows you to make changes to the curriculum set up.

__
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10.2 Sort and Filter Curricula

Sort Options

To change the order in which curricula are displayed, use the sort options menu: alphabetically by organization they
are assigned to (ascending or descending), by description, by created date (from oldest to newest or from newest to
oldest) or by modified date (from oldest to newest or from newest to oldest).

Filter Options

To show only specific curricula, use the filter menu on the left to help you find specific curricula by typing in a simple
search term and then clicking Go. This is particulary useful if you have many curricula.

Below is a brief description of the fields

Reset Choose the reset link at the top of the filter options menu to remove any filters.

Organization Use the drop down menu to see only curricula assigned to a specific organization.
Classification Use the drop down menu to see only curricula assigned to a specific classification.
NEIH Use the drop down menu to see only curricula that are active or inactive.

CUden T Bl @egi=s | Enter a word or two that is contained in the name of the curriculum.

Description Contains Enter a word or two that is contained in the description of the curriculum.
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Sort Options
Curriculum (A - Z)
Description
Classification
Created

Edited

Filter Options Reset
Organization

—all- [+]

Classification

—al—- Iz]

Status

—al—[Z]

Curriculum Name contains:

Description contains:




10.3 Create Curriculum

To create a new curriculum, Campus Admins and Campus Managers can press the create button under the word curriculum near the top of the page.
Site managers can press the create link on top of the curriculum list or in the curriculum options menu to start the four step process.

Site Manager View Campus Admin/Manager View

Curriculum Options Curriculum
\‘_j Create _ %;) Create
& Delete Selected
# Select All Name Classification Campus Count
Manager Curriculum Department Managsrs 1
Step One
Step 1: Details & Classification
Enter the Name of the curriculum. Enter a Description if desired. Choose an Active or Inactive Name: | Curriculum Example
Status. Use the dropdown menu to select which Classification will be assigned to this e
curriculum. This is important because the system combines the default campus plus the
classification to apply the curriculum to participants. You can only assign one classification to 2
. . " You have 255 characters left for your description
this curriculum. Status: [fnactive [~]
Classification: Managers B
Continue |
T
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Step Two

You must assign a campus. This is important because the system combines the
default campus plus the classification to apply the curriculum to participants.

Select one or more campuses from the left and then select Add to move them to

the assigned campuses box on the right. This will add the campuses to the
selected curriculum when you select Continue.

Step Three

Select the products from the available products on the left and then click
the add button to move them to the assigned products box on the right.
This will add the products to the selected curriculum when you click the
continue button.

Step Four

Select the assets from the available assets on the left and then click the
add button to move them to the assigned s box on the right. This will add
the assets to the selected curriculum when you click the continue button.

informetica

Continue

Available Products
A Look at the Future

PLO1-Attendance Policy
PLO3-Snow-Closure

Continue

Assigned Products

Account Types menu

Available Assets

| Continue

Assigned Assets

Account Types
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Step Five

Page: 1 of 1, Records/Page: 50 T]
Edit Selected
Asset Management Due Dates
Products Asset Specific Day # Days from account creation # Days from Certification earned Certification

Account Types menu Account Types 14 Demo Certification -
Page: 1 of 1, Records/Page: | 50 E]

Fill in the details for the due date using one or more of three different due date rules. If more than one rule is used, the system will select whichever
date is later. The system does not have any enforcement for users to complete curriculum by the due date, so even if it is overdue, they can still access
the tests and complete them. The curriculum due date is irrelevant of any expiry date set for the test itself.

Specific Day: Enter a specific calendar date that the curriculum is due.

# Days from Account Creation: enter a number of days from account creation. For example, a new user must complete orientation testing within 30
days of being hired.

# Days from Certification Earned: A number of days after a specific certification was earned. This is good for offering different levels of a
certification. For example, users would have to start taking the level 2 certification 30 days after completing level 1.

Certification: If you select option # Days from Certification Earned, then use the drop down menu to select which certification.

Save: Click save to complete the creation of the new curriculum and return to the curriculum page.
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10.4 Edit Curriculum

To edit a curriculum item, select Edit and make changes to any of the steps in the create curriculum instructions.
Detailed View

List View
Create Assets Edit

Page: 1 0f1, RecordsfPage: |50 [=] —
select -
Curriculum Example Status | inactive =]

Cranted by Siema Trees-Tumer on 772011 9:03:41 AM

Modified by Sierra Trees-Tumer on 8172011 3:18:27 AM m Delete

Defails Edit Organizations (1)

Description: 1. Informetica Demo Assels (2)

1. Assessment 1 (Sema's
Sample Course)

2. TIMED EXAM (SieTa's
Sample Course)

10.5 Delete Curriculum

To permanently delete a curriculum item, select Delete. You will be asked to confirm your choice

Detailed View List View

Create

Page: 1 of 1, Records/Page: | 50 E‘
select

Curriculum Example

Status: | inactive B
Cranted by Siers Tress-Tumar on T/7/2011 80241 AM
Modified by Siema Trees-Tumer on £17/2011 S18:27 AM Edit
Detalls  Edit Organizations (1)

Description:

1. Informetica Demo Assels (2)

1. Assessment 1 (Siena's
Sample Course)

2 TIMED EXAM (Siema's
Sample Course)

10.6 Exemptions

For specific participants, a Help Desk user can override a required test that is part of a curriculum. Help desk users must select a user, click to view
their transcript, and then select Grant Exemption next to the required test. Note that this only works for tests that are part of a curriculum applied to

that participant. The Help desk user can also reverse the exemption and make the test required again. Note that the Help desk user can only make a
test that was originally made exempt required.
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11. Classifications

Classifications are an additional way to categorize users within the Informetica system in order to determine the correct required materials for them.

Topics Covered in this Chapter

10.1 Navigate to Curricula
10.2Sort and Filter Curricula
10.3Create Curriculum
10.4Edit Curriculum
10.5Delete Curriculum

10.6 Exemptions

Classifications (sometimes called disciplines) are an optional secondary grouping of users and are a standard part of a user’s profile. You may apply
multiple classifications to any user with one designated as the default. Managers select a default classification for the user when editing a profile or
creating a new account. Classifications are used with the curriculum module to determine required materials for users in specific classifications. Here
is an example of the classification options in a user’s profile:

Classification / \

(none)

[ Architectural Design Contact your Sencia administrator to:

ing
Department Managers

Engineer e Make changes to the available

General Contractors
Heating

classifications if the classification
module is not enabled

e Activate the classification module
e Enable multiple classifications

~
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Classifications versus User Groups

User groups are the primary method of managing users in Informetica, but users may be further defined by classification. At least one user group is
required to be in use in Informetica and must be attached to at least one campus. User groups are used in many important aspects of Informetica
such as product registrations, reports, and access codes. Classifications are an extra way to categorize users within the same organization or user
groups. For example, a user’s classification could be Senior Programmer and they may belong to the user group Division Il. Only a select few features
in Informetica, such as curriculum, are dependent on classifications.

11.1 Managing Classifications

If the curriculum module is not enabled, you may still assign a classification to users, however:
o Selections are limited to the default classifications created during initial site set up
e Assigning multiple classifications is not available
e The curriculum module is not available

Site Managers Campus Admins and Campus Managers
can manage all classifications from within the Library tab by selecting can manage classifications belonging to their own campuses from the
the Classifications link. Manage tab by selecting Classifications link on manage menu.
informetica
o Home | Calendar | Catalogue | Certifications | My Experignce
Classifications Manage Classifications

Namg,

(none) Mo Classification

Level 1 Retired
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Classifications

You sre viewing: Library > Classifications

e A Classification can only be deleted or deactivated if the User Countis 0.

View: List | Detailed

Name Description User Count Campus Count  Status Created Edited Toggle Default
(none) No Classification 175 43 active 6/1/2010 9:57:27 AM 6/1/2010 9:57:27 AM
Sencia Administrator Sencia Administrator
Contractor 0 1 ackive 111472011 3:03:54 PM €/5/2013 1:08:19 PM ';
Sierra Trees-Turner Sencia Administrator
Cooling Cooling 1 8 active 6/1/2010 9:57:27 AM 111472011 3:19:20 PM =)
Sencia Administrator Sierra Trees-Turner
Department Managers Department Managers 4 8 active 6/1/2010 9:57:27 AM 1MM42011 3:19:4T PM =
Sencia Administrator Sierra Trees-Turner
Engineer Engineer 5 8 active /172010 9:57:27 AM 111472011 3:20:07 PM [E]
Sencia Administrator Sierra Trees-Turner

Below is a brief description of the fields:

K e e ol o e

Descrlptlon Shows the description text for the classification.

_-
Display Users
Campus Count Click any campus count to show the campuses linked to a specific classification and to add or remove

campuses. Classifications that are not assigned to a campus are unavailable to users.

_-

Created/ Edited

Toggle Default
Remove/Set Default

Date, time and username that the classification was created or last modified.

You can only delete classifications with a user count of 0. You will be asked to confirm the delete. Yes
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11.1.1 Create Classifications

Navigate to the classifications page, select Create near the top of the page and then fill out the form. After creation, don't forget to assign users.

Below is a brief description of the fields:
Create Classification

Fleld DeSCI’IptIOﬂ Editable aftel’ You are viewing: Library > Clasifications > Create
Creation?
L .
Name Senior Developer

Description Enter a description for the user group. The descriptionis not No .
. . Description Enter an optional description here
publicly displayed.

_-

Default Select yes to make this classification available for newly You have 220 ch lef for your
created campuses. Status: [ o B

Save Save to complete your new classification.

Campus:
PHBI Main Campus =
POI
Secret Angel Event
Sencia Demo Campus =
-

Save or Cancel
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11.1.2 Add or Remove Campuses

Navigate to the classifications page and click any campus count. This will show the campuses linked to a specific
classification and let you add or remove campuses. Classifications that are not assigned to a campus are unavailable
to users.

11.1.3 Change Status

This option is available only to site managers.

Navigate to the classifications page and use the status drop down menu to toggle between active and inactive. You
can only deactivate classifications with a user count of zero, even if there are assigned campuses. Only active
classifications can be assigned to users.

11.1.4View Users

Navigate to the classifications page and click any user count. This will show a sortable list of users linked to a specific
classification. Classifications that are not assigned to a campus are unavailable to users. Users are default sorted
alphabetically by last name. To change the order, select any of the options under the Sort Options menu.

Display Users
User Count Ay
fou are viewing: Library > Classifications > Cisplay Users
175 Classification: (none)
Description: (none)

ﬁZ Next Go to page m Records/Page ’ﬁ)C-ILI

Name Username Email Classification Status

1,Publisher pl notifications@informetica.com pecis E]

" = ! : -
2 Manager m2 notifications@informetica.com (none [1] Registered
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Campus Count

&

Status

&

Sort Options

Last Name (A - Z)
First Name

Username



11.1.5 Delete Classifications

To permanently delete a classification, navigate to the classifications page and press the delete button. You can only delete classifications with a user
count of 0. You will be asked to confirm the delete.

Name Description User Count Campus Count  Status Created Edited Toggle Defauit
Contractor 0 w
Sierra Trees-Turner Sencia Administrator

11.1.6 Sort and Filter Classifications

Classifications are default sorted alphabetically by name. To change the order, click any of the options under the Sort Options menu. To narrow your
list to more specific user names, use the Filter menu.

Sort Options
Classification (A -Z)

Description

_
Classification Name Enter a word or two that is contained in the name of the
Contains classification.

Below is a brief description of the fields:

Created
Edited

Filter Options  Reset

Description Contains
Classification Name
contains:
Description contains:

|
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11.2 Assign Classifications to Users

Navigate to the user’s profile and select a classification from the drop down menu. The classification chosen is the user’s default classification.

Edit User Info

Account Type User Status Default Organization
Participant E' Registered El Archive HNF Organization 1 El
: Date of Birth Other Job Title
First Name Middle Name Last Name
[=] | Richard Abbott
Department Supenvisors Name
Usemname

repabboti@sencia.ca Supervisors Phone  Supenvisors Email

Password

thisismypassword

Company Name
Minimum Password Requirements: Sencia
v 5 Characters
Title

Email Address

Sen Pro mei
repabbott@sencia.ca il b

Integration Username . .
Classification

Office Staff
Web Address
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To assign multiple classifications, click Classifications from the Sections menu, and then use the drop down menu to add classifications to the user’s
profile. The available classifications are dependent on the user’s default campus. If the user’s default campus is not attached to any classifications,
then there will be no classifications available to select. See Managing classifications for instructions on how to add a campus to a classification,

make the necessary joins for the campus and then go back to the multiple classifications screen, the list should be populated.

Jennifer Cameron: Edit User Info 2

You Bre viewing: Usen > Accounts > User Detalls for: Jenniter Cameron Sections
Y Use: Details
Edit User Info
& Regstration

s Exceptions

Account Type User Status Defaull Organization
0% Access Codes
Publaher & [ Regitered = Archive Sencis Office [=]
== Evaluations
Custom Input 1 =# Questionnaires
First Name Middie Name  Last Name Dale ol Bl (Le. Job Title)
@ Centfications
E' Jennifer Cameron
1 Supplemental Training
Custom Input 2 Custom Input 3
Usemame (i.e. Department) (i.e. Supenisers Name) 5. Classifications

Jennifer Cameron: Classifications

You are viewing: Users > Accounts > Jennifer Cameron: Classifications

Classifications

Select All @ Remove

Select  Classification Default
[l (none) °
Fl Department Managers »)
[ Engneer (=) Add
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12. Utilities

This chapter covers the tools available to content authors, such as how to review assets within a course, view the results of any product, grade items
for participants, add a new student to a product, activate or deactivate a product and view forum posts. Note that not all of these features may be
available, depending on your system’s set up.

Topics Covered In This Chapter

13.1Review Assets within a Course
13.1.1 Overview Page
13.2View Grades
13.3Create and Enroll a New Participant
13.4Product Management
13.5Compile Course
13.6Participant List
13.6.1 Manage Wait Listed Users
13.6.2 Attendance Sheet
13.6.3 Name Tag
13.6.4 Email List
13.6.5 Completion Approval
13.7Grade Items
13.8Issue Certifications upon Approval

12.1 Review Assets within a Course

Click the name of any product from the product menu on the left side of your home page to open the All tems menu unique to that product. The all
items menu will give you an overview of each of the individual assets within the product. To view any of the assets as the participant sees it, simply
click the name to open it. Note that utilities
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12.1.1 Overview Page

The optional overview page displays all assets available within a product. It is accessible by participants, instructors, and publishers and shows the
asset type, visibility, page views and prerequisites. Below is an example of an overview within a product as it appears to participants.

®expand Al Ecollapse Al

Legend
VP Affidavit Example © Viewed 1 of 1 pages % Module
- G
®/Assessment Example © Viewed 1 of 1pages = Bekence
& Assignment
2 o " L
+ Assignment Example © Viewed 1 of 1 pages % evaluation
3 :
® attendance © Viewed 0 of 1 pages Wiki
: % ® Markup Document
+'Completion Rules Example © Viewed 1 of 1 pages &) posessmont
@ ; ° ™ Has prerequisites
+'Evaluation Example “ Viewed 1 of 1 pages A Affidavit

®/Evaluation with Certification © Viewed 1 of 1 pages

';/Evaluatlon Example with Multiple Sections © viewed 1of 1
pages

% Markup Document Example © Viewed 1 of 1 pages

';/Mcdule Example © viewed 1 0f 1 pages

= Prerequisites Example © vViewed 0 of 1 pages

““Reference Example © Viewed 10f 1 pages

®/wiki Example © Viewed 1 of 1 pages
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12.2 View Grades

This option is available to campus admins, instructors, participants, publishers, and user group managers. Participants and user group managers can only see their own grades.

Click the name of any product from the product menu on the left side of your home page to open the Utilities menu. Click Course Results at the top.

This will open a panel so you can select which participant or asset with in that product that you want to view grades for. Use the drop down menus on
the course results page to make your selections.

Utilities («)
Course Results
Courses =) Course Results I
Health & Safety Category Create Participant Grades: - Select Participant El
Green Defensive Driving Course Compile Course
WHMIS Forum Module Grades: ____ Select Module - [~
Informetica Sample Course Course Chat Assignment Grades: ____ Select Assignmer [~

&

List ; Evaluation Grades: ___ Seject Evaluation [~
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Use the “Participant Grades” drop down menu to pick one person and Use the “Grades” drop down menus to view all participant’s grades for
view all of their grades for the product. one selected asset.

Course Results Course Results

m Select Participant [~]

Module Grades: ___ gglect Module —-- El
Assignment Grades: ____ geject Assignmer El
Evaluation Grades: ____ Select Evaluation E|

Participant Grades:| ____ gglect Participant B

Select Module - [+]
Select Assignmer ]
- Select Evaluation [~]

Evaluation Grade: :

In this example, Jeanine Carlson was selected from the drop down In this example, module grades, assignment grades and evaluation

menu and now her grades for all assets within the product can be grades are available. The image below shows an example of an

viewed, sorted by asset type. Her total weight and overall mark for the evaluation selected from the “Evaluation Grades” drop down menu.
product are also shown at the bottom.

Informetica Sample Course Test - Evaluation Example

Participant: Jeanine Carison

- Grades as of 6/19/2012
Student  Section One Weight Mark Overall Mark
Assignment Example| % | - 30% 0% Bateman, Amy 70% | 0.00% 0.00%
L 100 003 % Z% Bennet, Maria  |Take1: 33.33%| 70% (33.33% 23.33%
Evaluations 3
Name Section Mark Weight Overall Mark Brent, Sebastian 70% 0.00% 0.00%
Evaluation Example BfO’Ok Maﬂsa ?0% 000% 000%
Section One | Take 1 66.67 % Carlson, Jeanine |Take1: 66.67%| 70% |66.67% 46.67%
Demo, Sencia 70% | 0.00% 0.00%
= ! bl as Dick. J 70% |0.00%|  0.00%
Evaluation with Certification 1CK,.Jon - -
Section 1 Doe, Trenton  |Takel: 55.56%| 70% [55.56%|  38.89%
All 0.00 0 0.00 Doe, Alice 70% | 0.00% 0.00%
Evaluation Example with Multiple Sections Huhta, Irene 70% | 0.00% 0.00%
Intersactions Kim, Alfredo 70% | 0.00% 0.00%
MfirEeC Dyinirg McGrath, Travis 70% | 0.00% 0.00%
ek Saroyan, Camille 70% |0.00%| 0.00%
All 0.00 0 0.00
Vorpahl, Margery 70% | 0.00% 0.00%
- - Wieder, Serena 70% | 0.00% 0.00%
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12.3Create and Enroll a New Participant

This option is available to campus admins, publishers, and instructors.

You may need to create a new account for a user who is taking a product and
enroll them to that product. Click the name of any product from the product
menu on the left side of your hope page to open the Utilities menu unique to
that product. Click Create to start the three step creation process.

=
i

Compile Course
Forum
Course Chat

List

Step 1: Fill out all of the required fields for the user information and then click

WEIEERTT (next step button).

informetica

[l user Information

First Name Last Name
[sampi ] [Participant
ISamplauser'l

Password Confirm Password

+ 8 Characters

« 1 Uppercase Letter

« 1 Number

« 1 Special Character [@#$*8°7_~.]
« Does Not Contain Restricted Words

Email

Country

Canada E

State / Province

Omarno B

City Zip | Postal Code
Thunder Bay

Address

Next Step >>

lndl:ates a required field
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Default Organization:

[informetica Demo

Date of Birth

Department

Supervisors Phone

Company Name

cell  [z]aga

Phone Number

Classification
{nonej

Language
English

Security Question

Security Question Answer

Comersus Customer Type

Retail [=]

Other Job Title

Supervisors Name

Supervisors Email

Extension

Main
Phone




Step 2: Select the user group(s) and product(s) you wish to register the new participant to and then click Next Step  "“*““**" _You may very well
belong to multiple user groups, each with their own selection of products, however, in this example only one user group is available.

Create Participant

El User Informatior User Enroliment :

User Group: General Users

[C] Select All | Course Namel Seats Ailocatedl Seats Available

E | WHMIS 0 %
It | Course Content 0 -
<< Previous Step Next Step =>
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Step 3: Will ask you to confirm that the information you
entered is correct and allows you to notify the participant.

e Select the box at the bottom to send an automated
email to the new participant providing them with their
account login information. You may wish to first check
with your site manager before selecting this option to
make sure that the feature is set up for your system.

[#] Send this new user a welcome email message after creating their user account

Click = "#"%= 58 (previous step) to go back and

make a change.

e Click %' [(reset) to clear all of the information and
start over.

e Click "™  (submit) to accept the information and
complete the participant creation.

Create Participant

Account Information

First Name: Sample
Last Name: Participant
Usermname; Sampleuser?
Password: <hidden>
Email:

Location Information

Country: Canada

State / Province: Ontario
City: Thunder Bay

Zip | Postal Code:
Street:

Type  Phone Number Ext
Default

Bl confirm

General Information

Default Organization: Informetica
Demo

Other Job Title:
Department.
Supervisors Name:
Supervisors Phone
Supervisors Email
Company Name:

Other Information

Date of Birth:
Language: English
Classification: (none)
Comersus Type: Retail

Security Information

Security Question:
Security Answer:

Registration Information

User Group: General Users
Courses: Course Content

l_; Send this new user a welcome email message after creating their user account

<< Previous Step Reset Submit
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12.4Product Management

This option is available to campus admins, publishers, and instructors.

Click & (wrench icon) on the left side of your home page to open a management page where you can change the title, status or dates.

Course Management

¢ Activate i Deactivate = | | — Select a Template [~ ©

Name Start Date End Date Status

[7]  Green Defensive Driving Course @ active
(Green Defensive Driving Course)

WHMIS @ active
(WHMIS)

Avoiding Sexual Harassment for Everyone @ active
(Avoiding Sexual Harassment for Everyone)

] Avoiding Discrimination Problems: 5 Keys @ active
(Avoiding Discrimination Problems: 5 Keys)

[l Age Discrimination in Employment Act @ active
(Age Discrimination in Employment Act)

Beginner Skills in Microsoft® Word 2010 @ active
(C001 Beginner Skills)

Building an Effective Leadership Team @ active
(Building an Effective Leadership Team)

[l Combustible and Flammable Liquids @ active
(Combustible and Flammable Liquids)

The Cure @ active
(The Cure)
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Below is a brief description of the task that can be done from this menu:

Edit Title and Menu Names

Edit Topic Details

Wenu Name: 'WHMIS
Page Name: W'I»NIS
StanOate: |
EndDate |

[# Enable Time Range

Change Publishing Dates Click on the name of any product in the list to change the publishing dates and then save.

Edit Topic Details

Menu Name: WHMIS
Page Name: [WHMIS
StartDate: |
EndDate; |

[ Enable Time Range

Status Active

Status Inactive To change a product to inactive, check the box to the left of the product name, and then click the Deactivate
button = "™ at the top of the list.
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12.5Compile Course

This option is not available to site managers.

If available on your system, the compile course tool creates a printable version
of the course. This compilation will include all text and images. Testing assets

are not included in the printable version. Additionally, assets must be active to
be compiled.

Click the name of any product from the product menu to open the Utilities
menu unique to that product, and then click Compile Course to create a
printable collection of the pages from the product. The image on the right
only shows two pages from a compiled course as an example of the tool.

Utilities («]
Course Results

Create

Compile Comsel

Forum
Course Chat
List

N
4 N

The following assets cannot be compiled:

e SCORM

e Tests and questionnaires

e Multimedia elements

¢ Inactive, hidden, popup, or overview only assets

N J
Y

informetica

Greea Defeacive Driviag Coane

3 Green Defensive Driving

Welcome to the Green Defensive Driving Course’

The Green Defensive Driving Course sims to help you
become a better and safer driver. The online course is designed
for both beginning snd experienced drivers, and provides the
kncwledge to help you prevent collisions.

The course ists of 8 dules and 2

with i ivities and a final test.
Hote: The Green Defensive Driving Course can be customized
to meet your organization's needs!
This course, ped by L ing Producs and

group. provi an opp ity to learn:

o What is involved in driving y

« Why and how varicus types of motor vehicle collisions occour.
« What it takes to prevent collisions.

+ How to reduce the environmental impact of driving

To access the course, click on the module titles on the left navigation bar.

Azen:

Module 1 - Course Introduction Lu siesd 10201 1206 55 53

3 Green Defensive Driving

HoMe | HELP |

Module 1 - Course Introduction

Introduction

Please click here and then click the PLAY button to begin.
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12.6Participant List

This option is available to campus admins, instructors, participants, publishers, and user group managers.

Some systems let you view a list of participants enrolled to a product, approve or decline pending registrations, print out an attendance sheet, print
name tags for instructor led courses, and email the class list. To access these functions, click a product to open it, and then click List from the Utilities
menu. If you belong to multiple groups, you can selecting a group from the drop down menu at the top of the list to see only users in that group.

Participant List
Utilities (a]

Course Results

e | User Group: Show All -- E] | [2 attendance Sheet | EﬂiName Tag | &4

Create & User Name User Groups Status

Compile Course

Fl James Bretzler e CAA - South Central Ontario Approved
Forum ¢ DemoUG1
Course Chat M Trenton Doe e Demo UG 1 Approved
. e ejd
List J

12.6.1 Manage Wait Listed Users

This option is available to campus admins, instructors, publishers, and user group managers.

Products configured to restrict enrolment will place all users attempting to enroll onto the product’s participant list with a pending status. In this
case, you must approve each enrolment and may also drop a user’s enrolment at any time. A user may also drop their enrolment request prior to
being approved. If desired, you may email students at any time from the product’s participant list.

User names will show a status of approved, declined, or pending. Pending indicates that registration to the product has not yet been approved or

declined. Select the check box in front of the names you wish to grant access or deny/remove access and then click either Approve & or Decline X
at the top of the list.
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12.6.2 Attendance Sheet

This option is available to campus admins, instructors, publishers, and user group managers

Click Attendance Sheet at the top of the page to generate a printable sign-in list of everyone registered to the product. Click Print at the top of the
attendance sheet to send the sign-in sheet to your printer. This is most commonly used with Instructor Led Courses where a physical attendance will
be taken on site.

Note that the fields to the right of

the user information in the informetica | : - ._ : >
example below, such as “location”, | Home | Calendar | Catalogue | Certifications | MyExperi Reports | Search |
will most likely be different for the AR T @ Participant List
WHMIS = A o
attendance Sheet you generate' Overvia N User Group: | — Show All - E [} Attendance sheet | B8 name Tag | B4 |
These fields are unique based on inaiei Completion Approy:
Wodule 1 - Trakning
the needs of your specific system. Progiamfatrodicion
Module 2 - Why WHMIS? (B [ Ims-demo.informetica.com/desktop/course/users/class_list_sign_in_sheet.asp
. i - Risk -
Tracking Attendance for A o ¥l @ ]
eLearning Module 4 — Controled -
Products 4 Attendee Sign-in Sheet Generated on: 311212013
L Module 5 - Product Labels s — o ——
You may run an activity report to Module & — Material Safety "
Data Sheets = = Attendees: 47 Location:
determine a user’s logins as well as @} =
the duration Spent within products Utilities (] F First Mame  Lecation Isthere a  Signature
d/ Course Resulls 2
and/or assets. i ol mbenret@senca.ca Eanvet Mariz
Compile Course ] lunk@sencia.ca Bunk Jukanng
Forum coreesencaca Bree Christing
Course Chat — sbrent@sencia ca Bant Setastan
List B prToEaey: - Brce Jasen
. % i ktun@sencia.ca Bun Kurt
I'nformetm - nburbricge@sencia.cas | Burbridge Nelgon
annifer@senca.ca Camaron Jenniter
carison@sencia.ca Carison Jeaning
edecrenBsenca ca Cachain Else
- cemaarer [ Hice
[l doegsenca ca Coe Jare
INFigarmer Do Trenton
resterine@senca ca Esterivg Nia
pnurofencaca Gastano Alana
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12.6.3 Name Tag
This option is available to campus admins, instructors, publishers, and user group
managers.

Click Name Tag ™ Name Tag 44 fth

g at the top of the page to generate a
printable list of names for everyone registered to the product that can be
printed out to labels. Click Print button at the top of the name tag list to
send the tags to your printer. The name tags are printed out on standard
name tag label size, 12 labels per page.

This feature is most commonly used with courses that are conducted in a
classroom environment.

12.6.4 Email List

This option is available to campus admins, instructors, publishers, and user group managers.

12N Ims-dema.informetica.com 567

Maria Bennet Sencia Demo

Maxwell
Frattolin

Trenton Doe

If your system is configured for it, you can generate an email list of everyone registered to the product. The Informetica LCMS will automatically

populate the addresses into the To: field of your Microsoft Outlook email. Click Generate Email List at the top of the page to generate the list.

Participant List

s | User Group: | -- Show All -- ¥ | [} attendance Sheet | glNameTag

User Groups

Maria Bennet Demo UG 1
+ Publishers
oJ Sebastian Brent e DemoUG1 Approved
0 James Bretzler + CAA - South Central Ontaric Approved
* DemoUG1
Alfredo Kim * Demo UG 1 Approved

Sencia Office UG

informetica

Generate Email List
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12.6.5 Completion Approval

This option is available to instructors only.

Products can be set up to require manual approval by an Instructor before the product is considered complete. This is often the case for eLearning
courses that have an offline element to them, such as an assignment that must be emailed to the Instructor. For example, an Instructor running a
Photoshop course may require the participant to email their final project in for review before the completion of the course can be determined.

Click Completion Approval at the top of the page to generate a list of names for everyone registered to the product that needs to have their
completion of the product manually approved. Select the check box in front of the names you wish to approve completion of the product for and
then click Approve Checked at the top of the list. The completion approved field will read as either pending or approved, as applicable.

Approve Checked | | ~_'_$-eleq Level - B
@ User Name User Groups Courseware Exampie Module Example Assignment Example Evaluation Exampie Total Completion Approved
{0) (10) (30) (70)
[7] Alice Doe L 0 -1.00% 0 0 -0.09% Pending
+ Informetica Demo
[ Trenton Doe * ajd ] -1.00% 0 55.56% 35.55% Pending
* Informetica Demo
[F] Maria Bennet » Exercise & Pregnancy Helpline ] -1.00% 0 33.33% 20.91% Pending
* Nursing Staff

+ Cerification Programs
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12.7 Grade Items

This option is available to campus admins, publishers, and instructors.

Select the asset that needs to be graded. Non-site managers must click the wrench icon ¢ To open grade the assignment page. You may have
several asset types available, so scroll down to the one you need. In this example, we have opened a course called “Informetica Sample Course” in

which there is an assignment that needs to be graded, called “Assignment Example”. Click the arrow on the edit button and then select £ Grade.

Courses («]

Health & Safety Category &

Assignments (=]

Assignment Example

Jb

Green Defensive Driving Course

-II.I:H rl' :S

Informetica Sample Course

]

4

Module 7 - Final Test (Module 7 - Final Test)  Evaluation 2 hidden 8/5/2010 10:19:11 AM 2/29/2012 9:29:40 AM

: : ! View Item
Sencia Administrator Sierra Trees-Turner

Edit v

{3 Copy
E5] Preview

3 Grade {b

@ Delete

Filter — For long lists, the filter tool is particularly useful. Filter users in the following ways:
Click Reset at the top to remove any filters.

Enter a user’s first or last name to filter the list to see only that user.

Click Unmarked to see only users who have not yet been given a grade

Click Show All to show both grades and ungraded users.
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Filter Reset

First Name

Grade Assignment: Assignment Example

Page: 1 of 1, Records/Page: | 50 B
Last Name:
I Name Mark Comment Published

Bennet, Maria | | ]

. AL

I-:b Unmarked

Brent, Sebaslian E

(&2 Show Al /
Statistics Brook, Marisa ]
T;lﬂiParﬁciDﬂnls: Gartaon Jeasing A Note that for evaluations and
o ' Prova tests, only essay questions

Total Participants Unmarked: Doe, Alice il

0 are graded manually.
Published Marks: Doe, Trenton F

0

Saroyan, Camille 0 \

v

Troike, William

Page: 1 of 1, Records/Page: | 50 E}
or Cancel

Save

Statistics —At-a-glance information is available about the participants registered to the product:
e Total Participants Unmarked
e Published Marks

Mark - Here is where you can add a grade for each participant.

Comment - You may add a comment about the mark you gave a participant here.
Published - Click the check box if you want the comments to be visible to the participant.
Save - Make sure to save so the system will keep the grades you have entered.
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12.8 Issue Certifications upon Approval

You can opt to manually issue certifications upon approval. There are different methods to accomplish this, as discussed below.

*Create a gradable asset, such as a module (see the Assignments Modules References chapter).

*Add a completion rule to the asset that requires a passing grade, such as 100% to pass (see the Products and Assets chapter).

eCreate a certification rule to include passing the asset. Use the same percentage you used when creating the completion rule in step 2.

eUse a site manager, campus admin, publisher, or instructor account to grade the asset for users. Once the passing grade is applied, the
certification will be issued (see the Products and Assets chapter).
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13. Supplemental Training

Topics Covered in this Chapter

14.1Supplemental Training for Individual Users Supplemental Training Lets You:
14.1.1 Create Internal Training

14.1.2 Create External Training eAssociate internal training with exisiting products in Informetica

14.1.3 De.Iete a Record eAssociate external training with existing certifications created in Informetica
14.14 Edit aRecord s

14.1.5 Remove Documentation

14.1.6 Replace Documentation
14.2Managing Multiple Records

14.2.1 Filter Supplemental Training

14.2.2 Searches

14.2.3 Export

14.2.4 Upload Supporting Documents via FTP
14.3Bulk Upload Supplemental Training Records

eCreate external training that is not associated with Informetica products

eEnter any associated costs for both internal and external training

~

eUpload supporting documents to training items (i.e., receipts, certifications earned)

*Run reports on supplemental training

CECR

*View supplemental training on user transcripts as active, expiring soon, or expired

Create and track user training records that are not already tracked within the LMS using Informetica’s supplemental training module. For example,
you can record the completion of an external seminarthat a user attended and optionally choose to associate it with a product in Informetica. You
can also upload supporting documents to each user’s training record, track associated costs, and use automatic email alerts to let users know when

their training is expiring. Any number of supplemental training items can be added to a user’s profile. These training records can be edited, deleted,
and reported upon.
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Thomas Aiken: Supplemental Training

You are viewing: Users > Accounts > Thomas Aiken: Supplemental Training

Add Supplemental Training

Internal Training

3 Show ANl Active Expiring Soon  Expired
Product Description Attachment Start Date End Date Expiry Date Price
Accessibiity(+) 252013 272013 373072013 $2.00 [-]
Basic First Aid AEDVICPR Heart: Ciass at the American Heart A i first_aid_cert jpg 10/20:2011 /3072013 $350.00 (-]
Hiring Documentation Cooper's physical ftness tast internal_féness_test.pdf J2013 53.00 °

External Training

Instructor i ipti Start Date End Date  Expiry Date Price
Driver Certification for Technical Training Unit DMV - linois Vehicle Services Depariment Patience Sobel Elgin, IL Commercial drivers icense for TTU drivers-icense jpg w3 22972016 575.00 o

Below is a brief description of the fields:

e R

Descrlptlon A description of the supplemental training record.
Start Date The date that the training item was started by the user.

e — et
Enter the date that the training expires.

oottt e i e gkl and sy e vt scosrpor
Select the delete button to permanently delete this training item from the user’s record.
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13.1 Supplemental Training for Individual Users

This option is available to site managers, campus admins, campus managers, and user group managers, depending on system

configuration.

A
4 A\

Training expiries appearing in a user’s profile are colour coded,
based on their active status in the system.
e green items are current
. items will expire soon

o red items have expired

Select the Users tab, open any user account, and then select Supplemental
Training from the Sections menu.

13.1.1Create Internal Training

Select Add Supplemental Training and then select Internal from the drop down
menu. The product listing is generated based on the groups the user belongs to.
If the user is not already enrolled to the product, you can select Auto Add
Registration to enroll them. Complete the fields on the form, upload an optional
supporting document in the Attachment section, and then save.

Thomas Aiken: Supplemental Training

You are viewing: User > Accounts > Thomas Alken: Supplemental Training

Add Supplemental Training

informetica

Supplemental Training Type

Internal E]

Details

Sections

% User Details
‘& Registration
s Exceptions

(# Access Codes
#Z Evaluations
2 Questionnaires

@ Cetifications

t Supplemental Training f—

Product = 'E] Auto Add Registration

Start Date
End Date

Price | .

Description

You have 255 characters left for your description

Attachment

Please use the Browse... button to select a file from your machine to upload as an attachment for this training

s Mo fie chosen

Save or Cancel
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You can add several records to the same training item. As you enter each record, the most recent update will appear on top while a history of each
record update appears below. As you expand or contract this list, you will always see the most recent update at the top.

Internal Training

& Show All Active Expiring Soon Expired
Product Description Attachment Start Date End Date Expiry Date Price
WHMIS(-) Reviewer: Jane Doe 4/3/2013 47372013 4732014 $0.00 (-]
WHMIS Approved By Reviewer scorecard_report pdf 4182013 41972013 8/30/2013 $0.00 e
WHMIS Non-mandatory auxiliary training as WHMIS instructor. 3012 013 513172013 $25.00 (-]

Below is a brief description of the fields:

Field Description

Product

Description A brief description of the internal training.

Attachment

Start Date The date that the training item was started by the user.
End Date

Price The cost that is associated with the training item, if applicable, and easily identified with a cost report.
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13.1.2 Create External Training

Select Add Supplemental Training and then select Extenal from the drop down menu.
Complete the fields on the form, upload an optional supporting document in the Attachment section, and then save.

External Training

Instructor Location Description Attachment Start Date End Date Expiry Date Price

Driver Certification for Technical Training Unit DMV - Einois Vehicle Services Department Patience Sobel Eigin, IL Commercial drivers kicense for TTU drivers-icense jpg N3 2292016 $75.00 °

Below is a brief description of the fields:

. o . Supplemental Training Type
Field Description e p—
Details

Vendor The name of the company or source the training was completed with or Tee
purchased from. Vender
Location Where the training was completed, i.e. a city, or specific building location. Sart e

End Dale

Attachment Optional supporting document (i.e., receipts, copy of driver license) that is

attached to this specific training item. Attachments can be viewed by i o
relevant managers from this menu and by participants via their

transcripts.

End Date The date that the training item expires, if applicable. Attachment

Please use the Browse... buflon 10 select a fle from your maching 1o uploacd a5 an attachment for this training

Save of Cancel
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13.1.3 Delete a Record

To remove an internal or external training record from a user’s profile,
select Delete (located after the price column) for the appropriate
training item.

57500 © '

13.1.5 Remove Documentation

You can remove the documentation associated to the training
without deleting the record.

Select the name of the supplemental training record from the user’s
list to open en edit page. At the bottom of the edit page, under
Attachment select delete.

Attachment

drivers-license jpg © il mmm——

Uploading a new file will replace the currently attached one

Aftach File Choose File | No fie chosen

Save

or Cancel

informetica

13.1.4 Edit a Record

Select the name of any internal or
external supplemental training
record from the user’s list to open
en edit page. You can make
changes to any of the fields, upload
a new file to replace the currently
attached documentation, or delete
documentation.

13.1.6 Replace Documentation

Internal Training

£ Show All

Accassibility(+)

S
Basic First Aid

Hiring Documentation

You can upload a new file to replace the documentation associated

to the training record.

Select the name of the supplemental training record from the user’s
list to open en edit page. At the bottom of the edit page, under
Attachment select Choose File to upload the new documentation.

Attachment

drivers-license.jpg °

“ Uploading a new file will replace the currently attached one

Aftach File: || Choose File | No file chosen

Save or Cancel
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13.2 Managing Multiple Records

This option is available only for site managers and campus admins.

The best way to manage and edit multiple supplemental training records at once is via the Supplemental Training page. To access this page, select
the Users tab and then click Supplemental Training. You will see a list of all the training records that currently exist within the system. This allows you
to filter, quickly review records for missing criteria, edit or delete training, and add or remove attachments.

Home | Library P73 Reports | Control Panel Tsmeadrnln T Support
Access Codes Accounts Supplemental Training Campuses User Group Site Managers

Supplemental Training

You are viewing: Usern > Supplemaental Training

Go to page @ Records per page | 25 E Records: 1

o

Exportas: | .@-HTML | | «/>XML X Excel

N  Filter 9 Searches

Type Product Created Edited Expiry Date Attachment
02 external J":g‘ot’;’s‘:’:g:'““@sgnc'j ca ;fnzt?;f;nf‘li:i;m himi5_code_camp_-_mozilla_firefox_2013-03-08_13-30-09.png Edit  ~
05 o e mnn -
o — frucegsenci.ca it i
05 internal  WHMIS f_ﬁi‘g:‘;ﬁ%ff”c'a = g':;i?; i:n?fmi:ﬂat x ;fl l‘:g%:g;f 35AM 531720131200 AM  Chuck norris approved.png Edit -
A
[ h Options
Click any column header to change © Expand All
the sort order.
/' SelectAll
N y © Delete Selected (0)

Y

You can use the Options menu to quickly
expand all records, select every record or
delete selected records at once.
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Below is a brief description of the columns:

Informetica automatically assigns an ID to new training records.

Field

Type Indicates if the training is external or internal.
Product Lists the product that internal training is associated to.

User Indicates the username for the user that the training record is attached to.

Created The date and time that the training record was created and by whom.

Edited The date and time that the training record was last edited and by whom.

Expiry Date Shows the date that the training expires, if applicable.

Attachment A link to view any uploaded supporting documents related to the training record.

Edit Select edit to make changes to the user’s training record.

13.2.1Filter Supplemental Training

Select the filter tab to narrow the results of the supplemental training list. Select one or more filters from the Add Filters list, enter or select criteria for
each filter that you selected, and then click Filter. In the example below, Product is the only added filter. Use the X next to any added filter to remove
it or Reset to clear all filters. You can also save your filters using Save Search. Select Filter to get the narrowed list of training. Note that filters use an
OR statement. For example, if you want to select one location, but 5 products, the filter will return a list of users in the selected location with any of
the five products, not all five of the products.
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i= List Filter B Searches

Product

| 'PCI DSS Implementation -~
| A Look at the Future
| Accessibility

| Account Types menu -

e ORI ovo Sourc

Add Filters

| —
| —
[ © Created By ‘ [ © Attachment Name 1
T
o [0 J
@ty || @ |
O [T
i © Hire Date | l © Location J
| © office Location | [ @ startate |
| © Regon | l © End Date ‘
Q@ cay | [0 Expiry Date }

[© secr

inf b

Page| 163

A

~
EEY vriter  Qsearches

Results for: Product WHMIS %

D

You can reset the filter or

refine your results. Refine

lets you change your filter
options and selections.

~



13.2.2 Searches

To save afilter, select Save Search from the Filter page. You can them give the search a unique name and description. You can access any filters that
you saved via the Searches tab. Select the name of the search to run the filter and see the results listed below.

=N 8l '/ Filter 9\ Searches

Name Description Date Created Delete

Sierra’s Most Used Search  This is the filter that Sierra uses every week.  8/15/2013 11.09.43AM @

+ ID¥Y Type Product User Created Edited Expiry Date Attachment

O 5 intemal WHMIS 22%‘%’;;%%?""39 ggfuc';ic‘i‘rf:“z{famr ggﬁ(#g;sozas AM' " 57311201312:00AM  approved.png Edit  ~
O s wus  fmvels  GRUISN, SIS e TR
© 20 internal WHMIS igf}_‘%“:;;@aie"“a-ca ;’frﬁ?;idgrﬁi’:’tfaw g’:l‘r‘g?r:ge15&35 AM 8130120121200 AM  scorecard_report pdf Edit

13.2.3 Export

You can export all records or a filtered list as HTML, XML or Excel. Select the relevant button from the top of the page to complete the export.

Exportas: | «@-HTML | | </>XML | | X Excel '
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13.2.4 Upload Supporting Documents via FTP

You can pre-upload supplemental training attachments to your FTP account, and then attach the uploaded files to training records with the Manage
FTP Tool as follows

1. Select the Users tab and then select Supplemental Training 4, Select the file then Transfer File
2. Select Add Attachment for any training item without an _
attachment. Manage FTP: Transfer Files From FTP

You sre viewing: Library > Media > Manage FTP: Transfer Files From FTP

Edit v

° Delete

Bo] Add Attachme

E-¢= Root FTP Folder
SCORM Bell export test.zip

Transfer File

3. Choose the Manage FTP Option and then Upload

Add Attachment ®

Select method to add attachment

5. Close the modal window and select Back to Previous Page from
the options menu

@© HTTP Upload @ Manage FTP
Options

o Regular Upload

(© Backto Previous Page

Upload  Cancel
A4
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13.3 Bulk Upload Supplemental Training Records

This option is available for site managers, campus admins, campus managers, and user group managers, depending on system configuration.

You can also bulk upload supplemental training to specific Informetica users. However, attaching supporting documentation will need to be done at
either the Supplemental Training page or within an individual user’s profile.

Import Import

You are viewing: Control Panel > Import
You are viewing: Control Panel > Import

Step 3: Select Import Options

" Column N Column Name From File  Default Value if Blank or Ski
Step 1: Upload Excel File oty i Sl B B
User: * Username El
Excel File (.xIs/xIsx): Choose File | Supplementa...g. 2013 xIs Defaut Organization: | Defaut Organization [w] | — None — =
Type of import: — Select Type — !Z] Type: * Type E]
- Select Type —
Product: Product ID — None —
Users ! B (=] ()
Go To Step 2 >> User Certification i Tue =
User Course Registration
User SCORM Data Description: Dedcription E'
User Groups
SR CHIETEE Supplemental Jraning Vendor. Vendor =
Users Instructor: Instructor EI
User Certification
User Course Registration Location: Location [+]
User SCORM data
User Groups Start Date: — Skip Comn - [i=]
Supplemental Training
End Date: - Skip Column - EI
A Expiry Date: — Skip Column — El
4 A\
Price: Price [+]

. . . . * indicates a required field
For instructions on |mport|ng, please see

the Importing Data chapter of this
manual.

<< GoTo Step 2 Go To Step 4 >> or Start Over

Y L] L]
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14. Products and Assets

Products (for example, courses) are the foundation of creating learning content within Informetica. Products house a collection of content, assets,

components and related media used to teach participants on a specific subject matter.

Topics Covered In This Chapter

14.1Products 14.1.15 Activate or Deactivate a
14.1.2 Product Management for Product
Publishers and Campus Admins 14.1.16 Overview Page
14.1.3 Product Management for Site 14.2Assets
Managers 14.2.1 Types of Assets
14.1.4 Create a Product 14.2.2 The Manage Assets Page
14.1.5 Listing Products in a Specific 14.2.3 Filtering Assets
Order on the Home Page 14.2.4 Create an Asset
14.1.6 Edit Product Details 14.2.5 Edit Assets
14.1.7 Introduction Page 14.2.6 Asset Statuses
14.1.8 Products Menu Legend 14.2.7 Copy Assets
14.1.9 Copy a Product 14.2.8 Delete Assets
14.1.10 Expiry and Automatic Approval 14.2.9 Grade Assets
14.1.11 Properties and Tools Menus 14.2.11 Reorder Assets
14.1.12 Completion Rules at the 14.2.12 Completion Rules at the Asset
Product Level Level
14.1.13 Prerequisites at the Product 14.2.13 Prerequisites
Level 14.2.14 Affidavits
14.1.14 Delete Products 14.2.15 Creating a Popup Window
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14.3Publishing Dates vs Expiry vs
Inactive vs Deletion
14.4Exceptions (Extensions)

14.4.1
14.4.2
14.4.3

14.4.4

Extend a User’s Access Date
Grant an Additional Attempt
Activate, Deactivate or Delete
Exceptions

Grant Multiple Exceptions at
Once

14.5Key Points When Working with
Products and Assets
14.6Revising Products & Assets

14.6.1

14.6.2

14.6.3

Create a new product and
deactivate the old product
Create a new asset and
deactivate the old asset within
the same product

Replace or overwrite your old
SCORM file with a new version



14.1 Products

Products house a collection of assets and related media used to teach
participants on a specific subject matter. Informetica allows clients to
have ten different product types at a time, each with their own unique
capabilities. Campuses can be configured to show all product types
together in one container, or have a separate container for each
product type. Some examples of the products listing on a user’s home
page are shown to the right.

Inactive products or products that have publishing dates that fall
outside of the current date are hidden from the product list on the
homepage. Campus Admins and Publishers assigned to such products
still have access, however.

Products types and names can be customized for each client. Here are
examples of some product types currently being using within
Informetica: course, documents, eLearning, instructor led course, job
listing, trials, eTraining, policies and procedures. Products can be
created by site managers, campus admins, and publishers.

informetica

Home page shows one
container for all product types

Products [a]
Analyzing the Upcoming
Negotiation

Artifacts

Green Defensive Driving
Course

Introduction to Presentation

Skills

WHMIS

‘-/,'_1

Instructor Led Courses [&]

&
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Home page shows separate
containers for each product type

Courses (a]
2. PHBI Construction & “
Courses

3. PHBI Sales and 0|

Marketing Courses —

Compliance, Diversity &

and Discrimination

Driver Safety

Health & Safety - L+
Alberta
Human Resource &

Workplace Issues

Intro to Supervisor £ ||+
Documents («]

Alberta Building Codes
Emergency Plan
SOP A112-201

N

&

Instructor Led Courses 4

2. PHBI Construction 4+
Courses

z1. PHBI Business Courses &3
RCMS L1




14.1.2 Product Management for Publishers and Campus Admins

The wrench icon on the home page opens a management page where publishers and campus admins can view the products they are assigned to,
edit titles and assets, change the status of an existing product, or create a new product. This is also where you can access inactive products that you
are assigned to, since they are not visible on the home page. Each product type has its own area, so make sure to click the wrench that corresponds
with the product type you wish to edit or create.

Products EI l Home I Calendar I Catalogue ] Certifications I My Progress I Reports I Search

Analyzing the Upcoming Course Management

Negotiation ~
E Activate - Deactivate - Select a Template —
Artifacts i | |- select a Template =e
Green Defensive Driving F] Name StartDate  EndDate  Status Options
Course
; . ] WHMIS @ active Edit
mtfodu ction to Presentation (WHHIS)
Skills
Green Defensive Driving Course @ active Edit
WHMIS (Green Defensive Driving Course)
[7] Bloodborne Pathogens @ active Edit
(Bloodborne Pathogens)
[[] Transportation of Dangerous Goods @ active Edit
Instructor Led Courses (&) (Transportation of Dangerous Goocs)
& ] Informetica Sample Course o active Eait

(Informetica Sample Course)
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Edit a Menu or Page Name
Click on the name of any product in the list to change the menu and Edit Topic Details
page titles. The menu title shows in the products list and in side
menus. This is often a short from of the page title. Note that left side
menus have a limited amount of display; the longer your menu titles,

Menu Name: [WHMIS]
Page Name: WHMIS

Start Date:
the more cramped the display will be. The page title shows over the IN—
product page, above the content. e

I Enable Time Range

Save | Cancel

Change Publishing Dates

Click on the name of any product in the list to change the publishing
dates. You can manually enter a date or use the calendar pop up to
choose a date. Select the optional “Enable Time Range” check box
insert a time range as well as a date range.

Edit Topic Details

StartDate: | _
Menu Name: Informetica Sample Course End Date: u Jan EI 2012 En
Page Name: Informetica Sample Course | EnableTi Sy Mo Tu We Th Fr Sa
Start Date: | 1 2 3 4 5 6 il ) Cancel
End Date: —_— g8 9 10 11 12 13 14 '
I (V| Enable Time Range I A5100)| AT | 46| S48 | 20) 2
22| 23| 24| 25| 26| 27| 28
Save  Cancel
29 30 AN
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14.1.3 Product Management for Site Managers

The product library is viewable only by site managers.

Options
O Creals
| Copr Selected

@ Deicie

2 Selectan

Sort Options

Name (A-Z
Status

Created
Edited

Informetica’s library is where you can access the product and media libraries, bundles and certifications. The product library is where you can see all
of the products that you have in Informetica. To open the product library, click the library tab and then the product library link.
Sorting and Filtering Products in the Product Library

Filter Reset
Products are sorted alphabetically by default. To change the order in which the list of products is =
displayed, click any of the options under the sort options menu on the right hand side: alphabetically by I
name (ascending or descending), status (active or inactive), creation date (oldest to newest or newest to "I"""‘*
oldest) or last edit date (oldest to newest or newest to oldest). To show only specific products, use the o
filter options menu on the right hand side. This is particulary useful if you have many products. —all- v
User Group
-all-- v
Sort Options Status
Name (A - Z) all- o«
Status Product Type
-all-- v
Crested Contains Asset Type
Last Edited e
‘ not.ﬁltered -V
Go
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Description Click Go
Filter Option

‘Choose thereset link at the top of the filter menu to remove any fiters. ~~~ No
N Enter the unique ID automatically assigned to the product Yes

Name Yes

Use the drop down menu to see only products assigned to a specific organization. Yes

_—

Use the drop down menu to see only products that are active or inactive.
——

Storefront For e-commerce clients, sort the products by which store they are belong to.

14.1.4 Create a Product

To fully create a product you will need to complete the following steps:

~\
eCreate a product

~
eEdit product details

J

N
*Write an optional introduction

J

N
eCreate assets within the product

7
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Publishers and Campus Admins
1. Select the wrench icon on the home page
2. Select a master (template) course from the drop down list

3. Click the plus symbol (4] to open the create page.

Course Management

W Activate ¢ Deactivate | | Template for New Courses

— Select a Template —
Template for New C :
F] Name T ——" EndDate  Status  Options
:\V'JHH'::ISS) ® active Edit
[71 Green Defensive Driving Course @ active Edit
(Green Defensive Driving Course)
[71 Bloodborne Pathogens @ active Edit

(Bloodborne Pathogens)

AN
4 A

A site manager must give you access to a master

product before you can create a new product.

Masters can be completely blank, or contain
essential media and content to build your new
product. You will need a separate master for each
product type.

. /
'
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*Page Title: [

*Menu Title: |

Informetica Demo -

*User Group:

Mutti select

@ publish Forever

From: |

) Publish Date:  To:

Enable Time Range



Create a Product: Site Managers

There are two methods to create a new product:
1. From the product library, select Create under the options menu or
2. Select Quick Create Product from the home page

Create Product

You are viewing: Product Library > Create Product

Details:

Product Type: | Document [z]

& Quick Create

Page Title: | Course Example

Options
e Menu Title: Course Example

Q Create

Status: | active
L{) Copy Selected E

@ Delete Overview: [[]

# Select Al User Account Product Introduction: [¥]

Publish Date:*

Publish Forever @

Publish Between .
Masters: Site managers must provide at least one master course to publishers and campus From: [
admins before they can create a new product. The master will determine the product type, so To:
if your system uses more than one product type, make sure to create separate masters for
each type that you want the campus admin or publisher to be able to create. Master products
are not registered to users like a typical product. Campus Admins and Publishers need only be User Group:
in the same user group as the master products belong to create new products.

[ enable Time Range

Filter User Group:

To make a product into a master, change the status to Master.
01. RICN - Erie St. Clair -
02. RICN - South Western Ontario
03. RICH - Waterloo Wellington
04. RICN - Central South
05. RICN - Central South
06. RICN - Mississauga Halton
07. RICN - Toronto Central
08. RICN - Central Region
09. RICN - Central East
10. RICN - South Eastern ON -

[an]

Ll Upon Save, [ want to create another product.

or Cancel

Save
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Create Product Field Descriptions

Below is a brief description of the available fields to fill out when creating a product. Note that not all fields may be available for your user type or
system configuration.

Product Type Select a product type from the dropdown menu. Your configuration will have between 1-5 selections. Required

Page and Enter the name of the product. The page title will show up on the top of online content pages. The menu title is Required
Menu Title what shows in the products list and in side menus. Note that menus have a limited amount of display; the longer
your menu titles, the more cramped menu displays will be.
Select active, inactive or master from the dropdown menu. Publisher accounts need a master product to create Required
new products.

Overview You can mouse over the word overview to read a tooltip. Check the overview box if you want to enable an Optional

interactive course overview for participants.
' Enable to include an interactive Course Overview for Participants
O&e?rview:

Introduction You can mouse over the words course introduction to read a tooltip. Check the course introduction box if you Optional
want to enable a custom course introduction page.

Provider This is an available custom text field that can be used by clients to store additional information about their Optional
products. For example, this system uses a provider field to track who they order their online content from.

Publish Date Select publish forever if you want the product to be always available or select a specific publish date if your Required

product will be unavailable during or before a certain date. You can also add a time range to your dates by

checking the box “Enable Time Range”. A product that is published forever is available to all participants with

access. A product that is published for specific dates is also available to all participants with access, but only

during the published dates. If the product falls before or after the published dates, registered participants would

no longer see the product.

Select a user group from the dropdown menu. Required
Check “upon save, | want to create another product” if it applies. Required
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14.1.5 Listing Products in a Specific Order on the Home Page

Products are listed alphabetically on a participant’s home page. Some clients like the products to show up in a different order. You can add a prefix to
the menu title of any product to have them shown in a specific order.

Prefix Example for Ordering Key Employee Information Prefix Example for Ordering Basic Furniture Sales Products
01. Mailing Information BFS1 Assessing Customer Needs
02. Shipping Addresses BFS2 Seating Sales
03. Organization Charts BFS3 Desking Sales

Note that if you have two products using the same prefix (i.e. 01.) they will appear together on the list for any participants who have access to both
products. Also keep in mind that product categories will change how products are listed as well.

14.1.6 Edit Product Details

The product details are set up when the product is created. Editing details from the O
-
edit page offers some additional options that are not available when a product is
initially created. The specific options available to you may differ and are based on Page T8 |nformetica Sample Course
your system’s configuration. Therefore, you will want to edit product details after Menu T8 linformetica Sample Cours
your initial product creation. Status: | active [~]
To go back and edit these details at any time, open a product and then click the °
edit link in the details column. =
A Details
/ \ Page Title: Adapting Your Sty . e Rar
Menu Title: Adapting Your Style
) Forum Moderator: None Change Provider
A product must be active Published: Forever )
er o Expires: Never Expiry
before you can open or edit it Allos Reta g ® Never Expires
or any of the assets within it. Somatic Approvaries e e
External ID: 0 Days
Provider: ej4
Overview: No Automatic A =l
\ / Overview: [¥]
Y Introduction: ]
Save or Cancel
T
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Page and Menu
Title

Published

Allow Retakes
Automatic
Approval
Enable Course
Introduction

Enter the name of the product. The page title will show up on the top of online content pages. The menu title is what
shows in the products list and in side menus. Note that menus have a limited amount of display; the longer your

menu titles, the more cramped menu displays will be. Alternately, from the home page, click the wrenchicon = at
the bottom of the products list to open the product management page.

Select active, inactive or master from the dropdown menu.

Select publish forever if you want the product to be always available or select a specific publish date if your product
will be unavailable during or before a certain date. You can also add a time range to your dates by checking the box
before “Enable Time Range”. A product that is published forever is available to all participants with access. A product
that is published for specific dates is also available to all participants with access, but only during the published
dates. If the product falls before or after the published dates, registered participants would no longer see the
product. Alternately, from the home page, click the wrench icon ~ at the bottom of the products list to open the
product management page.

This is an available custom text field that can be used by clients to store additional information about their products.
It will be named whatever your site manager determined. In this example, the system uses a provider field to track
who they order their online content from.

The expiry determines the duration that a participant will have access to the product after they register to it.

Check the box to allow users to retake the product.

Check the box to automatically enroll any participants who register to the product forimmediate access or leave it
unchecked if the participant will be placed on a waiting list for an instructor or site manager to approve enrolment.

Check the overview box if you want to enable an interactive course overview for participants.

Check the course introduction box if you want to enable a custom course introduction page.
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14.1.7 Introduction Page

The optional course introduction is often used to display information to participants such as what to expect for the course, pertinent directions,

estimated time for completion, etc. Edit or enter the content with the WYSIWYG editor and then click save.

Edit Introduction for Informetica Sample Course

You are viewing: Product Library > [Informetica Sample Course > Edit Introduction

Publishing Window

(]| | Dem)[ 2 9 ]| stves -|[Parsgraph |+ aral ey -8
(BT T A o e [ o I T BT e
(B rUA-B-jemx ¢S FFEEEE -  L|2HT-

Course Navigation

0 g

+ You can navigate through the course using the “All ltems” menu at the left hand side.
« Return to this page at any time by clicking tha first item in the All lems menu.

« There is no need o follow the courses in order 50 feel free to jump anywhere within the course.
« The "Home” button at the top of the page will retum you to the online training centre instructions.
» The course will aulomatically bookmark you last visited pagewith in the course.

Required items for passing this course

1. The Project Managemeny Assessment has no mark, butis highty
2. You must accept the affidavit before you will be allowed to complete the exam.
3. The Exam is worth 70% of your mark towards course completion. You will need an 80% to pass.
4. The Assignmenl is worth 30% of your final course grade.

Path: p» span -span » em » strong

Gavg | OF Back

informetica

that you complete it for this course.

DETALS

&

Details Edit

Page Title: Informetica Sample
Course

Menu Title: Informetica Sample
Course

Forum Moderator: None Change
Published: 4/27/2012 - 5/15/2012
11:59:59 PM

Expires: Never

Allow Retakes:No

Automatic Approval:io
External ID:

Provider:

Show Overview: Yes

Disable Course Introduction: No

Assets View All

Assessments (1)
Assignments (2)
Courseware (0)
Evaluations (3)
Markup Documents (1)
Modules (1)
References (4)

Wikis (1)

Properties

Affidavits
Catalogue
Completion Rules
Custom C55

& Prerequisites
SCORM Export
SCORM Library
Storefront

User Groups
Users

Tools

Compile Topic

Page| 178

N

-

A hidden introduction can make the
utilities menu inaccessible in a few
specific cases. For example, a course
with a hidden introduction where the
first asset is a Prova test or there is
only a single asset such as a Prova test
or a SCORM video launch.

~

J

~



14.1.8 Products Menu Legend

This legend is viewable only by desktop users, such as instructors, publishers and campus admins.

Products that have a strikethrough are not available to participants and are not seen when they log into Informetica.
Changing a product’s status to inactive will make it unavailable to participants as will changing the Publishing date.
Runway Condtion Reporting

Products that show up in teal have completion rules assigned to them and are incomplete.

Wildlife Control Pian Products that show up in green italics have completion rules assigned to them and are complete.

m

Aalinmant Onaratnn
quipment Operation

“ Names with a plus symbol next to them indicate that they are bundled products. Press the plus symbol to open the list of
individual products within the bundle.

Courses (4

Airport Emergency L+
Response

Equipment Operation L+
Airports 101: Course
Showcase

Airports 101: Documentation
Fire Hose Testing
Runway Condition Reporting

Standard Operating
Procedures

Wildlife Control Plan

f
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14.1.9 Copy a Product

This option is available only to site managers.

Select the products you would like to copy by clicking them in the product library. Click copy selected in the Options
options menu on the right. Alternatively, if you have only one product you wish to copy, you can press the © Create
copy button on the specific product from detailed view. Both options will open a new screen with the
following fields:

_-‘J Copy Selected

@ Delete

Page Title This page title is the product name and will show up on the top of = Required

online content pages.

VERENEEES  This title shows in the products list and in side menus. Note that Required Copy Product
menus have a limited amount of display; the longer your menu bra viawsag! Product Ubran
titles, the more cramped menu displays will be. S
Select a user group from the dropdown menu. Required Pt Pl
Publish Select publish forever if you want the product to be always Required B
Dates available or select a specific publish date if your product will be

unavailable during or before a certain date. A product that is
published forever is available to all participants with access. A
product that is published for specific dates is also available to all

*User Group:

participants with access, but only during the published dates. If the E:‘a;m.
product falls before or after the published dates, registered FTEST Festres
participants would no longer see the product. '3 =
Select active or inactive from the dropdown menu. Required =R e
Publish Dates:

After saving, you will be brought back to the product library page.

A
f \ Status:

While campus admins and publishers cannot copy over an entire product,
they can copy the assets from one product into a new product and recreate

any information from the introduction page.

\. J
Y
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14.1.10 Expiry and Automatic Approval

Additional options that were not available when the product was initially created are available from edit details, specifically expiry and automatic
approval. The specific options available to you may differ and are based on your system’s configuration.

Find the product that you would like to add additional options to and then click the edit link in the details column in the side bar of any product. To
navigate to the details column, click the title to open the product.

Expiry: Expiry determines the duration

3 that a participant will have access to the = e
Details Edit product after they register to it. Define
Page Title: S the expiry in number of days, i.e. enter 30 Fage T informetica Sample Course
Menu Title: S Meny Tile -
i o d et Nerie Clinrca days for one month, and enter 365 days Informetica Sample Cours
Published: Forever for one year. Stalus: | active 3
Expires: Neve .
Allow Retakes:No .
Automatic Approval:No Automatic Approval: Check the box to @
External ID: . . .
e automatically enroll any participants who
Show Overview: Yes register to the product for immediate
access or leave it unchecked if the
participant will be placed on a waiting list o
for an instructor or manager to approve enrolment.
@ Ne
0
) - val
=
)
Save or Cancel
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14.1.11 Properties and Tools Menus
This option is available only to site managers.

Open any product to view the Properties menu. This menu gives you access to some additional tools and information about the product.

Properties

Affidavits
Catalogue
Completion Rules
Custom CSS

¥ Prerequisites
SCORM Export
SCORM Library
Storefront

User Groups
Users

Tools

Compile Course

Affdavits Click affidavits to show a list of all affidavits set up within this product and which assets
they belong to.

Catalogue Catalogue lets you add or edit the description for the product as it appears to anyone
with access to the catalogue, if a product catalogue is in use with your system.

Completion Completion rules are conditions that must be satisfied by a participant before a product

Rules is considered completed. Setting up completion rules is optional and by default all

products are set up as never complete. See more in this chapter under Completion
Rules.

Custom CSS Click custom CSS to upload or write a custom style. This is typically used by site
managers who are familiar with CSS code.

Prerequisites Click prerequisites to define other products that must be completed before a
participant can access this product.

S@eIH VNS elelie s Use this tool to create a SCORM file of your product if it was built within Informetica.
Note that this tool will be ineffective if you already have SCORM components.

Sl@oluLElsizlns T The SCORM library will let you delete or download SCORM files that have been
uploaded to this product.

Storefront Click storefront to add, remove, or edit this product on your storefront. For more on the
storefront, please visit the storefront chapter of the site manager manual
Click user groups to view or edit the user groups that this product belongs to.

Click users to show a list of all users registered to this product.

(@6)0y10]1 EH@U[E=H  If available on your system, the compile course tool creates a printable version of the
course. This compilation will include all text and images. Testing assets are not
included in the printable version. Additionally, assets must be active to be compiled.
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14.1.12 Completion Rules at the Product Level

This option is available only to site managers.

Completion rules are optional conditions that must be satisfied by a participant before a product is considered
completed. Setting up completion rules is optional and by default all products are set up as never complete. Click
completion rules from the properties menu to add or edit a rule set up for this product. Select one of the completion

rules from the available conditions offered and then click "save". Note that completion rules must be set up prior to
creating Prerequisites.

Completion Rules

You are viewing: Library > Produdts > Forklift Operator Safety > Completion Rules

Available Conditions

r This Course is never complete
r Viewing This Course
(& The first time a participant opens this Course

{& A participant has spent the following total amount of time within this Course seconds

]7 Of the following selected tems 1 #ems must be completed before this Course is considered complete

W Forift Operator Safety
I nactive-Forkift Operator Safety

Save

Available Completion Rules
Different completion rules will be available depending upon the setup of the product.

This default setting has no completion rule.

Choose to have the product considered complete the first time a participant opens it.

Choose to have the product considered complete after a participant has spent the
specified amount of time or longer with the item page open.

S See sl Select the assets that need to be completed in order for the product to be considered

complete. Note that the asset also needs to have a completion rule defined in order for

it to be available for selection. Available for any products that have assets with
completion rules defined.

completed
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Properties

Affidavits
Catalogue
Completion Rules
Custom CSS

[ Prerequisites

A

~

Completion rules are
not necessary for a
participant to receive
agradeora
certification.

~



14.1.13 Prerequisites at the Product Level

Prerequisites are other products that must be completed before this specific product can be started by a participant. Properties
Prerequisites can be set to restrict access to specific products until all prerequisites are met. Click prerequisites from the Affidavits
properties menu to add or edit a prerequisite for this product. Prerequisites can be set up by site managers, publishers Catalogue

and campus admins, however, only site managers can set up prerequisites for items among the same or different Completion Rules

Custom CSS

products; publishers and campus admins can set up prerequisites for items only within the same product. M Prerequisites

Prerequisites

N
llowing 1S, 1 before this item may be started /
[ A Look at the Future Completion rules
i must be set up prior
to creating
| Re-Enrolments Test Course prerequisites
Save Cancel \

~

Enter how the number other products that need to be completed before this specific product can be accessed. Use the check box to select the
products that need to be completed as prerequisites, and click the save button.
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14.1.14 Delete Products

This option is available only to site managers.

Select the products you would like to permanently delete by clicking them and then click delete in the options menu on the right to open the
product delete summary. A

4 A

Options Product Delete Summary

© cCreate Deletion will remove

I;L-_[COD‘( Selected 0 Tia fehrng 4 8 buvenary o e bt it b0 i 3 il sien alote v Seantanss Asass e e any user h|story
: associated with it,
@ Delete

s l & h” MRS CONSTRUCTION such as Completion
’ ele.

Sadeat Asssts B tioy Wresry e s Lorangs

and grades.

~

The product summary lets you view all of the products you selected and confirm their deletion. Select the delete product(s) button or cancel. After
deleting or canceling, you will be brought back to the product library page.

14.1.15 Activate or Deactivate a Product

Products must have an active status before campus admins and publishers can work with them.

Publishers and Campus Admins

When a campus admin or publisher creates a new product, it is inactive by default, so they must first check the box to the left of the product name,
and then click the “Activate” button at the top of the list. Products that are inactive cannot be accessed by participants. Check the box to the left of
the product name, and then click the “Deactivate” button at the top of the list.

Course Management Course Management
W Activale Deactivate — Selecta Template - [=]@ W Activate ¢ Deactiyate -- Select 8 Template — =0
H ame Start Date End Date Status Options Fl HNa Start Date End Date Status Options
@ WHMIS @ inactive Edit . WHMIS @ active Edit
(WHHIS) (WHKIS)
[7] Green Defensive Driving Course @ active Edit

(Green Defensive Driving Course)
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Site Managers

From the product library, use the status drop down menu next to any product to change the status to active, inactive, or master (necessary for

publishers and campus admin to create new products).

A Look at the Future Course
Accessibility Course
Account Types menu Course

active E]

active
inactive

active E]

14.1.16 Overview Page

The overview page displays all assets available within a product. Itis
accessible by participants, instructors, and publishers and shows the
asset type, visibility, page views and prerequisites. If utilized, the
overview page is accessible on the front end of Informetica. Open the
product which you would like to show on the overview page. In the
product details column, click edit

Details Edit
and then place a check next to

show overview " . Click the save button. Below is an example of an
overview within a product as it appears to participants.

informetica

®expanda Hcoliapse Al

Legend
T/ Afidavit Example © Viewed 1 of 1 pages & lodule
®Assessment Example © Viewed 1 of 1 pages - HAfersIce
- Assignment
“Assignment Example © Viewed 1 of 1 pages @ Cvatuation
" ] —_—
®  Attendance © Viewed 0 of 1 pages Wiki
" Markup Document
+Completion Rules Example © Viewed 1 of 1 pages T
a ) . F¥ Has prerequisites
o
v Evaluation Example © Viewed 1 of 1 pages N Aot

ﬂ./Evaluatjon with Certification © Viewed 1 of 1 pages

= Evaluation Example with Multiple Sections © Viewad 1 of 1
pages

®./Markup Document Example © Viewed 1 of 1 pages
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14.2 Assets

A
4 A

Multiple content components can be incorporated into your content to suit your ideal learning needs. You can

create the content by hand or upload compatible 3rd party content, such as SCORM files. Once a product is
created, you can create and assign assets to the product. Assets are the individual elements that make up your
entire product, each with unique features. Assets can be created by site managers, campus admins and

A product must be active
before you can open any
of the assets within.

publishers. Note that assets may be customized for your system and named differently than the default names

listed in this manua

l. - J
Y

14.2.1 Types of Assets

Asset Type
Questionnaire

Assignment

Courseware

Evaluation

Markup
Document
Module

Reference

A questionnaire is an informal way to evaluate something about your participant by posing content where there is no right or
wrong answer. Questionnaires are often an objective way to measure things like abilities or aptitudes.

An assignment is a resource that has a grade weight and due date attached to it so they are automatically removed from the
product list when they are past due. Assignments are typically used to grade an element of the product that is done off line.
For example, an instructor may issue a portion of the product grade to participants who email a video created for the product
to the instructor.

Courseware refers to a premade course that can be imported directly into Informetica and run as is. Courseware uses the
standardized SCORM format that can be easily shared among different learning management systems.

An evaluation can automatically grade most participant answers and give a mark upon completion. Evaluations may be used to
test knowledge of the content that you have provided, collect participant feedback about a product or an Instructor or as
practice exercises. Evaluations support several different types of questions: essay, fill in the blank, matching, multiple answer,
multiple choice, ranking and true or false. Informetica can automatically grade every type of question in an evaluation except
for essays.

A markup document is an interactive review tool. A markup document allows participants and instructors to communicate
issues or illustrate point about the document without changing the actual document in the product.

A module is training content that typically contains the lesson portion of a product. Modules can be assigned a deadline,
grade weights and even publishing dates to turn a lesson on or off. Modules can contain any of the supported file types,
including videos.

References are assets are always available and often contain resources for participants such as external links, a relevant
glossary of terms or can be used as a landing page for the product. Reference pages can even be linked to from other pages or
set up as popup windows throughout the product to be used as in-product help tools.

This is a collaborative resource which allows users to add and edit content collectively, directly on the asset itself.
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Opening a product will reveal a list of the assets within it displayed on the left. Below are some icons you may see as you view assets and what they
mean. Note that these flags are not visible from site manager view.

™ The orange flag indicates that the asset has prerequisites.
™ The blue flag indicates that the asset has an affidavit attached to it.

" The grey flag indicates that the asset is hidden. This hidden status means that the assets they do not show up in the Overview or any other
product navigation, but are available to participants during their progression through the product.

14.2.2 The Manage Assets Page

The manage assets page is where you can create, edit, copy, delete or reorder assets. You can also change the status of an asset from this page.

Site Manager View

To navigate to the manage assets page, open a product and click on the view all link or click a specific asset type. A list of all of the assets within the
product is listed on the manage assets page. From the manage assets page, you can open an asset to edit it, create new assets, copy and delete
selected assets and change their order of appearance. There are two ways to view assets: list view or detailed view.

Manage Assets for Informetica Sample Course

Assets View All 7863 Atfidavit Example (Afidavit Example)

Assessments (1) 5017 Questionnaire Example (Questionnaine Example ) Questennare
Assignments (2)

Courseware (0)
Evaluations (3)
Evaluations (Beta) (0)
Markup Documents (1)
Modules (1)
References (4)

Wikis (1)

All (20

Al (D)
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Campus Admin and Publisher View
To navigate to the manage assets page, select an active product and from detailed view click on the view link next to the assets column. A list of all of
the assets within the product is listed on the manage assets page. Alternately you can open any product and then cIickéb (wrench tool) to open the

manage assets page. From the manage assets page, you can open an asset to edit it, create new assets, copy and delete selected assets and change
their order of appearance. There are two ways to view assets: list view or detailed view.

informetica

Calendar | Catalogue My Experience Reports | Search | DesignPackages | Supplemental Training

Options Manage Assets for Informetica Sample Course @ English AAA  View List| Detailed
[ Edit introduction
D Name Type Order Status Created Updated Published
© Creste M
=== 7953  Affidavit Example (Affidavit Example) Reference 2 adive  8/31/2011 9:01:16 AM Mot Applicable Edit v
A Select Al Sierra Trees-Tumer
Q Delete Selected 2017 Q i ire E le (Quest ire E le) Questionnaire 3 active  3/8/2012 1:08:47 PM 8/2172013 125951 PM Mot Applicable Edit -
|:] Sierra Trees-Tumer Sierra Trees
i) Copy Selected
6184 A E le (Assi E 1 Assignment 4 adive  3/29/2011 3:37:19 PM 8/31/2011 8:54.58 AM Not Applicable Edit v
38 Reorder Sierra Trees-Turmner Sierra Trees-Tumer
! v
L e 8932  Attendance (Attendance) Assignment 5 adive 2282012250:41PM  2292012120412PM  NotApplicadle e
Jason Bruce Sierra Trees-Tumer
Filter
8634 Completion Rules Example (Completion Rules Example) Reference 6 active  10/5/2011 12:16:40 PM Mot Applicable Edit =
o Sierra Trees-Tumner
I ko 9120  Evaluation Example (Evaluation Example) Evaluation 7 active  7/2/2012 10:25:26 AM 8/14/2013 10:22:22 AN Not Applicable Edit =z
Type Siera Trees-Tumer Amy Bateman -
|41 20) A 8934  Evaluation with Certification (Evaluation with Certification) Evaluation 8 adive  3/1/2012 10:18:32 Al 2/30/2012 10:01:20 AW Not Applicable Edit | v

Sierra Trees-Tumer Sierra Trees-Tumer

informetica Page | 189



14.2.3Filtering Assets

To view only specific asset types (for example all evaluations within a product), you can filter the assets to show only the
types you want, by selecting from the drop down list in the left side menu.

14.2.4 Create an Asset

To create a new asset, return to the manage assets page then on the left side menu, click the drop down arrow next to
Create and select the type of asset from the dropdown menu. To edit these details, click on edit next to the details
column on the right. Enter the details and then save. You will then be brought to the specific create page for that asset.
Details for creating specific assets are covered elsewhere in this manual.

Options

| # Edit Introduction

Al

Filter
Type

[ All (133)

All (133)
Assessment (1)
Markup Document (1)
IMm':lule (106)
Reference (15)
Assignment (0)

Courseware (0
Evaluation (9

Wiki (1)

Create .. 4

Assessment
Assignment

#
e Courseware
[::l

Evalustion Adding an asset page title is important because they show up in lists

Markup Docu t . .
oy AN where assets must be selected. For example, if you are setting up a

% product’s completion rule, the list of assets available will be listed by

N

Undate selected status | v | their page titles. If an asset does not have a page title, then it cannot be

selected.

J

~
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14.2.5 Edit Assets
Details

You can make any changes you like to an asset page, with the exception of a test already in progress. You can also
make ch'anges to the ch0|ce's made d}Jrlng initial creation, .such as the title of the a.f,sejc, by c.llcklng the_ e.dlt link from Menu Titte: Module Exampie
the details column. See the introduction chapter for more information on the publishing window or visit the end of PSbESROE Forever

this manual for a guide to the publishing window tools. Weight: 10

Page Title: Module Example

From the manage assets page open the asset you wish to edit by clicking the name of the asset o by clicking the
edit button to the right of any asset name, make changes within the publishing window, and then click save.

ID Name Type Order Status Created Updated Published

7953 Affidavit Example (Affidavit Example) P 2 active  &/31/2011 2:01:16 AM No% Edit v
Sierra Trees-Turner

View and Edit Modes

This option is available only to campus admins and publishers.

You can toggle between edit and view modes as needed. Click the “edit” button at the top of the page to enter edit mode. You will see that the edit
button at the top of the page now says “view”. You will also have access to the product’s details at the top left of the page. Click the “edit” link next to
details in the left menu to edit the product settings. When editing an asset, you will see a “view” button at the top right of the page. Click this to view
the page without the menus on the left. When you are in view mode, the button will change to read “edit”. Don't forget to save your changes.

Profile | Help | Logout

Calendar Catalogue Certifications My Progress

A Look at the Future - Lesson 2 - ] Edit (& PrintPage @ English AAA
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14.2.6 Asset Statuses

Site Manger View

Manage Assets for Informetica Sample Course view: UstDetsies ()
You are viewing: Produch > Informetics Sample Coune > Manage Assets Options
[11] Name Type Order] Status | Created Updated Published L} Edit introduction
7953 Affidavit Example (Affidavit Example) Reference 2 active | 83172011 9:01:16 AM Heot Applicabie Edit w o = 3
gz s-Turner —
%017 ire £ i E Questionnaire 3 actve | 122012 10847 P &QU2013 125551PM Mot Appicable T # Selectill
S T T Sierrd
e Tress-tumer - © Delete Selected
5184 a Assig Assignment 4 sctive | W292011 3319 PN Br2011 B:54:58 AN aGEicabie Edit =
Sherra Trees-Turner Sierra Trees-Turner [ Copy Salected
8532 Attendance [Attendance) Assignment 5 active § 22872012 2:50:41 PM 2292012120412 PY Mot Apphcable - ﬂ Reorder
Jason Bruce Sierra Trees-Turner
Update selecied status ¥
834 C ion Rules (c ion Rules Ref L] actve | 107S2011 12:16:40 PU Hot Appiicabie Edit -

Sherra Trees-Turner

Filter

Campus Admin and Publisher View

informetica

Home | Calendar | Catalogue | Cetifications | Manage | MyProgress
Options Manage Assets for Informetica Sample Course @ english AAA  View List] Detailed

[ Edt ntroduction
A Action Required

© [cooane [=]
AP Selectaa HName h Status § Created Updated Published
© Delete Selected Affidavit Example (Affidavit Example) active | 83172011 2:01:16 AM Mot Applicable Edit .
Sierra Trees-Tumer
[ Copy Selected
Assessment 3 active | /872012 1:08:47 PN 373012012 9:55:37 AW Not Applicable Edit -
— Sierra Trees-Tumer Siema Trees-Tumer
[Update setactes satis ] " Assignment 4 active | 22912011 3:37:19 P14 873172011 B:54:58 AW Mot Applicable =
Sierra Trees-Tumer Sierra Trees-Tumer
Filter
Attendance (Attendance) Assignment 5 active || 2/28/2012 2:50:41 PK 212972012 120412 PM Mot Applicable Edit -
Type Jazon Bruce Sierra Trees-Tumer
[a1015) =
. [= Rules (© Rules 5 active | 1052011 12:16:40PM Mot Applicable Edit T
Sierra Trees-Tumer

To change the status of an asset, navigate to the manage assets page. From here you can change the status of one or several assets by selecting them
and then using the drop down menu on the right side called change selected status. Here is a description of the different statuses:
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Active - An active status means that the asset is available to be accessed by anyone registered to an active course.

Inactive - If an asset is inactive, only user types with editing capabilities who have the course assigned to them, such as publishers, would be able to
see the asset. You can report on inactive assets, view them on user records and transcripts, and associated certifications remain intact. Note that new
certification rules pull only from active assets, so you would need to make it active if you need to apply it to a certification.

Archived - An archived asset has no functional difference from an inactive status. It simply allows admins to flag an asset item in different ways,
offering a more descriptive meaning for users. Archived assets are typically items that will not be reactivated.

Hidden - A hidden asset does not appear on any menus, the overview page or navigation tools but can keep the content itself available to
particpants. A way for participants to navigate to the hidden asset would be required. For example, hidden status used in conjunction with a next
button within a course that progresses among the assets linearly, can force particpants to view the hidden page.

Popup - A popup does not appear on any menus, the overview page or navigation tools but can keep the content itself available to particpants.
Popups must be linked to a word or item within the product so that participants can view the asset. Popups can be used for participants to click for
more information about something within a product without

leaving the content they are viewing. Glossary words are a good
\EExpand All \“Collapse All

example. A popup link looks like any other link on your pages and Legend
stays on the screen until the user closes the popup window. VP Affidavit Example © Viewed 1 of 1 pages * Module
“WAssessment Example © Viewed 1 of 1 pages P Reference
Overview Only - This status means that the asset will not show up =— Assignment
for participants in any menus, but will appear only in the overview if Assignment Example © Viewed 1 of 1 pages &t atuation
7 .
. . . - A O i = Wiki
that option is activated for the product. Overview is like an Aendance ™ Viewed (0 of 1 pages s —
viarku ume
. . I Y~ . . 's) :
interactive map of the course that shows the asset types, visibility, /Completion Rules Example @ Viewed 1 of 1 pages . (—
page views and prerequisites. The names of the assets are also links, ®/Evaluation Example © Viewed 1 of 1 pages f- ifani:f:mﬁrequmes

so clicking the name will take the user directly to that asset in the
course. If utilized, the overview page is available as a menu item on - i

. . . v Evaluation Example with Multiple Sections “ Viewed 1 0f1
the front end of Informetica. To activate the overview, open the pages
product which you would like to show on the overview page. In the
product details column, click edit

®/Evaluation with Certification © Viewed 1 of 1 pages

1+ Markup Document Example © Viewed 1 of 1 pages

@ ~ :
+Module Example © Viewed 1 of 1 pages

Details Edit
and then place a check next Prerequisites Example © Viewed 0 of 1 pages
to show overview * . Click the save button. +Reference Example © Viewed 1 of 1 pages
“VWiki Example © Viewed 1 of 1 pages
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14.2.7 Copy Assets

From the manage assets page, you can press the down arrow next to the Edit button of any asset, and then click copy. Alternatively, if you have
several assets to copy at once, then you can select several from list view and click on the copy selected link from the options menu. This will open the
copy tool page.

Options

Evaluation Example ¥ Active
Created by Sierra Trees-Turner on 3/29/2011 3:37:19 PM Edit - - | # Edit introduction
Edited by Sierra Trees-Turner on 8/31/2011 8:56:32 AM e
[ Cony  fmmm— © [create .. =]
Details Edit Prerequisites (0) Edit Completion Rules Edit B Preview
B Preview
Type: Evaluation 1. Complete When Passed Grade Fa Select All
Order: 7 g 2o
Price: 0 @ Delete @ Delete Selected
;_J Copy Selected
& Reorder
Update selected status

On the copy tool page, select the products that you would like to copy the asset

. . Copy Tool
to (you can also copy to the same product you are currently in), and then click T P R e O Y S S
the copy button. Hold down the CTRL key to select multiple products. After
copying, you will be returned to the manage assets page. i

3. Search Engine M.

f A \ Copy To
Select the Topic(s) you would like to copy these items to. You may select 1 or more
Topics.
Copied assets will not remain nested when they are copied to T
it ._':-,_.:_ Running a Sales Meeting -
the new destination. For more information on nesting, visit the s ol g Vi
. . Saving Fuel Costs
Reorder and Nested sections of this chapter. SCORM o Tos
@l nefits
sm:g High C
Selling High D
|Selling High |
\ J Selling High S
V |Selling In New Products )
Selling To Different Customer Roles

Satting Sales Call Goals
Sexual Harassment Toda

Sample Course >

Copy or Cancel
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14.2.8 Delete Assets

From the manage assets page, you can press the down arrow next to the edit button of any asset, and then click delete. Alternatively, if you have
several assets to delete at once, then you can select them from list view and click on the delete selected link from the options menu on the right.
Either option will open a confirm delete selected popup window that will show you a list of the assets you have selected and ask you to confirm that
you want to delete them. Click yes and you will be returned to the manage assets page.

Evaluation Example ¥ Active
Created by Sierra Trees-Turner on 3/25/2011 3:37:19 PM Edit - —
Edited by Sierra Trees-Turner on 8/31/2011 8:56:32 AM A
03 Copy e
Details Edit Prerequisites (0) Edit Completion Rules Edit B Preview
Type: Evaluation i Complete When Passed =
ATt E3 Grade
Price: 0 @ Delete fm— Deletion is permanent and

will remove any user history
associated with it, such as
completion and grades.

~\

Options i [Confiry Dalete: Sulec glose . ]
L Edit Introduction Are you sure you want to delete the selected 3 Assets?
@ | Create ... E Search Engine Marketing
External Resources
” Select All Introduction to Word 2010

I @ Delete Selected

L—‘\j Copy Selected

ﬂ Reorder

| Update selected status | v | ,
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14.2.9 Grade Assets

From the manage assets page, you can manually grade any assets that have a grading option (such as modules, assignments and essay questions in
evaluations). Click on the grade button within the asset’s information box to open the grade screen where you can add a mark for individual
participants, add comments and publish the grade so it will be displayed on the participant’s transcript. The example below is the grade screen from a
module asset type, but each type will have a unique screen. You can use the filter on the right to see only participants who have not been graded yet
or to enter a specific name. The grade button will only be visible on eligible assets. Click the save button to ensure that any grades you entered are
updated.

Evaluation Example ¥ active
Created by Sierra Trees-Turner on 3/29/2011 3:37:19 PM Edit ' -
Edited by Sierra Trees-Turner on 8/31/2011 8:56:132 AM

Details Edit Prerequisites (0) Edit Completion Rules  Edit - —

& W
Type: Evaluation 1 Complete When Passed —_— ‘
Order: 7 e =
Price: 0 @ Delete

B8]

Grade Module: Requirements
s Filter Reset

Page: 1 of 1, Records/Page: |50 E] First Name

Name Mark Comment Published

Last Name:
Bateman,
aAmy

Bennet, 1 ':;_ Unmarked &Slmw All
Mana =

Brent o
: <
Sebastian Statistics

Demo,
Sencia

Doe,
Trenton 0

Doe, Alice

Page: 1 of 1, Records/Page: 50 B
Save or Cancel
e —
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14.2.11 Reorder Assets

Options Manage Assets - Reorder

# Edit introduction

@ This page allows y
Click: Expan

© | Create EI
elect Al z L

' Selec Informetica Sample Courss

@ Delete Selected
_Affidavit Example Reference (active

) Copy Selected
L. - JAssessment Example Assessment (active)
-, . A

_Assignment Example Assignment (active

| Update selected status [v |

JAttendance Assignm
_Completion Rules Example Reference (active

_Evaluation Example Evaluation (active uisites

_Evaluation with Certificaton Evaluation (active

N

a i Multicle S
Evaluation Example with Multiple Sectio

ctive 4

@ " - -
Markup Document Example Markup Document (active [+ ]

@ B Demote
Module Example Module (active B De

Prerequisites Example R

_Reference Example Referar

_Wwiki Example Wiki (active

From the manage assets page, you can reorder the way in which assets are presented to participants. Click on the reorder link from the options
menu to open the reorder page. Click the asset that you would like to move and drag it with your mouse, releasing the mouse button to drop the
asset to a new position. Alternately, you can select the asset and move it using the move up or move down buttons.

Click save to keep your changes or select back to cancel the changes and return to the manage assets page. You can also use the reset button before
you save to remove the moves you made and start over. After saving, you will be returned to the manage assets page.
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The legend link on the right in the options menu will open a page to view a list of asset types and their corresponding icons both in the admin view
and on the desktop. Here are some icons you may see as you reorder assets and what they mean:

¥ The green check mark indicates that the asset can be moved to

Informetica Sample Course new location.
_Affidavit Example Reference (active) - . .
% The red X indicates that an asset cannot be moved to new
" _Module Example Module (active) |Ocati0n
- _Assignment Example Assignment (active)
® Assessment Example Assessment (active) Legend ™ The orange flag indicates that the asset has prerequisites. You
* Mutiple Section Assessment Example Assessment (active) * Module can right click on any asset from the reorder page to view the
_Reference Example Reference (active) Reference prerequisites.
e _Markup Document Example Markup Document (active) - ASSigI’IITIen‘
B Bt ®) £\ aluation P The blue flag indicates that the asset has an affidavit attached
_Wiki Example Wiki (active
_ ‘ & ., to it. You can right click on any asset from the reorder page to view
_Completion Rules Example Reference (active) Wlkl
_ ) @ the affidavit.
_Prerequisites Example P Reference {active) Mal’kup DOCUI’T‘IEI’It
(¥}
_User Roles and Permissions Reference (active) Assessment 's
o The green line with a small arrow in front of it indicates that
. _Evaluation Example Evaluation (active) "~ Has prEquL"SllES g

the asset stays as a top level item in a new location.

_Affidavit Example 2 Reference (active) |

_Attendance Assignment (active) @

The green plus symbol indicates that the asset will

_Test for Certification Evaluation (active)

become a sub-asset in a new location. This means that the asset
B B o daciia) will be nested within another asset.

Reset Save

4 ModulE The 4 symbol indicates that there are nested assets.
Double click the + to expand the list and show all assets.

= Module The - symbol shows when nested assets are expanded.
Double click the - to collapse this list a show only the top asset.
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Nested Assets

Nesting an asset allows a course author to hide the asset from the user’'s menu [ A\ N\
without giving it a hidden status. Nested assets do not appear in the list of the
assets in the menu of a product for desktop users. Instead, the asset can be seen Overview must first be activated for the product.
and navigated to from the overview page. Nesting is basically a sorting option Overview lets users know which pages they have visited
within the product that does not affect the order in which a user will view the and allows them to collapse or expand the view.
assets.

N J
Nesting is used by clients as a way to keep a participant’s asset menu tidy. For Y

example, if you had 75 assets and 25 of them were related to Criminal Offense, 25 to Summary Offenses, and 25 to Criminal Procedure you could nest
those so that the user does not need to use a scroll bar to see an overwhelming 75 items in the menu, but instead sees only the 3 main assets.

The examples below depict an overview page, with a parent asset that has three nested child assets. Users taking this a course would see the parent,
CRIMINAL OFFENSE, on the menu of the course’s assets, but would not see the three child assets. Users would still be able to navigate to the child
assets by using either a dynamic next or previous button inserted into the asset content by the course author, or from the overview page as seen
above by clicking the name.

Example with nested assets Example without nested assets  Example of collapsed and expanded assets

All Items & All items [a) & ™| CRIMINAL OFFENSE Reference (active) A
Sample Course for Nesting Sample Course for Nesting “ / \
Overview Overview - _CRIMINAL OFFENSE Reference (active)
CRIMINAL OFFENSE CRIMINAL OFFENSE

_Crimes against Citizens Reference (active) Nested assets should only be
SUMMARY OFFENSES Crimes against Citizens

m

used if you are using the
Overview page or have

CRIMINAL PROCEDURE Crimes against Property _Crimes against Property Reference (active]

Crimes of Character _Crimes of Character Reference (active) dynamic Next and Previous
SUMMARY OFFENSES
buttons on the asset pages.
This way an assest is not

accidentally marooned,

Offenses against Citizens
Offenses against Property

Offenses of Character
making it impossible for users

to navigate to it.

N J
Y
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14.2.12 Completion Rules at the Asset Level

Completion rules are conditions that must be satisfied by a participant before an asset is considered completed. Setting up completion rules is
optional and by default all assets are set up as never complete. Open the asset you wish to add completion rules to and then click completion rules
under the properties menu from the manage assets page. Alternatively, from the manage assets page in detailed view, click edit next to the
completion rules column in the information box for the asset that you wish to create rules for.

Definition of Fire open View
Created by Jason Bruce on 8/30/2010 3:15:05 PM
Edited by Casey Nelson on 3/26/2011 11:31:43 PM

Details _Edit Prerequisites (0) Edit Completion Rules [Egit]

Never Complete

Properties .

Completion Rules

M Prerequisites

Create Affidavit
Type: Lesson

Order: 0

Price:

Select one of the completion rules from the available conditions offered and then click "save" to return to the manage assets page. Click the save
button to be returned to the manage assets page.

A

Edit Topic: Requirements for this course Completion Conditions

You are viewing: Topics > Requirements for this course > All Items > Completion Rules

Completion rules
must be set up prior
to creating

Available Conditions

[ This item is never complete.

'J Viewing this Item

D The first time a participant opens this item. prerequisites.
P A participant has spent the following total amount of time within this item: seconds
LJ Passing this Item with a pass rate of %
s »
[Z] when this Affidavit is accepted \
Affidavit Y

Save
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Available Completion Rules
Different completion rules will be available depending upon the setup and type of asset.

VTG This defaultsettinghasno completion e,

Choose to have the asset considered complete the first time a participant opens it.

MR et s

Passing This Item Select this condition to accept the asset as complete when a passing grade has been assigned. Note that some assets,
(particularly SCORM files) may not be designed to announce completion. Available only for automatically graded
assets, i.e. modules, evaluations, and SCORM assets.

_

Njile EVIIFAEeoIE =l Select “when the affidavit is accepted” to consider this asset as complete once the affidavit is accepted. Available for
reference, module, and assignment assets.

Completion Options for Each Asset Type

Mark Up Document

Wiki
SCORM

Asset Type Never First Time Timed View Passing This  Pass Rate Affidavit Ve A
Complete View Item Acceptance
(Default)
Reference Y Y N N Not all asset types
h
Module v Y Y Y ave every
completion rule
Assignment Y Y N N available.
Questionnaire Y Y N N N
Evaluation/Prova N N Y Y Y
Y Y N N
Y Y N N
Y Y Y N
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14.2.13 Prerequisites

Prerequisites are other assets that must be completed within the same product before a specific asset can be started by a participant. Prerequisites
can be set to restrict access to specific assets until all prerequisites are met. From the manage assets page, click the edit link next to the prerequisites
column under the asset you wish to create prerequisites for. Prerequisites can be set up by site managers, publishers and campus admins, however,
only site managers can set up prerequisites for items among the same or different products; publishers and campus admins can set up prerequisites

for items only within the same product.

Edit Evaluation Prerequisites: Module 10 - Final Test

Propemes Of the following selected items items must be completed before this tem may be started
Completion Rules
Name Type Order Status
P Prerequisites :
Create Affidavit

Enter how many of the other assets need to be completed before the asset you are creating prerequisites for can be started. Use the check box to
select the assets that need to be completed as prerequisites and click the save button. After saving, you will be given a confirmation and a link will be

provided to return to the manage asset page. An orange flag next to the prerequisites Fiprerequisies means that there are prerequisites set up for this
asset.

In participant view, items with prerequisites are shown in red. In this example, the participant is taking a course called Influenza Vaccine where each
module needs to be viewed in order. They cannot access the module “What Do | Have to do?” until they have completed “Why Volunteer”.

All items () A

Influenza Vaccine

Why Volunteer Completion rules
What Do | Have to do? must be set up prior
Specimen Collection to creating

Reports To Sentinels prerequisites.

FAQs

\ Y J
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14.2.14 Affidavits

An affidavit is a formal statement that a user must agree to or read before beginning a course. To create an affidavit, you will need to associate it
with a specific asset. If the affidavit is for the entire product and not just the one asset, then it should be attached to the first asset in the product.
You can even create a new empty asset specifically for the affidavit alone. Assets can be created for three different asset types: references, modules
and assignments. Consider whether the asset you select will need features such as grade weights, deadlines or publishing dates, as each asset type
has unique features.

Informetica Sample Course - Affidavit Example [EEdit @PrintPage @ English AAA

If you do not have grade

Course Credit Requirements . .
Last Viewed On: Never or date considerations,

e then a Reference is the
preferred Asset to use. If

you do have grade or

The following conditions must be metin order to receive course credit | hereby cerify that | understand these requiregaents®

1. I must provide my

2. | must receive a 80

Note that you will not be able to complele the exam until you have accepted the conditions. date considerations, then

or hig

a Module is one of the

« Accept @ Reject

preferred asset types to

use.

- J

Create an Affidavit Y

View the manage assets page in detailed view and then click add next to the affidavits column under the asset you wish to an affidavit within. If there
is already an affidavit set up for this asset, the button will be en edit button instead and you can make changes to the affidavit that is already set up or
delete it entirely. Alternatively, you can open an existing asset one from the manage assets by clicking the name and then select the create affidavit
link from the properties menu on the left. If there is already an affidavit set up for this asset, the link will instead be view affidavit and you can make
changes to the affidavit that is already set up or remove it entirely. This will bring you to the create affidavit page.

. Module Example V1 Active

pfOpenles Created by Sierra Treas-Turner on 2728:2011 3:37:19 PM

Edited by Siera Trees-Turnes on 8/31/2011 8:52:22 AM View ltem
Completion Rules

Details  Edit Prerequisites (0) Edit Completion Rules  Edit Affidavits  Add Edit &
M prerequisites Type: Module Never Complete

Order: 10

Create Affidavit e
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Create Affidavit
Create Affidavit for Reference Example

Title

Expiration Rules

— SELECT ONE — =]

Actions

On Accept | Dg Nothing

[ [

On Reect | Do Nothing

Display Rules

None

Add Rules

Add Display affidavit only when affidavit has not been agreed to

Add Display affidavit only when asset has not been viewed
- SELECT PRODUCT -

Content

[l |y 2 em|| 2 F A | styes ~ Format
& a3 i de sl | ERET Tl | R |
B I U|A -W-sx, xS cEEEEE -

= Fontfamly = Fontsize = |||

Enter a name for the affidavit.

Select the expiration rules from the drop down menu
Rules (Immediately, number of days or never expire).
Actions Select from the drop down menus (on accept and on

reject) to direct where participants will be taken after

then accept or reject the affidavit:

e Do nothing.

e Redirect to: Will redirect the participant to the asset

that you select.
On Accept:

@] Redirect To

’
1§/ & Informetica - Powered by Sencia - Google Chrome

[ Ims-demo.informetica.com/modules/product

On Hf
| Assignment =
L Assignment Example (active)

Wl Attendance (active)

Courseware
[]iSJI SCORM Example (active) |I
o Lock the following asset: Select an asset from the drop
down list and the participant will no longer have
access to that asset page.
¢ Add

|2 =GO ¢ Byl
¢l 2z B Y-

Press the add button to select one of the

premade rules. You can add as many rules as you need.

e Display affidavit only when affidavit has not been
agreed to

e Display affidavit only when asset has not been viewed:
Select a product from the drop down menu and then
the corresponding asset. Create a new rule if you have
more than one asset that must be viewed.

Content Design the affidavit text and content using the

publishing window.

Click the save button. After saving, you will be returned

to the asset’s publishing window.
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Edit an Affidavit

From the manage assets page, click edit next to the affidavits column under the asset you wish to an affidavit within.

4 Back [J Edit | & Remove

Click the back button to cancel and return to the publishing
window.

4 Back [ 4Edit ¥ Remove
Click the edit button to open the affidavit details and make

changes to the affidavit.

4 Back [ 4 Edit ¥ Remove

Click the remove button to delete this affidavit completely.

The affidavit history is a change log that shows a record of any
prior versions of this affidavit, if applicable.

Title - Shows the name of the affidavit, including any former
titles it has had.

Created by - Lists the name of the manager who created the
update.

Days to Expire - Indicates how many days the affidavit is valid
before needing to be accepted again, if applicable.

Content - Shows the content text from any prior version of
the affidavit.

N
4 A

Editing an affidavit will require everyone
who has already accepted the affidavit
prior to the changes to re-accept the
updated affidavit if they visit the asset.

\ J

Y informetica

Requirements open ¥ Active
Created by Sierra Trees-Turner on 3/29/2011 3:37:19 PM r - |

Edited by Sierra Treas-Tumer on 6/23/2011 11:39:57 AM | Copy | | Grade | | Delete
Details Edit Prerequisites (0) Edit Completion Rules Edit Affidavits

Type: Module | Never Complete Affidavit

Order: 1

Price:

View Affidavit

You are viewing: Modules Module with Affidavit > Affidavit

View Affidavit for: Module with Affidavit: Generic Agreement

Affidavit 2
This affidavit is valid for 4 days after it is accepted.

Last Viewed On; Mar 1 2012 1;24PM
Current Status:
Expires:

I agree to the above statement

o Accept @ Reject

4 Back | [ Edit 3 Remove
Title Created By Days to Expire Content
Affidavit Sierra Trees-Turner Immediately Accept this affidavit to continue.

8/8/2011 9:26:04 AM
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14.2.15 Creating a Popup Window

After you have created an asset and changed the asset type to popup, you can link to it from another area of your product. Popups can be used for
participants to click for more information about something within a product without leaving the content they are viewing. Glossary words are a
good example. A popup link looks like any other link on your pages and stays on the screen until the user closes the popup window. Reference

assets are especially good for creating popups.

Options

| Edit Introduction

© ;Creste E
& Select None

@ Delete Selected

Insertoddt ink x

Ganaral [ Popup | fvests | Advanced

Popup progerties

¥ Javeicnpt popup

Popwp URL [ odyien product_tem/ veem a5 o
Wondom name %

Size (400 | =400 | px
Posion 0UY) [ € |/ ¢ |lcic = conter)
Options

Show location bar | Show scrcliden
Show menu bar |/ Make wndow resaable

Show tooibars Cependest (Mozilla/Frefon anly)

Show status bar [ [nsent ‘return false’

(@) Ims-demo.informetica.com/modules/tiny_mce/pluging/ advlink/reque

—Create a Link
Click on an item name to point your popup to that item

Lesson
Product Identfication and Use (popup)
Hazardous Ingredients (popup)
Physical Data (popup)
Fire and Explosion Data (popup)
Reactmity Data (popup)
Toxicological Properties (popup)
Preventatve Measures (popup)

First Aid Measures (popup)

:j Copy Selected

ﬁ Reorder

Update selected status | »
Update selected status
active

inactive
archived
hidden

popup k‘
overview only

Resource

Scorm

Doc Review

Test by Question

Within any asset, select the text you would like to link to a popup by using the link tool | in the content window. Select the popup tab and make

any changes you wish to the popup properties and options. Click the add link icon B and scroll down the list until you find the asset that you want
to link to. Click on the item name to point your popup to that item and then click the insert button.

informetica  page|206



14.3 Publishing Dates vs Expiry vs Inactive vs Deletion

There are four ways to globally remove products and assets from users enrolled to the products without actually deleting the products or assets.
Below are the characteristics of each so you can pick the best methods for your needs. Note that the methods are not mutually exclusive.

Deleted products and assets
are removed completely from

Products and assets that are
inactive cannot be accessed

Expiry determines the
duration in days that a

A product or asset made
available during specific

publishing dates cannot be
accessed by any enrolled
participants outside of those

dates. Publishing dates affect

all enrolled users
simultaneously.

participant has access to the
product after being
enrolled. Expired products
cannot be accessed and
affect enrolled users
individually.

by any enrolled participants.
An inactive status affects all

enrolled users simultaneously.

the system and are no longer
available to any users.

Product and/or assets

Products only

Products and/or assets

Products and/or assets

Products/assets with
publishing dates will appear
on enrolled user records,
even if they never launched
the item. This could cause
skewed results for managers
auditing results.

If the product needs to be
re-attempted, consider
using the supplemental
training tool to notify users
of an upcoming expiry
without locking them out of
the product.

New certifications can only be
created from active
products/assets. You may
need to temporarily activate
items to apply them to
certifications.

The system will prevent you
from deleting a product or
asset that is associated to a
certification.

Available on

e Reports (report dates
must fall within
publishing dates)

e User records

e User transcripts

e Associated
certifications

Available on
e Reports
e User records
e User transcripts
e Associated
certifications

Available on
e Reports
e Userrecords
e User transcripts
e Associated
certifications

Records are completely
removed from:
e Reports
e User records
e User transcripts
e Associated
certifications are
broken

informetica
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14.4 Exceptions (Extensions)

This option is available to site managers, campus admins, campus managers, publishers, and instructors

Exceptions give additional access to a product or an asset within a product, such as a test. You can extend the number of days a user has access to a
product or asset with an expiry, or change give them an additional attempt. You can also opt to send the user an email about the exception.

Navigation Paths to Exceptions )
Publishers & Instructors Campus Admins & Campus Managers Site Managers
Open any course, select List | From the Manage tab, select Users, open any user profile, and then select Select Users > Accounts, open any
from the Utilities menu, click | Exceptions. user to access the profile page, and

the user’s name, and then then then select Exceptions from the
select either Product or Sections menu.

Asset Exceptions.

Utilities («) Manage Sections Sections
Course Results Subscriptions E%] User Details 5] User Details
Create User Groups §% Wanage User Groups 4% Wanage User Groups
Compile Course h—
Users = Enroliments & Enroliments
Forum

Access Codes

Course Chat A Exceptions h A Exceptions 1*—

Import

(3] Access Codes [m Access Codes

Classification

Homa Calendar Courss Calalogue Profile

Mike 2: Exceptions

@ English AAA

User Details
Hame: Jennifer Cameron Create ﬁuas_;e! Excepttor_ls
E-Mail Address: jennifer@sencia.ca Activate | Deactivate | Delete
City: Thunder i

o e Asset Start Date End Date Duration Status Type
State | Province: Not Specified
Country: Mot Specified [[)  Practice Exam 212172014 2/28/2014 11:59:59 PM 7 days active Additional Attempt

P scpin

Create  Exceptions
Activate | Deactivate | Delete

Products Start Date End Date
[CJ  Green Defensive Driving No Description Information Avalable 22172014 27282014 11:59:58 PM

7 days active
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14.4.1 Extend a User’s Access Date

Grant a user access to a product or asset past the expiry.

For Products

A wNN

6.

Select Create under product exceptions
Publishers and Instructors must select Product
Exceptions first.

Select the relevant Products

Enter the new Start and End dates

Add an optional description for the exception
Send an optional automated email notification to
the participant by checking the box at the bottom
Send Exception Email

Create to complete the creation

For Assets

ok wnwN

Select Create under Asset Exception

Publishers and Instructors must select Asset
Exceptions first.

Select Date Extension under the exception type
Select the relevant Product and Asset

Set the new Start and End dates

Add an optional description for the exception
Create to complete the creation

informetica

Products Exception - Linda Jorgenson

Dates:

Products:
0001 M‘ or Skills |8

Description:

Send Exception Email:

Asset Exception - Linda Jorgenson

Exception Type:

Select Product:

Products: | (Topic) C003 Advanced Skills [=]

Test: | Advanced Skills in Microsoft® Word 2010 - No Takes E

Set Details:
Start Date End Date
07/19/2011 09:40 AM | 07/20/2011 09:40 AM

Descnption:

[ <<Back] [create >>]|
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14.4.2 Grant an Additional Attempt

Grant an additional attempt to an evaluation beyond the standard limited attempts allowed to the user. This will grant one additional attempt to
a user who has completed all available attempts. The additional attempt is valid regardless if the asset has published dates entered, even though
the dates are required to be entered. Exceptions (extensions) created for evaluations with a pass/fail calculation of by individual section and
allowing only 1 retake will allow participants to retake only failed sections.

1. Select Create under asset exceptions

Publishers and Instructors must select Product Exceptions or Asset Exceptions first.
Select Additional Attempt under exception type

Select the relevant Product and Asset

Set the new Start and End dates

Add an optional description for the

Create to complete the creation

oUv s wWwN

Asset Exception - Linda Jorgenson

Exception Type:

o

Select Product:

Products: | (Topic) C002 Intermediate Skills E|

Test: | Intermediate Skills in Microsoft® Word 2010 - No Takes T_‘

Set Details:
Start Date End Date
7/19/2011 09:43 AM | 07/20/2011 09:43 AM

<< Back_\ Create >>r
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14.4.3 Activate, Deactivate or Delete Exceptions

To activate, deactivate, or delete exceptions, select the exceptions link under asset exceptions or product exceptions that you wish to adjust. Select the
box before the name of the exception you wish to change and then select Activate, Deactivate, or Delete from the top.

Site manager, campus admin,
and campus manager view:

Publisher and instructor view:

Asset Exceptions

Create Activate | Deactivate | Delete

Evaluation Start Date End Date Duration Status Type
Intermediate Skills in Microsoft® Word 2010 4/4/2011 11:03:00 AM  4/13/2011 11:03:00 AM 9 days active Additional Attempt

[F] M1P3 - Narration 4/11/2011 11:10:00 AM 4/14/2011 11:10:00 AM 3 days active Date Extension

Asset Exceptions - Jennifer Cameron

Activate || Deactivate Delete
Test Start Date End Date Status Type
1 Affidavit Test active Additional Attempt
B8 I'm seeing double!! active Additional Attempt
I'm seeing double!! active Additional Attempt

Back Create Asset Exception
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14.4.4 Grant Multiple Exceptions at Once

Informetica’s import tool can be used to upload exceptions to multiple users at one time using the User
Course Registration option and changing the Duration Days. For detailed instructions on using the
import tool, please visit the Importing Data chapter of this manual. In step three, when you match the
information on the Excel file with the appropriate information that you want to import into Informetica,
use the duration field from your Excel sheet to import multiple different durations, or enter the number
of days into the blank duration field in the import tool. In the example below, everyone on the import
sheet will be given an additional 14 days access to the courses and assets listed on the imported Excel

file.

Step 1: Upload Excel File

Choose File | No file chosen

User Course Registration E]

Excel File (.xis/.xlsx):

Type of Import:

— Select Type —
Users
GoTo Step 2 >> User Certification

User SCORM Data
User Groups

Excel Templates

Users

User Certification

User Course Registration
User SCORM data

User Groups

Import

You are viewing: Control Panel >

Step 3: Select Import Options

Column Name Column Name From File Default Value if Blank or Skipped

Username: * Username
Course " Course or Trial
External D — Skip Column —
Assel. Asset

Register Date:

Complete Date: Complete Date

Duration Days

" indicates a required field

<< Go To Step 2

— Skip Column —

(=]

Go To Step 4 ==

or Start Over

A
r N
The types of imports available vary
by system, so your options may
differ from those pictured.
N\ J
Y
(=]

informetica
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14.5 Key Points When Working with Products and Assets

Here are some key points to remember, when working with products and assets.

A site manager must assign products to publishers and campus admin s before those user types can access them.

A site manager must ensure that master products are available for publishers and campus admins before they can create new products.

*Products must be activated before participants will see them.

*To edit a product’s details, click on the name of the product and then click edit from the details menu.

*To edit an asset within a product, click the name of the asset from the manage assets page.

*You must always click the save button at the bottom of a page to save your changes.

eCompletion rules must be set up before prerequisites can be assigned.

*Once you have edited or created a product, or any asset within a product, you should review it, to make sure it appears as expected.

eLog in as a participant or publisher and click on the product title in the left side menu.

eNavigate through the asset pages and launch quizzes, etc. to make that sure they appear as expected.
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14.6 Revising Products & Assets

There are several ways to make major revisions to your products and assets. The description of each technique below can help you determine which
method will work best for your needs. These methods are generally intended to be used for major revisions, such as a new version of a course or an
updated exam with a certification.

14.6.1 Create a new product and deactivate the old product

You can create an entirely new product or make a copy of an existing one. In this way, the old product will be retained in the LMS for purposes of
auditing or revision reference.

Considerations when employing this method
e Existing users who need access to the new product may need to be reregistered to the project, depending upon your system set up.
¢ When you deactivate the old product, any certification associated with it can no longer be obtained; a new certification will need to be
created for the new product.
e A new certification can be built to include completing either the old product or the new product. In this way, any new certification can be
applied to qualified users who took the old version, if applicable. This can be set up a site manager.
e Any links directing to the old asset will need to be redirected.

14.6.2 Create a new asset and deactivate the old asset within the same product

You can create (or copy) an entirely new asset within the same product as the existing one. In this way, the old asset will be retained in the LMS for
purposes of auditing or revision reference. You could give the product a slightly new name so that users will know that it has been updated, for
example: “Course ABC, 2012 Version”.

Considerations when employing this method

e Users who are already registered to the product will have access to the new asset; if registered users need to take the new asset, then they will
need to be informed.

e When you deactivate the old asset, any certification associated with it can no longer be obtained; a new certification will need to be created
for the new asset.

e A new certification can be built to include completing either the old asset or the new asset. In this way, any new certification can be applied
to qualified users who took the old version, if applicable. This can be set up by a site manager.

e Any links directing to the old asset will need to be redirected.

e You can create a new certification to include both versions of the SCORM if desired. You can use this solution to re-certify users who took the
old version, if desired.
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14.6.3 Replace or overwrite your old SCORM file with a new version

When replacing or overwriting a SCORM file, it is best practice to do this only when the updated version will be accessed by new registrations and you
do not require users who have already taken the SCORM it or are currently in progress to take it again.

q\ A Word of Caution: Choosing to overwrite a SCORM package can result in detrimental effects. Carefully

- weigh all considerations before overwriting the file. Sencia cannot be responsible if the SCORM no longer

works properly or users in progress have unexpected results.

Considerations when employing this method

Users who have already taken this SCORM or who are currently in progress may be affected; they may see the old SCORM content and the
book marking feature may direct them to an old file that no longer exists. We recommend that you thoroughly test before making this
change available to see how it affects your users.

When overwriting, the new SCORM will save itself over the old file, so there will be no copy of the old version of the file in the LMS.

The system will not differentiate between the old version and the new version.

You will not need to set up any new associated certifications.

Any links directing to the SCORM asset will remain valid.

Your users may not be able to take the SCORM asset again, since they already completed the old version. This depends on how your SCORM
file is programmed / authored.

Only the most recent scores for this asset are available in the LMS.

If you require everyone to take the new asset, they will already have scores recorded for the old SCORM.

If there is an associated certification, then users who completed the old version will have a certification, even if they do not take the new
version.

When you run reports, you will not be able to see compare the two versions; you will not be able to easily monitor which users have
completed the new version.

You will not know which version users are certified for.
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15. Media Library

Informetica gives you online access to course materials stored in a repository that holds all of your documents, images, multimedia files, and more.

Topics Covered in this Chapter:

15.1Supported File Types
15.1.1 File Type Considerations
15.1.2 Video File Considerations:
15.2Global Media Library
15.3Local Media Library
15.4Upload a Single File
15.5Upload Multiple Files
15.6Upload Large Files via FTP
15.6.1 FTP Setup
15.6.2 Manage FTP
15.7Insert Files
15.7.1 Embedded multimedia files
15.7.2 Creating a link to a multimedia file
15.8Resize Images
15.9Delete Media Files from the Library
15.9.1 Delete files from the Global Library
15.10 Updating Existing Files

Media libraries are where all media files are stored in Informetica. There are two libraries in use. The global library is reserved for the site manager and
allows content to be accessible in all applicable content publishing windows within the Informetica system. The local library houses files within
specific products and are only assessable to administrative user types who have access to those products, such as a publisher or campus admin. The
navigation to each library is different and will be explained below.
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15.1 Supported File Types

Informetica supports most popular file types. Here is a chart that shows
which files are natively supported and what icons represent the files in the
media library. Informetica sorts files into several categories: audio /video,
documents, flash, images, and templates so that they can be sorted by file
type. Here is a list of file types that can be uploaded, accessed and utilized

within Informetica:

Supported File Types

' Descnphc
| =LTHpPLU

Audio & Video

avi, .mpg, .mp4, .mpeg, .mp4, .m4

NV

~ev  doc vex ndf oot po
CSv, .GOC, .QOCX, .pai, .ppt, .pp

xmil, .ZIp

Flash

swi, .fiv

Photos & Graphics

jpg, .gif, .png, .obmp, .psd, .tif

HTML Template

html, .html

e

Ivigailco

informetica

Format

Icon

Description

.DOC/.DOCX
FLV/.SWF
.GIF
HTM/.HTML
JPG/.JPEG
.MID

.MOV/ M1V

.MP3

.MP4 /. M4V
.MPG / .MPEG

.PDF
.PNG
.PPT/.PPTX

WMV
WPD
XLS/.XLSX

B

Image thumbnail

Image thumbnail
o
Image thumbnail

Bod <

Image thumbnail

Image thumbnail

#E »E & @

e-Learning format
audio or sound file
windows image file
simple table file
Microsoft Word file
Flash file

standard web image
web page file
standard image file
MIDI music file
QuickTime file
audio file
QuickTime file
video file

fixed layout file
image file for print
PowerPoint file
Photoshop file
simple text file

Industry standard eLearning
format
digital camera file

simple text file

audio or sound file

windows media file

Word Perfect file

Excel file

compressed file

Extensible Markup Language
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15.1.1File Type Considerations

Below are some factors to consider for optimal user experience when uploading different file types to Informetica:

3" Party Software: Users may require 3rd party software to view some file types, depending on their workstations. For example, users without
PowerPoint may need a PowerPoint viewer and Flash files require a browser with a flash plugin (expect for iOS, which does not support flash).

PowerPoint: Users must have PowerPoint or the PowerPoint viewer installed on their local machine to view PowerPoint presentations. When you
insert a link to a PowerPoint file within your product, users can select the link to download a copy of the file to their computer. You may consider
changing the format of a PowerPoint file if your users will not have access to PowerPoint.

Alternatives to using PowerPoint:

Presentations without sound or animations Presentations with sound or animations

Save the PowerPoint document as a PDF file. You can save Consider converting the file to SCORM, Flash, or HTMLS5.
the file as PDF directly from PowerPoint and most modern You will need a 3rd party authoring program (such as
browsers will open a PDF in a browser window. Adobe Captivate or Articulate Presenter) to accomplish this.

File Size: The larger afile is, the longer it will take to upload. Uploads are affected by both web browser capabilities and the type of access you are
using to the internet. It is possible that you may run into a file that is simply too large to upload. If this is the case, contact your site manager for help.
Here are some recommendations and instructions for files of varying sizes:

B File Size Too Big

ads the maximum
r uploads set by administration. P e use the FTP
option (if availible to you) or contact a Sencia Administrator to

upload the file for you.

® File Name: ANHWP-Home Building on Alberta Soils
® File Type: Zip
® File Size: 103,282.11 KB / 100.86 MB

3 “;-3. s

i cannot be uploaded. F

informetica  page|218



15.1.2 Video File Considerations:

Buffering: Consider how often a long video will need to buffer before and during play. Buffering occurs during the time to move data from one
place to another, for example transferring a video from a web server to a user’s computer. The larger the file or the slower the internet connection,
the more buffering is required. To minimize the wait time for users to view content, consider reducing the size, length, and resolution of files.

Length: Video length around 3-5 minutes is a typical for a video file. For longer videos, consider using smaller clips played in succession, or create a
slide show.

Resolution: Since every user will have different internet speed access, consider the resolution of the file. The higher the resolution the faster your
users’ connections to the internet will need to be.

File type: Using the supported video file formats will help ensure that your videos play successfully on the web.

Media Player: Informetica has a built in media player that will play any of the supported file types, however some premade courseware also has a
built in media player. Ensure that the player is updated and optimized for use on the web.

15.2 Global Media Library
This option is available only to site managers.

The global library houses files accessible only by site managers. Site managers have the option of using files located here when working within
products. The global media library is accessible via the library tab.

5 Thumbnail: An image or icon represents each file.

Media Library

' i Frtorreics - | Name: Select the name of a file to open in a browser
S = 5 van window or download to your computer.
o Fs Reset Type: The media file type.
S B #Sencia | Ca- 1l Size: The size of the file in kilobytes.
T = . : Uploaded: Date and time that the file was uploaded.
Options: Select, deselect, upload, and delete files.

I Manage FTP files if configured.

Filter: Filter files by name and type or reset the filter.

informetica  page|219



15.3 Local Media Library

The local library houses files within specific products and are only assessable by opening a specific product. The media library is available from the
side bar within any product or asset. Site managers may need to click the media library tab within the product if they were viewing details previously.
Site managers also have the option to use filed from either the global or the local media libraries.

Site Manager View View for Other Users

Media Library

Media Library

Upload
= | Font size = |l | ¢ Upload prac
o« L [ Delete Files Delete Files
T 4 Manage FTP
HI¥ - Filter

Filter

File Name contains:

File Type: | —al—-  [+]
Files

File Type

-all- 7] P32_consumption.swf

ml »

Files 3-_1r|p_planmng swf

# 2_consumption.swf

4 £ 3_trip_planning.swf
# 4_maintenance.swf
4= AAFC_Cell_Phone_Policy_EN.pdf
% aggressive driving.jpg

A agorevated_driver.ipg Media Library: These tools allow you to upload, delete and manage
S FTP files (site managers only).

Filter: Allows you to filter for specific files by library location and name
or type. You can also reset the filter.

Files: This shows a list of all of the files in the local library.
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15.4 Upload a Single File

Media files must be uploaded to the Informetica LCMS before you can insert them into a product or asset. To upload media files to your campus
library, click on Upload in the media library menu to open the Upload Tool.

Upload
You ame viewing: Libary > Products > Adtive Listening > Upload
Please use the Browse... button to select a file from your machine to upload to the site. Supported File Types
Descripbion Destination
File: [.Choose File] No file chosen
Lhoase Eile. Audio & Video AudioNideo
Filename: [ ] avi, mpg, mp4, mpeg, mp4, mdy, mid, mp3, wav,
N W,
Media Library Continue | Of Cancel Office & Productivity Documents
.csv, .doc, .docx, .pdf, .opl, pptx, i, bd, wpd, xs, xsx,
Upioad xmi, zip
File Size Description
Flash Flash
Delete Files Smalil Files less than 18.75 MB have no special requirements and are
i | suitable for upload through a wired or wireless connection. s, fiv
Filter 01018 TENE
Medium: Itis recommended that you use a wired connection for medium- Photos & Graphics images
File Name contains: ";I[??m £ . suled:les s0 that your browser does not time out during the Jpg. .gif, .png, .bmp, .psd, tif
BBRNS uploa
Large: Large files will take longer o upload & may cause the browser to HTML Template Templates
Jmm time out. If you experience time outs, itis recommended that you htmi, .hitmi
5 HEW 5. use the FTP option (if available) or contact a Sencia Administrator
Fh Tm‘ to upload the file for you.
Larger Files: The file exceeds the maximum size for uploads set by
e | ] administration and cannot be uploaded. Please use the FTP
s option (if available) or contact a Sencia Administrator to upload the
file for you
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Choose File/Browse: Depending in the browser you are using the option showing here may be Browse or Choose File. Select the file you wish to
upload from your computer.

Filename: You can keep the current file name or you can enter new name in the filename field. You do no need to add a file extension. If a file with
the same name and extension already exists, you will receive a prompt stating that the file already exists. If you would like to overwrite the file, click
the Overwrite File button. If you do not want to overwrite the file, click Cancel and change the file name.

File Size and Description: This information box gives you helpful instructions for uploading files of varying sizes. Due to varying internet connections
and browser limitations, files over 25MB require an FTP transfer or aid from Sencia to upload. A Wired connection is recommended when uploading
anything but small files to avoid connectivity issues. See your site manager for details.

File Types: The table on the right hand size shows a complete list of file types that are supported (the example above is truncated and does not show
the entire list).

Continue: Click Continue to upload the file or click cancel. During the upload you will see a progress bar that displays the status of your upload. You
can then choose to upload another file or press continue to return to the product you were working in. If you uploaded an image, you will also have
the option to resize it. Images that are over 700 px wide will automatically be resized. Image resizing is discussed in detail later in this chapter.

Uploaded / Total: 0.81 MB/0.81 MB

Percent Complete: 100
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15.5 Upload Multiple Files

If you have several files to upload to the media library, you can package multiple mixed files and upload them as a single .zip file. Once uploaded, you
can choose to leave the file as a .zip for users to download or you can select the option for Informetica to automatically unpack the files and place into
the proper media library folders (images, documents, templates or multimedia). Zipped files will keep their original size when uploaded in zipped
format. It is possible that you may run into a file that is simply too large to upload. If this is the case, a site manager may be able to use the FTP option
or a Sencia administrator can help. Click Upload in right side menu to open the upload tool.

Please use the Browse... button to select a filz from your machine to upload to the

site.

File: | Choose File | sample Pictures.zip

Media Library

| Upload ] Filename: Sample Pictures
Delete Files How should Informetica upload this zip package?
Filter

File Name contains:

File Type:

~al—- [v]

Medium:

he maximum size for uploac

ation and cannot be uploaded.

(if nila contact a Sencia Admi
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Choose File/Browse: What the button is called depends on the browser you are using. Select the file you wish to upload from your computer.

Filename: You can keep the current file name or enter new name in the filename field. If a file with the same name and extension already exists, you
will receive the option to overwrite file to replace the existing file or click cancel and change the file name.

How should Informetica upload this zip package?
Select Import as an AICC Course if you are uploading premade courseware that is AICC compliant.
Select Import as an SCORM Course if you are uploading premade courseware that is in SCORM format.
Select Leave as one zip package of files and place in the documents folder to create a download link to the file from the product.
Select Unpack files into the media library to unpack the files into appropriate folders (images, documents, templates or multimedia).

File Size and Description: This information box gives you helpful instructions for uploading files of varying sizes. Due to varying internet connections
and browser limitations, files over 25MB require an FTP transfer or aid from Sencia to upload. A Wired connection is recommended when uploading
anything but small files to avoid connectivity issues. See your site manager for details.

File Types: The table on the right shows a complete list of file types that are
supported.

Continue: Click Continue to upload the file or click cancel. During the upload you =

will see a progress bar that displays the status of your upload. You can then choose to This is a small file which needs no special requirements.
upload another file or press continue to return to the product you were working in. If
you uploaded an image, you will also have the option to resize it. Images that are
over 700 px wide will automatically be resized. Image resizing is discussed in detail
later in this chapter. Please note that if a file with the same name and extension
already exists, it will automatically be overwritten. If an invalid file format or corrupt Uploaded / Total: 0.81 MB
file is in the zip package, it will be skipped and will not be added to the media library. Percent Complete: 100
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15.6 Upload Large Files via FTP

This option is available only to site managers.

If a file exceeds the maximum size for uploads then you can use the manage FTP #¢ Manage FTP o0, if available for your site or contact a Sencia
Administrator to upload the file for you. Manage FTP is located under the Options menu in the global media library and under media library in the
local media library.

15.6.1 FTP Setup

This initial setup is only necessary once unless there are changes made. Use of an FTP program to transfer files to the Informetica FTP folder is
necessary. It is recommended that clients work with their IT department to setup an FTP program based on their company’s internal policies. Sencia
provides a dedicated FTP account, username and password for secure FTP uploads to the LCMS.

15.6.2 Manage FTP
Navigate to the destination media library (either the global library or a specific product’s library) and click
B on Manage FTP # Manage FTP
Media Library You will see a file view of your FTP folder and may select any file to transfer to the media library you are in.
o Upload Notice that from the right hand menu you can return to the media library before making the transfer,
© Delete Fies delete selected files, and choose to use the regular upload tool. Click the transfer file button when you
- have selected the file you need.
Filter E G
Transfer Files From FTP -
[ o
Giobal @ B> Root FTP Folder Options
. e i Delete Selected
P Regular Upload
all E]
Transfer File
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The system will ask you how you want to import the file. Select the appropriate option, and then click continue transfer.

courseware that is AICC compliant.
The file you selected is of type zip. How should Informetica transfer this zip

package? Select Import as an SCORM Course if you are uploading premade
Import as an AICC Course courseware that is in SCORM format.
) Import as a SCORM Course
© Leave as one zip package of files and place in the documents fokder. Select Leave as one zip package of files and place in the
52 Unpest: flow e iharmeths Worery. (U/md fiss Wil e topped) documents folder to create a download link to the file from the
Continue Transfer prOdUCt'

Select Unpack files into the media library to unpack the files into
appropriate folders (images, documents, templates or multimedia).

Once the transfer is complete, you will see a confirmation window. For image files, you may also see a notice about resizing. The transferred files are
included in the media library and can be used like any other file.

Transfer Files From FTP

"0 Backto Media Library |

You are viewing: Media Library > Transfer Files From FTP

E-& Root FTP Folder Options
[E) activity_old.css {3 Delete Selected
[El management_system_error.png o Regular Upload

File Transfer for management_system_error.png ®

The file was successfully transfered. (6/24/2011 8:48:25 AM)

four uploaded image exceeds the m
of 700px. Your imag

‘L; .’.'r':E- r‘n—&: :|r.'|s_1r|'|l width.

Transfer File

Resize Image '

informetica  page|226



15.7 Insert Files

Media files must be uploaded to the Informetica LCMS before you can use them. There are two methods to insert
media files. Navigate to the asset where you want the file to appear and position your cursor on the in the
publishing window where you want the file to be placed.

Click the file you want to insert from the left-hand column under Files or you use the tools at the top of the
publishing window. Use the insert/edit embedded image button for photos and image files and the insert/edit
embedded media button for files such as Flash, QuickTime, Windows Media or Real Media files.

Font size * || @

=9 & || 2 F T @ styles - Font famly  ~
& 43 A in @A Lk _4 = (=] :,‘H;jq_;zl"'?n TI? LAl | 32:41 53 O BN 1 @“__J

B 7 U|A ¥ laex x| cE=E=s== G|z B|? -

Heading 1 >

Click the save button in the publishing window. The file will be placed on the page where you set your cursor.
Click the Save button in the Publishing Window to update the change to the page. Inserting an image will put the
image into your Publishing Window while inserting PDF, Word, PPT or Excel files will place an icon on the page
with a link that will open the file in a new window.

Link on Page

If you would prefer to create a link to the uploaded media file on your page instead of inserting it, simply click and drag the file from the media library

onto the page and then release to create a link.
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15.7.1 Embedded multimedia files

When you insert an audio or video file, it is inserted by default in an embedded format
that is set to automatically play when the user visits the page. This means that it is be
placed as a clip directly on the page and will play the video or audio automatically as  General [[Advanced] source |

appropriate unless you change the default. To prevent the multimedia file from r Advanced
playing automatically, first insert the audio or video file as normal, select the inserted “ L ] wame 1
. . . . E | Align B Background :g
file on the page, click the embed image icon and select the advanced tab at the vapsss [ . ]
top. From there, just make sure that the auto play option is not checked off. susES
Quality [-- Notset-- [+] Scale |-- Notset-- [+]

WMode [-- Not set -- [+ SAlign [-- Not set -- [+]

[V] Auto play [¥] Loop

[¥] sShow menu [] swiiveConnect

Base l I

Flashvars | |
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15.7.2 Creating a link to a multimedia file
If you do not want the audio or video file to be embedded, you can instead create a link to the file. There are two ways to accomplish this:
1. Insert the video or audio file on another page and then create a link to that page.

2. Insert the audio or video file as normal and then right click the inserted file. A bowser menu will appear. Select properties from this menu
and copy the link. You can now paste this link onto your page as is or for a cleaner look, add new text and then link the URL to it.

[Fopers ==

Fie | Content | Piayist

i View advanced details about the selected item.

Length: 04:05

Bit rate: 192 Kbps
Playfpause Media type: Audio
- Video size:

~top
Aspect Ratio:

Play speed 4 Audio codec:

Plug-ins » Video codec:
Volume 4 Location:
L
g 4P == Zoom >
e marke

Course Navigation

|
b q ‘ Statistics Eook) [uCancel

informetica Page | 229



15.8 Resize Images

After uploading a new image, click the Resize Image button at the bottom PS8 M8 vto open the Image Editor. Note that images beyond the

maximum width of 700 px will be automatically resized.

E

This is a small file which needs no special requirements.

Original File Information

File Name: Desert e
File Type: jpg (image) '
File Size: 827.53 KB/ 0.81 MB

Ncw File Information

thi| 699
Height: | | 524
Uploaded / Total: 0.81 MB /0.81 MB
Percent Complete: 100

Reset | | Save Changes |

Your uploaded image exceeds the maximum

! image width of 700px. Your image was resized
=" for you automatically to the maximum width.
pload Another File Resize Image C e

Enter the new image dimensions in the Width and Height fields in the New File Information table or click and drag the resize handle .E‘J located on
the bottom right of the image to the desired size. You can use the check box in front of Create Thumbnail to have the image Resizer create a

thumbnail of the image.

Click Save Changes if you are happy with the size of the image, or click the Reset button to start over. You can also click Close at the top to close the
image editor to return to the media library without saving your changes.
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Alternatively, you can use the publishing tools within the product to change the size of an image. Navigate to the page you wish to edit an image on
and then click the inserted image to select it. Click the image icon in the publishing tools at the top of the publishing window to open a new modal
window.

Click the appearance tab and then enter new dimensions for the image (width by height). Click the update button to return to the publishing
window. If you like the change, save the page.

w9 oy @em| 2 2 T G| styles - Paragraph  ~ Fontfamly |~ Fontsze - @)
P e D e e [ T e B [ e e T8 [l e M o s
BZU|A-¥-mx x|ZE @R EETE|=5o|2HT-

r Appearance

Alignment l -- Not set -- ]g
Dimensions x[_275 ]ex &
- Lorem ipsum,
-\J] Constrain proportions Dolor sit amet,
consectetuer adipiscing
Vertical space l:l loreum ipsum edipiscing
elit, sed diam nenummy
Horizontal space |:| nibh euismeod tincidunt
ut lacreet dolore magna
— aliquam erat
Border [—] volutpat.Loreum ipsum

Class | -- Not set -- E]

Style [
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15.9 Delete Media Files from the Library

Open the product in which the file(s) you would like to remove are located. Click Delete Files in the media library menu. Select the type of file from
the Select Section drop down menu to sort the files by type. Put a check in front of any of the files you wish to delete and then press the Delete

Delele A prompt will ask you to confirm that you want to delete the files.

Green Defensive Driving Course Delete Page

0 Are you sure you want to delete this file? (no undo)

Dack

Select Section [] | [ok ] [ conce |

Name
v AAFC Cell Phone Policy EN.paf
v/ collision form. paf

15.9.1 Delete files from the Global Library

This option is available only to site managers.

Options
Select the files you would like to delete by clicking on them in the global media library then click Delete Selected © Delete Selected <mm——
in the right side menu. A prompt will ask you to confirm that you want to delete the files. J* Select Al
¢ Upload

15.10Updating Existing Files

= Manage FTP

If you have a file orimage that has been updated, the best way to update it is to upload the file and make sure the

filename field has the exact same name as the old file. This way you can overwrite the old file when prompted.

Once you've updated the file, all of the content linked to that file will automatically be updated as well. This means that you will not need to remove
the old file and insert the new file into the publishing windows throughout the product. Alternatively, you can upload the new file with a different
name and then manually change all of the content linked to that file within your product.
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16. Courseware and SCORM

Courseware assets are premade files that can be imported directly into Informetica using the standardized eLearning format called Shareable Content
Object Reference Model (SCORM). SCORM is comprised of self-contained files that will run in Informetica as stand-alone content and can easily be
used within different learning management systems.

Topics Covered In This Chapter

16.1What is SCORM?
16.2SCORM Content Specifications
16.3Pack SCORM Files into .zip Format
16.3.1 How to zip files using WinRAR
16.3.2 How to zip files using WinZip
16.3.3 How to zip files with Windows 7
16.4Create and Edit Courseware
16.4.1 Create
16.4.2 Edit
16.4.3 Courseware Attributes and Settings
16.4.4 Edit Existing Courseware Assets
16.4.5 Upload a SCORM File
16.5Best Practises for Using Articulate SCORM Products within Informetica
16.7 Updating SCORM Files
16.8Delete Uploaded Courseware Files
16.9Download Courseware
16.10 Export Content Created in Informetica to SCORM

16.1 What is SCORM?

The intent of SCORM files is to create online training material that can be shared across systems. SCORM, the Sharable Content Object Reference
Model, integrates a set of related technical standards, specifications, and guidelines designed to meet the functional requirements of accessibility,
interoperability, durability, and reusability. SCORM defines how to create “sharable content objects” or “SCOs” that can be reused in different systems
and contexts.
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16.2 SCORM Content Specifications

SCORM objects can include functionality to announce user interaction data to the LMS, such as responses to test questions and completion. SCORM
designed in this way will allow Informetica to record that information so can be pulled into a preset report. While SCORM can push this sort of
information out to the LMS, the LMS itself cannot reach into the SCORM to extract the information, so make sure that the course is designed
according to your needs as they pertain to the information you will want the LMS to collect and report on.

To upload a valid SCORM package, it must be within a zipped file and include a valid imsmanifest.xml file. Confirm that the course resides in the root
of the zip package and that is not in a subdirectory. Courseware files are typically zipped within a directory that is the same name as the zip
package. The imsmanifest.xml file and other launch files need to sit in the root of the zip package.

1. Open the folder containing your SCORM course content and then select all of the separate folders and files. Do not click on the top level
folder with all the course content in it.

Organize v g Open  Sharewith v  Bum  New folder = A @
I Favortes !f Name : Date modified Type Size
Ml Desktop | data 7/22/20139:38 AM  File folder
# Downloads L. Ims 7/22/20139:34 AM  File folder
2. Recent Places |. player 7/22/20139:34 AM  File folder
£ 3 adicp_rootvip2.xsd 3/1/201112:52PM XML Schema File 5K8
4 Libraries 3 ims_xmlxsd 3/1/201112:52PM XML Schema File 2KB
_+ Documents = imscp_rootvlplp2.xsd 3/1/201112:52PM XML Schema File 15 K8
o Music * imsmanifestxml 7/19/20139:11 PM XML Document 8 KB
&= Pictures | 3 imsmd_rootvip2pl.xsd 3/1/20111252PM XML Schema File 23KB
B videos € index_Ims.html 7/19/20139:11 PM  Chrome HTML Do... 2KB
. € player.html 7/19/20139:11 PM  Chrome HTML Do... 11 KB
& Computer =2
‘ E 10 items selected Date modified: 3/1/2011 12:52 PM - 7/22/2013 9:34 AM
[ ——
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2. Right click one on the highlighted files. Then click on Send To-> Compressed (Zipped) folder.

(I | » o Commerciofieaid » =4y | Seocr e CommercisLhierori 0 ||

=r X

Organize v 4 Open Share with ¥ Bum New folder =~ 3 0
I Favortes = Name Date modified Type Size
h B Desktop ) data 2/22/20139:34 AM _ Fille folder ]
8 Downloads L Ims 7/22/20139:34 AM  File folder ;
% Recent Places . player 7/22/20139:34 AM __ File folder ;
£ |3 adicp_rootvlp2asd 3/1/201112:52PM XML Schema File SKB|
4 Libraries 3 i 312011 12:52PM XML Schema File 2KB
_* Documents 3 imscp_rootvl Open 112:52PM XML Schema File 15 KB |
o Music i Copy File Path 13911PM XML Document 8KB|
&= Pictures || = imsmd_rootvl 1-Zip » |11252PM XML Schema File 23K8|
H Videos '@ index_ Ims.htm| [&f  Edit with Notepad++ 13911 PM  Chrome HTML Do... 2KB|
€ playerhtml Sears for Vises. 139:11PM  Chrome HTML Do... 11 KB|
1™ Computer .
= Share with »
<@ 10items selected Date modified: 3
- Send to » § Com (zipped) folder
Bl Desktop shortcut)
B Documents
W@ Faxrecipient
_J Mail recipient
&2 DVDRW Drive (D))
G# ftp_sencia_ca (\\VSRVW2008-A.ad.sencia.ca) (N:)
G# Office (\\ad.sencia.ca\TBIO) (O:)
T @ WWWROOT _client_preview$ (\\VSRVW2008-F.ad.sencia.ca) (P:)
|| 3 WWWROOTS (\\VSRVW2008-V.ad.sencia.ca) (S:)
| G#  WWWROOTS (\\VSRVW2008-F.ad.sencia.ca) (T:)
G# WWWROOTS (\\VSRVW2008-0.ad.sencia.ca) (U:)
G#  WWWROOTS (\\VSRVW2008-U.ad.sencia.ca) (V:)
G  WWWROOTS (\\VSRVW2008-).ad.sencia.ca) (X:)
G* WWWROOTS (\\VSRVW2008-G.2d.sencia.ca) (Y:)
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3. Right click the .zip file that was created and rename it to the course name e.g. “Intro to Security”.

[

.. » Intro_Commercial_Aircraft 1l »

Organize ~ w9 Open ~ Share with » Burn New folder

-
-

< A
W Favorites sne

Bl Desktop |, data
% Downloads L Ims

=, Recent Places |, player

3 adicp_rootvlp2.xsd
~4 Libraries = ims_xmlasd
*| Documents i zip N
o' Music = imscp_rootvlplp2.xsd
= Pictures = imsmanifestxml
B videos = imsmd_rootvlp2pl xsd
€ index_Imshtml
/& Computer € player.html

4. Copy the zip file where you desire for use.

16.3 Pack SCORM Files into .zip Format

This section explains how to put your SCORM files into .zip format so that they are ready for upload to the LCMS. Make sure you have a folder that
contains all of the SCORM files needed for one courseware asset and only those files. Please note that while .rar format is often an interchangeable
method of compressing files, Informetica LCMS requires SCORM files to be in .zip format. There are multiple ways to accomplish this. This manual
covers two methods, but any method that puts files into .zip format will work:

e Using a program such as WinRAR or WinZIP
e Using Windows 7 built-in compression tool
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16.3.1 How to zip files using WinRAR

You can download WinRAR from http://www.win-rar.com. This is a third party program

and not supported by Sencia.

Org

To compress (or zip) a folder: =
4

L]

1. Open the folder and select all of the files. You can do this by using the CTRL + A E
buttons on your keyboard or by clicking the edit button at the top of the window o

and then selecting Select all.

2. Right-click the selected files and choose Add to archive...

 Dow.. » Active Listening .. » v | g | Search Active Listening Course Fel
View Tools Help
Undo Delete Cil+Z  fth > Bum New folder =~ [ @
tedo f

pe ]

Cut Cerle X
Copy CtrieC ; ¥B
Paste S TR KB

te shortcut M XML Schema File 15 KB
Copy to folder...
Move to folder.. P ) scormeontent

't | 4 adicprootvlpdod 1/ 1 File 5KE

Select all Curl-A A imsmiad | [ Edit with Notepad .-
Invert Selection W4 imsep_rootvlp) Shars with 7

= et ™ 73 1o archive.
el i xeobidy Add 1o "Active Listening Course.rar”

3. When the WinRAR window appears, make sure you select the ZIP archive format. Press OK and

a .zip file will be created in the same directory.

4. A new compressed folder will be created in the same location as your original file. You can rename the
new zip package as you like, but ensure that the .zip file extension is retained. To rename it, right-click

the folder, click Rename and then type the new name.

You can visit the Knowledge Base on the WinRAR website for more detailed information: http://www.win-

rar.com/knowledgebase.html
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 Updatemode 2
f| [ probes.. | [addandrepocefies ]
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RAR Delete fles after archiving
Create SFX archive
Compression method )
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16.3.2 How to zip files using WinZip

You can download WinZip from http://www.winzip.com. This is a

Thul
third party program and not supported by Sencia. To compress (or Zaf:u;m 01 P
zip) a folder: 09September 1 {1PM  Filef
100ctober CABOMAIMEDM  File fold
1. Open the folder and select all of the files. You can do this by 11Novembe Open l M
using the ctrl+a buttons on your keyboard or by clicking the 12Decembes UPEn I B S pm
edit button at the top of the window and then selecting Open 25 Notebook in OneNote
Selectall. Share with >
"]
2. Right-click the selected files and choose Add to @ WwinZip » @ AddtoZipfile..
filename.zip (where filename is the name of the folder you @ Groove Folder Synchronazation » @ Addto100ctober.zipy,
are zipping) from the WinZip submenu. Restore previous versions @ Zip and E-Mail 100«&15«:-;:
Include in library * @ Zip and E-Mail Plus..
3. A new compressed folder will be created in the same Sand 8 , @ Configure
location as your original file. You can rename the new zip r

package as you like, but ensure that the .zip file extension is
retained. To rename it, right-click the folder, click Rename
and then type the new name.

You can visit the Knowledge Base on the WinZip website for more detailed information: http://kb.winzip.com/kb/

16.3.3 How to zip files with Windows 7

To compress (or zip) a folder:

1. Open the folder and select all of the files. You can do this by using the ctrl+a buttons on your keyboard or by clicking the edit button at the
top of the window and then selecting Select all.

2. Right-click the selected files and choose Send to, and then click Compressed (zipped) folder.

3. A new compressed folder will be created in the same location as your original file. You can rename the new zip package as you like, but ensure that
the .zip file extension is retained. To rename it, right-click the folder, click Rename and then type the new name.

You can get more detailed instructions and watch a short video on how to zip files Microsoft's website:
http://windows.microsoft.com/en-US/windows7/Compress-and-uncompress-files-zip-files

informetica  page| 238



16.4 Create and Edit Courseware Create Courseware for Informetica Sample Course

You are viewing: Library > Products > Informetica Sample Course > Mansge Assets > Create Courseware for Informetica Sample Course

To fully create a SCORM asset you will need to complete the following steps:

Scorm Package

v Create a SCORM Asset Select an existing file below or Upload a new file
‘/ Upload a SCORM file @ Clobal Library: | — Select Package - IE‘ @ Local Library: | - Select Package B
v" Edit Courseware Attributes and Settings
16.4.1 Create Set Attributes
Options Page Title

1. Navigate to the manage assets _
| # EditIntroduction
page. Menu Title

2. Click Create under the options © |Create .. x
. Create ...
menu on the right # | Assessment Publishing:
Assignment @ Publish Forever
3. Select Courseware from the - [—— © Publish Date
dropdown menu. Evaluation From
A I:D Evaluation (Beta)
4. Fill out the form. > Markup Document
5. Click the Save button. g"f“b i
[ Reference ¥l Enable Time Range
| Upd wii -]
Weight:
0
Manage Assets for A Look at the Future
You are viewing: Product Library > A Look at the Future > Manage
Name Type Settings
ple Lesson 1 ( ple Lesson 1) Modul Width
800 pX
Lesson 2 (Lesson 2) Module
Height
A Look at the Future (A Look at the Future) Cours: 800 px
T Display Index:
On Finish

16.4.3 Courseware Attributes and Settings i il
@ Within LMS content area @ Open new window

Courseware Settings only need to be changed if your SCORM is not designed t: i
the courseware to run within the frame of the Informetica system itself, then y¢ u Pop-up blockers may interfere with launching this item if the Launch Style is “Open new Window’

Save or Cancel
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Set Attributes

Page Title: {

Menu Title: |

Publishing:

Weight: [EI_

Publish Forever @

Publish Date @

From: |

To: |

Settings

Width: |BOO |Dx
Height: |am

Jox

Display Index

On Finish: I -y

Pop-up blockers may interfere with launching this item if the Launch Style
is "Open new Window".

Launch Style: @ within LMS content area

® Open new window

Save | ©F Cancel
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Below is a brief description of the fields:

Page and Menu Enter the name of the courseware. The menu title is what shows in the assets list and in side menus. This is Required

Title often a short from of the page title. Note that left side menus have a limited amount of display; the longer your
menu titles, the more cramped the display will be.

Publishing Select “Publish Forever” to have no publishing date. Select “Publish Date:” to enter a publishing date rage. You  Optional
- can manually enter a date or use the calendar pop up to choose a date.
Enter a percentage for the grade weight toward the overall product, if applicable.

\WieldpeTaleNE ST(s sl  Determines the size and shape of the browser window that the content launches in. When trying to determine  Optional

the perfect fit, keep in mind that this appearance is also affected by which monitor and browsers your users log
in with. Many browsers will have a resizable window, as well.

Display Index Click the box to insert a check mark if you want this asset to appear in the course index, if applicable. Click the Optional
box to remove the check mark if you do not want this asset to appear in the course index.
On Finish Select a page in the course where users will be automatically directed once they have completed the Scorm Optional

asset. The following conditions affect where the Course Landing Page directs users:

1. If the course introduction page is activated, then the Course Landing Page is the Introduction page.
2. If the course introduction page hidden, then the Course Landing Page is the first asset in the course.
Launch Style Select the appropriate button to open the courseware into the LMS content area or as a new window. Optional

Click Save. After saving, you be brought back to the Manage Assets page. Required

16.4.4 Edit Existing Courseware Assets

From the manage assets page, click on the name of the courseware you wish to edit to open it. From here you can select or upload a different SCORM
file.

Assertive Verbal Skills: Manage Assets

Name Type Order Status Created Updated

3/25/2011 10:22:35 AM 3/25/2011 10:22:48 AM

Assertive Verbal Skills (Assertive Verbal Skills) rs r hidden :
ssertive Verbal Skills (Assertive Verbal Skills) Courseware 1 dde S airs Tribs T Siarra Traas-TirMar
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16.4.5 Upload a SCORM File

Select an existing file from the global or local media library or upload a new file. To upload a new file to the product’s local media library, click the
upload a new file link to open the upload tool. Informetica requires that SCORM files must be in ZIP format. Click Choose File/Browse to select the file
you wish to upload from your computer. You can keep the current file name or enter new name in the Filename field. If a file with the same name
and extension already exists, you will receive the option to overwrite file to replace the existing file or click cancel and change the file name. Select
Import as a SCORM Course if you are uploading premade courseware that is in SCORM format. After you upload a new file, it will be available in
Local Library dropdown menu for you to select. To learn more about uploading files, visit the Media Library chapter of this manual.

Upload Tool

Please use the Browse... button to select a file from your machine to upload to the

File: | Choose File | aircraft de-icing 101.zip
Filename: aircraft de-icing 101

How should Informetica upload this zip package?
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16.5 Best Practises for Using Articulate SCORM Products within Informetica

1. Articulate Studio 09 does not work well with Internet Explorer 8. Ensure your browsers are up to date if using this product. Articulate Studio
13 fixed issues with Internet Explorer 8.
2. Articulate Storyline best publishing options:
a. Publish as SCORM 2004, 2nd edition.
b. Select completion option Complete/Incomplete.
3. Ensure that completion rules are properly set for each SCORM asset within Informetica.
4. Some courses run better in a new window and some run better embedded within Informetica’s frame. Embedded SCORM might be a
solution for courses where users attempt to use the browser to exit instead of using the SCORM's player settings.
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16.7 Updating SCORM Files

There are several ways to update a SCORM asset:
e Upload a new SCORM file and redirect the asset to the new file instead of the existing file
e Deactivate the existing SCORM asset and create a new asset for the revised SCORM file within the same product
e Deactivate the existing SCORM asset and create a new asset for the revised SCORM file within a different product
e Overwrite a SCORM file: Upload the file to the product media library, not the global media library. The file must have the exact same file name
as the file you wish to overwrite and only then will only see the option to overwrite the file after you select the continue button.

Read below for some consideration on how each choice will impact you and your users to help you determine the best method for your needs.

P m Use caution when overwriting SCORM files as you and your users could be affected in the following ways:
' e Users who have already taken this SCORM or who are currently in progress may be affected; they may see the old SCORM
= content and the book marking feature may direct them to an old file that no longer exists. We recommend that you

thoroughly test before making this change available to see how it affects your users.

e SCORM overwrite will save itself over the old file, so there will no longer be a copy of the old file in the LMS.

e The system will not differentiate between the old version and the new version.

e Your users may not be able to take the SCORM asset again, since they already completed the old version. This depends on
how your SCORM file is programmed / authored.

e Only the most recent scores for this asset are available in the LMS.

e If you require everyone to take the new asset, they will already have scores recorded for the old SCORM.

e Users who completed a certification associated with this SCORM will still have the certification, even if they do not take the
new version.

e When you run reports, you will not be able to compare the two versions; you will not be able to easily monitor which users
have completed the new version.

e You will not know which version users are certified for.



Considerations and
User Impact

Upload Revision to

Upload Revision to

Upload Revision to

Overwrite SCORM

Re-enrol existing users to product required
Users in progress will see revision
User links or bookmarks may be affected
Opt to require users to complete both versions
Allows for recertification of new version
Current certification invalid if old version inactive
Create new certification to support both versions
Links directing to the revision will remain valid
System differentiates between versions

s e s o
Grades or certifications obtained in prior version
may apply without completing the revision
Determine which version users are certified for
System retains a copy of the old version of the file
Monitor which version users have completed
Taking revision may be affected by course setup

This solution is best used in the following
scenarios:

Same Asset New Asset New Product File
No No Yes No
No Yes Yes No
No Yes Yes Yes
No Yes Yes No
No Yes Yes No
No Yes Yes No
No Yes Yes No
Yes No No Yes
No Yes Yes No
Yes No No Yes
Yes No No Yes
No Yes Yes No
Yes Yes Yes No
No Yes Yes No
Yes No No Yes

Revision is required by  Revision is required by

users who completed
original version
There are few users in
progress

Revision contains few
changes

Only newly enroled
users need the
revision

Separate tracking is
not needed

You do not intend to
use both versions
Updates to associated
certifications not
required

users who completed
original version

There are many users
in progress

Revision contains
important changes
Users must launch
new asset to see the
revision

You need to retain
separate tracking

You intend to use
both versions
Updates to associated
certifications required

Revision is required by
users who completed
original version

There are many users
in progress

Revision contains
important changes
Users must be enroled
to a new product to
see the revision

You need to retain
separate tracking

You intend to use
both versions
Updates to associated
certifications required

Revision not required
by users who
completed original
There are few users in
progress

Revision contains few
changes

Only newly enroled
users need the
revision

Separate tracking is
not needed

You do not intend to
use both versions
Updates to associated
certifications not
required
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16.8 Delete Uploaded Courseware Files

This option is available only to site managers.

To delete from the global library, go to the media library and click on the SCORM file to select it. Click Delete Selected from the options menu and
then click Yes on the confirm delete window.

vhmis.zip Options
Type: WinZip File - © Delete Selected
Size: 10705kb 8
Uploaded: 10/13/2010 | # Select All
4:50:08 PM g S Uplosd

v

ﬂ Manage FTP

To delete from the local media library, navigate to the Product that has the SCORM file that you would like to delete, and then click on SCORM

Library in the properties menu on the right. Click delete SCORM course that you would like to delete and then choose ok in the confirmation
window.

Properties
Affidavits u
Catalogue Scorm lerary

Completion Rules T Braduct Lik > SCORM 1 t Test > S =
rou are viewang: ¥roguct LiDrary » OURKM Import Test > Scorm Library
Custom CSS = ' '

B Prerequisites . —— -
SCORME ook File Name Created Last Modified Size

3‘::{3}5 Libeany scorm_export_test.zip 8/3/2011 3:45:00 PM 5/5/2011 10:32:16 AM 38406 KB | # download | | # delete
59 oups

Users
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16.9 Download Courseware

This option is available only to site managers.

Open the product containing the course that you would like to download. Click SCORM Library in the properties section of the side bar. Click on the
link for the SCORM course you want. In the open file window, choose Save File and then click OK. Choose where you want to save the file
on your computer and click Save. The SCORM file will download as a zipped file to your computer

Properties
You have chosen to open

Affidavits TR
Catalogue which is & Compressed (zipped) Folder
Completion Rules from: http://informetica.topiksource.com
CUStom C ss What should Firefox do with this file?
® prerequisites ) Qpenwith | Windows Explorer (default -]
SCORM Export & | Save File

SCORM Library
Storefront

User Groups
Users

[} Do this automatically for files like this from now on.
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16.10Export Content Created in Informetica to SCORM

This option is available only to site managers.

The SCORM Export tool will make a copy of your product available for download as a SCORM compliant file. The export
sits in the product's SCORM Library where you can download a copy or delete it. Exporting courseware is intended for

only products that are not already in SCORM format. If your file is already a SCORM file, then you can download a copy
of it from the media library.

Open the product that you would like to convert and select SCORM Export from the Properties menu.

This will open the “Export as SCORM Package” page where you can click on the SCORM version you want your export
to be in. A summary window with a notice of a successful export will pop up. Select Click Here to view the SCORM
Library at the bottom of the window.

Regarding evaluations that are built in Informetica and then exported to SCORM using this tool:
All question formats, except essay questions, are exported into the SCORM file and the exported evaluation itself
behaves like the original Informetica set up, including feedback, etc., if enabled.

A
4 A

Note that the export does not capture everything in a course, such as
affidavits. When you use the export to SCORM tool, the system will
give you a complete list of items that will not carry over in the export
to SCORM.

~\
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Affidavits
Catalogue
Completion Rules
Custom CSS
U Prerequisites
SCORM Export
RM Library
User Groups
Users




Export as SCORM Package

You are g: Libeary > Pr > Inf s e Counse > Export as SCORM Padcage

“ Exporting this item will overwrite any pre-existing SCORM package with the name: Informetica Sample Course.zip

n Some features supported within Informetica are not supported upon export. See below for details.

These features require functionality within Informetica and are not applicable within the SCORM reference modal.
= Wikis and Mark up documents
The display text will be exported as HTML. Comments appled to mark up documents will not be exported. Wikis will be the most recent version and will be read only.
= Assessments
Assessments are ignored and will not be exported.
» Exports containing SCORM assets
SCORM packages will be ignored and will not be exported.

If you system includes asset types which integrate with 3rd party systems, these assets wil be ignored and not exported.

= Prerequisites and Completion rules
these rules are ignored on export

= Essay Questions
Essay style questions will be dropped from tests and will not be exported

= Affidavits
Affidavits will be omitted from exported assets,

Export As:

Static HTML

SCORM 2004 SCORM 2004 2nd Edition
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17. Assignments, Modules and References

Topics Covered In This Chapter

18.1Assignments 18.2.2 Add or Edit Module Content
18.1.1 Create an Assignment or Edit Details 18.2.3 Grade a Module
18.1.2 Add or Edit Assignment Content 18.2.4 Module Certifications
18.1.3 Grading an Assignment 18.3References

18.2Modules (Lessons) 18.3.1 Create a Reference or Edit Details
18.2.1 Create a Module or Edit Details 18.3.2 Add or Edit Reference Content

17.1 Assignments

An assignment is an asset that has a grade weight and due date attached to it so they are automatically removed from the product list when they are
past due. Assignments are typically used with Instructor Led Products and are used to grade an element of the product that is done off line. For
example, for a specific course, an instructor may require participants to email a video to the instructor that must be graded before the course can be
completed. In this manner, the instructor can enter a grade for the assignment so that all of the grades for the course are documented in Informetica.

17.1.1 Create an Assignment or Edit Details

To fully create an assignment you will need to complete the following steps:

eCreate a assignment ]

*Set up assignment attributes and settings ]

*Add assignment content
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From a product’s manage assets page, click on “create” under the options menu on the right and select assignment from the dropdown menu. To edit
these details, click on “edit” in the details menu. Enter the details, as described below, and then save.

Create Assignment

Options Details

[_-l Edit Introduction Page Title: Assignment

@ it = Menu Title: Assignment Set Attributes
Create .. Due Date: Page Title:
# | Assessment Weight: 80 -
@ Courseware Publishing: Due Date:
Evaluation
[D Evaluation (Beta) Weight: |0
_ Markup Document
£ | Module
@ \F::i:jerenoe g Save | OF Cancel

Below is a brief description of the fields:

Menu Title The menu title is what shows in the assets list and in side menus. Note that menus have a limited amount of display;  Required

the longer your menu titles, the more cramped menu displays will be.

LI s i omp heasgmen yaceandie.  opiond

Weight Enter a percentage that the assignment is worth towards the entire product’s grade, if applicable. Leave the default  Optional

of 0 to indicate that there is no weight

I e e e e N 2T
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17.1.2 Add or Edit Assignment Content

From the manage assets page, click on the assignment in which you wish to edit or add content to. You will be brought the publishing window
screen where you can design the text and content for the assignment. Click the save button to accept the content or click back to return to the
manage assets page without saving. After saving, you will remain on the publishing window screen for the assignment.

Publishing
] |y D 2 T G| stvies ~| Headng2 |~ FontFamly '~ FontSze ~ |@)|
- oL e R e Al b || Ut s A ]

B Z U|AlZ||ex. ¢EZEFEEETR - o2 BT

| »

An Assignment is an Asset that has a grade weight and due date attached to it so
they are automatically removed from the Product list when they are past due.
Assignments are typically used only with Instructor Led Products and are used to
grade an element of the Product that is done off line. For example, an instructor
may issue a portion of the Product grade to participants who email a video created
for the Product to the instructor.

Assignment:

Write a Diary of a real or fictional historic character. Cover at least 275 days of one year. Submissions can be made to your instructor via
email at sierra@sencia.ca.

Please make sure the document is an attachment to the email in a MS Word compatible format.

Path: h2.MsoNormal » span » span 2

Back Save Save and Finish
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17.1.3 Grading an Assignment

From the Manage Assets page, you can manually grade or override a grade for an assignment. Click on the grade button within the assignment’s
information box to open the grade screen where you can add a mark for individual participants, add comments and publish the grade so it will be
displayed on the participant’s transcript. You can use the filter on the right to see only participants who have not been graded yet or to enter a
specific name.

Assignment Example [¥] active

Created by Sierra Trees-Turner on 2/29/2011 3:37:19 PM -

Edited by Siera Trees-Turner on 8/31/2011 8:54:58 AM View Item

Details  Edit Prerequisites (0) Edit Completion Rules  Edit Edit |~

Type: Assignment Hever Complete Affidavits  Add L::] Copy

Order: 3

Price: E) Grade <fj—
@ Delete

Desktop View

Filter Reset  Grade Assignment: Assignment Example
First Name
Last Name: ) Name Mark Comment Published
Brent, Sebastian | (| | B
MRS A Carlson, Jeanine | B
Statistics ]
Total Participants: Doe, Trenton . 0
9 | Huhta, Irene =
Total Participants Unmarkedl: Kim, Alfredo ] A
0 5
Published Marks: McGrath, Travis | B
0 | Saroyan, Camille | O
Vorpahl, Margery | | @
Wieder, Serena 1@

or Cancel

Save
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Site Manager View

Grade Assignment: Assignment

You are viewing: Product Library > Green Defensive Driving Course > Manage Assets >Grade Assignmaent: Assignmaent

Page: 1 of 1, Records/Page: 50

Name Mark Comment

Bateman, Amy | |

Bennet, Maria [ ] |

Bree, Christina | |

Brent, Sebastian [ ] [

Brook, Marisa | |

Carlson, Jeanine ' ] |

Dechein, Elise ' | [

Below is a brief description of the fields:

Enrs e oo o poridpartsrame orhssmen. e
Write a comment if desired. i
skt hck o el Ky the gt e on s i, Ol

Type in a first name or last name to filter the grade list. Click the Reset link to clear all any filter.

FEEIEEIN Clckvenmae oo s s s e e e o s smen. Opons

Published

a o

G oo

]

informetica

Filter Reset

First Name

Last Name:

|

[ unmarked | [@ Show All

Statistics

Total Participants:

129 |
Total Participants Unmarked:
o ]
Published Marks:

Show All Click the Show All button to see both marked and unmarked participants.
_-
Save Click the save button to ensure that any grades you entered are updated.
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17.2 Modules (Lessons)

Modules typically contain the lesson portion of a product. Modules can be assigned a deadline, grade weights, publishing dates, and certifications.
Modules can contain any of the supported file types, including videos.

17.2.1 Create a Module or Edit Details

To fully create a module you will need to complete the following steps:

N
eCreate a module Options
s [# Editintroduction
~
eSet up module attributes (title, publishing date, @ |create ..
and weight) [ Create ...
y e |Asmsrneﬂt
~ @ | Assignment
eOptionally Create a completion rule to define - Ef:k’:eﬁ‘;‘:”
passing criteria. L) | Evaluation (Beta)
y | Markup Document
. =
*Manually Grade the module to apply a Upd’- ‘m"’““ E
certifcation, if applicable. :
J

From the manage assets page, click on create under the options menu on the right and

. - . Set Attribut
select module from the drop down menu. To edit these details, click on edit next to the s

. . . . P Title:
details column on the right. Enter the details for the set attritbutes page and then save. i
Menu Title:
= Publishing: Publish Forever @
Details -Izﬁl : @
Publish Date @
Page Title: Requirements for t... From:
Menu Title: Requirements To:
Published: Forever
Weight: 10 Weight: |0
Save or Cancel
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Below is a brief description of the fields:

Menu Title The menu title is what shows in the assets list and in side menus. Note that menus have a limited amount of Required
display; the longer your menu titles, the more cramped menu displays will be.

- _.

Weight Enter a percentage that the Module is worth towards the entire product’s grade, if applicable. Leave the default of Optional

0 to indicate that there is no weight.

oo | e e e

Set up a completion rule to define the passing rule for the module. If you want to apply a passing grade or a certification, this Properties

step is required. Here is an example: _
Completion Rules
P Prerequisites

Edit Products: Module Example Completion Conditions Cieate Aidami

You are viewing: Library > Produdts > Informetica Sample Course > All Items > Module Example > Completion Rules

Available Conditions

This tem is never complete.

Viewing this tem
® The first time a participant opens this tem.

® A participant has spent the following total amount of time within this tem: seconds
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17.2.2 Add or Edit Module Content Edit Content for Module Module Example

From the manage assets page, open the module you wish to e S i = i
add or edit content for and design the content in the v I S O =] 2
publishing window. Click the save button to keep the Publishing
4 = e = jos - raar - ’ mily - tSi - ||
changes or click the back button to return to the manage |9~/ @[ 2 F G| stres ERCRN A font famfy | font St ¢
'y T 3 Al || =2 (| 15 ] |2 J | | I ( v H
assets page without keeping the changes. & 03 um @A A ' ' Q=4O « &
B Z U|A-¥-|sx, xX*|iTi= SEE|EEEE|- G| % H|Y -
17.2.3 Grade a Module
Navigate to a product’s Manage Assets page and then select
the down arrow next to the Edit button. Choose grade and
then apply the grade to the appropriate participant. o p
Back Save

Edit V{E)

0{¢

17.2.4 Module Certifications

Modules can also apply to certifications. Modules must be graded manually, so keep in mind that participants will not receive the certification until an
Instructor, Publisher, Campus Admin, or Site Manager applies a grade to the module. Here is a list to help you set a module up for certification:

e Create a completion rule to define the passing criteria.
e When creating the certification, create a rule that includes passing the module.
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17.3 References

References are assets within a product that are always available. They often contain resources for the participants such as external links, a relevant
glossary of terms or can be used as a landing page for the product. Reference pages can even be linked to from other pages or set up as popup
windows throughout the product to be used as in-product help tools.

To fully create a reference you will need to complete the following steps:

eCreate a reference

*Set up reference attributes and settings

17.3.1 Create a Reference or Edit Details

From the Manage Assets page, click on create under the options menu and select reference from the drop down menu. To edit these details, click on
edit next to the details column on the right. Enter the details and then save.

Details

Page Title: Enter New Name

Options

Set Attributes

# Editintroduction

© | Create ... [Zl
Create ... [
# | Assessment
Assignment

@ Courseware

_ | Evaluation '
L) | Evaluation (Beta)

. | Markup Document
& | module
Reference

Page Title:
Menu Title: Name

Menu Title:

or Cancel

Save
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Below is a brief description of the fields:

VERIRIEESS The menu title is what shows in the assets list and in side menus. Note that menus have a limited amount of display;  Required

the longer your menu titles, the more cramped menu displays will be.

_-

17.3.2 Add or Edit Reference Content

From the manage assets page, open the reference you wish to add or edit content for and design the content in the publishing window. Click the
save button to keep the changes or click the back button to return to the manage assets page without keeping the changes.

Reference - External Resources

You are viewing: Product Library > Sierra’s Sample Course > Manage Assets > External Resources

Go to: | Next Asset (Introduction to Word 2010) [+] = Go

Publishing Window

[l o/ @wm|| 2 F Tl styies - Format - Fontfamly |-/ Fontsze |-||@)]
(% 5@ @M A= 227 A =] o ¥ ] Q= @ O ¢ &
Bz U|A-R-mx xX|SIEFHEEEANE -  L/(2HT

+ LetMe Google ThatFor You
+ Wikipedia
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18. Evaluations

An evaluation is used to test a participant’s knowledge of the content that you have provided. There are 7 different types of questions that can be
used to create an evaluation: essay, fill in the blank, matching, multiple answer, multiple choice, ranking, and true or false. Informetica can
automatically grade every type of question in an evaluation except for essays. Informetica’s testing engine lets you create and edit tests or quizzes,
applying the rules you need for a successful training and/or certification environment. You are able to apply passing grades, prerequisites, weights,
randomize answer options, create question pools, test by section or by question, give feedback for correct and incorrect answers, offer a variety of
question types and you are able to incorporate audio, video, graphics, external and internal links and more.

Topics Covered In This Chapter

18.1.1 Evaluation Settings 18.4.2 Delete Evaluation Questions
18.1.2 Display Options 18.4.3 Randomize Evaluation Questions
18.1.4 Create an Evaluation Section 18.4.4 Unrandomize Evaluation Questions
18.1.5 Create a Custom Introduction 18.4.5 Reorder Questions

18.2Evaluation Questions 18.5Edit Evaluation Details
18.2.1 Question Types 18.6Preview your Evaluation
18.2.2 Creating Questions 18.7 Grade Questions

18.3Edit Section Details 18.8Create an Evaluation Summary

18.4Edit Evaluation Questions
18.4.1 Manage Additional Information
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Create a New Evaluation
To fully create an evaluation you will need to complete the following steps:

eCreate an evaluation

eCreate one or more evaluation sections

*Create evaluation questions within the sections

From the manage assets pages, select create from the options menu. Select evaluation from the dropdown menu to open the “Create

Evaluation” page.

Options

|2 EditIntroduction

© |Create ...

Create ...

Assessment
Assignment
Courseware

Evaluation (Beta)
Markup Document
Module
Reference

Wiki

S8 D 0N

(=%

Evaluation

-]

Create Evaluation

Attributes

Page Title

Display Options

Layout: | By Geeston [w]

Questions per Fage:

Display Final Grade Az

AN

-

.

Once an evaluation is made available to
participants, you will not be able to change the
selections you made in the settings since it
would affect anyone currently undergoing the
evaluation. If you find you need to make
changes, you can deactivate this evaluation
and create a copy with the new settings and
then set it up to replace this evaluation.

~

J

informetica
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Evaluation Attributes

Attributes

Page Title:
Menu Title:

Publishing:  pypjish Forever @
Publish Date @

From:

To: |

Weight: |0

Below is a brief description of the fields:

Menu Title Enter a name for the evaluation as it will appear in side menus, user transcripts, bread crumb trails, and Required
reports. Menus have a limited display area, so long menu titles can make displays look cramped and untidy.

Publishing Date

Weight Enter a percentage that the evaluation is worth towards the entire product’s grade, if applicable. Optional
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18.1.1 Evaluation Settings

Settings
Attempts per Participant: | Unlimited E
Pass/Fail Calculation: | By Individual Section IE]

coc: PR .
Retakes: [T] allow Retake if Passed

Time Limit: |0 E] Hours |0 [E] Minutes

Below is a brief description of the fields:

Attempts per Select the number of times a participant is allowed to take this evaluation (1-5 attempts or unlimited). Optional
Participant

Pass/Fail Use the drop down menu to select one: Required
Calculation By Combined Sections: Questions are scored and a percentage is determined against all questions in the test,

regardless of how questions are grouped into sections. A single passing threshold is required for the evaluation.

On retake, the participant must retake all questions.

Individual Section: The questions within each section are graded and a percentage is determined for each

section. A passing threshold is applied to each section within the evaluation and the participant has passed the

evaluation once each section has been passed. On retakes, if the option to retake on pass is not enabled, the user

will be only be presented with sections they have not passed.

Retakes When retakes is enabled in combination with a pass/fail calculation by individual sections, then a participant Optional
must answer the questions from all sections on a retake of the test, even if the sections were already passed.

Exceptions created for evaluations that are set up by individual section and allow only 1 retake will allow

participants to retake only failed sections. When retakes is enabled in combination with a pass/fail calculation by

combined sections, then a participant may reattempt the test, assuming that the product itself allows retakes.
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Time Limit

TIMED EXAM

TIMED EXAM > Section One > Questi ‘la!

You Answered incorrectly

What are the five important elements of defensive driving?

Questions per Enter the number of questions you want displayed on each page of the evaluation for the participant to see. Optional

Page

18.1.2 Display Options

The passing grade field will only appear if you have selected the pass/fail calculation by combined sections from the evaluations settings. Passing

Grade for individual sections will be located in the section details. Pass/Fail Calculation by Individual Section

Pass/Fail Calculation by Combined Sections ) )
Display Options

et Layout: i_'_B! Question:

Layout: _.By Questinn- . |
Questions per Page:

Passing Grade: [ %
—— pa_gc: i ‘ Display Final Grade As: | Pass/Fai (=]
Display Final Grade As: | Pass/Fai [+] [¥] show Feedback When Correct
[ show Feedback Vihen Correct [¥] show Feedback When Incorrect

[¥] sShow Feedback When Incorrect @ Show Test Information Page

[¥] show Test Information P: .
R e Show Test Section Response Summary

Show Test Section Response Summary
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Below is a brief description of the fields:

Layout Required
By Select this layout option if you would like the participant to see the evaluation only one question per page. If
O[V[Zile1al  you select this layout, participants will see only one question at a time regardless of what is entered in the

Questions per Page field. With the layout By Question option, only sequential question progression is possible
during the evaluation.

Select this layout option if you would like the participant to see the evaluation questions in order, listed under
Sisleilelal | section headings. With the layout By Section option, free navigation around the questions is possible during an
evaluation.
Enter the grade required to pass this test. The passing grade field only shows if you have selected the pass/fail  Required
calculation by combined sections from the evaluations settings.
Questions per Enter the number of questions you want displayed on each page of the evaluation for the participant to see. Required
Page
Display Final Use the drop down menu to choose how you would like the evaluation grade to be shown on participant Required
Grade As transcripts upon completion as follows:
e Complete/Incomplete: displays the evaluation’s grade result as complete or not complete.
e Grade Without Remarks: displays the evaluation’s grade result numerical grade. This type of grade is also
known as a score or mark. For example, an evaluation may have a maximum numerical value of 40 with a
passing score of 30. If the participant earns 35 marks, 35 will appear on as a passing grade on the transcript.
e Pass/Fail: displays the evaluation’s grade result as an overall pass or fail result.
e Percentage: displays the evaluation’s grade result as a percentage. This is the default option.

Sl iEseleid e Select this checkbox to display specific information to the participant when a question is answered Optional
When Correct correctly. Here is an example of how the participant would see this:

TIMED EXAM

TIMED EXAM > Section One > Question 2 0f 8 005407

You Answered Correctly

Great work! These are all typical parking lot hazards. When in a parking lot, remember {0 =
always back into the parking space

[[<<Exit | [ Next>> |
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Description
Show Feedback
When Incorrect

TIMED EXAM

TIMED EXAM > Section One > Question 1 0f8 09:59:56

You Answered Incorrectly

What are the five important elements of defensive driving?

Show Test Select this checkbox to show a summary of the evaluation to the participant after they begin evaluation but Optional
IielinEeRRER R before the questions appear. Here is an example of how the participant would see this:

TIMED EXAM
Your status for TIMED EXAM is shown below. To Start the |, click on the Start button.

Take Number: 1
Maximum Allowable Takes: Unlimited
Time Limit: 10 hours 0 minutes
Time Remaining: 10 hours 0 minutes 0 seconds
Section Description Number of Questions
Section One 9
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Show Test

Section
Response

Summary TIMED EXAM
Summary - TIMED EXAM

Question 2

Question 3

Question 4
Question 5
Question 6
Question 7

Question 8

"
v
"
v
e
v
v
-~
v

Question 9

You have now completed this module. If you wish to see your results, click on the arrow & at
Click Finished to return to the Course Access Page and choose another module.
Click here if you would like to retake the quiz.

Save This button will save your changes and create the new evaluation. Once you have saved the evaluation, you Required
are brought to the manage assets page.

Cancel This button will retun you to the manage assets page without creating anew evaluation. ~ Optional
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18.1.4 Create an Evaluation Section

After you have created a new evaluation, you will need to create at least one section to hold your
questions.

/A Just Created a new evaluation?? Make sure to create a new evaluation section and set it to active!
l click Create!

Open the evaluation. The sections that have been created are listed under the evaluation sections
menu. Next to the name of each section is a number representing how many questions are within
that section (9 in the example below).

Open the evaluation and click create next to the evaluation section, located on the left hand side to
open the Create New Evaluation Section page.

AN

.

Every field indicated with a red
asterisk * is required to create the
section. Additionally, once an
evaluation is made available to
participants, you will no longer be
able to add or edit section. However,
you can edit the questions within the
sections.

~

* Required

Evaluation Sections./ Create
Section One (9) Active @

* Name

* Default Question Type _""I"me or False E]

* Default Number of Question Poals: | 1 B

* Default Pass Rate |96

None EI

You must make the Section active before

Participants will be able to see it. Distractor Labels

Section Description

Evaluation Sections Create

Final Exam (0) m = €]

informetica
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Below is a brief description of the fields:

Enter a name for the section. Required

Default Select a default type for the questions that you will be creating. The default does not limit you to the one question Required
OIV[Sdle1alRY I8 type; you can change individual question types later as you create them. For example, you may wish to have 10

questions and 6 of them will be multiple choice; multiple choice would be your best option for the default question

type.

e ENEalelsld Select the number of question pools you want to use (1-5). A question pool is a collection of questions from which Required
of Question only one will appear in the evaluation. You can provide up to 5 alternate versions of each evaluation question. As

Pools participants take the evaluation, each question is randomly selected from the current question’s available pool and

presented to the participant. In this way, different participants taking the same evaluation will not necessarily be

answering the same evaluation questions. If you have a single pool for all questions, all participants would answer

the same set of questions.

Default Pass Enter the percentage that a participant must achieve in success answers to pass this section of the evaluation. This Required
Rate (%) field will only appear if you have selected a pass/fail calculation by individual section in the evaluation settings.

Section Add an optional description of this Section Description. Optional

Description

Save This button will save your changes and create the new section. Once you have saved the section, you are broughtto Required
the publishing window for the evaluation.

This button will return you to the publishing window for the evaluation without creating a new section. Optional
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18.1.5 Create a Custom Introduction

An evaluation has a default introduction page that shows the
participant the name of the evaluation and a start button. From the
manage assets page, open the evaluation in which you would like to
create the custom introduction. This will bring you to a publishing
window where you can customize an introduction to the evaluation.

18.2 Evaluation Questions

Informetica has a variety of questions types that can be used in any
combination in evaluations. Every question type can be
automatically graded by the system with one exception; essays
must be graded manually.

18.2.1 Question Types

Essay questions require participants to write and submit a longer test
answer. Essay questions cannot be automatically graded.

Fill in the Blank questions require the participant to type a short
answer into a blank field within the question. There is only one correct
answer to this type of question and all answers must be correctly
spelled to be counted as correct.

Matching questions require the participant to correctly match the
terms or statements on one list with the terms or statements on
another list. There is only one correct answer to this type of question
since all items must be correctly matched.

Multiple Answer questions allow participants to choose more than
one answer. There is only one correct answer to this type of question

informetica

G
i 43y
_—

Green Defensive Driving % S8t

G o Canodo Sofety Councl

ONLINE

Welcome to the Green Defensive Driving Course!

The Green Defensive Driving Course aims to help you become
a better and safer driver. The online course is designed for both
beginning and experienced drivers, and provides the knowledge to
help you prevent collisions

The course consists of 8 mandatory modules and 2 optional
modules with interactive activities and a final test

Note: The Green Defensive Driving Course can be
customized to meet your organization's needs!

This course, developed by Stantec's Learning Products and
Solutions group, provides an opportunity to learn

What is involved in driving defensively

Why and how various types of motor vehicle collisions occur
What it takes to prevent collisions

How to reduce the environmental impact of driving

To access the course, click on the module titles on the left navigation bar.

I A G
i

since partially correct answers are considered incorrect.

Multiple Choice questions requite the participant to select the correct
answer from several offered choices. There is only one correct answer
to this type of question since all items that are correct must be
selected.

Ranking questions require participants to put all items in the correct
rank. There is only one correct answer to this type of question since all
items must be correctly ordered.

True or False questions force a participant to choose one of only two
possible answers: true or false. There is only one correct answer to this
type of question since only one statement is the correct answer.
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18.2.2 Creating Questions

Questions are assigned an automatic number as you create them. This is the default order in which they are presented during an evaluation. In the
evaluations section menu on the left, click the name of the section to open the manage questions page.

Evaluation Sections &
Section One (9) Active ||

Details Edit

¥Sencia

Corporate Web »
Topic Galaisgue Name: Example
Details Edit Default Question Type: True or
R Section - Example: Manage Questions @ English AAA False
E:::ul Question Type: True or No qu s exist for i saction. Default # of Pools: 1
Defaut # of Pogls. 1 Default Pass Rate: 20
Defauk Pass Rate: 20 # Pool T Text Random Distractors z i -
Section Descrilon bt s Section Description:
% Biack To Sections Options

Create CGueston: True or
Hd : Create Question: True or
| Create Guestion .. E False

Delete Seiected

| Create Question ... EI
Randomize Selected
Unrandomize Selected Delete Selected
—— Randomize Selected
Finformetica Unrandomize Selected

Reorder Questions

On the Options menu, click the Create Question dropdown menu to select a question type (essay, fill in the blank, matching, multiple answer,
multiple choice, ranking or true or false). Next, find the type of question you want to create below and follow the instructions under that question
type.
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Create Essay Questions

Essay questions require participants to write and submit an answer in their own words. Essay questions cannot be automatically graded. First, follow
the steps under Create Evaluation Questions.

New ay Question
ew Essay Questio Question Text: - Use the publishing window to design the

Question Text (Pool 1): question using whatever text and supporting files you want.
BZ U|A -&-xxQ4U|lEEES|EE|=S Back: This button will return you to the manage questions page
HI—H4 X @& &l Qe 2 F o without saving the question.

Save and Continue: This button will save the question and
immediately let you create another essay question.

Save and Finish: This button will save the essay question and
return you to the manage questions page.

| <<Back | | Save and Continue >> | | Save and Finish >>
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Create Fill in the Blank Questions

Fill in the blank questions require the participant to type a short answer into a blank field within the question. There is only one correct answer to this
type of question and all answers must be correctly spelled, although they do not need to be case sensitive, to be automatically graded as
correct. However, if needed, a site manager can go into the participant’s account and override the grade. First, follow the steps under Create

Evaluation Questions.

New Fill in the Blank Question

Question Text (Pool 1): [ Add Text ltem | [ Add Blank tem | | Remove Last tem |

Text:

Blank:

Feedback when incorrect (optional)
BZUIA-Z-xxQAUEEFE|E ==
2HI—H L aBaE@E Sum JF v -

Feedback when correct (optional)

B JZIUA-¥2-xxQM4UEEBE|E ===
2HI—H| K 2B @@ Som G f [ 7el

| << Back | | Save and Continue >> | Save and Finish >> |

Here is an example of how this question would look for the participant. The
participant needs to enter text into the blank fields.

TIMED EXAM

TIMED EXAM > Section One > Question 5019
William wrote Romeo and
[ <<Exit | [ Submit>> |

Text: Text is the portion of the question that the participant will see. Select
“Add Text Item” to include more than one visible element to the question.

Blank: This is the portion of the question that the participant will fill in
when taking the evaluation. Select “Add Blank Item” to have more than one
blank in the question. Select “Remove Last Item” to remove the last Text or
Blank added to the question.

Feedback: - use the publishing windows to write optional feedback for
correct and incorrect answers.

Back: This button will return you to the manage questions page without
saving the question.

Save and Continue: This button will save the question and immediately
let you create another fill in the blank question.

Save and Finish: This button will save the question and return you to the
manage questions page.
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Create Matching Questions

Matching questions require the participant to correctly match the terms or statements on one list with the terms or statements on another list. There
is only one correct answer to this type of question since all items must be correctly matched. First, follow the steps under Create Evaluation

Questions.

New Matching Question
Question Text (Pool 1
B UA-Z-(xxQH4EEAMPE =
2H—H K L2ABGE Dl f v

atch the instrumaent with its description by placing the number of the definition in the space preceding
Astrumant Aame

Feedback when incomect (optional
BJUA-Z-=xxOQM4EFAE

o i

EHI—H & LD EE e 2

Feedback when corect (optional

B UIA-Z-xx0MH4EFEFAN L =
-

EHI—H L LLAEE e d

Add Opticn | | Remove Option
1 Viokin 1[=] |a wooden instrument with two s shapec
2 [Harp 2[=] |a muiti-stringed instrument which has t

1 Drum 3 - Consists of at least one membrane stret

«<Back| [Saveand Contnue »>| [Save and Finish »»

Question Text: Use the publishing window to design the question using whatever text and
supporting files you want.

Feedback: - use the publishing windows to write optional feedback for correct and incorrect
answers.

Add Option: Click this button to create more matches.

Remove Option: To remove one of the matches, click the match you want to remove and then
click the Remove Option button.

Create Matches:

e Next to each number at the bottom, type in the text for an item that will be matched.

o Select a number from the dropdown menu. This number will be what the participant
selects for the correct match.

e To theright side of the number, type in the answer text for the correct match.

e Below is an example of how this question would look for the participant. The participant
needs to select a number from the dropdown menu to match the answers on the right to the
correct numbered questions on the left.
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TIMED EXAM

TIMED EXAM > Section One > Question 6 of 9

Match the instrument with its description by placing the number of the definition in the space preceding the
instrument name

1.Violin 1 ~ A wooden instrument with two s shaped holes either side of the bridge.

2.Harp 1 « A multi-stringed instrument which has the plane of its strings positioned perpendicularly to the
soundboard.

3.Drum 1 « Consists of at least one membrane stretched over a shell and struck, either directly with

hands, or with a stick.
2
| << Exit | 3

Back: This button will return you to the manage questions page without saving the question.

Save and Continue: This button will save the question and immediately let you create another matching question.

Save and Finish: This button will save the question and return you to the manage questions page.
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Create Multiple Answer Questions

New Multiple Answer Question

Question Text (Pool 1) B ZU|A-%-

FHI—EH LB E@ <)

x x'{14|FEEEEE
2

Feedback when incorrect (optional) g 5 U A - -x. ¥ D U EEZIE F

ZHI—H&aDmm S 2 S
Feedback when correct (optional) (B 5 U |A - % -|x. x DU EEJIH|E
FH—H K H2BmE Sy 2
Distractors (Pool 1)
Add Distractor S
Distractor 2:

Remove Distractor

<< Back Save and Continue >> Save and Finish >>

q i

q i

.-

Question Preview

informetica

Multiple answer questions allow participants to choose more than one
answer. There is only one correct answer to this type of question since
partially correct answers are considered incorrect. First, follow the steps
under Create Evaluation Questions.

Question Text: Use the publishing window to design the question
using whatever text and supporting files you want.

Feedback: - use the publishing windows to write optional feedback for
correct and incorrect answers.

Distractors: Distractors are the list of answers offered as choices for the
participant. For the answers that are correct selections, ensure that the
box in front of the distractor is checked.

e Add Distractor: click this button to add another answer option.

e Remove Distractor: To remove an option, click the option you
want to remove and then click the Remove Distractor button.

Question Preview: The box at the top right shows you how the
question will look to the participant.

Here is an example of how this question would look for the participant.
The participant needs to select each item that correctly answers the
question.

Page | 276



New Multiple Choice Question

Question Text (Pool 1) Bz U|A-2-x x4 EEAEE === Q
|2 =] X <2 03 G0 0|y 2 | ve TP

Feedback when incorrect (optional) B 7 y A -2 - x, x QO 4 EEXE &£ = ==
|2 H—H X @ mG)o o= Fe o7 -

Feedback when correct (optional) |B 7 gy A - % - x, ¥ Q4 EEZIE FE - ==
(2 HI—H X D@ &G0 e Pl [P

Distractors (Pool 1)
Di !
[ Add Distractor &
(Remow Distractor] ~ Distractor 2:

<< Back

TIMED EXAM

TIMED EXAM > Section One > Question 7 of 9

Which of the following are viable methods for traveling from London to Paris?
[ fiying

[ ferry

[ rail

[<<Bt] [(Swbmi>> |

Back: This button will return you to the manage questions page without
saving the question.

Save and Continue: This button will save the question and immediately
let you create another multiple answer question.

Save and Finish: This button will save the question and return you to the
manage questions page.
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Create Multiple Choice Questions

In Multiple choice questions, participants must select the correct answer from several offered choices. There is only one correct answer to this type of
question since all items that are correct must be selected. First, follow the steps under Create Evaluation Questions.

Question Text: Use the publishing window to design the question using whatever text and supporting files you want.
Feedback: - use the publishing windows to write optional feedback for correct and incorrect answers.

Distractors: Distractors are the list of answers offered as choices for the participant. For the answers that are correct selections, ensure that the radial
buttons in front of the distractors are selected.

e Add Distractor: click this button to add another answer option.

e Remove Distractor: To remove an option, click the option you want to remove and then click the Remove Distractor button.

Question Preview: The box at the top right shows you how the question will look to the participant. Here is an example of how this question would
look for the participant. The participant needs to select the one correct answer.

TIMED EXAM

TIMED EXAM > Section One > Question 1 0of 9

What are the five important elements of defensive driving?
Knowledge, eye-lead time, judgement, reaction time, and skill.
Knowledge, alertness, foresight, judgement, and skill.
Knowledge, alertness, stopping time, judgement, and reaction time.
Knowledge, consideration, judgement, reaction time, and skill

<< Exit | [ Submit >> ‘

Back: This button will return you to the manage questions page without saving the question.
Save and Continue: This button will save the question and immediately let you create another multiple choice question.

Save and Finish: This button will save the question and return you to the manage questions page.
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Create Ranking Questions

A ranking question requires participants to put all items in the correct rank. There is only one correct answer to this type of question since all items
must be correctly ordered. First, follow the steps under Create Evaluation Questions.

New Ranking Question

Question Text (Pool 1):

B UA-2-xxQH4EEEN|:E::

2H|I—HIX LB S 2 F

Feedback when incorrect (optional)

BZUA-2-xxQH4EEEmE:

SHI—H X aBEE Sem 2 F

Feedback when correct (optional)

BZIUA-Z2-uxQHEEANR E -

2H—H& aBEE w2 F

[ Add Option | [ Remove Option |
1

2

¢ il

i

Q@ i

1=

1]+]

[<<Back| [Saveand Continue >>| [Save and Finish >> |

Question Text: Use the publishing window to design the question using whatever text and
supporting files you want.

Feedback: - use the publishing windows to write optional feedback for correct and incorrect
answers.

Add Option: Click this button to create more items to rank.

Remove Option: To remove one of the items, click the item you want to remove and then
click the Remove Option button.

Here is an example of how this question would look for the participant. The participant needs
to select a number to represent the order in which these items should occur.

TIMED EXAM

TIMED EXAM > Section One > Question 8 of 9

Once you determine it is safe for you to help a victim, you should immediately determine if the victim has any life
threatening conditions. Identify the steps by order of importance

1 « Look, listen and feel for for breathing for 3 to 5 seconds.
1 ~ Open the victim's airway while the victim is on his back

1 » Check to see if the victim is responsive.

[y

BNt | [ Submit>> |

Back: This button will return you to the manage questions page without saving the question.
Save and Continue: This button will save the question and immediately let you create
another ranking question.

Save and Finish: This button will save the question and return you to the manage questions

page.
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Create True or False Questions

True or false questions force a participant to choose one of only two possible answers: true or false. There is only one correct answer to this type of
question since only one statement is the correct answer. First, follow the steps under Create Evaluation Questions.

New TrueFalse Question

Question Text (Pool 1) BZ U A-¥-x xQMEEBEE = =:= QuestionPreview

SH—HXQanm@m ||y 2 # 7 -

True O False

Feedback when incorrect (optional) B 7 g A -% -|x, x* QO 4 EE=E & ==

S HI|I—H X adEE ([ 2 F| |
Feedback when correct (optional) B 7 g A -%¥ -x, x* QO 4 EEJE F ==

2H—HXLBE ||y = 2 |
Distractors Pool(1) True © False

[<<Back | [Save and Continue >> | | Save and Finish >> |
informetica

Question Text: Use the publishing window to design the question
using whatever text and supporting files you want.

Feedback: - use the publishing windows to write optional
feedback for correct and incorrect answers.

Distractors: Distractors are the list of answers offered as choices for
the participant. For the answer that is the correct selection, ensure
that radial button in front of the distractor is selected.

e Add Distractor: click this button to add another answer
option.

e Remove Distractor: To remove an option, click the option
you want to remove and then click the Remove Distractor button.

Question Preview: The box at the top right shows you how the
question will look to the participant. Here is an example of how this
question would

look for the TIMED EXAM

participant. The TIMED EXAM > Section One > Question 9 of §

participant needs BT 7
to select the one
correct answer.

True O False

i«Exﬂi' Submit >>
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Back: This button will return you to the manage questions page without saving the question.

Save and Continue: This button will save the question and immediately let you create another true or false question.

Save and Finish: This button will save the question and return you to the manage questions page.

18.3 Edit Section Details

In the right hand side of the evaluation, click the name of the section that you wish to edit. Click Edit in the details column on the right hand side of
the section. This will open the edit section details page showing the initial settings that were selected when the section was created. See the Create

an Evaluation Section for details about the fields on this screen.

Edit Section Details

* Required

* Name:

* Default Question Type:

* Default Number of Question Pools:
* Default Pass Rate:

Distractor Labels:

Section Description:

Evaluation Sections s

Section One (9) Active '

* Youhave p55  characters leftfor your description

Details Edit

Example

True or False El

1]
20 %
Mone E
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18.4 Edit Evaluation Questions

Click on the name of the evaluation section that you want to edit questions for. This will open the manage questions window. Click the Edit link next
to the question you want to edit. This will open the edit page for the question. Make your changes and then save them.

Section - Section One: Mansge Gusstions © Eaien /A AR Save: Save your changes and return to the manage questions page.
# Pool  Type Text Distacirs i i i
Cancel: Returns you to the manage questions page without saving
1 Multiple What should you do if you find yourself driving on the shoulder of a back True
Choic f0ad or ait? your changes.

[Edif] Finish the following sentence: You should never go driving on back roads
and trails without

Manage Additional Information: Create a link to another relevant
Toe file within the product that participants will see linked at the bottom

[Ediil Whyis a gravel surface dangerous?

of the question.

18.4.1 Manage Additional Information

When you edit an evaluation question, you also have the option of uploading additional materials, such as a video file to the question itself. Doing so
will create a link to another relevant file within the product that participants will see linked at the bottom of the question. You can upload any file that
is in your media library. Enter a title for the file, select if from the dropdown menu and then click the add link on the right. Make sure to click the
active box so your Participants can see it — items that are not active will not be visible. To remove a file that has been uploaded, simply click the delete

link that corresponds with the file. You do not have to click save to update the Manage Extra Content area.

Manage Additional Information

Title Item Active
--- SELECT ONE --- v Add
ZIP file JasonPaynterTest2.zip Delete
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18.4.2 Delete Evaluation Questions

Click on the name of the evaluation section that you want to edit questions for. This will open the manage questions window. Select the questions
you wish to delete using the checkboxes and then click Delete Selected from the options menu.

Section - Section One: Manage Questions @ English AAA
Random
# Pool Type Text Distractors
A 1 1 Multiple [Edii What shouldyou do if you find yoursell driving on the shoulder of a back True
Choice road o trail?
2 1 Multiple [Edif] Finish the following sentence: You should never go driving on back roads False
Choice and frails without ...
3 1 Multiple [Editi Whyis a gravel surface dangerous? True
Choice
B 4 1 Multiple [Edifi What must you always do when driving through mud, snow and water? True
Choice
B 5 1 Multiple [Editi Wnat shouldyou do if you get stuck in the mud with your back road vehice? False Options
Choice : - =
Create Question: Multiple Choice
B ] 1 Multiple [Ediff What should you getinto the habit of doing when driving in winter True -
Choice conditions? Create Question ... [~]
Bl 7 1 Muliple [Edill Whatis a circle check? False #' Select Al
Choice
I @ Delete Selected I
F s 1 Multiple [Editf What shouldyou do if you encounter a tree stump or rock in your path? True
Choice #¢ Randomize Selected
A a 1 g:gjiglee [Editi Why should you avoid travelling through streams or running water? False Distractors
B 1 1 Multiple [Ediff What must you do when towing a trailer on a back road or trail? False A» Unrandomize Selected
Choice

Distractors

Back To Sections

ﬂ Reorder Questions
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18.4.3 Randomize Evaluation Questions

If you have created multiple pools, every question variation in that pool will have the same order number, but only one of them will randomly present
during the evaluation. Instructions to randomize the order in which the questions are presented are later in this chapter under Managing Evaluation
Section Questions.

Section - Section One: Manage Questions @ English AAA
Random
# Pool Type Text 2
w ¥ Distractors
1 1 Multiple [Edifi Whatshouldyou do if you find yourself driving on the shoulder of a back True
Choice road or trail?
=3 2 1 Luttiple Edill  Finich tha fallawina santanca’ You should nouar an drivina an hack raade Falcs
Chaoice and trails without
&) 3 1 Multiple [Edit] Whyis a gravel surface dangerous? True
Choice
4 1 Multiple [Editi What must you always do when driving through mud, snow and water? True
Choice
5 1 Multiple [Editi What shouldyou do if you get stuck in the mud with your back road vehice? False Options
Choice » z :
Create Question: Multiple Choice
6 1 Multiple [Egitf What should you getinto the habit of doing when driving in winter True -
Choice conditions? Create Question ... [+]
= " lect All
7 1 Multiple [Egiff Whatis a cirde check? False 7% Seinct
Choice -
@ Delete Selected
- 8 1 Multiple [Editi What shouldyou do if you encounter a tree stump or rock in your path? True
Choice 2
“¢ Randomize Selected
“ a 1 E:Ilm'e [Editi Why should you avoid travelling through streams or running water? False Distractors
Choice
B 10 1 Multiple [Edifl What mustyou do when towing a trailer on a back road or trail? False A+ Unrandomize Selected
Choice

Distractors

#2 Reorder Questions

Evaluation questions are assigned an automatic number as you create them. This is the default order in which they are presented during an
evaluation. This is indicated by the # column as shown below. You can instead choose to have the questions presented in a random order. Click on
the name of the evaluation section that you want to edit questions for. This will open the manage questions window. Select the questions you wish
to randomize using the checkboxes and then click Randomize Selected from the Options menu.
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18.4.4 Unrandomize Evaluation Questions

Click on the name of the evaluation section that you want to edit questions for. This will open the manage questions window. Select the questions
you wish to unrandomize using the checkboxes and then click Unrandomize Selected from the options menu. This will present the question in the
default order indicated by the # column as shown below.

Section - Section One: Manage Questions @ English AAA
Random
# Pool Type Text Dictactors
A 1 1 Multiple [Edii What shouldyou do if you find yoursell driving on the shoulder of a back True
Choice road or trail?
2 1 Multiple [Edif] Finish the following sentence: You should never go driving on back roads False
Choice and frails without
3 1 Multiple [Editi Whyis a gravel surface dangerous? True
Choice
B 4 1 Multiple [Ediff What mustyou always do when driving through mud, snow and water? True
Choice
E]l 5 1 Multiple [Edfi Whatshouldyou do if you get stuck in the mud with your back road vehice? False Options
Choice 3 3 5
Create Question: Multiple Choice
| 5] 1 Multiple [Editi What shouldyou getinto the habit of doing when driving in winter True — -
Choice conditions?  Create Question ... E
| ] 7 1 Multiple [Ediffil Whatis a cirde check? False s Select Al
Choice e | d
Delete Selecte.
A g 1 Multiple [Editf What shouldyou do if you encounter a tree stump or rock in your path? True
Y
Chaice #¢ Randomize Selected
A a 1 ::;ugui?: [Editi Why should you avoid travelling through streams or running water? False Distractors
[l 10 1 Multiple [Editi What must you do when towing a trailer on a back road or trail? False ".o‘ Unrandomize Selected
o
Choice Distractors

Back To Sections

#2 Reorder Questions
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18.4.5 Reorder Questions

Click on the name of the evaluation section that you want to reorder questions in to open the manage questions page. Select the questions you wish
to reorder by using the checkboxes and then click Reorder Questions from the options menu.

Section - Section One: Manage Questions @ English AAA
Random
R Pl Type gex Distractors
F 1 1 Multipte [Edill What should you do if you find yourself driving on the shoulder of a back True
Choice road or trail?
& 2 1 Multiple [Edill Finish the following sentence: You should nevar go driving on back roads False
Choice and trails without ..
B 32 1 Multiple [Edit]  Whyis a gravel surface dangerous? True
Choice
Fl 4 1 Multiple [Edifi What mustyou always do when driving through mud, snow and water? True
Choice OptiOl'IS
5 1 Multiple [Edii What should you do if you get stuck in the mud with your back road vehicle? False . . .
Choice Create Question: Multiple Choice
[l 6 1 Multiple [Edill What should you get into the habit of doing whan driving in winter True Create Question ... El
Choice conditions? —_—
# Select All
n 7 1 Multiple [Edill Whatis a circle check? False
Choice @ Delete Selected
F 8 1 Multiple [Edil What should you do if you encounter a tree stump or rock in your path? True >
Choice #¢ Randomize Selected
F 9 1 Multiple [Edill Why should you avoid travelling through streams or running water? False Distractors
Choice
A g
Fl 10 1 Multiple [EGl  Wnhat mustyou 3o when towing 3 trailer on a back road or trail? False L4 Uf"a"d"m'ze Selected
Choice Distractors
Back To Sections ld Reorder Questions I

This will open a “Change Question Order” page where you can click and drag the question you wish to move and drop it into a new spot within the
list.
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Section - Section One: Change Question Order

6 To reorder questions, simply click and drag the question you wish to move and drop it in the spot you desire within the list.

Current Rank Question Type # of Pools Question Sample Text(Pool 1)
1 Multiple Choice 1 trvgili??l should you do if you find yourself driving on the shoulder of a back road or
2 Multiple Choice 1 Finish the following sentence: You should never go driving on back roads and trails
without ...
4 Multiple Choice 1 What must you always do when driving through mud, snow and water?
3 Multiple Choice 1 Whyis a gravel surface dangerous?
5 Multiple Choice 1 What should you do if you get stuck in the mud with your back road vehicle?

You can reset your changes before you save or press the back button to return to the manage questions page without making the changes. Once you
click save, you will see from the manage questions page that the question is now moved to the new order.

# Pool Type Text Random Distractors
1 1 Multiple Choice  [Edit] What should you do if you find yourself driving on the shoulder of a back road or trail? True
2 1 Multiple Choice  [Editl  Finish the following sentence: You should never go driving on back roads and trails without ... False
F 3 1 Multiple Choice  [Editl What must you always do when driving through mud, snow and water? True
4 1 Multiple Choice  [Editl Why is a gravel surface dangerous? True
Back To Sections
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18.5 Edit Evaluation Details

You can change the details of how an evaluation is set up by clicking the Edit link in the Details menu from any evaluation. This will open the
Attributes page where you can make changes and then save them.

- Attributes
st
Topic: Green Defensive Driving P Lol | Modula 3.7 The river o A
Course Menu Title: | Module 3 Quiz / \
Page Title: Module 2 - Princip... Publishing:  pyplish Forever @

Publish Date @

Menu Title: Module 2 Quiz ;
From: | 10/7/2008 11:58:20 AM

Published: 10/7/2008 11:58:20 To: o The layout option is not shown from
AM - 10/772038 11:58:48 AM et . Y . " .
Weight: 0 Wisii[o Edit Details. This is because the layout
Questions / Page: cannot be edited after initial creation
Allowable Takes: Unlimited Settings & as it would affect anyone currently
2 - per Par Unl d . .
Allow Retake if Passed: True St undergoing the evaluation.
Time Limit: Unlimited Retakes: Yes
Fomt Evahatbn Time Limit: No Time Limit
Pass/Fail: By Individual Sect... \ j
= Display Options
Gmde Dlsnby Type: Layout: By Question Y
Percentage
Questions per Page:
Show Feedback When Display Final Grade As: | Percentage E
Correct: False &
Show Feedback When . Show Feedback When Correct
Incorrect: False ! Show Feedback When Incorrect

1 Show Test Information Page

Show Test Info Page: False

Show Test Section
Response Summary: True Saye | Or Cancel

[ show Test Section Response Summary

informetica Page | 288



18.6 Preview your Evaluation

Open the product in which you would like to preview an evaluation and navigate to the manage assets page. Click Preview for the evaluation.

Evaluation Example [¥] Active

Crested by Siema Trees-Tumeron 7/2/2012 10:25:26 AM =

Edited by Sierra Trees-Tumer on 7/2/2012 10:42:20 AM View Item

Details Edit Prerequisites (0) Edit Completion Rules  Edit Edit IT]

Type: Evaluation Complete When Passed [0y copy

Order: 6

Price: 0 E] Preview —<ef—
E3 Grade
@ Delete

This will open a page that lists the questions in order, the answer options and an indication of the correct answer as well as correct and incorrect
feedback.

Distractors / Answers Feedback Feedback (Correct)

Type
1 1 Multiple Choice ~ What are the five important elements of [x] Knowledge, alertness,
defensive driving? foresight, judgement, and skill. What are the Great work! Defensive driving
[ ] Knowledge, alertness, stopping five important  consists of these five elements.
time, judgement, and reaction elements of
time. defensive
[ 1 Knowledge, consideration, driving?
judgement, reaction time, and
skill.

[ ] Knowledge, eye-lead time,
judgement, reaction time, and

skill.

2, 1 Multiple Choice ~ What is a typical parking lot hazard? [ ] Scraping other parked vehicles
while entering a tight parking What is a Great work! These are all typical
spot. typical parking  parking lot hazards. Whenin a
[ ] Hitting a moving vehicle while  lot hazard? parking lot, remember to always back
getting out of a parking spot. into the parking space.

[ 1 Collisions with pedestrians.
x] All answers are correct.
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18.7 Grade Questions

This option is used to grade essay questions (essay questions cannot be automatically graded by the system) or by site managers who need to
override a participant’s answer. Open the product in which you would like to grade an evaluation and navigate to the manage assets page. Click
Grade for the evaluation that contains the questions you wish to grade.

Evaluation Example [¥] Active
Created by Sierra Trees-Turner on 7/3/2012 10:25:20 AM
Edited by Siera Trees-Turner on 7/2/2012 10:43:20 AM View ltem
Details Edit Prerequisites (0) Edit Completion Rules  Edit Edit |~
Type: Evaluation Complete When Passed ;3 Copy
Order: 6
Prics: 0 5] Preview
E] Grade
@ Delete

Select the question you wish to grade to open the Grade Student Questions page. Here you can grade the same question for all of the participants. To
the far right of the participant’s name, press the Grade button.

Grade Questions

@ Select the question you wish to mark.

Section Question

Section One 1

Cancel
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Grade Student Questions: Module 2 - Principles and Foundations Quiz - Section One :: Question 11 @ engish AAA

User Group: . L _E
Shicent Student User Groups Question AteTR Status ""m“
340 Bennet, Maria »eld - - Not
Finishad
344 Bree, Christina » 84 Education comes not from books but from practical 1 Mot
» Family Practice Health experience. Marked
Centre
Write a unified essay in which you perform the following
tas
343 Brook, Manisa »ejd - - Not
Finished
330 Demo, Senda » gjd - - Mot
= Sencia Office Finished

This will open the “Grade Participant Question” page. Enter a grade for the question in the Mark field and then click Update Mark. You can Cancel to
go back to the list of participants for this question.

Grade Participant Question

You are viewing:

Evaluation: Section Test 1
Section: Section Test 1
Question: 2

Question:
Education comes not from books but from practical experience.

Write a unified essay in which you perform the following tasks. Explain what you think the above statement means. Describe a speafic situation in which books might educate students better than practical experience,
Discuss what you think determines when practical experience provides a better education than books do.

Response:

asdjfhaerhge asdighfa

Marki| %
Cancel
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18.8 Create an Evaluation Summary

The optional evaluation summary page appears after the participant has completed all of the evaluation questions. Navigate to the manage assets
page and open the evaluation you wish to create a summary for. Click Summary Page in the properties menu. This will open a publishing window
where you can design the text and content you want the participants to see after they have completed the evaluation. Click save to save the summary
and return to the manage assets page or click cancel to return to the manage assets page without saving the summary.

Evaluation - Evaluation Example

Properties _ _
vPaﬁe. blisk d
Completion Rules o <) D vem|| 2 F T G| stves * | Heading 1 FontFamly = 6(2%8 |- |@
o X oA@BASH i == 4y Q=417 « &l
¥ Prerequisi
eeqUStBS BIUA -2 -s#x, X|SE"FEEIR C A - i

Summary Page I

Next Steps

You have completed this quiz.
» To review your results, click on the arrow = above.

« Click Finished to return to your course and select another lesson or quiz if
you wish.

» Click here if you would like to retake the quiz.

Pathe div » bl » span

Below is an example of how a participant would see this. The text at the bottom is what was entered into the publishing window. The summary
above shows when the option to Show Test Section Response Summary is selected when the evaluation was created.
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Evaluation Example

Summary - Evaluation Example

Question 1
Question 2
Question 3
Question 4
Question 5
Question 6
Question 7

Question 8

L 2 % % % % < (=

Question 9

Next Steps

You have completed this quiz.
« To review your results, click on the arrow ¥ above.
« Click Finished to return to your course and select another lesson or quiz if you wish.
« Click nere if you would like 1o retake the quiz.

informetica

Page | 293

A

The customized summary area is
a great place to let your
participants know what their
next steps should be after
completing the evaluation.

~



Question Export

189 This optlon is available to Site Managers, Campus Admins, and Publishers
You can opt to export your multiple choice questions into QTI format SO that they can be reused in other systems that support QTI.

Manage Assets for Informetica Sample Course View: List | Detailed .
3 Copy
You are viewing: Products > Informetica Sample Course > Manage Assets
a Preview
Name Type Order Status Created Updated Published E3 Grade
Evaluation Example (Evaluation Example) Evalustion 7 active  8/147201310:48:24 AM 2:14%013 104835 AM  Not Appiicable Edit v © Deiste
Amy Bateman y Bateman ‘—@ Export

From the manage assets page, select the down arrow on the Edit button for the evaluation you would like to export.

Select Export.

A

When the confirm window appears, Save the resulting XML file. f \

' QTl is an industry standard that

Right-click the link below and choose Save As to .

dtwioad the ‘Tl tile. uses XML to store question and
QTIExport 9120 2013210 23 16,8 1.xml answer data in a format that can
be imported into multiple

applications such as learning

management systems.

N J
Y

Some factors to consider when using the QTI Export tool:
2. QTIl Export only supports multiple choice questions. If you export a test with multiple question
types, the QT file will only contain the multiple choice questions.
3. QTl Export does not consider pools. All questions are exported as a unique question whether they are in pools or not.
4. An XML File is generated upon QTI Export and can be imported into Prova Tests.
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19. Prova Tests

Topics Covered In This Chapter

19.1Create a New Test
19.1.1 Wizard Mode
19.1.2 Express Mode
19.1.3 Advanced Mode
19.1.4 Description of Configuration Options:
19.2Test Questions
19.2.1 Create Questions
19.2.2 Import Questions
19.2.3 Question Types
19.2.4 Feedback
19.2.5 Edit Questions
19.2.6 Delete Questions
19.2.7 Randomize Question Order
19.2.8 Reorder Questions
19.2.9 Distractor Labels
19.2.10 Randomize Answer Order
19.2.11 Question Pools
19.3Dashboard
19.4 Configuration: Modifying the Test Setup
19.5Introduction Page
19.6Test Sections
19.7 Conclusion Page
19.8Preview Test
19.9Publish
19.10 Manual Grading
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Prova tests can be used to determine a participant’s knowledge of the content that you have provided. There are 7 different types of questions that
can be used to create a test: essay, fill in the blank, matching, multiple answer, multiple choice, ranking, and true or false. Informetica can
automatically grade every type of question in a test except for essays. Informetica’s testing engine lets you create and edit tests or quizzes, applying
the rules you need for a successful training and/or certification environment. You are able to apply passing grades, prerequisites, weights, randomize
answer options, create question pools, test by section or by question, give feedback for correct and incorrect answers, offer a variety of question types
and you are able to incorporate audio, video, graphics, external and internal links and more.

Prova tests are created and edited in a draft mode that is not available until a test is published and appear as drafts on the manage assets page.

Name Type Order Status Created Updated Published

{4y Sencia Staff Trivia (Sencia Staff Trivia) Prova Evaluation 1 draft 71372012 8:49:13 AN 2/1/20132 10:05:48 AM Unpublished Draft Edit et
Sierra Trees-Turner  Amy Bateman

A

When participants submit a page of questions, the system will automatically detect
if any questions were left blank and prompt the participant to enter an answer.

~
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19.1 Create a New Test

To fully create a Prova test you will need to complete the following From the manage assets pages, click

. . © | Create .. = I
steps: create from the options menu. .
\ Select Prova Test from # | Appraisal
Assignment
eCreate a test the dropdown menu to open the © | Courseware
create test page. You can proceed Evaluation
J . . [“j Markup Document
using the wizard mode, express Module
) mode, advanced mode. n
Questionnaire
eCreate questions [Upos Reference
y Wizard Mode: Recommended for s
. first time users or users searching for
a better understanding of all
eAssign questions to sections available options
S
™) Express Mode: Let's you quickly create a test from popular or last
ePublish the test known settings.
7

Advanced Mode: Recommended for experienced users, this mode will
let you create the entire test manually

Select your preferred create method.

7 Wizard Mode (5] Express Mode (] Advanced Mode

Wizard Mode is
recommended for first time
users or users searching
for a better understanding
of all available options

Create Evaluation

© Cancel

informetica
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19.1.1 Wizard Mode
Wizard mode guides you through a seven step process for creating a test, including one optional step. Click Create at the bottom of the wizard mode

box. One you have completed a step; click the button on the bottom right or the next numbered tab at the top. The test details you set up while in
wizard mode can always be changed from the configuration menu later. Once you have completed the steps, click the save & continue to questions
button at the bottom of the page in Step7.

/" Wizard Mode
Evaluation Display

Menu Title *

See Configuration Options in this chapter for details on each of the configurations.

Step 1 Getting Starting: Give your evaluation a title and some other important display information.

Step 2 Required: Determine how many questions should appear on each test page.

Step 3 Optional: Changing any of these default configurations is completely optional; therefore this step can be skipped, if desired.
Step 4 Availability: Define thing such as number of test attempts and publication dates.

Step 5 Grading: Define the passing grade and how the grade should appear to participants.

Step 6 Sections: Set up more than one question or randomize question order.

Step 7 Layout: Opt to use graphical design packages or headers and footers.
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19.1.2 Express Mode

Express mode has only one simple page of required configurations to set up, and then makes assumptions for
many of the details of your test, based on the type of test you select. Click the create button at the bottom of

f-] Express Mode

Quickly create an
Evaluation (Beta) from
popular or last known
settings.

the express mode box. The test details you set up while in express mode can always be changed from the
configuration menu later. More details about these configurations can be found later in this chapter under

configuration descriptions.

Complete the Form

Evaluation Display

Menu Tithe

Page Title

Availability
Publsh
@ Forever

) Between

From T

[F] enable Time Range

Grading

Pass/Fail Calculation®
) By Combined Sections
By Individual Sections

Passing Threshold (Percentage

Select the Test Type:

Create Evaluation

Select the type of quiz you wish to create using the radial

buttons at the bottom. Use the green configurations on the left side to help you decide which test
type best suits your needs. Remember, the test details you set up while in express mode can always
be changed from the configuration menu later. More details about these configurations can be found
later in this chapter under configuration descriptions. Click the save & continue to questions button

at the bottom.

Navigation

Questions per page

i
3
3
2
3

Allow re-attempt if

passed

Availabilty

Time limit

« Save & Continue to Questions

informetica

Practice Quiz Relaxed Strict
Free Free Sequential
1 5 1
1 1 1
Yes No No
Yes No No
Percentage Percentage Complete/Incomplete
Unlimited 3 1
Yes Yes No
None None 1 Hour
"\::' select '::;' select select
(@) cancel
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Practice Quiz Often used so participants can test themselves on the material or to prepare for a final exam. This quiz lets participants know

which questions they get correct or incorrect while they take the quiz. They can attempt the quiz again as many times as they
desire, whether or not they have already passed it in order to test their preparedness and get better grade percentage.

Relaxed Is set up so participants have as much time as they need to complete the test. Five questions are shown per page and

times, and can be taken again if it is passed.

participants will not know which questions they get correct or incorrect during the exam. The exam can be attempted three

Strict Is set up like a final exam where participants have one hour to complete the questions. The participants will not know which

complete or incomplete.

19.1.3 Advanced Mode

Advanced mode includes all of the test configurations on one page, but instead of using a wizard to help explain
and guide you through them, the options are laid out in more of a line list format without additional description.
Advanced mode is designed for users who are very familiar with creating tests in Informetica and already know
the details of each configuration and how they interact with one another.

Click the create button at the bottom of the advanced mode box. More details about the configurations can be
found later in this chapter under configuration descriptions. Once you have filled out the form, click the save &
continue to questions button at the bottom. The test details you set up while in advanced mode can always be
changed from the configuration menu later.

informetica  page|300

questions they get correct or incorrect during the exam. They can only attempt the exam once and their grade will show as

Advanced Mode

Advanced Mode is

Create Evaluation




19.1.4 Description of Configuration Options:

Evaluation Display

Evaluation Display

Menu Title *
Final Test

Page Title *
Final Test

Show Identity Confirmation
Show Introduction

Section Navigation *

@ Sequential Navigation - Every page advance will submit the answers as final

(&) Free Navigation - A final question review screen will be displayed to the learner before submitting all questions

__

Show Identity An identity confirmation screen requires
Confirmation participants to verify their identity against the

currently logged account before beginning the
Before proceeding o the test, you must confirm the following statement

test. Deny will log them out of the system. | am the same person named in the registration. As the registered user,
only | will engage in answering the questions on this evaluation

fa5 Please confirm your identity

«' Confirm 3 Deny

S EREINNEVITETIIAN  Select this option to prevent users from returning to a previous page of questions. All questions on the current
page must be answered before advancing to the next page and all responses will be saved as a final answer.
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Test Completion Redirect URLs

Test Completion Redirect URLs

Redirects to the specified URLs. This configuration requires both completion URLs be specified

Defauilt Behaviour if redirects are not specified
- Product Introduction On: redirects to introduction upon pass or fail.
- Product Introduction Hidden: redirects to home page upon fail; redirects to next asset upon pass.

On Successful Completion

On Unsuccessful Completion

On Successful Completion

On Unsuccessful Enter the URL you would like Informetica to direct the user to upon unsuccessful
Completion completion of the test or use the link tool to direct the user to a selected page in the LMS.
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Layout

Layout

Design Package Design Layout

Example [+] | samplei [=]

«© preview not available

£ Designate a specific Design Layout for an campus?

Header

B I UA-¥-xxQH|EESE|EESE
B H|— % DR @a9 oS FT

B

m

«| m »
Path: p » img 4
Footer

B ZUA Yt xQMEEEEE -

==l

(& B— % @B a@ 9 & Qw2 PP
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De5|gn Layout Select the layout from the design package that you would like to apply to this test. For details on creating design
Iayouts within a design package, visit the Design Packages chapter of this manual.

Designate a Specific
Design Layout for a
Campus

=]
Campus: Lakeridge Heatth
Design Package: | PreviewTestDesign

Design Layout: vanilla

Campus Design Package Design Lay

Informetica Demo PreviewTestDesign hutterscot

Lakeridge Health PreviewTestDesign vanilla

This is an optional banner that you can design and then insert onto the top of each test page.

R T s an opional banner it you cancesignand then st ontothebottom of eachtestpage.
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Question Display

Question Display

Show Question Select to display an identification code for each question to learners. The
Questions Per Page * Code question author is responsible for providing the identification code for each
1 question. This code is typically used to uniquely reference the question, as
question and response randomization options may otherwise obscure

question identification.

OVl A ZE e[S Enter the number of questions you want displayed on each page of the test, up
to a maximum of 10 questions per page.
Feedback

On each page advance, provide feedback Correct Response Select to show instant feedback for each correct

¥ Foreach correct response, show instant feedback response per Submitted question page Includes
; X

any provided question-specific feedback.

: Show Question Code to

(limit of 10 questions per page)

i the conciasion. of vewy secion lileelii=adi=go =i Select to show instant feedback for each incorrect
response, per submitted question page. Feedback
will reveal the correct response and also include
any provided question-specific feedback.

Note that in tests set up using free navigation, instant
feedback will not be shown.

¥ show Section Feedback

@ Detailed Feedback will include: Question Texi, Learner Response, Correct Answer

@ Simple Feedback will include: Question Number, Correct/incorrect Display

N Bchi pROs Stvance SR I conousin of ey secion Show Section Select to show feedback at the end of the section.
& Show user response Feedback e Simple View: Shows only a summary of

incorrect and correct responses
e Detailed View: Reveals the correct answers and
shows custom feedback.

| Show correct response if answered incorrectly

Show User Select to show the user’s own responses for each

Response question both after submitting a page of questions
and at the end of the section.

Show Correct Select to show the user the correct answers for

Response each question both after submitting a page of

questions and at the end of the section.
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Availability

Configuration

AvaRaR Y A test that is published forever is always available to enrolled participants.
Publish * Publish Between Tests published between specific dates are available to enrolled participants
@ Forever only during the published dates. Tests that fall outside the published dates
e are no longer seen by enrolled participants.

<A Access to tests published between dates can be narrowed to a time range.

Attempts per Select the number of times a participant is allowed to attempt this test (1-5
Participant attempts or unlimited).

Allow Reattempt if Select to allow participants to exhaust all available attempts even if they have
Passed already passed the test. If not enabled, the participant's first passing score will

[T Enable Time Range be recorded as final and they will be prevented from re-entering the test.

Attempts per Participant *

Unkmited ‘ - |

¥ Allow Reattempt If Passed

When retakes are enabled in combination with a pass/fail calculation by
individual sections, then a participant must answer the questions from all
sections on a retake of the test, even if the sections were already passed.
Exceptions created for tests that are set up by individual section and allow only 1
retake will allow participants to retake only failed sections.

Time Limit

| M Hours | 0 |L] Minutes

When retakes are enabled in combination with a pass/fail calculation by
combined sections, then a participant may reattempt the test, assuming that the
product itself allows retakes.

You have already passed this evaluation. Are you sure you want to proceed with a retake?
¥ ves [ nNo

Time Limit You can restrict the length of time a participant has to complete the test by
selecting the hours and minutes. The amount of time remaining will appear to
the participant at the top of every question page in a countdown of numbers.
TIMED EXAM

TIMED EXAM > Section One > Questi 191'9

You Answered Incorrectly

What are the five important elements of defensive driving?

[<<Exit | [ Next>>
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Grading

Pass/Fail Calculation * e /selles[llEde | Questions are scored and a percentage is determined against all questions in
@ By Combined Sections by Combined the test, regardless of how questions are grouped into sections. A single

Sections passing threshold is required for the test. On retake, the participant must

y By Individual Sections .
retake all questions.

Passing Thweshold (Percentage)* FHIEIREEL Y The questions within each section are graded and a percentage is determined
o)A VGEEIRSEEE ] for each section. A passing threshold is applied to each section within the test
and the participant has passed the test once each section has been passed.
On retakes, if the option to retake on pass is not enabled, the user will only be
presented with the sections that they have not passed.

Passing Threshold Enter the percentage of correct questions required to pass this test. The
passing threshold is needed to determine if the user passed or failed. The
system will use this information to show the result as Complete/Incomplete,
Pass/Fail, Grade Without Remarks, or Percentage as set up for the test. For
example, for Grade Without Remarks, if you want participants to get at least
35 out of 40 questions right in order to pass, then you must enter the pass rate
as 87.5 (%). For Pass/Fail, if you need the participant to get half of the
questions correct in order to pass, you must enter the pass rate as 50 (%).
Enter a 0 if the test required needs no passing grade, such as a practise test.
Enter a percentage that the test is worth towards the entire product’s grade, if
applicable. The weight of each asset is used to calculate the participant's final
score within the product.

Weight *

Grade Display *

4 A

Usea0in passing threshold Grade Display Use the drop down menu to choose how you would like the test grade to be

shown on participant transcripts upon completion as follows:

o Complete/Incomplete: displays grade results as complete or not complete.

e Grade Without Remarks: displays grade results as a numerical grade (also
known as a score or mark). For example, a test may have a maximum
numerical value of 40 with a passing score of 30. If the participant earns 35
marks, 35 will appear on as a passing grade on the transcript.

e Pass/Fail: displays grade results as an overall pass or fail result.

e Percentage: displays grade results as a percentage (default option).

to create a test with no
passing grade, such as a
practice test.

~
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Sections

If not using the wizard, these configurations can be managed in Sections. Most details can be found in the Test Section portion of this chapter.

Sections

Quick Create

All evalusations must contain at least one section. Add | 1 section right away. Menu

Hint: You can add more sections any time from the Manage Sections Page . Dashboard

Randomize Question Order X Configuration

B Yee = F

It enabled, questions within each section wil be presented to participants in random order. 7 Introduction
Sections(1) <mm—

© Cancel 4 Grading  Layout p Questions(7)

_% Conclusion
$b History

Randomize

Question Order

Sections Quick Enter the number of sections you want to have in this test. All tests must contain at least one section. If you only add one
Create now, you can always add more sections from the Manage Sections Page later.
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19.2 Test Questions

Immediately after creating a new test, you will be prompted to create questions. There are three methods for populating questions for a test. Both
methods can be used in the same test.

e Create questions directly within your test
e Import questions
e Select pre-created questions from question banks to use in the test

19.2.1 Create Questions

1. Select Create to start creating a new question. Return to questions at any time by selecting Questions from the Prova test menu.

« Create 4, Search Question Banks 42 Reorder [#] ritter By Section = All [«]

L
[«]

2. Select a Question Type from the drop down menu.

3. Select the Section that will house the question. iesion TV = Multiple Choice
4. Questions are automatically assigned a default order number as you create ; T [Tre or False
them. You can override the default by using the Order drop down menu to A (=]
select a new number and add a question before or after one you have already Drder =]

created. You can also reorder the questions from the Questions Menu later.

5. Select Continue to start creating content for the question. MGt | SN
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19.2.2 Import Questions

This option is available to Site Managers, Campus Admins, and Publishers

You can opt to import questions directly to your test from a QTI file format. Informetica’s original testing engine lets you export multiple choice
questions into QTl format and there are many course authoring and test building systems that allow for export to QTl as well. . Informetica does not
currently have QTI export for Prova tests or Question banks, but this will be available in future development.

1. Within any Prova test, select Import from the Tools menu.

Import Questions for Prova Test Practice Exam

Tools
You are viewing: Products > Informetica Sample Course > Manage Assets > Practice Exam > Import Questions

% Grade Test Section | Section1 [=]
o Import ‘—
Select a QTI lite file from your computer to import. Files must have an XML extension
fid Publish
Choose File | CMY-SDF-CR... xport.xml

2. Select Choose File to specify the QTI file to import.
3. Select Import.

This can take a few minutes to upload, depending on the number of
questions. We recommend that you use a wired connection during the upload to reduce any connection issues. Modern browsers should display the

upload progress.

A
4 A\

QTl is an industry standard that uses XML to store question and answer data in a
format that can be imported into multiple applications such as learning
management systems.

N
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19.2.3 Question Types

Here is a brief explanation of each question type:

Question Type

Essay
Fill in the Blank

Matching

Multiple Answer

Multiple Choice

Ranking

True or False

Essays require participants to write and submit a longer test answer. Essay questions cannot be automatically graded.
Participants are required to type a short answer into a blank field within the question. There is only one correct answer to this
type of question and all answers must be correctly spelled to be counted as correct.

Matching requires participants to correctly match the terms or statements on one list with the terms or statements on another
list. There is only one correct answer to this type of question since all items must be correctly matched.

These questions allow participants to choose more than one answer. There is only one correct answer to this type of question
since partially correct answers are considered incorrect.

These questions require participants to select the correct answer from several offered choices. There is only one correct answer
to this type of question since all items that are correct must be selected.

These questions require participants to put all items in the correct rank. There is only one correct answer to this type of
question since all items must be correctly ordered.

These questions force participants to choose one of only two possible answers: True or False. There is only one correct answer
to this type of question since only one statement is the correct answer.
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Essay Questions

Essay questions require participants to write and submit an answer in their own words. Essay questions cannot be automatically graded. So
participants will need to wait until the essay is graded to see their final grade. Here is how an essay question would appear to participants:

Section 1: Question 10f4 . —
Field Description

Expound on a personal mythology, explaining the origin and how it has grown.
This optional code uniquely
identifies question to users if
enabled in the configuration. It is
especially useful with question or
answer randomization.

If you have set up more than one
pool for the section, enter the
question text for each.

The current order number of the
question. You can use the drop
down menu to change the order.

Question Text Use the content editor to design

N Fill out the form to create a matching question. l

Create Essay Question

Code . .
the question using whatever text
and supporting files you want.

Randomize .

Create Saves the question and returns you
;":" : to the questions page.
raer:
Save & Create Another Saves the question and

Question Text*
B I U|A-Y-x xQAU|EE=EE =|=E
& BIl— Al ¥ 2@ @@l o w2 F s

immediately starts another new
essay question.

Returns you to the questions page
without saving the question.

Path: p

© cancel

o Create « Save & Create Another
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Fill in the Blank Questions

Fillin the blank questions require the participant to type a short answer into a blank Fill in the blanks:

field within the question. There is only one correct answer to this type of question —
. X The epic poem, The |lliad , is about the doomed city of -Tro
and all answers must be correctly spelled, but not case sensitive, to be automatically | n

graded as correct. Here is how a fill in the blank question would appear to

participants:

Fill out the form to create a true or false question.

_Feedback When Incorrect
B ZUA-Z-xxQu|EEBEE ==

|2 H—H X B@@9 o] T = 5

Create Fill in the Blank Question

Code
Randomize
Pool: 1
Order: 1
Feedback When Correct Path: p
) Add Text

B ZU|A ¥ xx4EEEEFEESE
|2 R—H% @@ &m2 FP =

() Add Blank (Max 10)

@ Delete

£~

@ Delete

Blank

£

+ Create « Save & Create Another © cancel
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Below is a brief description of each field:

Field

(@oo[<

Order
Feedback

Correct/Incorrect
Text Content

Blank Content

Create

Save & Create
Another

Cancel

If you enabled this option during set up, then this optional code can be used to uniquely identify the question to users, as
guestion and response randomization options may otherwise obscure question identification. If left blank, then participants will
see the empty question code.

If you have set up more than one pool for the section, enter the Question Text for each.

The current order number of the question. You can use the drop down menu to change the order.
Use the publishing window to design optional feedback for the participant using whatever text and supporting files you want.

This is the portion of the question that the participant will see. Select “Add Text” to include more than one visible element to the
question. Use the delete button to remove a text field.

This is the portion of the question that the participant will fill in when taking the test. Select “Add Blank” to have more than one
blank in the question. Use the delete button to remove a blank field.

This button will save the question and return you to the questions page.

This button will save the question and immediately start another new fill in the blank question.

This button will return you to the questions page without saving the question.
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Matching Questions

Matching questions require the participant to use a drag and drop technique to correctly match the items on one list with the items on another list.
There is only one correct answer to this type of question since all items must be correctly matched. Here is how a matching question would appear to
participants; the number on the left must be dragged over to the correct match on the right:

Fill out the form to create a matching question.
Match the names to the film they appeared in.

Create Matching Question

i ik
3 Audrey Hepburn It's a Wonderful Life Code

"
1 = 5 Randomize

_

;" Pool: 1
Order: 1
Question Text *
B U|A-¥-x x4 EEEE;E ===
| HI|—H| X da@ @ o ym @ FF | e o

1 Breakfast at Tiffany's

Path: p
Feedback W Feedback When Incorrect
B ru BIXUA-P-iexQM|EEEIBEE ===

|2 H|I|- |2  B—HE| X L@@ @|0 ot 2 FF -
2 | James Stewart Morning Glory '
Path: p
Path: p Randomize Distractor Order
— © ves @ No

(@) Add Distractor (Max 10)

1 1 E @ Delete
2 1 E @ Delete
« Create + Save & Create Another © cancal
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Below is a brief description of each field:

Code If you enabled this option during set up, then this optional code can be used to uniquely identify the question to users, as
question and response randomization options may otherwise obscure question identification. If left blank, then participants will
see the empty question code.

If you have set up more than one pool for the section, enter the Question Text for each.

Order The current order number of the question. You can use the drop down menu to change the order.
Question Text Use the publishing window to design the question using whatever text and supporting files you want.

Feedback Use the publishing window to design optional feedback for the participant using whatever text and supporting files you want.
Correct/Incorrect

Randomize Select “yes” if you want to randomize the order in which participants will see the answers. For matching questions, both the match
BIE{[a(e]d0]e (88 from and match to text are randomized.

Add Distractor Click “Add Distractor” to increase the number of choices for participants to select as answers. You can have a maximum of 10
distractors.

Match From Informetica will automatically assign a number for this field in numerical order. This number will correlate directly to the match
Order from text you enter into the next field.

VBl o The text you enter here will be a choice offered to participants in the left column. This choice will be matched to an item on the
right side. You can even add a bit of simple HTML code into this field, e.g. to add an image. Use the delete button to remove a
distractor.

\EIEal N0 [I88  Use the drop down menu to select the number that correctly matches the item from the match from text to create a correctly
matched pair.

Match To Text The text you enter here will be a match offered to participants in the right column. An item on the left will be matched to this
item. You can even add a bit of simple HTML code into this field, e.g. to add an image. Use the delete button to remove a
distractor.

Create This button will save the question and return you to the questions page.

Save & Create This button will save the question and immediately start another new matching question.
Another

Cancel This button will return you to the questions page without saving the question.

informetica  page|316



Multiple Answer Questions

Multiple answer questions allow participants to choose more than one answer. There is only one correct answer to this type of question since
partially correct answers are considered incorrect. Here is how a multiple answer question would appear to participants:

Section 1: Question 10f5

Select all of the viable methods of travel from England to France.

Airplane
¥ Ferry

Rail
Automobile

Fill out the form to create a multiple answer question.
Create Multiple Answer Question
Code

Randomize

Pool: 1
Order: 1

_(_Juestion Text*
Bz u|A-2-xxQ4lE=EwEFE= =

Feedback When Incorrect

1B 2 UlA-2-x x4 E =R F =

Path:p 1
Feedbac_k wnen_(:o!‘@_-
/B 7 U|A-2
= W)= %

Path: p

Randomize Distractor Order
© ves @ 1o
(® Add Distractor (Max 10)

T o | Jem

‘ /J @ Delete

+ Create « Save & Create Another | © Cancel
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Below is a brief description of each field:

Code If you enabled this option during set up, then this optional code can be used to uniquely identify the question to users, as
question and response randomization options may otherwise obscure question identification. If left blank, then participants will
see the empty question code.

Field

If you have set up more than one pool for the section, enter the Question Text for each.
Order The current order number of the question. You can use the drop down menu to change the order.
Question Text Use the publishing window to design the question using whatever text and supporting files you want.

Feedback Use the publishing window to design optional feedback for the participant using whatever text and supporting files you want.
Correct/Incorrect

Randomize Select “yes” if you want to randomize the order in which participants will see the answers.
Distractor Order

Add Distractor Click “Add Distractor” to increase the number of choices for participants to select as answers. You can have a maximum of 10
distractors.

Correct Place a check before every distractor that is a correct answer.

Distractor Text For each distractor, enter the text that will be offered as a choice for the participant to select as an answer. Use the delete button
to remove a distractor.

Create This button will save the question and return you to the questions page.

Save & Create This button will save the question and immediately start another new multiple answer question.
Another

Cancel This button will return you to the questions page without saving the question.
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Multiple Choice Questions

In multiple choice questions, participants must select the correct answer from several offered choices. There is only one correct answer to this type of
question. Here is how a multiple choice question would appear to participants:

Section 1: Question 1 0f3
Which Best Picture Academy Award winning film was released in 19507
© Harvey

© Sunset Boulevard
© samson and Delilah

© Cyrano de Bergerac
© Al About Eve

Fill out the form to create a multiple choice question.
Create Multiple Choice Question

Code

Randomize

‘Pool: 1

Order: 1

Questlonrexl‘

(B2 ulA-2-xxouESAmE =S
(2B —H(X aBE @]9 fdm 2 FP = F

ESRILRCK VNN IRcOTect

(2B % B@@E| w2 ST
=l 2 L ] L )
Feedback W)

(=/Bl=
Pathp —
Randomize Distractor Order
© ves @ no

(® Add Distractor (Max 10)

T
—

© © Delete

® © Detete

« Create o Save & Create Another | @ Cancel
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Below is a brief description of each field:

Field

Code

Order
Question Text

Feedback
Correct/Incorrect
Randomize
Distractor Order

Add Distractor

Correct

Distractor Text

Create

Save & Create
Another

Cancel

If you enabled this option during set up, then this optional code can be used to uniquely identify the question to users, as
guestion and response randomization options may otherwise obscure question identification. If left blank, then participants will
see the empty question code.

If you have set up more than one pool for the section, enter the Question Text for each.
The current order number of the question. You can use the drop down menu to change the order.

Use the publishing window to design the question using whatever text and supporting files you want.

Use the publishing window to design optional feedback for the participant using whatever text and supporting files you want.

Select “yes” if you want to randomize the order in which participants will see the answers.

Click “Add Distractor” to increase the number of choices for participants to select as answers. You can have a maximum of 10
distractors.

Select the one distractor that is the correct answer.

For each distractor, enter the text that will be offered as a choice for the participant to select as an answer. Use the delete button
to remove a distractor.

This button will save the question and return you to the questions page.

This button will save the question and immediately start another new multiple choice question.

This button will return you to the questions page without saving the question.
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Ranking Questions

A ranking question requires participants to number items in the correct order. There is only one correct answer to this type of question since all items
must be correctly ordered. Numbers are dragged from the left column to their appropriate match in the right column. Here is how a ranking

question would appear to participants:

Section 1: Question 10f2

Rank the order in which the colours of a prism appear, from left to right.

Green

[ Violet

B

1 Red

]

7 ‘ Blue
3 [ Indigo
‘ Orange

Fill out the form to create a ranking question.
Create Ranking Question

Code

Randomize

Pool: 1
Order: 1

Question Text* _ ) .
B Z U[A-2-x X QH4[|EEBEFE ==
2H—HX 2B @ [ am2 T

Feedback When Incorrect
BZU|A-Z- x4 EEBBE|FEF|=E
(2 H|—HXa@@@|9 o] Qem 2 P

Path: p

Fesctack Ween Cored
|B 7 U|A-2
|2 B—d % E

Path: p

Randomize Distractor Order
© ves @ no

() Add Distractor (Max 10)

1 [1[=] © Delete

2 2[+] © Delete

o Create « Save & Create Another © Cancel
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Below is a brief description of items on the create question form:

Code If you enabled this option during set up, then this optional code can be used to uniquely identify the question to users, as
question and response randomization options may otherwise obscure question identification. If left blank, then participants will
see the empty question code.

Field

If you have set up more than one pool for the section, enter the Question Text for each.

Order The current order number of the question. You can use the drop down menu to change the order.

Question Text Use the publishing window to design the question using whatever text and supporting files you want.

Feedback Use the publishing window to design optional feedback for the participant using whatever text and supporting files you want.
Correct/Incorrect

Randomize Select “yes” if you want to randomize the order in which participants will see the answers.
Distractor Order

Add Distractor Click “Add Distractor” to increase the number of choices for participants to select as answers. You can have a maximum of 10
distractors.

Display Order These are the numbers on the right that will be dragged over to rank items on the left.

Actual Order Use the drop down menu to select the number that is the correct rank for the associated distractor text.

Distractor Text For each distractor, enter the text that will be offered as an item for the participant to rank. Use the delete button to remove a
distractor. Use the delete button to remove a distractor.

Create This button will save the question and return you to the questions page.

Save & Create This button will save the question and immediately start another new matching question.
Another
Cancel This button will return you to the questions page without saving the question.
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True or False Questions

. .. . Section 1: Question 10f 1
True or false questions force a participant to choose one of only two possible answers: true or

false. There is only one correct answer to this type of question since only one statement is the The chemical composition of pure water is H20.
correct answer. Here is how a true or false question would appear to participants:

© True

© False

Fill out the form to create a true or false question. Eeoheck. FEHUR - OFTRCY . .
1 ) oo ) o IS 25
Create True or False Question B HI—F % @@ @] w2 P
Code
Randomize
Pool: 1 Path. e
Order: 1 L
Feedback When Incorrect
Question Text * BZUA ¥ - xxQM4ESEEE ===

|B 2 U[A-2-x 2 4|E= ==

(2% A& &|am2 FT - =

EH X BB@I[ a2 I

.Palh: p
Randomize Distractor Order
® ves @ o

Answer. © True © Faise

« Create « Save & Create Another © cancel
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Below is a brief description of items on the create question form:

(@oo[<

If you have set up more than one pool for the section, enter the Question Text for each.

Order

Question Text Use the publishing window to design the question using whatever text and supporting files you want.

Feedback
Correct/Incorrect

Randomize Select “yes” if you want to randomize the order in which participants will see the answers.

Distractor Order

Correct Place a check before the correct answer correct answer.

Save & Create This button will save the question and immediately start another new multiple choice question.

Another

Answer

Create

Cancel
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19.2.4 Feedback

Feedback is an option that allows you to give simple or customized feedback to your users as they answer questions in the test. Feedback can be set
up for each question or page of questions that they answer, at the end of the section, or both. You must ensure that feedback is enabled for your test:
open the test and then click the configuration option from the menu. Scroll down to feedback. For more details on feedback configuration, see the

Configuration Options section of this chapter.
Menu Feedback

. Dashboard On each page advance, provide feedback

For each correct response, show instant feedback

*}( Configuration -—f—

<7 Introduction

E Sections(1)

[i=) Questions(7)

For each incorrect response, show instant feedback

At the conclusion of every section

[ show Section Feedback

@ Detailed Feedback will include: Question Text, Learner Response, Correct Answer
=4 Conclusion

.

44 History

@ Simple  Feedback will include: Question Number, Correct/incorrect Display

On each page advance and at the conclusion of every section

™ show user response

[ show correct response if answered incorrectly

Ensure that feedback is enabled from the configuration page.
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When creating the question, use the feedback publishing windows to Here is an example of a participant receiving simple feedback at the
design optional feedback for the participant using whatever text and end of a section. The example shows only the first question.
supporting files you want.

Feedback When Correct Practise Exam
B I U|A-®-x x*Q 4U|EEEE|E == =]
|2 HIl— A ¥ 2@ @@l o yem 2 FF | on

Section 1 Response Summary

Correct
Incomrect: 0 of 6

Path: p A

Question 1
Feedback When Incorrect &ac
T LV orrect
B I U|A-&-x, X% QMU EEEEE ===
I E*'_ﬁ” x o lﬁ LE ilﬁ”' r -||5l|41m. 7 J? = | Match the names to the film they appeared in
_ Your Answer: Correct Response:

Katharine Hepburn Katharine Hepburn

Moming Glory Morming Glory
Audrey Hepburn Audrey Hepbumn
” ”
('? zi

%

-
‘
—

Breakfast at Tiffany's

=

| VP
‘
=>

Breakfast al Tiffany's
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19.2.5 Edit Questions

Open the test that contains the question you wish to edit, and then click the questions option from the menu to
open the edit questions page. Click the edit button next to the appropriate question, make your changes, and
then click the update button.

Edit Questions for Evaluation Practise Exam

o Create 48 Reorder Filter By Section | All [+]

Go to page @ Records/Page: 25 |E|

Section: Section 1

- Random :
s 1} . Opti
Question Ype Distraciors ptions
The oral epic poem, The ,is about the doomed city of 1 Fill in the False Edit ==
Q1 Blank

19.2.6 Delete Questions

Open the test that contains the question you wish to delete, and then click the questions option from the menu
to open the edit questions page. Click the down arrow on the edit button next to the appropriate question to
reveal more options, and then click the delete button.

FELL L

; .
Question Distractors

Options

The oral epic poem, The , is about the doomed 1 Fill in the False Edit
a1 city of Blank
@ Delete
Q2 Match the names to the film they appeared in 1 Matching True E5] Preview

Add Pool
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3¢ Configuration

:—:f introduction

(3] Sections(1)

[iZ] Questions(7)

:—lf Conclusion

€0 History

Menu

@B Dashboard

‘x Configuration

=7 Introduction

[3=] Sections(1)

[iZ] Questions(7) fmmm—

=# Conclusion

€5 History




19.2.7 Randomize Question Order

Test questions are assigned an automatic number as you create them. This is the default order in which they are presented during a test. You can
instead choose to have the questions presented in a random order. Open the test that contains the question you wish to delete, click the sections
option from the menu, and then click the edit button to open the edit section page.

Menu Section Questions Details Options
@ Dashboard

Section 1 r | Status: Active Edit =

Default Pools: 1
Randomize Question Order: No /

% Configuration :
Distractor Labels: None

=# Introduction

E Sections(1) f—

é Questions(7)

A

=# Conclusion

Opting to randomize questions
will affect all questions within
that section.

41 History

Click the box to insert a check mark N )
in front of randomize question Default Question Pools* Y

order. To unrandomize question, ;

click the box to remove the check [@ Randomize Question Order

mark. If you have created multiple —

pools, every question variation in 12

that pool will stay with the
appropriate question number, even

Distractor Labels

None
when randomized and only one of -
the pools will be presented during
the test. « Save 4 Back to List
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19.2.8 Reorder Questions

Open the test that contains the questions you wish to reorder, click the questions option from the menu to open
the edit questions page, and then select the reorder button.

Edit Questions for Prova Test Practice Exam

« Create  ( Search Question Banks & Reorder Filter By Section = Al E]

Drag the question to where you wish to move it and drop it into a new spot within the list. You can even move the
question to a different section. Click save order when done.

Section 2: Protection

Question 1 Multiple Choice
Qf Pool 1
Which is h Question 1 Matching
> Move Here Q1 Pool 1
Drag the number of the correct matching WHMIS symbol in the box on the line beside
Question Z each de...
2 Pool 1

Which of the following are routes of entry?

informetica Page | 329

Menu
@B Dashboard

9 Configuration

=# Introduction
[3=] Sections(1)
QueSHoNs(7) -f—
fzd Conclusion

€4 History




19.2.9 Distractor Labels

Open the test that contains the questions you wish to add distractor labels to, select sections from the menu, and then select Edit to open the edit
section page. Use the drop down menu to add or remove alpha or numeric distractor labels to the answer options.

Distractor Labels

None E
[ None !
Letters
| Numbers

Section Questions Details Options

Section 1 7 Status: Active Edit =
Default Pools: 1
Randomize Question Order: No
Distractor Labels: None

Below is an example of the same multiple choice question set up using each different distractor label:

No Label A

© Harvey

e Adding distractor labels will

© Samson and Delilah add them to all eligible
Alpha Label with Decimal Alpha Label with Open Parenthesis questions within that section.

© A Harvey © A) Cyrano de Bergerac Essay and fill in the blank

© B. Sunset Boulevard © B) All About Eve questions do not have

© ¢. samson and Delilah © ) Samson and Delilah k /

~

Numeric Label with Decimal Numeric Label with Open Parenthesis

@ 1. Harvey © 1) Sunset Boulevard

© 2 Sunset Boulevard © 2) Harvey

© 3. Samson and Delilah [ © 3) Cyrano de Bergerac
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19.2.10 Randomize Answer Order

You can choose to randomize the order in which participants will see the answers (distractors). Open the test that contains the question you wish to
randomize answers for, and then click the questions option from the menu to open the edit questions page. Click the edit button next to the

appropriate question, move down the page to Randomize distractor order, select yes next to randomize distractor order, and then click the update
button. To unrandomize distractors, click no next to randomize distractor order.

Menu

Edit Questions for Prova Test Practice Exam
@) Dashboard

3 o Create  ( Search Question Banks  J& Reorder Filter By Section | All E]
o Configuration

Randomize distractor order
@ Yes ¢ No

=¥ Introduction

n Go to page: @ Records/Page: 25 [=]

Section: Section 1

[3=] sections(1)
|i=| Questions(7) -ffm—

Question

Random Distractors

Which Bast Picture Academy Award winning film was released in 19507

Q1

Multiple Choice

Edit -

44 History

A

Note that answer order cannot
be randomized for fill in the
blank or essay questions.

~

informetica  page| 331



19.2.11 Question Pools

A question pool lets you provide up to five alternate versions of a question, only one of which is randomly presented during the test. Using pools, you
can ask participants the same question, but asked in different ways. When using more than one pool:

e Participants taking the same test will not necessarily be answering the same version of a question.

e Participants retaking the same test may get a different version of the question during new attempts. A

4 A

For example, imagine that you want to ask participants about the chemical composition of water:

Questions automatically

Question #1 , — . have one pool. If you
Pool 1 The chemical composition of pure water it H,O. True or False

- have only the one
Pool 2 Pure water contains two hydrogen atoms. True or False )
Pool 3 There is one oxygen atom in a pure water molecule. True of False question pool, then all

participants will see the
same question.

N J
Y

Each pool is still question #1 and only one will be presented during the test.

Add a Pool to an Existing Question

To add pools to an existing question:
¢ Navigate to Questions

e Select the down arrow on the edit button for the relevant question
e Select Add Pool

Menu « Create () Search Question Banks | 3& Reorder | [E] Filter By Section = A =
& Dashboard
¥ Configuration Go to page B  RecordsiPage: | 25 ]

=¥ Introduction

- ] Sections(1) \
EE QUES!IGI’TSI_T )} h a1 Which Best Picture Academy Award winning film was released in 13307 i Multiple Choice Troe Edit o

Section: Section 1
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Add a New Question as a Pool to an Existing Question

While creating a new question, you can opt to add it as a pool to an existing question.
Navigate to Questions and then create a new question

Select the Question Type

Change the order number to match the destination question

Select add a new pool for question #

Menu
& Dashboard
% Configuration

—~f Introduction

[1=] Sections(1)

_E Questions(7) f—

Create a Number of Default Pools

Question Type

Test Secticn

Order

+ Continue

er Questions
Add a new Pool for question 1

@ Cancel

Default pools let you define how many pools will
be available for every question within a section.

New questions created within that section will

automatically have the pools available. To specify a
number of default question pools:

Navigate to Sections
Create or edit a section

Menu

@B Dashboard
< Configuration
=¥ Introduction

Sections(1) f—

Select a number of pools (1-5) under Default Question Pools.

informetica

A

This option also lets you
create a different question
within the pool.

Title*

Descrniplion

This is Section 2 of the test.

Default Question Pools*

Page|333

ndomize Question Order

~

A

4

Default pools are all
the same question
type.

To create another
question type, see
Add a New Question
as a Pool to an
Existing Question.

N

~



19.3 Dashboard

The dashboard shows you some basic at-a-glance analytics for the test. The Level of Completion graph shows passed, failed and in progress

information for participants who have launched the test. The Success Rate per Attempt bar chart shows how many times participants attempted the
test and the number of participants who passed and failed.

The dashboard is the landing page for any test that has been published and you can always navigate back by selecting Dashboard from the Menu.

Dashboard for Prova Test Practice Exam &
= z Manage Assets
Evaluation Details
Published: 6/26/2013 10:28:08 AM Revision# 2 Menu
Levei of Compietion Success Rate Per Attempt

& Dashboard ‘_

. { # Configuration
74 o
:% ¢ 77 Introduction
-5 Sections(3)
by - :
In Progress 0 1 2 3 4 5 6 Questions(6)
s # Conclusion
B Passed I Failed I InProgress I Passed MW Failed
45 History

i!'\fOfmetiOD Page | 334



19.4 Configuration: Modifying the Test Setup

Menu
You can change the details of how a test is set up by clicking the Edit link in the Details menu from any test. This will

open the Attributes page where you can make changes and then save them. SN Bavbes

Open the test that you wish to make changes to, and then click the configuration option from the menu. Make any
changes you need on the form, and then click the save button at the bottom of the page. For a more details about ¥ Introduction
each configuration, please see earlier in this chapter under Configuration Descriptions.

19.5 Introduction Page = c

If the test is configured to show an introduction, then an introduction page will be displayed to participants after

the identity confirmation screen (if enabled) and before the test questions. The default introduction screen will

show which take number the participant is on, how many attempts they are allowed, number of sections, and the

number of questions in each section. You can also include a custom introduction message to appear above the default introduction: open the test,
click the introduction button from the menu, and then click the edit button.

Edit Introduction for Prova Test Practice Exam

Menu
Section 1 &
@B Dashboard Section 2
#C Configuration
& Edit

¥ Introduction <ff————

_] Sections(2)
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This will open a publishing window where you can design your custom introduction. You can also choose to turn the introduction off completely, by
using the check box at the top. Click the save button when you are happy with the design.

Add a custom introduction by entering content into the publishing window.

[ :D:sula; Introduction Title, Introduction Text, Requirement, Attempt Number, and Maximum Attempts information

(B 7 U|A-&-ix xQ 4U|=EE B BE|E ===

2 BI— X 2@ @@ o) gm2 FP =
Path: p
What results do | need to pass? 0% Attempt Number: # - Maximum Attempts: Unlimited

Practise Exam

Section 1 2

Introduction

Answer the six questions by choosing the best possible answer for each

You can take this test an unlimited amount of times and need at least 80% to pass
o Save © cancel Good luck!

| Take number. 1 - Maximum allowable takes: Unlimited

Section 1 6

L, Begin Section 1

Here is an example of a custom introduction as it appears to participants.
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19.6 Test Sections

Open the Prova test and then select Sections from the menu to view all of the sections set up for this test, along with a summary of details about
each section. From here you can add, rename, or reorder sections. The table below explains each component of the edit section page.

Edit Sections for Prova Test Practice Exam

Menu o Create 3@ Reorder
@ Dashboard
i Records/Page: 7%
3¢ Configuration ﬁ Go to page &) RecordsiPage: 25 [x]
=% Introduction Section Questions Details Options
- Section 1 - Default Pools: 1 Edit -
"i Sections(1) h Randomize Question Order: No
Distractor Labels: Letters
T S ——

Create Click Create to add new sections. One section is created automatically by default. Fill out the form:
o Title & Description: Enter the name of the section and an optional description that is visible to participants
e Default Question Pools: choose the number of question pools questions in this section
e Randomize Question Order: Check the box to randomize the question order, uncheck to unrandomize
e Order: use the drop down reorder the section (refer to reorder below)
e Distractor Label: add or remove alpha or numeric distractor labels to the answer options
For tests that test by individual section, you can select reorder to change the order sections are presented to participants.
Section This is the name of the section. Many of the test setup modes give the section a default name during creation. Click the
name to open an edit page where you can change the name.
Indicates how many questions are in the section. Click the number to view the questions themselves.
Details Status: list if the section is active or inactive

Default Pools: shows how many pools were set up for this section
Randomize Question Order: Indicates whether or not the questions are randomized
Distractor Labels: Indicates whether or not alpha or numeric labels are used in front of the answer options.

Options Click the edit button to open an edit page where you can edit title, description, pools, status, randomization, order and
labels. Click the arrow to the right of the edit button to reveal the delete button.
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Edit Section Details for Prova Test Sencia Staff Trivia

Edit Section

Title*
| Section 1

Description

Default Question Pools*
1

1 Randomize Question Order

Order

1
Distractor Labels
| None

o Save | { BacktoList

B

inf b
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Delete a Section

To delete a section, select the arrow next to the edit button and then select delete. When deleting a section you will be asked to confirm. The
confirmation summarizes what is selected for deletion including the section name and how many questions are within it.

Edit Sections for Prova Evaluation Sample Test Take 2 f A

« Create 38 Reorder
Deleting a section will also

. rmanentl | ion
Go to page: Records/Page: 25 [=] pe. _a ently d? ete questions
within the section, unless the

questions are populated from
—

question banks or added to a

Are you sure you want to delete this bank before deleting the section.
section and the 536 question(s) within

Qv N y
Note that questions referenced from Y
question banks are unaffected.

Yes I No

When deleting sections with a large amount of questions, a progress bar displays below the create and reorder buttons.

Edit Sections for Prova Evaluation Sample Test Take

o Create 3@ Reorder
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19.7 Conclusion Page

The optional test conclusion page appears after the participant has completed all of the test questions. To add a custom conclusion after the test
summary, open the test, click the conclusion button from the menu, and then use the publishing window to design the text and content you want
the participants to see after they have completed the test. Click save when you are happy with your content.

A

Edit Conclusion for Prova Test Sencia Staff Trivia
Menu 4 N\

B I U|A-Z-xxQ4EEEB|E =SS
[ H|—HE X L@@ Q2 P =0 The conclusion is a great place
to let your participants know

@ Dashboard

% Configuration

szt what their next steps should be
(=] sections(2) after completing the evaluation.
:=] Questions(6)

N\ J
Y

TF CoNCUSION  <afmmmme
45 History

This example shows how a participant sees the conclusion. The summary is default content and the indicated text at the bottom is custom content.

Practise Exam

Summary of Evaluation (Beta) Results

Start Date 9/17/12012 11:18:29 AM
End Date 9/17/2012 11:20:14 AM
Current Take: 1

Final Grade: 100%

You have completed this quiz. Click the finish bution below. e

@ Finish
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19.8 Preview Test

This is available to campus admins and publishers.

We recommend that you preview a new test so that you can view how participants will see it and ensure that it looks
and functions as you intend it to. Open the test that you wish to preview and then click Launch Test from the tools
menu. This will let you attempt the test without worrying about the system retaining any records for the attempt.

A
4 A\

The launch button is currently available only for campus admin and publisher user
types. We expect to add this functionality for Site Managers in future development.

~

19.9 Publish

This is available to site managers, campus admins, and publishers.

To make a new test available to participants, it must be published. Any revisions that are made will also need to be
published before participants can see them. To publish a test, open the test and then select Publish from the tools
menu. The Publish option will be greyed out and unavailable if there are no pending revisions. Each publish retains its
own version so you can determine which version participants took, if necessary. Tests with unpublished drafts are
indicated on the manage assets page of the product with an exclamation mark and text.

Manage Assets for Control Masters and Gauges @ English AAA  View: List | Detailed

Name Type Order Status Created Updated Published

a4 Controls Prova 1 active 3/11/2013 4:58:27 722013 2241:17 - 312013 505111 PM Edit

v

m - ? B Sencia Administrator
Sencia Administrator  Slerra Unpublished Draft
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19.10Manual Grading

This is available to site managers, campus admins, publishers, and instructors.

This option is used to grade essay questions (essay questions cannot be automatically graded by the system) or by site managers who need to
override a participant’s answer. Open the Prova Test, and then click the grade test button from the tools menu. Alternatively, you can click the arrow
next to a question’s edit button to reveal the grade button.

Edit | v |
Tools [ Copy
E] Grade  fmmm—
§ Grade Test
€8 History

¢ Import ' @ Delete

This will open the “Mark Questions” page for the selected test. You have three grading formats to choose from: Free, By Question, and By Student.

Mark Questions for Evaluation (Beta) Practise Exam

You are viewing: Product Library > Sencia Staff Exam > Manage Assets > Practise Exam > Mark Questions
Grading Format.  Filters:
C Free Student  [Al (=]

Print All Pages ?BY Question  Take Number [All [+
-
By Student Test Section WE

o Save Marks

Questions | Unmarked And Marked | v |
Student Name | Show
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1. Freeis solely based on the filters and has no navigation once those items are filtered. This method is best used when you have very specific
criteria to filter and expect only that specific result. Enter a grade in the mark field and then click update mark.

Grading Format: Filters:
@ Free Student All E]
D By Question Take Number | All
By Student  yqt Section | Al E]
Questions | Unmarked And Marked [+ |
Student Name| Show E

2. By Question lets you use the drop down menu to select one question to mark at a time. You will see the list of students for one question, and
buttons for the next and previous question. Enter a grade in the mark field and then click update mark.

Grading Format: Filters:

O Free Take Number | All |Z|

@ By Question Test Section | All |E|
By Student  questions | Unmarked And Marked [+

Student Name ShawE|

3. By Student lets you use the drop down menu to grade one student at a time. You will see the list questions for one student, and buttons for
the next and previous student. Enter a grade in the mark field and then click update mark.

Grading Format: Filters:
C Free Student IAII EI

C By Question Take Number |A|] :
® g
By Student 1.4t Section |AI] :

Questions  |Unmarked And Marked | v |

Student NamelShow :I
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20. Questionnaires

Questionnaires are an informal way to measure something about your participant by posing content where there is no right or wrong
answer. Questionnaires are often an objective way to measure things like professional strengths and weaknesses, time management abilities, goals
or aptitudes. Questionnaires can also be used as a survey tool to measure something, like online course satisfaction.

Topics Covered In This Chapter

21.1Create a Questionnaire or Edit Details
21.1.1 Attributes and Settings
21.1.2 Settings and Display Options
21.2Create or Edit a Custom Introduction
21.3Create Buckets
21.4Create Sections
21.5Create Bucket Questions
21.6Manage Questions
21.6.1 Delete Questions
21.6.2 Edit Questions
21.6.3 Randomize Question Distractors
21.6.4 Reorder Questions
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Within Informetica, a questionnaire is created using bucketed questions. This bucketed style allows you to apply categories to each question that are
not immediately known to the person taking the questionnaire. If desired, you can assign points to the predetermined responses (distractors) and
then see the total score a user has received for any specific bucket, otherwise you can leave these values at 0. The values can be used to do more in
depth assessment of an individual. For example, say you are pre-screening candidates for a job interview. You can assign values to each distractor to
determine how strongly the candidate scored in specific categories. That way if you are hiring for someone strong in Communications skills, you can
select the individuals who scored highly in Communications.

A report run on a questionnaire provides scores for each questionnaire bucket for each user’s section and take of the questionnaire. The report
quickly summarizes:

e Which of their employees are taking the questionnaire and how many times they attempted the it,

e The date of employees’ last completion,

e Each employee’s response “score” (i.e. level of competency within a given skill set).
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Section: Section 1

Examine the following statements and indicate the degree to which they apply to you. In order to receive the most accurate resuits, please answer
each question as honestly as possible.

1to 12 of 12 Answers

o | know how and where to find information and how to use it ) A - Not Developed
) B - Beginner
) C- Capable
© D - Very Capable

o I find it easy to see things from someone else”s point of view. ) A - Not Developed
) B - Beginner
() C- Capable
) D-Very Capable

o | find new ways to solve problems. ) A- Not Developed
) B - Beginner
@ C- Capable
@ D - Very Capable

o | am someone who begins a task with littlie prompting from others. ) A- Not Developed
) B - Beginner
) C- Capable
) D - Very Capable

o | speak and present clearly and effectively @ A- Not Developed
) B - Beginner
@) C - Capable

) D - Very Capable

An example of a Likert style questionnaire set up in Informetica.
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20.1 Create a Questionnaire or Edit Details

To fully create a questionnaire you will need to complete the following steps:
v/Create a questionnaire
v/Create questionnaire buckets
v/Create questionnaire sections
v/Create bucketed questions within questionnaire sections

From the manage assets page for a product, click on “create” under the options menu. Select questionnaire from the dropdown menu to open the
create questionnaire page. To edit details for an existing questionnaire, click the name of the questionnaire from the manage assets page and then
click the edit link in the top left.

Details

Set Attributes

(@) g”‘* . Topic: Sierra's Sample Course Page Title:
este .. . .
/' | Apprsisal Page Title: Assessing Your Pro... R
Assignment Menu Title: Project Management... —
ublishing:
° Courseware Published: Forever Publish Forever @
Evaluation : Publish Date @
Ej Markup Document Questions / Page: 20 From: :
Meodule Allowable Takes: Unlimited
To:
i o et Allow Retake if Passed: False
: Questionnaire it
Upds Reference Time Limit: Unlimited
1 Wiki
Settings

Attempts per Participant: | Unlimted [ |

Time Limit: |0 [] Hours |0 [=] Minutes

Display Options

Questions per Page:

or Cancel

Save
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20.1.1 Attributes and Settings

Set Attributes

Page Title: |

Menu Title: :

Publishing:  ppiish Forever o

Publish Date ®

From: [ |

To: [ |

Below is a brief description of the fields:

Menu Title The menu title is what shows in the assets list and in side menus. Note that menus have a limited amount of display; Required

the longer your menu titles, the more cramped menu displays will be.

> _l
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20.1.2 Settings and Display Options

Settings
Attempts per Participant: ' Uni'ried'E]

Time Limit: | 0 E Hours _'o E Minutes

Display Options

Questions per Page:

or Cancel

Save

Below is a brief description of the fields:

Attempts per
Participant

Time Limit You can restrict the length of time allowed to complete TIMED EXAM Optional

i i i TIMED EXAM > Section One > Question 1 of 9{09:59:56
the questionnaire by selecting from the dropdown A e ast o Qe icuae -
menus. The amount of remaining time will appear to the What are the five important elements of defensive driving?
participant at the top of every question page. [(<<Exit | [[Next>> |
Questions per Page
This button will save your changes and create the new questionnaire. Once you have saved the Required

questionnaire, you are brought to the manage assets page.
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20.2 Create or Edit a Custom Introduction

A questionnaire has a default introduction page that shows the participant the name of the questionnaire and a start button. From the manage
assets page, open the questionnaire in which you would like to create the custom introduction. This will bring you to a publishing window where
you can customize an introduction to the questionnaire. To edit an existing introduction, open the questionnaire and make your changes in the
content editor.

Edit Content for Questionnaire Comprehensive Course Survey *

fou sre viewing: Libra

ve Driving Course > Manage Assets > Comprehensive Counse Survey > Edit Content Details Edit .

Goto: Hext Uperating Fro 9 | Topic: Green Defensive Driving Course
) & Page Title: Comprehensive Cour.
Fubilshiog 4 Menu Title: Comprehensive Cour
(|| 0|, () wrmf| 2 AT G| Styes ~| Headngl v FontFamly |-| FontSze |- |@)| Published: Forever
S T T = (e = . T " Questions | Page: 10
[ Ha @ @ @A A5 HF = =7 2 ==t # || || 2= MO ¢ &) b Alowable Takes: Unlimitad
B 2 U[A -Z-|mx ¢|S==EEEIE-  &/2HY Alow Retaka if Passed:talzs
- = - - Time Limit: Unlimited
Comprehensive Course Survey
Buckets &
The following survey is OPTIONAL. This information will be kept strictly confidential and is being used Course Satisfaction Adtive
solely as a means of making Green Defensive Drivign Course a more effective class for future Student Services Active
students
Thank you for your assistance in this matter. Questionnaire Sections %
Course Satisfaction (6)  Active
Student Senvices (4) Active
Properties
Completion Rules
Path: h1 .  Prerequisites

Back Save
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The example below shows how a participant would see this:

Sierra's Sample Course - Assessing Your Project Management Skills

Examine the and indi

)

the degree to which they apply to you.
In order to receive the most accurate results, please answer each q

n as h yasp ib

Good luck!

20.3 Create Buckets

After creating a questionnaire, you need to create at least one new bucket for it. From the manage assets page, click on the questionnaire that you

wish to create a bucket for. Click the create link on the side bar under the buckets menu. Enter a name for the bucket and click the save button. After
saving, you will be returned to the questionnaire’s edit content page.

Questionnaire Sections &
Course Satisfaction (6)  Active * Required
Student Senvices (4) Active

*Name
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20.4 Create Sections

After you have created a bucket you will need to create at least one new section. Open the questionnaire and click create next to the questionnaire
sections menu to open the create new questionnaire section page. To edit these details, click on any section name to open it, make changes and
then save. Every field indicated with a red asterisk * requires an entry to successfully create a section.

Questionnaire Sections 4 close I

Course Satisfaction f)  Active * Required

student Senices (4 Active * Name

Distractor Labels. | None EI

Section Descriplion

Questionnaire Sections

" Youhave 255 characters left for your description

Section One (1)

Below is a brief description of the fields:

Name Enter a name for the section Required

Distractor Label Distractor labels precede the list of answers offered as choices for the participant so they can select an Optional
option. Use the drop down menu to select letters or numbers.
Section Description Add an optional description for the section. Optional

Save This button will save your changes and create the new section. Once you have saved the section, you are Required
brought to the publishing window for the appraisal.

This button will return you to the publishing window for the appraisal without creating a new section. Optional
A
r A\

Questionnaire Sections &

Sections must be active before participants will be able to see them. Once a Course Satsfacton (9)
. L. ) . . Student Senvices (4) Active
questionnaire is made available to participants, you will no longer be able to add or
edit sections. However, you can edit the bucketed questions themselves.

~
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20.5 Create Bucket Questions

Section - Section 1: Create Question

After you have created buckets, you can create questions. From the manage assets
page, click on a questionnaire and then click the section within it that you wish to
create bucketed questions for. Click the create bucket question link on the options
menu on the right to create the first question. To edit questions, click on any

New Bucket Question

~Select a Bucket- [+]

Question Text (Pool 1 X
section name to open it, click the edit link next ta any question and then save. Bz UJA-R-% 0 H[EEE R
2H—HXaBdBE |y 2 7

Questionnaire Sections ‘v Options
Course Satisfaction (6) Active

Active Create Bucket Question s

p Select All

[ Add Distractor | [Remove Distractor |

@ Delete Selected

Video link (optional):
Distractor1: Value:
Distractor2: Value:

Below is a brief description of the fields:

__ Ser the distractors in this guestion as the defaults for new questions.
[ Save and Continue > | [ Save and Finish >> |

Select a Bucket From the drop down menu, select one of the buckets that were created earlier. Required
Question Text Use the content editor to design the question with text and supporting files. Required
Add Distractor Use the add button to create more distractors for the question. Optional
Remove Distractor Position your cursor within the distractor text field and click the remove button. Optional
Video Link You can insert a link to an uploaded video in this field. Optional
Enter the text for the responses offered as choices for the participants in these fields. Required
Value Enter a number value for each distractor. If you do not wish to use values, enter 0. Negative Required
numbers are not recognized.
Set the Distractors Select this box if you would like the same distractors to appear on all of the questions. Optional
Save and Continue Save you r changes and continue creating more questions for this appraisal. Required
Save and Finish After saving, you will be returned to the section: manage questions screen. Optional
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20.6 Manage Questions

Click the Section link from the Questionnaire Sections menu for the section that you wish to edit questions in. This will open the manage questions
page.

Questionnaire Sections '+ Section - Section 1: Manage Questions
WAGW! ou are viewing: Library > Produdts > Informetica Sample Course > Manage Assets > Questionnaire Example > Section - Section 1: Manage Questions

S Fl 1 Bucketed [Edi | know how and where to find information and how to use it False

Fl 2 Bucketed [ESH | find it easy to see things from someaone else’s point of view False

3 Bucketed [EdH] | find new ways to solve problems False

Fl 4 Bucketed [Ed) | am someone who begins a task with little prompting from others ks

5 Bucketed [EGH | speak and present clearly and effectively Falis

] 6 Bucketed [EGH | produce accurate, clear, error-free writing False

Fl 7 Bucketed [ESH) | know howto assemble, motivate, and empower an effective team False

# - Questionnaire questions are assigned an automatic number as you create them. This is the default order in which they are presented during a
questionnaire.
Type - For questionnaires, this type of each question is always bucketed.
Text - The text of the question itself as the participant sees it.
Random Distractors - Indicates whether or not the distractors for each question are presented in random order.
True: distractors will be shown to the user in a random order every time the question is displayed.
False: distractors will always appear in the order in which they are set up within question.
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20.6.1 Delete Questions

Click on the name of the questionnaire section that you want to edit questions for. This will open the manage questions window. Select the
questions you wish to delete using the checkboxes and then click “delete selected” from the options menu. If you would like to delete all of the

.  Select All
questions, use the select all 7 tool.
# Type Text Random Distractors
1 Bucketed [Edit] The course content corresponded well to the course’s stated learning goals. False Options
Create Bucket Question
v uckete it e course materials helped me achieve the course’s learning goals. alse
[¥] 2 Bucketed [Edit] Th ials helped hi h s | i I Fal
) - # Select All
[l uckete it e way the course was organized facilitated my achieving its learning goals. alse
[T] 3 Bucketed [Edit] Th h ized facilitated hieving its | i | Fal [a I
Delete Selected
4 Bucketed [Edit] The course contert was applicable to my own goals for taking the course. False :
#¢ Randomize Selected
] 5 Bucketed [Edit] The course was intellectually challenging. False Distractors
A Unrandomize Selected
6 Bucketed [Edit] I recommend that this course continue to be offered in the future. False Distractors
Back To Sections # Reorder Questions
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20.6.2 Edit Questions

Click on the name of the questionnaire section that you want to edit questions for. This will open the manage questions window. Click the “edit” link
next to the question you want to edit. This will open the edit page for the question.

Save: This button will save your changes and return you to the

manage questions page.
g q p g Edit Bucketed Question

. . . Bucket | Creative Thinki
Cancel: This button will return you to manage questions page ucket: Greative Thinking []

without saving your changes. A e
Manage Extra Content will create a link to another relevant file ikl A i x s g e ..EEF el= :
o o _ . 2H —HX2BB@| o Rm2 S |-
within the product. Participants will see the link at the bottom 1ind new ways to Solve problems.
of the question when they take the questionnaire.
e Title - type in a name for your extra content
e Item - select from a file from the drop down menu. The
drop down menu contains files that are uploaded to the
product’s local media library.
e Active - use the checkbox to toggle this option.
Participants will only see active content. ( Add Distractor | [ Remove Distractor |
e Add -click add to create the content link. Distractord: [Not Developed i
e DEL - click DEL to remove the content link. oo — ol
Distractor3: |Capable Value: 4
You do not have to click save when updating the manage extra Distractor4: Very Capatle Value: |5

content area.

| Set the distractors in this question as the defauits for new guestions

| << Cancel | [Save>> |

Manage Extra Content
Title Item Active

- SELECT ONE — [z] @ Add

No tems have been added
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20.6.3 Randomize Question Distractors

To randomize the order of the available answers (distractors) within the questions, select the questions you wish to randomize the distractors for by
using the checkboxes and then clicking the “randomize selected” button from the right hand side. If you would like to randomize all of the

. lect All L . . . . .
questions, use the select all ¢ it tool. This will present the distractors in the question in a random order to the participants. If the random

distractors column says true, then the distractors in this question are randomized. If the column says false, then they are not presented in random
order.

# Type Text Random Distractors

@ 1 Bucketed [Edit) The course content corresponded well to the course’s stated learning goals. False Options
. ) ) . Create Bucket Question
[¥] 2 Bucketed [Edit] The course materials helped me achieve the course’s learning goals. False

# Select All
[[] 3 Bucketed [Edit] The way the course was organized facilitated my achieving its learning goals. False -

@ Delete Selected
] 4 Bucketed [Edit) The course contert was applicable to my own goals for taking the course. False - .

v Randomize Selected

- v i Distractors
] 5 Bucketed [Edit) The course was intellectually challenging. False

A¢ Unrandomize Selected
[[] 6 Bucketed [Edit] I recommend that this course continue to be offered in the future. False Distractors

Back To Sections # Reorder Questions

Unrandomize Question Distractors

Select the questions you wish to unrandomize the distractors for using the checkboxes and then click the “unrandomize selected” button from the
options menu. If you would like to unrandomize all of the questions, use the select all # =¥ *'tool. This will present the distractors in the question
in the default order in which you entered them.

20.6.4 Reorder Questions

Click on the name of the questionnaire section that you want to reorder questions in to open the manage questions page. Click the reorder questions
button from the right hand side.
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# Type Text Random Distractors

1 Bucketed [Edit] The course content corresponded well to the course’s stated learning goals. False Options
Create Bucket Question
2 Bucketed [Edit] The course materials helped me achieve the course’s learning goals. False
# Select All
3 Bucketed [Edit] The way the course was organized facilitated my achieving its learning goals. False
T ra = =1 @ Delete Selected
- .4 The course content was applicable to my own goals for taking the course.
] 4 Bucketed [Edit False .
ucketed [Edit] A¢ Randomize Selected
] 5 Bucketed [Edit] The course was intellectually challenging. False Distractors

A¢ Unrandomize Selected
6 Bucketed [Edit] I recommend that this course continue to be offered in the future. False Distractors

Back To Sections |g Reorder Questions I

This will open a change question order page where you can click and drag the question you wish to move and drop it into a new spot within the list.

Section - Section 1. Change Question Order 0

You are viewing: Product Library > Informetica Sample Course > Manage Assets > Assessmant Example > Manage Questions > Section - Section 1: Change Options
Quastion Order

ke Save Changes

To reorder questions, simply click and drag the question you wish to ¥ Reset Changes
move and drop it in the spot you desire within the list.
€ Back
Current Rank Question Type # of Pools Question Sample Text (Pool 1)

2 Bucketed 1 I know how and where to find information and how to use it
3 Bucketed 1 I find it easy to see things from somecne else's point of view,

I i Bucketed 1 I find new ways to solve problems., I
4 BucRetes T T BT SOTNEONE WHC DegME B er i e prompnng e e

Current Rank Question Type # of Pools Question Sample Text (Pool 1)
s Bucketed 1 I speak and present clearly and effectively 1 Bucketed 1 I know how and where to find information and how to use it
Bucketed 1 produce accurate, clear, error-free writing. 2 Bucketed 1 1 find it sasy to see things from someone else’s point of view.

— — Bucketed : i pass er  mhem |

4 Bucketed 1 1 am someone who begins a task with little prompting from others.

5 Bucketed | 1 speak and present clearly and effectively

You can reset your changes before you save or press the back button to return to the manage questions page without making the changes. Once you
click save, you will see from the manage questions page that the question is now moved to the new order.
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20.7 Review Questionnaire Results

Run report R203 Group Questionnaire Scores to:

e View the results for each questionnaire bucket for entire user groups, including the section and number of attempts

e See which of users have been completed the questionnaire and how many times
e View the date of the last attempt
e View user levels of competency within a given bucket (skill set)
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21. Appraisals

You can automate the learner or employee evaluation process for any kind of performance measure such as Key Performance Indicators (KPIs) and
competencies. For example, managers can use appraisals to determine overall performance for groups and individuals.

Appraisals use bucketed multiple choice questions. Every question is assigned one bucket, and every answer to a question can be assigned a certain
number of points that go into its bucket. When a manager, publisher, or instructor appraises a participant, they are essentially assigning them a
certain worth within each bucket so that at the end of the appraisal each participant has been categorized based on the answers given for each
question.

Topics Covered In This Chapter

22.1Create or Edit an Appraisal
22.2Create or Edit Custom Introductions
22.3Create Buckets
22.4Create and Edit Sections
22.5Create Questions
22.6Manage Questions

22.6.1 Delete Questions

22.6.2 Edit Questions
22.7 Completing an Appraisal
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An example of an employee appraisal set up in Informetica.

1to8of 8 Answers

o Monitors quality of incoming raw materials. © A- Alvays
) B-Most Often
@ C- Periodically
) D- Rarely
@) E- Never

o g;mpletes process sheets accurately, inserting all instructions according to ©) A- Aways

ndard Operation Procedure #539-302

() B-Most Often
) C- Periodically
¢ D- Rarely
@) E- Never

o Finished product is inspected prior to shipping ) A- Exceeds expectations
() B- Somewhat Exceeds Expectations
) C-Meets expectations
) D- Less than expectations
) E- Inadequately short of expectations

o Always meets the 5,000 per day thresholds @ A- Exceeds expectations

) B - Somewhat Exceeds Expectations
) C- Meels expectations

) D- Less than expectations

) E-Inadequately short of expectations
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21.1 Create or Edit an Appraisal

To fully create an appraisal you must complete the following steps:

v/Create an appraisal ¥ Create buckets v/Create sections v Create questions for each section and assign to buckets

1. Navigate to the manage assets page for the product )
2. Select Appraisal from the Create dropdown menu (located in the Options menu) Set Attributes

3. Complete the form and Save
Page Title:

Opti ons Menu Title:

[ # Editintroduction Publishing:

From:

© | Appraisal -
Create ...

’
Assignment
Courseware

To:

[C] Enable Time Range

Settings

Attempts per Participant: | Unlimited IZI
4. C(lick Edit from the appraisal’s details menu to make changes

Details w— E dit

Time Limit: | 0 [ Hours | o [s2]| Minutes

Topic: Informetica Sample Course Display Options
Page Title: Year One Appraisal B o s
Menu Title: Year 1 Appraisal '
Published: 5/1/2013 - 5/1/2014

Questions / Page: Save | orCancel

Allowable Takes: Unlimited
Allow Retake if Passed: False
Time Limit: Unlimited
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A brief description of the fields seen during creation

Page Title Enter the name of the appraisal. The page title will show up on the top of online content pages. Required

Menu Title The menu title is what shows in the assets list and in side menus. Note that menus have a limited amount of display; Required
the longer your menu titles, the more cramped menu displays will be.

Publishing Select the dates that your appraisal is valid. It can only be accessed during the published dates. If the appraisal falls ~ Required
before or after the published dates, registered participants would no longer see the appraisal.

Enable Time Select this box to enter specific times within the publish dates that your appraisal is valid. Optional

Range

Attempts per Select the number of times a participant is allowed to take this appraisal (1-5 attempts or unlimited). Optional

Participant

Time Limit You can optionally restrict the length of time allowed to complete the appraisal by selecting from the dropdown Optional
menus. The amount of remaining time will appear to the participant at the top of every question page.

Questions per Enter the number of questions you want displayed on each page of the appraisal. If no number is entered, then Optional

Page questions will all appear on one page.

Save Save your changes and creates the appraisal. After saving, you are brought to the manage assets page. Required

Cancel Return you to the manage assets page without creating the new appraisal. Optional
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21.2 Create or Edit Custom Introductions

An appraisal has a default introduction page that shows the participant the name of the appraisal and a start button. You can optionally append this
information with your own custom introduction.

1. Navigate to the manage assets page for the product

2. Open the appraisal

3. Customize your introduction using the content editor

4. Click Save

5. To edit an existing introduction, open the appraisal and make your changes in the content editor.
Edit Content for Appraisal Year One Appraisal &
You are viewing: Library > Products > Informetica Sample Course > Manage Assets > Year 1 Appraisal > Edit Content Details Edit
Goto:| Next Asset (Appraisal Example) B «Sse Topic: Informetica Sample Course

Page Title: Year One Appraisal
Publishing Menu Title: Year 1 Appraisal

il oy B[ 2 F AT || styles - | Paragraph |~ | FontFamly |- |Fontsize - @] Published: 5/1/2013 - 512014

DETAILS

i =W " = 5 5 - == Questions | Page:
| U@ G G 45|l = Al A = o ] = 4@ o e B I Allowable Takes: Unlimited
B 1 U A ,2 - %, o ||3E 4= iE *“E E S .“ SRR (1 H“? - Allow Retake if Passed: False

Time Limit: Unlimited

This is Year One Appraisal. Each employee must have an apparaisal completed after their first year.

Buckets &

Quality Active [

Productivity Active [7

IR_el:iauzility At T

nitiative L

Atendance Acth

Independence Active
Active

Appraisal Sections 5

Section ONE (8) Active |

Path: p 4
Properties
Back Save

Completion Rules
M Prerequisites
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21.3 Create Buckets

You need to create at least one bucket for the appraisal. An appraisal is created using bucketed questions. This bucketed style allows you to apply
categories to each question that are not immediately known to the person giving the appraisal. If desired, you can also assign points to the

predetermined responses (distractors) and then see the total score a user has received for any specific A
bucket. s ~N
1. Navigate to the manage assets page 4. Enter a bucket name (e.g. Productivity)
for the product 5. Click Save Buckets cannot be edited, but
2. Open the appraisal 6. Select Active next to each bucket you can create a new bucket,
3. Click Create on the side bar next to close and then deactivate or delete an
Buckets
old one.
Buckets # Create * Required
Quality Active [ @ S hdacaa \ J
Productivity Active ° are Y
Reliability
Initiative ) e e
Attendance Adive [V| @ Sav
Independence Active =]
Active °

21.4 Create and Edit Sections

After creating a bucket, you need to create at least one section to house your questions.

Navigate to the manage assets page for the product
Open the appraisal
Click Create on the side bar next to Appraisal Sections. Field indicated with a red asterisk * are required to successfully create the section.

HwnN =

Select Active next to each section. Sections must be active before participants will be able to see them. Once an appraisal is made available to
participants it is locked and then you cannot add or edit sections. However, you can edit the questions themselves.
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Appraisal Sections sl Create
Section ONE (8) Active (-

* Required

* Name: |

Distractor Labels: [None  [=]

Section Description:

&~

 Youhave 255  characters leftfor your description
Save or Qanggl

5. To edit, click the section to open it. You can only edit sections that are not yet active.

Below is a brief description of the fields:

DO Ererorameforthesecton  Requred

Distractor Label Distractor labels precede the list of answers offered as choices for the participant so they can select an Optional
option. Use the drop down menu to select letters or numbers.

Save This button will save your changes and create the new section. Once you have saved the section, you are Required
brought to the publishing window for the appraisal.

Cancel This button will return you to the publishing window for the appraisal without creating anew section.  Optional |
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21.5 Create Qu

After you have created buckets, you can create questions. S bl
. Question Text (Pool 1 ):
1. Open the appraisal B I U|A-%-xxQHEEDEE:SE
2. Open a section to create questions FHI—HIX DABE o oSz S %
3. Click Create Bucket Question on the options menu
4, Save

A raisaIISeclions Create
Section 1

0 ) Active @ °

estions

New Bucket Question

Details Edit

Name: Section ONE
Section Description

Options [AddD | [Remove D
Video Eink (optional):

@ Create Bucket Question

Distractor]: Value:
Ve Select All Distractor2: Valoe:
© Delete Selected y

"1 Set the distractors in this question as the defaults for new g

| Save and Continue >> | | Save and Finish >>

Below is a brief description of the fields:

Field

Select a Bucket
Question Text

Add Distractor
Remove Distractor
Video Link
Distractor

Value

Set the Distractors
Save and Continue

Save and Finish

From the drop down menu, select one of the buckets that were created earlier. Required
Use the content editor to design the question with text and supporting files. Required
Use the add button to create more distractors for the question. Optional
Position your cursor within the distractor text field and click the remove button. Optional
You can insert a link to an uploaded video in this field. Optional
Enter the text for the responses offered as choices for the participants in these fields. Required
Enter a number value for each distractor. Negative numbers are not recognized. Required
Select this box if you would like the same distractors to appear on all of the questions. Optional
Save you r changes and continue creating more questions for this appraisal. Required
After saving, you will be returned to the section: manage questions screen. Optional
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21.6 Manage Questions

1. Open the appraisal
2. Open a section to view questions
3. Edit and delete questions from the Manage Questions page

App raisal S ions Crnate # Type . . . : . Text Random Distractors
0) Activa ° 1 Bucketed [Edif] Monitors quality of incoming raw materials. False
2 Bucketed [Edif Completes process sheets accurately, inserting all instructions according to Standard Operation Procedure #539-302 False
A 3 Bucketed [Edi] Finished product is inspected prior to shipping False
4 Bucketed [Edil Always meets the 5,000 per day thresholds ilés
5 Bucketed fEﬁHl Monthly thresholds are met False
6 Bucketed [Edil Tasks are always performed in a timely matter False
7 Bucketed [Edi] Always lock for methods to improve production. False
8 Bucketed [Edi] Ability to perform with littie or no supenvision. False

Back To Sections

AN

Below is a brief description of the fields: / \

Questions are displayed based on

# sections and the questions per

page that you set up. There is no
“By Section”/”By Question” option
For appraisals, questions are always bucketed.
-

as in other Informetica testing

assets. The number of questions
Randomize Randomization is turned off for Appraisals. get to the end of a section, followed
Distractors by the next section.

per page will show first, until you
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21.6.1 Delete Questions

AW

Open the appraisal

Open a section to manage questions

Select the questions you wish to delete using the checkboxes
Click Delete Selected from the options menu

Use Select All to delete all of the questions

# Type
[#] 1 Bucketed [Edil]
2 Bucketed [Edif]
[l 3 Bucketed [Edil]
[F] 4 Bucketed [Edil]

Text Random Distractors

Monitors quality of incoming raw materials. —

Completes process sheets accurately. inserting all instructions according to Standard Operation Procedure #539-302

False
Finished product is inspected prior to shipping False
Always meets the 5,000 per day thresholds False

Details
Name: Section ONE
Section Description:
Options

o Create Bucket Question

Ve Select All

© Delete Selected

Edit
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21.6.2 Edit Questions

Open the appraisal
Open a section containing the question you wish to edit
Click Edit next to the question you want to edit

HwnN =

Save

Below is a brief description of the fields:

Description

OIVEHIeNI=4d Use the content editor to edit the question text.

Save
Cancel

Manage Extra
Content

This button will return you to manage questions

page without saving your changes.

informetica

Bucket: | (__J_ugli‘t_y B‘

Question Text (Pool 1);
B ZUA-¥-xxQM4EEBEE S

Monitors quality of incoming raw materials.

Distractor1:  Always Value: 10
Distractor2: | Most Often Value: 8
Distractor3: | Periodically Value: 5
Distractord: Rarely Value: 2
Distractor5: | Never Value: | 0

[ <<Cancel | [Save>>]

Manage Extra Content

| - SELECT ONE - =] Add
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21.7 Completing an Appraisal

This option is available to campus admins, campus managers, user group managers, publishers, and instructors

Appraisals are not accessible by participants. You may choose to display the appraisal, but it cannot be launched by a participant.
1. Launch the appraisal by clicking it from the list of the product’s assets
2. Select User for Appraisal: select the user you wish to appraise from the drop down menu
3. Click Continue

Year 1 Appraisal

Select User for Appraisal

[Dechein, Elise B

This appraisal has been filled out 0 times for the selected user.

Continue

4. Review the appraisal summary, which shows information such as the number of questions
5. Click Start to being the appraisal

6. Fill out the appraisal and then click Next

1to8of 8 Answers

o Monitors quality of incoming raw materials. & A - Always

) B - Most Often
@ C - Periodically
) D - Rarely
@ E-Never

Completes process sheets accurately, inserting all instructions accordingto - A - Always
Standard Operation Procedure #539-302 bt

@ B - Most Often
@ C - Periodically
) D-Rarely

@ E - Never
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21.8 Review Appraisal Results

Run report R203 Group Questionnaire Scores to:

e View the results for each appraisal bucket for entire user groups, including the section and number of appraisals conducted.

e See which of users have been appraised and how many times
e View the date of the last appraisal
e View user levels of competency within a given bucket (skill set)
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22. Markup Documents and Wikis

Markup documents and wikis are two assets that participants can directly interact with.

Topics Covered In This Chapter

23.1Markup Documents
23.1.1 Create/Edit a Markup Document
23.1.2 Add or Edit Content
23.1.3 Markup Document Desktop View
23.1.4 The Markup Tool
23.1.5 User Notes
23.1.6 User Comments

23.2Wikis
23.2.1 Create a Wiki or Edit Details
23.2.2 Add or Edit Content
23.2.3 Revert a Wiki Page to a Previous Version

22.1 Markup Documents

A markup document asset is an interactive review tool that allows participants and instructors to securely share, make notes upon and comment on a
document without changing the actual document in the product. The original document retains its integrity while all user's notes, comments and
appended comments are shared with their name, date and time of their activity.

To fully create a markup document you will need to complete the following steps:
N

*Create a markup document

asset
J
eCreate or copy/paste a )
document into the publishing
window )

eSet up the markup document’s
attributes and settings
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22.1.1 Create/Edit a Markup Document

From the manage assets page, click on Create under the options menu and then select markup document from the drop down menu. To edit these
details, click on edit next to the details column on the right. Enter the details and then save.

Options Details Set Attributes

(2 EditIntroduction Page Title: Enter New Name Page Title:
Menu Title: Name i
Create ... p Published: Forever Menu Title: |
Create ...
Assessment
Assignment Publish Date @
Courseware
Evaluation .
Evaluation (Beta) To: |
|
Module
Reference
Wik 2

Publishing:  pblish Forever °

From:

S8 50N 0

(=

or Cancel

Save

Below is a brief description of the fields:
ZITITIN Enter the name ofthe merkup document The page e willshow up on the op of onne contentpages.  Required

Menu Tltle The menu title is what shows in the assets list and in side menus. Note that menus have a limited amount of display;  Required
the longer your menu titles, the more cramped menu displays will be.

. _.

After saving, you will be brought to the manage assets page.
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22.1.2 Add or Edit Content

From the manage assets page, open the markup document that you wish to add or edit content for and design the content in the publishing
window. Click the Save button to keep the changes or click the back button to return to the manage assets page without keeping the changes.

Markup Document - Enter New Name
You are viewing: Product Library > A Look at the Future > Manage Assets > Enter New Name

Go to: | Next Asset (Example Lesson 1)[+] G0

Publishing Window

I_ﬂ“-’] P‘||ng'|\2 JT ﬂ'l Styles *  Format ~  Fontfamily |~  Fontsize - l@‘
% a2 @ @@ e A5 A = )57 2 =% o ] ]| = 4@ O <« &)

B Z U|A R x|z cEEsam &/ 2HY-
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22.1.3 Markup Document Desktop View

The process of using a markup document from the desktop of things as a user or participant is illustrated here to give a full overview of the markup
document.

Green Defensive Driving Course - Driver Training EyPrintPage @ English AAA
Standard Operating Procedure

=)
l¢ | idNew Note | & New Comment J

01 : The Practical Driving Test and Extended Test for Cars

1.01 INTRODUCTION

This chapter sets out the background and basic requirements of practical driving tests.

It also gives detailed guidance on conducting tests. Supplementary advice and guidance
relevant to particular types of vehicles is contained in Chapter 6

1.02 CAR DRIVING TEST REQUIREMENTS

Driving tests are conducted in accordance with the provisions of the Motor Vehicles

(Driving Licences) Regulations.

Test candidates must satisfy the examiner as to their abiity to carry out properly the activities
and perform competently, without danger to and with due consideration for other road users,
the manoeuvres below.

Eyesight: Read in good daylight (with the aid of glasses or contact lenses if worn) a registration
mark fixed to a motor vehicle and containing letters and figures 79 4 millimetres high at a distance
of 20.5 metres (or 20 metres for new style number plates).

Vehicle safety checks: Answer vehicle safety check questions.

Preparation to drive

Adjust the seat as necessary to obtain a correct seated position.
Adjust rear-view mirrors and seat belt.

Check that the doors are closed.

Technical control of the vehicle

Start the engine and move off smoothly when going ahead, at an

angle and on a gradient (where appropriate).

Accelerate to a suitable speed while maintaining a straight course,

including during gear-changes.

Adjust speed to negotiate left or right turns at junctions, possibly in

restricted spaces, while maintaining control of the vehicle.

Brake accurately to a stop where directed if need be by performing

an emergency stop.

Perform , (as from 4th October 2010 only one) of the following manoeuvres:
reverse in a straight line and reverse right or left round & comner while keeping within
the correct traffic lane;

turn the vehicle to face the opposite way, using forward and reverse gears;

park the vehicle (parallel, oblique or right-angle).

Perform a controlled stop by pulling in a designats
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22.1.4The Markup Tool

The markup document has a toolbar that allows users to add notes and comments to the document. You can move the toolbar around the content
area so that it is not obstructing your view of the document. To do this, click on the lock icon to unlock it. When the toolbar is unlocked, you can
click anywhere on it and drag to a new position on the screen.

53 locked

i~
-] unlocked

2 TooLs | £

it | &dNew Note | & New Comment |

h

22.1.5User Notes

Users can create a new note on the markup document by clicking the new note link on the markup tool bar. Move the cursor to the precise area of
the content where you would like to display your note. Click on the screen to set position. Enter the text for your note in the add note window. Once

you click the save button, your note will be added to the document and represented with a yellow note icon N . Hover over the icon to view the

note, creation date and author.

P autnons ans.

C 5 '_‘_I Add NOte S ]

? B author: edechein@sencia.ca i - ™ o

% 1s]New Note]l ‘& New Comment created: 8/8/2011 1:48:20 PM 1struction of tt J 4

Created On: 8/8/2011 1:58:40 PM
Author: edechein@sencia.ca

. "

’éEnter the text for your new note in this window| he road, adju

Is this meant to have British spelling?
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22.1.6 User Comments

Users can create a new comment on the markup document by clicking the new comment link on the markup tool bar. Move the cursor to the precise

area of the content where you would like to display the comment. Click on the screen to set position. Enter the text for your comment in the add

comment window. Once you click the save button, your comment will be added to the document and represented with a comment icon'g. Hover
over the icon to view the comment, any replies to it, creation date and author.

B2 TooLS a

‘ % | k]New Note

o~

(& New Comment

(¥ Add Comment
author: jason@sencis.ca

created: 4/2/2008 4:08:22 PM

Markup Document Legend

Reposition note
Delete note

Close note

MSDS is intended to be used in emergency
only and must be easily accessible in the

workplace

informetica
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Perform b ks from 4th October 2010 only one) of the following ma
reverse Ina sir. e
the correct trafl

turn the vehicleedechein@sencia.ca &
park the vehicle¥/3/2011 4:32:55 PM

Perform a confl, from 4th October 2010 now only need to perform
Behaviour in lone
Observe (incluc !
signs and poteimbennet@sencia.ca
Communicate “u_'urzou 4136:39 PM
React approrial
Comply with roz
controllers.
Move off from tladd Your Comment:
Drive with the v
conditions and
Keep the right ¢
Change lanes.

r -
?&smgr:?ngt Save | | Cancel

bl
1 only had to perform one. My exam was in early March
2011,



22.2 Wikis

A wiki is a collaborative resource that allows users to directly add and edit content collectively. This is one of the few assets that participants can
interact with. The wiki stores past versions and revisions to be viewed when needed. User tracking information is also available.

To fully create a wiki you will need to complete the following steps:

v Create a Wiki

vSet up the Wiki Attributes and Settings

22.2.1 Create a Wiki or Edit Details

From the manage assets page, click on create under the options menu
on the right and select Wiki from the drop down menu. To edit these
details, click on edit next to the details column on the right. Enter the

details and then save.

Options

| # EditIntroduction

(@) ICreate,..

| Create ...

# | Assessment
| Assignment

) | Courseware

_ | Evaluation

EC] | Evaluation (Beta)
| Markup Document
| Module

——| Reference
Voo

Details

Page Title: Enter New Name

Menu Title: Name
Published: Forever

informetica

Wiki - Course Wiki

You are viewing: Product Library > Sierra’'s Sample Course > Manage Assets > Course Wiki
Go to: | Next Asset (Hypnotherapy) [] « Ge
Publishing Window

o oy T wm|| 20 F G| Styes = Format » | Fontfamly |~ Fontsze =i

X LA @EN L= e el By Iy Ml el ]

B I UA-R-asx, IS EEEEAE |- L 2HIT-

Informetica 2
From Wikipedia, the free encyclopedia ‘

_.'\-e This article is an orphan, as few or no other articles link to it . Please introduce links to :hlf
-

':\_;*) |E
Informetica is 8 SCORM compliant Leaming Content Mansgement System [LCMS) designed for and g marets. Itis ﬂiml;i

s well as schools |

Contents [hide]
1 History
1.1 Development

2 Features
3 External links

History

Development

The software wis developed by Sencia Canada Lid in 2001 and is continually evolving to meet current standards and giteria. The base system has several st

<k - »
Path:  Set Attributes

Bat Page Title:

Menu Title:
Publishing: o hiish Forever @
Publish Date @

From:

To:

Save or Cancel
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Below is a brief description of the fields:

Page Title Enter the name of the wiki. The page title will show up on the top of online content pages. Required

Menu Title The menu title is what shows in the assets list and in side menus. Note that menus have a limited amount of display; ~ Required
the longer your menu titles, the more cramped menu displays will be.

ZielaeEiis - Select publish forever if you want the wiki to be always available or select a specific publish date if your wiki will be Optional
unavailable during or before a certain date. A wiki that is published forever is available to all participants with

access. A wiki that is published for specific dates is also available to all participants with access, but only during the

published dates. If the Wiki falls before or after the published dates, registered participants would no longer see it.
After saving, you will be brought to the manage assets page.

22.2.2 Add or Edit Content

From the manage assets page, open the wiki you wish to add or edit content for and design the content in the publishing window. Click the save
button to keep the changes or click the back button to return to the manage assets page without keeping the changes.

22.2.3 Revert a Wiki Page to a Previous Version
To revert to an old version of a wiki page, click the history link in the top right while in view page.

& Edi Print Page @& English AAA

This will show you a list of revision dates. Open the older version you

want by clicking it. Copy the content and then paste it into the wiki e Back
publishing window and save. Current Version Information
Title: C dian Driving School

Edited On: 5/25/2011 9:57:45 AM
Edited By: Sencia Demo

Revision Date Edited B
3/31/2011 4:13:.01 PM Sierra Trees-Turner
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23. Publishing Tools Guide

23.1 Top Row Tools

FontFamily -

Font Size

i[[i gb: ﬁiﬁ i‘“ iﬁ @ iiiii

Save

Undo

Redo

Preview

Toggle Full Screen Mode
Edit HTML Source
Remove Formatting

Cleanup Messy Code
Show/Hide Visual Control
Characters

Show/Hide Guidelines /
Invisible Elements

Styles

Format

Font Family

Font Size

Help

I L

The Save button will save content and formatting changes you have made.

Undoes the last action.

Reverses an undo action.

Will open a small popup which displays your content as it appears to others.

Allows you to toggle between the regular size Publishing Window and a full screen Publishing Window.
View and work in the underlying HTML source code rather than the WYSIWYG view.

Remove any formatting that has been applied to your selected text (i.e. Bold, italic, etc.)

The Cleanup Messy Code button will allow you to clean up HTML font tags, style sheets and other
unwanted code after copying and pasting content directly from MS Word or similar programs.

This control is not currently enabled for Informetica.

Click to show or hide table borders.

Applies various styles to the selected text (boxes, positioning, and text styling).

Converts selected text into predefined formats that are HTML friendly - e.g. paragraphs <p>, headings
<h1>, addresses(<address>, or preformatted (<pre>).

Converts the selected text into the selected font (Arial, Comic Sans, Times New Roman, etc.).

Converts the selected text into the desired font size (8pt - 36pt).

Tells you more about the TinyMCE editor.
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23.2 Center Row Tools

m

3
-

\ ‘,‘LI..

m

-
-

I+ -
15—
I < -
B

ul

Copy
Paste

Paste as Plain Text

Paste from Word
Find

Find/Replace

Insert Table

Table Row Properties
Table Cell Properties
Insert Row

Delete Row

Insert Column
Delete Column

Split Merged Cells
Merge Cells

Custom Characters
Horizontal Rule

Edit CSS

Insert Date

Insert Time
Blockquote
Non-breaking space

Template content

Cut (remove) selected text from the content area and add it to your clipboard.
Copy selected text from the content area to your clipboard for use elsewhere.
Paste copied or cut text into a selected content area.

Paste plain text only (text without formatting, paragraphing, or styling). This is the preferred option for
pasting and will negate the need for cleaning up HTML. However you may need to redo the paragraphing.
Paste copied or cut text from a Microsoft Word document into a selected content area.

Find desired text within the content.

Find and replace text within the content.

Insert a table. Number of columns or rows, and table width, height, borders, & alignment can also be set.
Edit table row alignment, height, class, and styles.

Edit table cell alignment, height, class, and styles.

Insert a table row before or after the selected row.

Delete the selected table row.

Insert a table column before or after the selected column

Delete the selected table column.

Split a single table cell into multiple cells.

Select two or more table cells to merge into a single cell.

Insert symbols & special characters (e.g. trademarks, currency, etc.),

Insert a horizontal line.

A popup dialog box allows you to enter Cascading Style Sheet information for the selected text.

Insert the current date into your content.

Insert the current time into your content.

Created the selected text as a blockquote. The selection will be indented on the left and right margins.
Prevents an automatic line break or wrap at the selected content position.

Insert predefined template content.
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23.3 Center Row Tools

I
L

Italic Italicizes the selected text.

Text Color Change the colour of the text.

[zBl vt ChngeeBGEEGSBN ofhete

- Strikethrough Creates a strikethrough the selected text.

- b [Chenoestheelectad it I
Superscript Changes the selected text to superseriet,

BT [

____ Numbered List Inserts a numbered list.

- [Pgeseiden | [P herecrd s ndenaton

Increase Indent Increase the selected text's indentation.

Insert/Edit Link Create (or edit) a hyperlink for selected text. This is also used to manage popup windows.
Insert/Edit Anchor Add an anchor link to a page.

Insert/Edit Embedded Insert embedded media files (e.g. Flash, QuickTime, Windows Media, Real Media files, etc.).
Media
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24. My Experience

Participants can add their own training events that can then be approved by a manager. Participants can track their practical experience and personal
development plans such as project management experience, flight logs, offline certifications, or other qualifying activities.

The experience log can be configured to track experience within a web form, by uploading supporting documents (i.e. PDF or word), or a
combination of both. Authorized managers are provided with tools for reviewing and endorsing emplloyee experiences as qualifying activities.
Managers may also promote employees to up to four levels of pre-defined experience progression.

Topics Covered in this Chapter

26.1Add Experience and Submit for Approval
26.2 Approve Experience
26.2.1 Experience Filter

24.1Add Experience and Submit for Approval - A ~

1. Click the My Experience tab from your main navigation area to open the experience log.

2. Enter your hours for the current level. This can be done all at once, or a little at a time. You can also
change the level at the bottom of the form.

3. Submit your hours for approval after you have met the requirements.

4. Your manager will review your submission and you may get an email to say if the level was approved
or not approved.

5. Proceed to the next level, if applicable.

Configuration of the
experience log is customized
for your specific requirements,
so while it will not look like
exactly like the examples in
this chapter, the functionality
is the same.

N /
Y
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informetica

Calendar | Catalogue Certifications

Level 1 My Experience @ English AAA

Hours Required: 264 Your Approving Manager: Eric Jackson

Hours Reported: 264 Your Experience Towards: Project Manager

Status: Approved

Feedback :

Hours of Experience for Level 1 Current Status: Approved March 11, 2013
Level 2 o : : .
Phase: Definition Planning Execution Delivery

Hours Required: 264

Hours Reported: 269 ® Project Management 12 14 48 4
Status: Pending Approval O | costManagement 4 10 4
Eeedback &

= Time Management 4 ) 8 4

Level 3 % Quality Management 5 12 48 -
Hours Required: 264 g Contract Administration 4 16 5 2
Hours Reported: 0 o

Status: Not Submitted Say/ M magement 3 20 15 4

Total Hours: 264 Minimum Hours Required to Complete Level 1: 264

Level 4

Hours Required: 264

Hours Reported: 0

Status: Not Submitted Supporting Documentation

Project Project

in.formeti o Create Date Project Name locakon Type Attachment

March 11, AAA Wind Farm, . Bhssarch .,
2013 Inc Thunder Bay, ON New Client _

ot e 7] (@ ot

Options | ~
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Levels

e Hours

e Status

e Feedback
Approving Manager

Your Experience Towards

Hours of Experience
e Current Status
e Function/Role
e Phase
e Total Hours
e  Minimum Hours

Supporting
Documentation
e C(Create Date

e Project Name

e Project Location
e Project Type

e Attachment

e Options

=]
=.
]
-
Q.
[
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n
=.
-]
=
=]
=
o
-
~+
=
]
-
]
=
3
Q
=
[]
Q
("]

You can have up to five levels of experience tracking and approval. Change the level that you are viewing at the
bottom of the form.
Hours required and hours currently reported per level.

The current status of each level of experience.

1. Not Submitted (default status)

2. Pending Approval (waiting for manager review)

3. In Review Process (manager has started reviewing)

4. Approved (status applied by manager)

5. Not Approved (status applied by manager

View your manager’s message after you have submitted hours.

Name of the manager responsible for approving your experience.
The type of experience you are logging (i.e. project management, flight logs).

Enter the hours you have applied towards the project.

Shows the status for this level and the date the status was applied, if applicable.
Specific to the type of project you are working toward.

Specific to the function and roles of the project you are working toward.

The current hours you have entered towards this level.

The minimum hours required to complete this level.

Add details regarding to the hours you entered and upload supporting documents, if applicable.

The date the supporting document was entered.

The name of the project you are working on.

The location of the project (e.g. city, corporate facility).

The type of project you are working on (e.g. new client, service request).

Upload and view supporting documents (e.g. client contact list, signed service requests).

Click options to view, edit or delete your supporting documentation.
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24.2 Approve Experience

A user who is assigned as the authorized approving manager may approve or not approve experience logs that have been submitted.

informetica A

Filter Options My Experience \ @Engish AAA

Application Status

Generally, anyone who is

all Ei Last Modified First Name Last Name Status
Application Level View 31172013 Allan Baker Level 1 Approved assigned as the approving
o [+ View 3112013 L aker e s manager can do so, regardless
First Name 3112013 Allan Baker Level 3 Not Submitted 9 »reg
31172013 Allan Baker Level 4 Not Submitied of user type.
Last Name: View | 31172013 | Thomas Aiken | Level 1 Approved
View 3n12013 Thomas Aiken Level 2 In Review Process \ j
31172013 Thomas Alken Level 3 Mot Submitted Y
Filter  Reset | -
31172013 Thomas Alken Level 4 Not Submitted

1. Click the My Experience tab from your main navigation area to open My Experience
. . Level 1
the experience logs for the users that you are managing. :‘:Hw = ﬁ%ﬁﬁé
2. Click “View” to open the selected user’s submitted experience: Click e A Experience Towards: Project Manager
Egaghack
“Options” to view any supporting documentation. ok Hours of Experience for Level 2 Curtent Status: In Review Frocess
3. Review the submission and click “Approve” or “Do Not Approve”, Hous a2 fre i Escae Cebey
. o " mﬁm ngm Project Management | 22 27 [ 105 12
leave optional feedback for the user, and then click “Confirm”. Fondback n%: [ pre T 5 | 1 | 1
4. Emails can automatically be sent to the user to let them know if the Level 3 7 Bk ] ; { ; ! 6? 2‘7
Hours Required: 264 Al S Mansosmen | | 2
level was approved or not approved. Hours Rogored 0 S | Contract Aamstraton 4 | 1 2
¥ | satety Management 3 6 i 12 4

Level 4 Total Hours: 269 | Minil Hours Required to Complete Level 2: 264
Hours Required: 264
Hours Repored D

Status: Nof Submitied

Supporting Documentation

Froject Project

Project Name Locabon Type Attachment
March 12, | AAA Wind Farm | G
2013 Phase 2 Thunder Bay, ON Options

« Approve | 3¢ Do Not Approve
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Brief description of the approval page

View Click view to see the submission for a user’s experience. View is available for any experience that has been
submitted (approved, not approved and pending statuses).
Last Modified The date that the experience was last modified. For example, for submissions that were not approved, updated,
and then submitted again, the date will update each time changes are made to the log.
The user’s first name. Click the name to see the user’s experience submission.
The user’s last name. Click the name to see the user’s experience submission.
Indicates which level of experience the user has submitted.
Status 1. Not Submitted (default status)
2. Pending Approval (waiting for manager review)
3. InReview Process (manager has started reviewing)
4. Approved (status applied by manager)
5. Not Approved (status applied by manager

24.2.1 Experience Filter

Use the filter options to narrow your list to specific user experience. By default, users are sorted alphabetically by Filter Options
Last Name. You can filter by the status of the submission, the level of the experience, or by first or last name. Application Status:

Pending Approval El

Application Level:

First Name:

Last Name:

Filter Reset
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