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Creating Your File System 
 
To begin creating a course, you must first create your file system.  All of your files for the course will be kept in 
this file system.  These files include: videos, graphics, documents, page content, etc.  Everything must be 
included in this file system in order to produce your course. 
 

1. On your hard drive, (C: or H:) create a new folder with the name of the course (civil_rights is used for 
the Civil Rights training).  This will be your main course folder. 

2. Within that main course folder, create 4 new folders.  Name those folders: pages, documents, media, and 
images.  
·  The pages folder will contain all of the page templates containing the appropriate content.  These 

pages should be .htm files. 
·  The documents folder will contain any documents you want to attach to the course: job aids, forms, 

etc.  These documents should be .pdf files. 
·  The media folder will contain any videos and sound you want to include in your course. These files 

should be .swf, .wmv, .mp3.  
·  The images folder will contain any graphics or pictures you want to include in your course.  These 

files should be .jpg. 
3. Collect the various documents you need to include in the course and put them into the documents folder.   
4. Collect the various video and sound files you want to include in the course and put them into the media 

folder.   
5. Collect the various graphics and pictures you want to include in the course and put them into the images 

folder.   
 

Creating Your Course Structure 
 

1. Open the course_structure_sample.doc located on the S: drive. 
2. Save a copy on your hard drive.  DO NOT save over the sample. 
3. Create a name for the whole course. 
4. Create a name for the first module. 
5. Create a name for the first topic in that module. 
6. Name each page.  The page name should be pages/course folder name/page name.htm. DO NOT use 

spaces or symbols in the filename.  The only acceptable symbol is an underscore (_).  Also, only use 
lowercase letters.  For example, a page for the civil rights course could be 
pages/civil_rights/common.htm . 

7. Determine if there will be any media on this page, i.e. pictures, videos, sounds, etc.  Write the name of 
the file in the Media column.  The filename should follow the same rules as noted above for the page 
name.  For example, the picture of a class could be named class.jpg.   

8. Repeat this process for every page.   
 
Now your file system and your course structure are set up. All of your content (except the text) is located inside 
folders within your main course folder. 
 



Choosing the Template 
 

Each page in your course will use a template.  These templates are listed below with a brief description about 
how to choose the template.  You must choose the template you want to use before you put in your content. 
 

·  Content:  This template can be used for a page that will contain text, graphics, or video.  
·  Drag Text to Hotspots:  This template allows the user to drag text from the left side of the screen to 

specified regions of an image on the right side of the screen.  For example, if the user was learning the 
parts of the human body, the names could be listed on the left side of the screen and a picture of the 
human body could be on the right side of the screen.  The user would drag the name of the body part to 
the picture of the body part. 

·  Drag Text to Matching Text:  This template allows the user to drag words or phrases from the left side 
of the screen to other words or phrases on the right side of the screen.  For example, if the user was 
learning vocabulary, the words could be listed on the left side of the screen and the definitions could be 
listed on the right side of the screen.  The user would drag the word to the definition. 

·  Drag Text to Matching Image:  This template allows the user to drag words or phrases from the left side 
of the screen to images on the right side of the screen.  For example, if the user was learning the names 
of animals.  The names of the animals could be listed on the left side of the screen and the pictures of the 
animals could be on the right side of the screen.  The user would drag the name of the animal to the 
picture of the animal. 

·  Multiple Choice:  This template is for a multiple choice question.  The question can have up to 4 answer 
choices.  There is also a small amount of space on the page for content, if needed. 

·  Multiple Select:  This template is for a multiple-choice question where more than one answer can be 
selected.  There can be 2 or more correct answers for this type of question.  There is also a small amount 
of space for content, if needed. 

·  True/False:  This template is for true/false questions.  This is very similar to the multiple choice 
template, except the user only has 2 answers (true or false) and only has one attempt to answer the 
question. 

·  Fill Form:  This template allows the user to enter a word or phrase into a region of an image.  However, 
in order to get credit for the answer, the word or phrase must be spelled exactly the same way as the 
template.  For example, if the user was learning the names and locations of the states, a map of the 
United States could be on the page with spaces to type in the name on each state.  The user would have 
to type in the name of the state correctly in order to get credit for that answer. 

·  Drag Text into Ordered Table:  This template allows the user to rearrange a list of phrases to their 
correct order.  For example, if the user is learning the steps of photosynthesis, the list of steps would be 
on the left side of the page.  The user would drag the steps to the right side of the screen and put them in 
the correct order.   

Creating a Page 
 

To create a page, follow these steps. 
 

1. Choose the template you would like to use from the list above. 
2. Go to the Cosda428 server and look in the pages\templates folder to retrieve the template you would 

like to use. 
3. Copy the template file (Ctrl+C).  DO NOT cut, delete, or change this file in any way on the S: drive.  

You must copy the file to your hard drive before making any changes. 
4. Paste the template file (Ctrl+V) into your pages folder within your main course folder on your hard 

drive.   
5. Rename the template with the name of the page from your course structure. 
6. Once you have copied and renamed the template, you can begin to add your content for that page by 

following the directions below for each task. 



Adding Content to Templates 
 
All of the templates are in html format.  In order to change the content of the template, you must view the 
source code and edit the html.  It is very important that you only change the portions of the html code specified 
below.  If certain parts of the html code are changed, the page will not load properly on the LMS.  Also, if the 
content is added to the wrong section on the html code, it will not display correctly on the screen. 
 
To view the source code, follow these steps. 
 

1. Open the template file in your pages folder. 
2. Click on View in the menu bar at the top of the screen. 
3. Click on Page Source. 



Changing a Heading, Numbering Pages, and Setting up Navigation 
 

Templates: All 
 

Scroll down until you see the 
Navigation section. 

// - Navigation 
// 
SetNavigation( 
 "Template Demos - Content",  // Page heading, e.g. "Topic 3: 
Workers' Compensation Process Overview" 
 "Page 1 of 1",  // Page number, e.g. "Page 1 of 1" 
 "",  // url of the previous page if any, relative to the current page, e.g. 
"PreviousPage.htm" 
 "",  // url of the next page if any, relative to the current page, e.g. 
"NextPage.htm" 
 true  // true to allow the user to complete the lesson, false otherwise); 

Enter the page heading for the page 
you are creating. 
 
For example: If the page heading for 
this page of the course is “Most 
Common Civil Rights Violation” type 
that in this space. 

// - Navigation 
// 
SetNavigation( 
 "Topic 1: Most Common Civil Rights Violation",  // Page heading, e.g. 
"Topic 3: Workers' Compensation Process Overview" 
 "Page 1 of 1",  // Page number, e.g. "Page 1 of 1" 
 "",  // url of the previous page if any, relative to the current page, e.g. 
"PreviousPage.htm" 
 "",  // url of the next page if any, relative to the current page, e.g. 
"NextPage.htm" 
 true  // true to allow the user to complete the lesson, false otherwise); 

Enter the page number for the page 
you are creating.   
 
For example: If this is going to be page 
1 in the course, type a 1 in this space. 

// - Navigation 
// 
SetNavigation( 
 " Topic 1: Most Common Civil Rights Violation",  // Page heading, e.g. 
" Topic 3: Workers' Compensation Process Overview " 
 "Page 1 of 1",  // Page number, e.g. "Page 1 of 1" 
 "",  // url of the previous page if any, relative to the current page, e.g. 
"PreviousPage.htm" 
 "",  // url of the next page if any, relative to the current page, e.g. 
"NextPage.htm" 
 true  // true to allow the user to complete the lesson, false otherwise); 

Enter the total number of pages in the 
course. 
 
For example: If this is course is going 
to have a total of 12 pages, type a 12 in 
this space. 

// - Navigation 
// 
SetNavigation( 
 " Topic 1: Most Common Civil Rights Violation",  // Page heading, e.g. 
"Topic 3: Workers' Compensation Process Overview " 
 "Page 1 of 16",  // Page number, e.g. "Page 1 of 1" 
 "",  // url of the previous page if any, relative to the current page, e.g. 
"PreviousPage.htm" 
 "",  // url of the next page if any, relative to the current page, e.g. 
"NextPage.htm" 
 true  // true to allow the user to complete the lesson, false otherwise); 

Enter the URL of the page before the 
page you are creating. 
 
For example: Since this is the first page 
in the course, you will not have a 
previous page.  So, do not write 
anything in this space. 

// - Navigation 
// 
SetNavigation( 
 " Topic 1: Most Common Civil Rights Violation ",  // Page heading, e.g. 
"Topic 3: Workers' Compensation Process Overview " 
 "Page 1 of 12",  // Page number, e.g. "Page 1 of 1" 
 "previous page URL would go here",  // url of the previous page if 
any, relative to the current page, e.g. "PreviousPage.htm" 
 "",  // url of the next page if any, relative to the current page, e.g. 
"NextPage.htm" 
 true  // true to allow the user to complete the lesson, false otherwise); 



 

Enter the URL of the page after the 
page you are creating. 
 
For example: If the URL for the page 
after the current page is staff.htm, type 
staff.htm in this space. 

// - Navigation 
// 
SetNavigation( 
 " Topic 1: Most Common Civil Rights Violation",  // Page heading, e.g. 
"Topic 3: Workers' Compensation Process Overview " 
 "Page 1 of 16",  // Page number, e.g. "Page 1 of 1" 
 "",  // url of the previous page if any, relative to the current page, e.g. 
"PreviousPage.htm" 
 "staff.htm",  // url of the next page if any, relative to the current page, 
e.g. "NextPage.htm" 
 true  // true to allow the user to complete the lesson, false otherwise); 

If the page you are creating is the last 
page of the course, type true in this 
space, otherwise type false.  If you 
type true in this space, the user will be 
able to complete the course and will not 
have to go to the next page. 
 
For example: If the current page is page 
1 out of 16, type false in this space. 
 
If the current page is page 16 out of 16, 
type true in this space. 

// - Navigation 
// 
SetNavigation( 
 " Topic 1: Most Common Civil Rights Violation",  // Page heading, e.g. 
"Topic 3: Workers' Compensation Process Overview " 
 "Page 1 of 16",  // Page number, e.g. "Page 1 of 1" 
 "",  // url of the previous page if any, relative to the current page, e.g. 
"PreviousPage.htm" 
 "staff.htm",  // url of the next page if any, relative to the current page, 
e.g. "NextPage.htm" 
 false  // true to allow the user to complete the lesson, false otherwise); 



Adding Sound 
 

Templates: ALL 
 
Scroll down until you see the Page 
Sound section. 

// - Page Sound 
// 
SetPageSound( 
 "", // url of the audio for this page if any, relative to the current page, e.g. 
"../../media/Audio1.mp3" 
 "" // caption for the audio, exact transcript if possible); 

Enter the URL for the audio relative to 
the current page. 
 
For example: If the URL for this audio 
file is languageaccom.mp3, type that in 
this space.  
 

// - Page Sound 
// 
SetPageSound( 
 "../../media/ languageaccom.mp3", // url of the audio for this page if any, 
relative to the current page, e.g. "../../media/Audio1.mp3" 
 "" // caption for the audio, exact transcript if possible); 

Enter the caption for the audio.  If 
possible, enter the exact transcript for 
users without audio capabilities. 
 
For example: If the audio script says “No 
workers are exempt from documentation 
of language accommodation.  There 
must be at least an initial documentation 
that communication was provided in the 
primary language of the client.” type that 
in this space. 

// - Page Sound 
// 
SetPageSound( 
 "../../media/languageaccom.mp3", // url of the audio for this page if any, relative to 
the current page, e.g. "../../media/Audio1.mp3" 
 "No workers are exempt from documentation of language accommodation.  
There must be at least an initial documentation that communication was provided in the 
primary language of the client." // caption for the audio, exact transcript if possible); 

 



Adding a Visual 
 

Templates: Content  
  Drag Text to Hotspots 
  Multiple Choice 
  Multiple Select 
  True/False 
  Fill Form 
  Drag Text into Ordered Table 
 
Scroll down until you see the Page 
Visual section. 

// - Page Visual 
// 
SetPageVisual( 
 "flash",  // type of file, "image", "flash", "wmv" for video through the 
Windows Media Player 
 "../../media/Security/Sec_RiskMgmnt_ThreatSec3.swf",  // url of the 
visual for this page if any, relative to the current page, e.g. "../../media/Image1.jpg" 
 "description of the visual or its function, for users without a graphical display", 
 // description of the visual or its function, for users without a graphical display 
 "right",   // position of the visual, "left" or "right" only, at the top of the page 
 "500px",  // width: 0 to display at its original dimensions, >0px or 0% to 
scale the visual to the desired dimension 
 "0"  // height: 0 to display at its original dimensions, >0px or 0% to 
scale the visual to the desired dimension); 

Enter the type of visual you would like 
to add.  You can choose image, flash, 
or wmv. 
 
For example: If you are adding a 
graphic or picture, type image in this 
space.   
 

// - Page Visual 
// 
SetPageVisual( 
 "image",  // type of file, "image", "flash", "wmv" for video through 
the Windows Media Player 
 "../../media/Security/Sec_RiskMgmnt_ThreatSec3.swf",  // url of the 
visual for this page if any, relative to the current page, e.g. "../../media/Image1.jpg" 
 "description of the visual or its function, for users without a graphical display", 
 // description of the visual or its function, for users without a graphical display 
 "right",   // position of the visual, "left" or "right" only, at the top of the page 
 "500px",  // width: 0 to display at its original dimensions, >0px or 0% to 
scale the visual to the desired dimension 
 "0"  // height: 0 to display at its original dimensions, >0px or 0% to 
scale the visual to the desired dimension); 

Enter the URL for the visual relative 
to the current page. 
 
For example: If the URL for this 
picture is class.jpg, type that in this 
space. 

// - Page Visual 
// 
SetPageVisual( 
 "image",  // type of file, "image", "flash", "wmv" for video through the 
Windows Media Player 
 "../../images/class.jpg",  // url of the visual for this page if any, relative to 
the current page, e.g. "../../media/Image1.jpg" 
 "description of the visual or its function, for users without a graphical display", 
 // description of the visual or its function, for users without a graphical display 
 "right",   // position of the visual, "left" or "right" only, at the top of the page 
 "500px",  // width: 0 to display at its original dimensions, >0px or 0% to 
scale the visual to the desired dimension 
 "0"  // height: 0 to display at its original dimensions, >0px or 0% to 
scale the visual to the desired dimension); 



Enter a description of the visual for 
users without a graphical display. 
 
For example: If the description of the 
image is “a training session” type that 
in this space. 

// - Page Visual 
// 
SetPageVisual( 
 "image",  // type of file, "image", "flash", "wmv" for video through the 
Windows Media Player 
 "../../images/class.jpg",  // url of the visual for this page if any, relative to 
the current page, e.g. "../../media/Image1.jpg" 
 "a training session",  // description of the visual or its function, for 
users without a graphical display 
 "right",   // position of the visual, "left" or "right" only, at the top of the page 
 "500px",  // width: 0 to display at its original dimensions, >0px or 0% to 
scale the visual to the desired dimension 
 "0"  // height: 0 to display at its original dimensions, >0px or 0% to 
scale the visual to the desired dimension); 

Enter the location of the visual.  You 
can choose either the right or left side 
of the screen. 
 
For example: If you want the picture on 
the right side of the screen, type right in 
this space. 

// - Page Visual 
// 
SetPageVisual( 
 "image",  // type of file, "image", "flash", "wmv" for video through the 
Windows Media Player 
 "../../images/class.jpg",  // url of the visual for this page if any, relative to 
the current page, e.g. "../../media/Image1.jpg" 
 "a training session",  // description of the visual or its function, for 
users without a graphical display 
 "right ",   // position of the visual, "left" or "right" only, at the top of the 
page 
 "500px",  // width: 0 to display at its original dimensions, >0px or 0% to 
scale the visual to the desired dimension 
 "0"  // height: 0 to display at its original dimensions, >0px or 0% to 
scale the visual to the desired dimension); 

Enter the width of the visual.  You can 
enter 0 to have it display at its original 
dimensions.  You can enter a number 
greater than 0 to change the width to a 
specific size or a percent to scale the 
image’s width to a certain percent of 
the original.   
 
For example: If you want the visual to 
be 500 pixels wide, enter 500px in this 
space. 

// - Page Visual 
// 
SetPageVisual( 
 "image",  // type of file, "image", "flash", "wmv" for video through the 
Windows Media Player 
 "../../images/class.jpg",  // url of the visual for this page if any, relative to 
the current page, e.g. "../../media/Image1.jpg" 
 "a training session",  // description of the visual or its function, for 
users without a graphical display 
 "right",   // position of the visual, "left" or "right" only, at the top of the page 
 "500px",  // width: 0 to display at its original dimensions, >0px or 
0% to scale the visual to the desired dimension 
 "0"  // height: 0 to display at its original dimensions, >0px or 0% to 
scale the visual to the desired dimension); 

Enter the height of the visual.  You 
can enter 0 to have it display at its 
original dimensions.  You can enter a 
number greater than 0 to change the 
height to a specific size or a percent to 
scale the image’s height to a certain 
percent of the original. 
 
For example: If you want the visual’s 
height to be 50% of the original height, 
enter 50% in this space. 

// - Page Visual 
// 
SetPageVisual( 
 "image",  // type of file, "image", "flash", "wmv" for video through the 
Windows Media Player 
 "../../images/class.jpg",  // url of the visual for this page if any, relative to 
the current page, e.g. "../../media/Image1.jpg" 
 "a training session",  // description of the visual or its function, for 
users without a graphical display 
 "right",   // position of the visual, "left" or "right" only, at the top of the page 
 "500px",  // width: 0 to display at its original dimensions, >0px or 0% to 
scale the visual to the desired dimension 
 "50%"  // height: 0 to display at its original dimensions, >0px or 0% to 
scale the visual to the desired dimension); 

 
 



Adding a Heading, Adding a Question, Adding Instructions and Indicating 
Maximum Attempts 
 

Templates: Drag Text to Hotspots 
  Drag Text to Matching Text 
  Drag Text to Matching Image 
  Multiple Choice 
  Multiple Select 
  True/False 
  Fill Form 
  Drag Text into Ordered Table 
 
Scroll down until you see the Multiple 
Choice, Multiple Select, or Match 
Quiz section. 

// - Multiple Choice, Multiple Select, or Match Quiz 
// 
// Heading: HTML text. 
// Question: HTML text. 
// Instructions: 
//  HTML text on how to complete this quiz, displayed in small green letters. 
// Maximum Attempts: 
// If there is no limit to the number of attempts, set to 0 
// For True/False questions, set to 1. 
// Otherwise, set to the number of wrong answers that cause the Failure Feedback to be 
shown. 
SetQuiz( 
 "***Page Heading...",  // heading 
 "***Question...  Enter \"paper\" in one box and \"computer file\" in the other.", 
 // question 
 "Instructions: Drag the text from the left list to the corresponding framed cells in the 
picture.  Press the Check Answer button to grade your answers.",  // 
instructions 
 3  // maximum attempts); 

Enter the screen heading. 
 
For example: If the screen heading is 
“Reducing Civil Rights Violations Using 
Fellow Staff”, type that in this space. 

// - Multiple Choice, Multiple Select, or Match Quiz 
// 
// Heading: HTML text. 
// Question: HTML text. 
// Instructions: 
//  HTML text on how to complete this quiz, displayed in small green letters. 
// Maximum Attempts: 
// If there is no limit to the number of attempts, set to 0 
// For True/False questions, set to 1. 
// Otherwise, set to the number of wrong answers that cause the Failure Feedback to be 
shown. 
SetQuiz( 
 "Reducing Civil Rights Violations Using Fellow Staff",  // heading 
 "***Question...  Enter \"paper\" in one box and \"computer file\" in the other.", 
 // question 
 "Instructions: Drag the text from the left list to the corresponding framed cells in the 
picture.  Press the Check Answer button to grade your answers.",  // 
instructions 
 3  // maximum attempts); 



Enter the question. 
 
For example: If the question is “What 
kinds of things can you find out from 
your office mates that can reduce civil 
rights violations?” type that in this space. 

// - Multiple Choice, Multiple Select, or Match Quiz 
// 
// Heading: HTML text. 
// Question: HTML text. 
// Instructions: 
//  HTML text on how to complete this quiz, displayed in small green letters. 
// Maximum Attempts: 
// If there is no limit to the number of attempts, set to 0 
// For True/False questions, set to 1. 
// Otherwise, set to the number of wrong answers that cause the Failure Feedback to be 
shown. 
SetQuiz( 
 "Reducing Civil Rights Violations Using Fellow Staff",  // heading 
 "What can you find out from your office mates that can help you reduce civil 
rights violations?",  // question 
 "Instructions: Drag the text from the left list to the corresponding framed cells in the 
picture.  Press the Check Answer button to grade your answers.",  // 
instructions 
 3  // maximum attempts); 

Enter the instructions. 
 
For example: If the instructions for this 
page are “Instructions: Choose all of the 
answers that apply.” type that in this 
space. 

// - Multiple Choice, Multiple Select, or Match Quiz 
// 
// Heading: HTML text. 
// Question: HTML text. 
// Instructions: 
//  HTML text on how to complete this quiz, displayed in small green letters. 
// Maximum Attempts: 
// If there is no limit to the number of attempts, set to 0 
// For True/False questions, set to 1. 
// Otherwise, set to the number of wrong answers that cause the Failure Feedback to be 
shown. 
SetQuiz( 
 "Reducing Civil Rights Violations Using Fellow Staff",  // heading 
 "What can you find out from your office mates that can help you reduce civil rights 
violations?",  // question 
 "Instructions: Choose all of the answers that apply.",  // 
instructions 
 3  // maximum attempts); 

Enter the maximum number of 
attempts you want to allow the user to 
get the correct answer. 
 
For example: If you want the user to 
have 2 attempts to drag the word to the 
correct part of the picture, type 2 in this 
space. 

// - Multiple Choice, Multiple Select, or Match Quiz 
// 
// Heading: HTML text. 
// Question: HTML text. 
// Instructions: 
//  HTML text on how to complete this quiz, displayed in small green letters. 
// Maximum Attempts: 
// If there is no limit to the number of attempts, set to 0 
// For True/False questions, set to 1. 
// Otherwise, set to the number of wrong answers that cause the Failure Feedback to be 
shown. 
SetQuiz( 
 "Reducing Civil Rights Violations Using Fellow Staff",  // heading 
 "What can you find out from your office mates that can help you reduce civil rights 
violations?",  // question 
 "Instructions: Choose all of the answers that apply.",  // instructions 
 2  // maximum attempts); 

 



Adding Feedback 
 

Templates: Drag Text to Hotspots 
  Drag Text to Matching Text 
  Drag Text to Matching Image 
  Multiple Choice 
  Multiple Select 
  True/False 
  Fill Form 
  Drag Text into Ordered Table 
 
Scroll down until you see the Feedback 
section. 

// - Feedback 
// You may use HTML tags to enhance the appearance of these text values. 
// 
SetFeedbackText( 
 "Correct!",  // feedback for a correct answer 
 "No, try again.",  // feedback for an incorrect answer if another attempt is 
allowed 
 "No. Click on the Show Me button to see the correct answers."  // feedback 
for an incorrect answer if another attempt is not allowed); 

Enter the feedback for the correct 
answer. 
 
For example: If the feedback for the 
correct answer is “Correct! Great job!” 
type that in this space. 

// - Feedback 
// You may use HTML tags to enhance the appearance of these text values. 
// 
SetFeedbackText( 
 "Correct! Great job! ",  // feedback for a correct answer 
 "No, try again.",  // feedback for an incorrect answer if another attempt is 
allowed 
 "No. Click on the Show Me button to see the correct answers."  // feedback 
for an incorrect answer if another attempt is not allowed); 

Enter the feedback for the incorrect 
answer, when another attempt is 
allowed. 
 
For example: If the feedback for the 
incorrect answer is “Sorry that is 
incorrect.  Try again.” type that in this 
space. 

// - Feedback 
// You may use HTML tags to enhance the appearance of these text values. 
// 
SetFeedbackText( 
 "Correct! Great job!",  // feedback for a correct answer 
 "Sorry that is incorrect.  Try again.",  // feedback for an incorrect 
answer if another attempt is allowed 
 "No. Click on the Show Me button to see the correct answers."  // feedback 
for an incorrect answer if another attempt is not allowed); 

Enter the feedback for the incorrect 
answer, when another attempt is not 
allowed. 
 
For example: If the feedback for the 
incorrect answer is “That is incorrect.  
Click on the Show Me button to see the 
correct answer.” type that in this space. 

// - Feedback 
// You may use HTML tags to enhance the appearance of these text values. 
// 
SetFeedbackText( 
 "Correct! Great job!",  // feedback for a correct answer 
 "Sorry that is incorrect.  Try again.",  // feedback for an incorrect 
answer if another attempt is allowed 
 "That is incorrect.  Click on the Show Me button to see the correct answer." 
 // feedback for an incorrect answer if another attempt is not allowed); 

 
 



Adding Text Paragraphs and Bullets 
 

Templates: Content 
 
Scroll down until you see the section that 
starts with <H2>. 

<H2>***Screen title</H2> 
<P>***Paragraph 1</P> 
<P>***Paragraph 2</P> 
<UL> 
  <LI>Bullet 1  
  <LI>Bullet 2 </LI></UL> 
<P>This page also demonstrates the use of a Flash file.</P><!-- Page Footer --> 
<SCRIPT language=JavaScript type=text/JavaScript> 
 document.write(GetHtml_PageFooter()); 
</SCRIPT> 
</BODY></HTML> 

Enter the Screen Title. 
 
For example: If the screen title is 
“Providing Appropriate Forms and 
Information” type that in this space. 

<H2> How can you still violate client’s civil rights when you provide the appropriate 
forms and information? 
</H2> 
<P>***Paragraph 1</P> 
<P>***Paragraph 2</P> 
<UL> 
  <LI>Bullet 1  
  <LI>Bullet 2 </LI></UL> 
<P>This page also demonstrates the use of a Flash file.</P><!-- Page Footer --> 
<SCRIPT language=JavaScript type=text/JavaScript> 
 document.write(GetHtml_PageFooter()); 
</SCRIPT> 
</BODY></HTML> 

Enter the text for the first paragraph. 
 
For example: If the text for the first 
paragraph is “You can still violate a 
client’s civil rights when you provide the 
appropriate forms and information if you 
do any of the following:” type that in this 
space. 

<H2> How can you still violate client’s civil rights when you provide the appropriate forms 
and information? 
</H2> 
<P>You can still violate a client’s civil rights if you do NOT do the following:</P> 
<P>***Paragraph 2</P> 
<UL> 
  <LI>Bullet 1  
  <LI>Bullet 2 </LI></UL> 
<P>This page also demonstrates the use of a Flash file.</P><!-- Page Footer --> 
<SCRIPT language=JavaScript type=text/JavaScript> 
 document.write(GetHtml_PageFooter()); 
</SCRIPT> 
</BODY></HTML> 

 
Repeat the above step for all paragraphs on this page. 
 
To add more paragraphs, simply add another <P> type the text, and type </P> to end the paragraph. 
 
NOTE:   Make sure you delete the list section if you are not entering paragraphs into this page’s content.  Delete from <UL> to </UL>. 
 
If you want to create a list, enter the 
first bullet . 
 
For example: If the text for the first 
bullet is “You did not explain the forms 
sufficiently.” type that in this space. 

<H2> How can you still violate client’s civil rights when you provide the appropriate forms 
and information? 
</H2> 
<P>You can still violate a client’s civil rights if you do NOT do the following:</P> 
<P>***Paragraph 2</P> 
<UL> 
  <LI>explain the forms sufficiently  
  <LI>Bullet 2 </LI></UL> 
<P>This page also demonstrates the use of a Flash file.</P><!-- Page Footer --> 
<SCRIPT language=JavaScript type=text/JavaScript> 
 document.write(GetHtml_PageFooter()); 
</SCRIPT> 
</BODY></HTML> 



If you are creating a list, enter the 
second bullet. 
 
For example: If the text for the second 
bullet is “You did not explain the forms 
and information in the client’s primary 
language.” type that in this space. 

<H2> How can you still violate client’s civil rights when you provide the appropriate forms 
and information? 
</H2> 
<P>You can still violate a client’s civil rights if you do NOT do the following:</P> 
<P>***Paragraph 2</P> 
<UL> 
  <LI>explain the forms sufficiently  
  <LI>explain the forms and information in the client’s primary language</LI></UL> 
<P>This page also demonstrates the use of a Flash file.</P><!-- Page Footer --> 
<SCRIPT language=JavaScript type=text/JavaScript> 
 document.write(GetHtml_PageFooter()); 
</SCRIPT> 
</BODY></HTML> 

To add more bullets to a list, simply 
add another <LI> and type the text. 
 
NOTE:   Make sure you delete the 
paragraph section if you are not entering 
paragraphs into this page’s content.  
Delete <P> to </P>. 

<H2> How can you still violate client’s civil rights when you provide the appropriate forms 
and information? 
</H2> 
<P>You can still violate a client’s civil rights if you do NOT do the following:</P> 
<P>***Paragraph 2</P> 
<UL> 
  <LI>explain the forms sufficiently  
  <LI>explain the forms and information in the client’s primary language 
<LI>*** Third Bullet </LI></UL> 
<P>This page also demonstrates the use of a Flash file.</P><!-- Page Footer --> 
<SCRIPT language=JavaScript type=text/JavaScript> 
 document.write(GetHtml_PageFooter()); 
</SCRIPT> 
</BODY></HTML> 

 
 



Adding the Order of Words or Phrases, Adding Text for the Word or Phrases, 
and Indicating the Position of the Target Hotspot 
 

Templates: Drag Text to Hotspots 
 
Scroll down until you see the Drag-and-
Drop Text To Hotspot section. 

// - Drag-and-Drop Text To Hotspot 
// 
// Each draggable item requires 6 values: final order, the HTML text to display on the left, 
and the left, top, width, and height of the target hotspot. 
// The choices will be presented in the order entered below. 
// For N choices, every choice must have a unique final order, from 1 to N. 
// Any number of choices may be entered.  The only practical limitation is the screen height. 
SetDraggrableTextToHotspot( 
 1,  // final order for choice 1 
 "Paper",  // text for this choice to display on the left 
 42, 270, 99, 46,  // coordinates (left, top, width, height) for this choice, on 
the image 
 2,  // final order for choice 2 
 "Computer File",  // text for this choice to display on the left 
 224, 261, 121, 62  // coordinates (left, top, width, height) for this choice, on 
the image; note there is no comma after the last item); 

Enter the final order for choice 1. 
 
For example: If you want choice 1 to be 
first in the list, type a 1 in this space. 

// - Drag-and-Drop Text To Hotspot 
// 
// Each draggable item requires 6 values: final order, the HTML text to display on the left, 
and the left, top, width, and height of the target hotspot. 
// The choices will be presented in the order entered below. 
// For N choices, every choice must have a unique final order, from 1 to N. 
// Any number of choices may be entered.  The only practical limitation is the screen height. 
SetDraggrableTextToHotspot( 
 1,  // final order for choice 1 
 "Paper",  // text for this choice to display on the left 
 42, 270, 99, 46,  // coordinates (left, top, width, height) for this choice, on 
the image 
 2,  // final order for choice 2 
 "Computer File",  // text for this choice to display on the left 
 224, 261, 121, 62  // coordinates (left, top, width, height) for this choice, on 
the image; note there is no comma after the last item); 

Enter the text for choice 1. 
 
For example: If you want the first choice 
in the list to say “Head” type that in this 
space. 

// - Drag-and-Drop Text To Hotspot 
// 
// Each draggable item requires 6 values: final order, the HTML text to display on the left, 
and the left, top, width, and height of the target hotspot. 
// The choices will be presented in the order entered below. 
// For N choices, every choice must have a unique final order, from 1 to N. 
// Any number of choices may be entered.  The only practical limitation is the screen height. 
SetDraggrableTextToHotspot( 
 1,  // final order for choice 1 
 "Head",  // text for this choice to display on the left 
 42, 270, 99, 46,  // coordinates (left, top, width, height) for this choice, on 
the image 
 2,  // final order for choice 2 
 "Computer File",  // text for this choice to display on the left 
 224, 261, 121, 62  // coordinates (left, top, width, height) for this choice, on 
the image; note there is no comma after the last item); 



Enter the coordinates (left, top, width, 
height) for this choice on the 
corresponding image.   

·  left - the number of pixels from the 
left edge of the image where you 
would like the hotspot to start 

·  top - the number of pixels from the 
top edge of the image where you 
would like the hotspot to start 

·  width - the width of the hotspot in 
pixels 

·  height - the height of the hotspot in 
pixels 

 
For example: If the hotspot coordinates 
for Head are left - 50, top - 200, width - 
80, and height - 40, type those numbers 
in this space. 

// - Drag-and-Drop Text To Hotspot 
// 
// Each draggable item requires 6 values: final order, the HTML text to display on the left, 
and the left, top, width, and height of the target hotspot. 
// The choices will be presented in the order entered below. 
// For N choices, every choice must have a unique final order, from 1 to N. 
// Any number of choices may be entered.  The only practical limitation is the screen height. 
SetDraggrableTextToHotspot( 
 1,  // final order for choice 1 
 "Head",  // text for this choice to display on the left 
 50, 200, 80, 40,  // coordinates (left, top, width, height) for this choice, on 
the image 
 2,  // final order for choice 2 
 "Computer File",  // text for this choice to display on the left 
 224, 261, 121, 62  // coordinates (left, top, width, height) for this choice, on 
the image; note there is no comma after the last item); 

 
Repeat this process for all words or phrases in your list of choices. 
 
 
 



Indicating Order of the Words/Phrases in the Left List, Adding Text for the 
Words/Phrases in the Left List, and Adding Text for the Words/Phrases in the 
Right List 
 

Templates: Drag Text to Matching Text 
 
Scroll down until you see the Drag-and-
Drop Text To Corresponding Text 
section. 

// - Drag-and-Drop Text To Corresponding Text 
// 
// Each draggable item requires 3 values: final order, the HTML text to display on the left, 
and the HTML text to display on the right. 
// The choices will be presented in the order entered below. 
// For N choices, every choice must have a unique final order, from 1 to N. 
// Any number of choices may be entered.  The only practical limitation is the screen height. 
SetDraggableTextToCorrespondingText( 
 "2",  // final order for choice 1 
 "Information Only",  // text for this choice to display on the left 
 "Lost time beyond one day. Medical treatment is required to cure or relieve from the 
effect of an injury/illness.",  // text for this choice to display on the right 
 "4",  // final order for choice 2 
 "Exposure Incident",  // text for this choice to display on the left 
 "On-the-job injury or illness. No lost time. Medical treatment not required." // text 
for this choice to display on the right; note there is no comma after the last item); 

Enter the final order for the first choice 
in the list of answers. 
 
For example: If the first answer should 
match up with the 2nd word or phrase on 
the right, type a 2 in this space. 

// - Drag-and-Drop Text To Corresponding Text 
// 
// Each draggable item requires 3 values: final order, the HTML text to display on the left, 
and the HTML text to display on the right. 
// The choices will be presented in the order entered below. 
// For N choices, every choice must have a unique final order, from 1 to N. 
// Any number of choices may be entered.  The only practical limitation is the screen height. 
SetDraggableTextToCorrespondingText( 
 "2",  // final order for choice 1 
 "Information Only",  // text for this choice to display on the left 
 "Lost time beyond one day. Medical treatment is required to cure or relieve from the 
effect of an injury/illness.",  // text for this choice to display on the right 
 "4",  // final order for choice 2 
 "Exposure Incident",  // text for this choice to display on the left 
 "On-the-job injury or illness. No lost time. Medical treatment not required." // text 
for this choice to display on the right; note there is no comma after the last item); 

Enter the text for choice 1 in the left 
list. 
 
For example: If you want the first choice 
in the list to say “Jane Doe” type that in 
this space. 

// - Drag-and-Drop Text To Corresponding Text 
// 
// Each draggable item requires 3 values: final order, the HTML text to display on the left, 
and the HTML text to display on the right. 
// The choices will be presented in the order entered below. 
// For N choices, every choice must have a unique final order, from 1 to N. 
// Any number of choices may be entered.  The only practical limitation is the screen height. 
SetDraggableTextToCorrespondingText( 
 "2",  // final order for choice 1 
 "Jane Doe",  // text for this choice to display on the left 
 "Lost time beyond one day. Medical treatment is required to cure or relieve from the 
effect of an injury/illness.",  // text for this choice to display on the right 
 "4",  // final order for choice 2 
 "Exposure Incident",  // text for this choice to display on the left 
 "On-the-job injury or illness. No lost time. Medical treatment not required." // text 
for this choice to display on the right; note there is no comma after the last item); 



Enter the text for choice 1 in the right 
list. 
 
For example: If you want the match for 
choice 1 in the left list to say “civil rights 
region liaison” type that in this space. 

// - Drag-and-Drop Text To Corresponding Text 
// 
// Each draggable item requires 3 values: final order, the HTML text to display on the left, 
and the HTML text to display on the right. 
// The choices will be presented in the order entered below. 
// For N choices, every choice must have a unique final order, from 1 to N. 
// Any number of choices may be entered.  The only practical limitation is the screen height. 
SetDraggableTextToCorrespondingText( 
 "2",  // final order for choice 1 
 "Jan Doe",  // text for this choice to display on the left 
 "civil rights region liaison",  // text for this choice to display on the 
right 
 "4",  // final order for choice 2 
 "Exposure Incident",  // text for this choice to display on the left 
 "On-the-job injury or illness. No lost time. Medical treatment not required." // text 
for this choice to display on the right; note there is no comma after the last item); 

 
Repeat this process for all words or phrases in your list of choices for the left and right list. 
 
 



Indicating Order of Words/Phrases, Adding Text for Words/Phrases, and 
Adding URL for Matching Image 
 

Templates: Drag Text to Matching Image 
 
Scroll down until you see the Drag-and-
Drop Text To Corresponding Image 
section. 

// - Drag-and-Drop Text To Corresponding Image 
// 
// Each draggable item requires 3 values: final order, the HTML text to display on the left, 
and the image's url to display on the right. 
// The choices will be presented in the order entered below. 
// For N choices, every choice must have a unique final order, from 1 to N. 
// Any number of choices may be entered.  The only practical limitation is the screen height. 
SetDraggableTextToCorrespondingImage( 
 "1",  // final order for choice 1 
 "HHSA",  // text for this choice to display on the left 
 drag_target_img("../../images/hhsa_logo_bar_left.jpg"),  // url of the 
image to display on the right 
 "2",  // final order for choice 2 
 "logo",  // text for this choice to display on the left 
 drag_target_img("../../images/hhsa_logo_bar_right.jpg")  // url of the 
image to display on the right; note there is no comma after the last item); 

Enter the final order for the first choice 
in the list of answers. 
 
For example: If the first answer should 
match up with the 1st image on the right, 
type a 1 in this space. 

// - Drag-and-Drop Text To Corresponding Image 
// 
// Each draggable item requires 3 values: final order, the HTML text to display on the left, 
and the image's url to display on the right. 
// The choices will be presented in the order entered below. 
// For N choices, every choice must have a unique final order, from 1 to N. 
// Any number of choices may be entered.  The only practical limitation is the screen height. 
SetDraggableTextToCorrespondingImage( 
 "1",  // final order for choice 1 
 "HHSA",  // text for this choice to display on the left 
 drag_target_img("../../images/hhsa_logo_bar_left.jpg"),  // url of the 
image to display on the right 
 "2",  // final order for choice 2 
 "logo",  // text for this choice to display on the left 
 drag_target_img("../../images/hhsa_logo_bar_right.jpg")  // url of the 
image to display on the right; note there is no comma after the last item); 

Enter the text for choice 1. 
 
For example: If you want the first choice 
in the list to say “Monkey” type that in 
this space. 

// - Drag-and-Drop Text To Corresponding Image 
// 
// Each draggable item requires 3 values: final order, the HTML text to display on the left, 
and the image's url to display on the right. 
// The choices will be presented in the order entered below. 
// For N choices, every choice must have a unique final order, from 1 to N. 
// Any number of choices may be entered.  The only practical limitation is the screen height. 
SetDraggableTextToCorrespondingImage( 
 "1",  // final order for choice 1 
 "Monkey",  // text for this choice to display on the left 
 drag_target_img("../../images/hhsa_logo_bar_left.jpg"),  // url of the 
image to display on the right 
 "2",  // final order for choice 2 
 "logo",  // text for this choice to display on the left 
 drag_target_img("../../images/hhsa_logo_bar_right.jpg")  // url of the 
image to display on the right; note there is no comma after the last item); 



Enter the URL for the image that 
matches choice 1. 
 
For example: If the URL for the matching 
image is 
“.../.../images/monkey_picture.jpg” 

// - Drag-and-Drop Text To Corresponding Image 
// 
// Each draggable item requires 3 values: final order, the HTML text to display on the left, 
and the image's url to display on the right. 
// The choices will be presented in the order entered below. 
// For N choices, every choice must have a unique final order, from 1 to N. 
// Any number of choices may be entered.  The only practical limitation is the screen height. 
SetDraggableTextToCorrespondingImage( 
 "1",  // final order for choice 1 
 "Monkey",  // text for this choice to display on the left 
 drag_target_img(".../.../images/monkey_picture.jpg ")  // url of the 
image to display on the right 
 "2",  // final order for choice 2 
 "logo",  // text for this choice to display on the left 
 drag_target_img("../../images/hhsa_logo_bar_right.jpg")  // url of the 
image to display on the right; note there is no comma after the last item); 

 
Repeat this process for all words or phrases in your list of choices for the left and right list. 
 
 



Adding Text for Answer Choices 
 

Templates: Multiple Choice 
  True/False  
 
Scroll down until you see the Multiple 
Choice Answer and Choices section. 

// - Multiple Choice Answer and Choices 
// 
// Correct Answer: 
// Index of correct answer, 1 through N, where N is the number of possible answers 
// Choices: 
//  You may specify up to four choices. 
// For True/False questions, use only 2 - any order 
SetMultipleChoice( 
 2,  // correct answer, 1 through N, where N is the number of possible 
answers 
 "Information Only", "Exposure Incident", "Injury/Illness", "Non-Workers' 
Compensation"  // up to four choices, remove any choices not used (remove 
comma and quotes)); 

Enter the number of the correct 
answer. 
 
For example: If the correct answer is the 
3rd answer in the list, type a 3 in this 
space. 

// - Multiple Choice Answer and Choices 
// 
// Correct Answer: 
// Index of correct answer, 1 through N, where N is the number of possible answers 
// Choices: 
//  You may specify up to four choices. 
// For True/False questions, use only 2 - any order 
SetMultipleChoice( 
 3,  // correct answer, 1 through N, where N is the number of possible 
answers 
 "Information Only", "Exposure Incident", "Injury/Illness", "Non-Workers' 
Compensation"  // up to four choices, remove any choices not used (remove 
comma and quotes)); 

Enter the text for the answers to the 
question. 
 
For example: If the answers are “Inform 
the foster parents of the impairment of 
the parents.”, “Tell the foster parents 
about the telephone translation line and 
how it works.”, “Teach the foster parents 
sign language.”, and “Provide the foster 
parents with information regarding 
children of hearing impaired parents.” 
type them in this space. 

// - Multiple Choice Answer and Choices 
// 
// Correct Answer: 
// Index of correct answer, 1 through N, where N is the number of possible answers 
// Choices: 
//  You may specify up to four choices. 
// For True/False questions, use only 2 - any order 
SetMultipleChoice( 
 3,  // correct answer, 1 through N, where N is the number of possible 
answers 
 “Inform the foster parents of the impairment of the parents.”, “Tell the foster 
parents about the telephone translation line and how it works.”, “Teach the foster 
parents sign language.”, “Provide the foster parents with information regarding 
children of hearing impaired parents.”  // up to four choices, remove any 
choices not used (remove comma and quotes)); 

  



Indicating the Correct Answers and Adding Text to Answer Choices 
 

Templates: Multiple Select 
 
Scroll down until you see the Multiple 
Select Flags and Choices section. 

// - Multiple Select Flags and Choices 
// 
// Flag and Choice pairs: 
//  You may specify up to four flags and choices in pairs.  Remove any choices not used 
(remove grade and text, both comma and quotes) 
// Flags: 1 if it must be selected, 0 if it must not be selected. 
// Choices: HTML text. 
SetMultipleSelect( 
 1,  // 1 if answer is part of the correct answer, 0 if it is not 
 "Regular work unit supervisor",  // text for this choice 1 
 0,  // 1 if answer is part of the correct answer, 0 if it is not 
 "The injured worker",  // text for this choice 2 
 1,  // 1 if answer is part of the correct answer, 0 if it is not 
 "DPO",  // text for this choice 3 
 0,  // 1 if answer is part of the correct answer, 0 if it is not 
 "Alternative work unit supervisor"  // text for this choice 4); 

Enter a 1 if answer choice 1 is correct 
or a 0 if answer choice 1 is incorrect. 
 
For example: If answer choice 1 is 
correct, type a 1 in this space. 

// - Multiple Select Flags and Choices 
// 
// Flag and Choice pairs: 
//  You may specify up to four flags and choices in pairs.  Remove any choices not used 
(remove grade and text, both comma and quotes) 
// Flags: 1 if it must be selected, 0 if it must not be selected. 
// Choices: HTML text. 
SetMultipleSelect( 
 1,  // 1 if answer is part of the correct answer, 0 if it is not 
 "Regular work unit supervisor",  // text for this choice 1 
 0,  // 1 if answer is part of the correct answer, 0 if it is not 
 "The injured worker",  // text for this choice 2 
 1,  // 1 if answer is part of the correct answer, 0 if it is not 
 "DPO",  // text for this choice 3 
 0,  // 1 if answer is part of the correct answer, 0 if it is not 
 "Alternative work unit supervisor"  // text for this choice 4); 

Enter the text for answer choice 1. 
 
For example: If answer choice 1 is 
“other languages they speak” type it in 
this space. 

// - Multiple Select Flags and Choices 
// 
// Flag and Choice pairs: 
//  You may specify up to four flags and choices in pairs.  Remove any choices not used 
(remove grade and text, both comma and quotes) 
// Flags: 1 if it must be selected, 0 if it must not be selected. 
// Choices: HTML text. 
SetMultipleSelect( 
 1,  // 1 if answer is part of the correct answer, 0 if it is not 
 "other languages they speak",  // text for this choice 1 
 0,  // 1 if answer is part of the correct answer, 0 if it is not 
 "The injured worker",  // text for this choice 2 
 1,  // 1 if answer is part of the correct answer, 0 if it is not 
 "DPO",  // text for this choice 3 
 0,  // 1 if answer is part of the correct answer, 0 if it is not 
 "Alternative work unit supervisor"  // text for this choice 4); 



Enter a 1 if answer choice 2 is correct 
or a 0 if answer choice 2 is incorrect. 
 
For example: If answer choice 2 is 
incorrect, type a 0 in this space. 

// - Multiple Select Flags and Choices 
// 
// Flag and Choice pairs: 
//  You may specify up to four flags and choices in pairs.  Remove any choices not used 
(remove grade and text, both comma and quotes) 
// Flags: 1 if it must be selected, 0 if it must not be selected. 
// Choices: HTML text. 
SetMultipleSelect( 
 1,  // 1 if answer is part of the correct answer, 0 if it is not 
 "other languages they speak.",  // text for this choice 1 
 0,  // 1 if answer is part of the correct answer, 0 if it is not 
 "The injured worker",  // text for this choice 2 
 1,  // 1 if answer is part of the correct answer, 0 if it is not 
 "DPO",  // text for this choice 3 
 0,  // 1 if answer is part of the correct answer, 0 if it is not 
 "Alternative work unit supervisor"  // text for this choice 4); 

Enter the text for answer choice 2. 
 
For example: If answer choice 2 is 
“where they took their last vacation” 
type it in this space. 

// - Multiple Select Flags and Choices 
// 
// Flag and Choice pairs: 
//  You may specify up to four flags and choices in pairs.  Remove any choices not used 
(remove grade and text, both comma and quotes) 
// Flags: 1 if it must be selected, 0 if it must not be selected. 
// Choices: HTML text. 
SetMultipleSelect( 
 1,  // 1 if answer is part of the correct answer, 0 if it is not 
 "other language they speak.",  // text for this choice 1 
 0,  // 1 if answer is part of the correct answer, 0 if it is not 
 "where they took their last vacation",  // text for this choice 2 
 1,  // 1 if answer is part of the correct answer, 0 if it is not 
 "DPO",  // text for this choice 3 
 0,  // 1 if answer is part of the correct answer, 0 if it is not 
 "Alternative work unit supervisor"  // text for this choice 4); 

 
Repeat this process for all of the answers. 
 
 



Indicating the Correct Text for Blanks 
 

Templates: Fill Form 
 
Scroll down until you see the Fill Form  
section. 

// - Fill Form 
// 
// Each form cell requires 5 values: the expected value, left, top, width, and height pixel 
coordinates relative to the image on the page. 
// If the expected value is empty, the cell will also be expected to be empty. 
SetFormCellsOnImage( 
 "Paper", 38, 254, 99, 46, 
 "Computer File", 211, 250, 121, 62); // note there is no comma after the last 
item, but a closing parenthesis 

Enter the text for the first space. 
 
For example: If the first answer is “New 
Jersey” type it in this space. 

// - Fill Form 
// 
// Each form cell requires 5 values: the expected value, left, top, width, and height pixel 
coordinates relative to the image on the page. 
// If the expected value is empty, the cell will also be expected to be empty. 
SetFormCellsOnImage( 
 "New Jersey", 38, 254, 99, 46, 
 "Computer File", 211, 250, 121, 62); // note there is no comma after the last 
item, but a closing parenthesis 

Enter the coordinates (left, top, width, 
height) for this choice on the 
corresponding image.   

·  left - the number of pixels from the 
left edge of the image where you 
would like the cell to start 

·  top - the number of pixels from the 
top edge of the image where you 
would like the cell to start 

·  width - the width of the cell in 
pixels 

·  height - the height of the cell in 
pixels 

 
For example: If the cell coordinates for 
New Jersey are left - 50, top - 200, width 
- 80, and height - 40, type those numbers 
in this space. 

// - Fill Form 
// 
// Each form cell requires 5 values: the expected value, left, top, width, and height pixel 
coordinates relative to the image on the page. 
// If the expected value is empty, the cell will also be expected to be empty. 
SetFormCellsOnImage( 
 "New Jersey", 50, 200, 80, 40, 
 "Computer File", 211, 250, 121, 62); // note there is no comma after the last 
item, but a closing parenthesis 

 
Repeat this process for each answer. 
 
 





Adding Text for Answers and Indicating Final Order for Answers 
 

Templates: Drag Text into Ordered Table 
 
Scroll down until you see the Drag-and-
Drop Text Into Ordered Table section. 
 
 

// - Drag-and-Drop Text Into Ordered Table 
// 
// Each draggable item requires 2 values: final order and the HTML text to display. 
// For N choices, every choice must have a unique order, from 1 to N. 
// Any number of choices may be entered.  The only practical limitation is the screen height. 
SetDragTextIntoOrderedTable( 
 "3",  // final order for this choice 
 "Three",  // text for this choice 
 "2",  // final order for this choice 
 "Two",  // text for this choice 
 "1",  // final order for this choice 
 "One"  // text for this choice, notice there is no comma after the final 
quote); 

Enter the final order for the first choice 
in the list of answers. 
 
For example: If the first answer should 
be placed in the 2nd cell in the table, 
type a 2 in this space. 

// - Drag-and-Drop Text Into Ordered Table 
// 
// Each draggable item requires 2 values: final order and the HTML text to display. 
// For N choices, every choice must have a unique order, from 1 to N. 
// Any number of choices may be entered.  The only practical limitation is the screen height. 
SetDragTextIntoOrderedTable( 
 "2",  // final order for this choice 
 "Three",  // text for this choice 
 "2",  // final order for this choice 
 "Two",  // text for this choice 
 "1",  // final order for this choice 
 "One"  // text for this choice, notice there is no comma after the final 
quote); 

Enter the text for the first choice in the 
list of answers. 
 
For example: If the first choice in the list 
of answers is “Answer 1” type that in 
this space. 

// - Drag-and-Drop Text Into Ordered Table 
// 
// Each draggable item requires 2 values: final order and the HTML text to display. 
// For N choices, every choice must have a unique order, from 1 to N. 
// Any number of choices may be entered.  The only practical limitation is the screen height. 
SetDragTextIntoOrderedTable( 
 "2",  // final order for this choice 
 "Answer 1",  // text for this choice 
 "2",  // final order for this choice 
 "Two",  // text for this choice 
 "1",  // final order for this choice 
 "One"  // text for this choice, notice there is no comma after the final 
quote); 

 
Repeat this process for each answer. 
 
 
 



To Install a Course on the LMS 
 
1. Log in as the LMS Administrator 

with the Employee ID: lmsadm and 
Password: lmsadm. 

 
 

2. On the User Home Page, click on 
Administer Site. 

 
 



3. On the Course and User 
Administration page, click on add 
course. 

 
 

4. On the page presented, enter a 
course name (no more than 50 
characters) and description and 
click on Save Changes. 

 
 

5. On the Course and User 
Administration page, click on add 
module. 

 

 
 



6. On the page presented, select the 
course you added to the LMS 
above. 

 
 

7. Enter a rank, i.e. the order in which 
modules should be listed in the 
course’s module list. 

 
NOTE:  The module that appears 
first should have a rank of 1 and the 
following modules should be 
numbered successively.  The page 
will provide the next highest unused 
rank. 

 

 
 

8. Enter a module name (no more than 
50 characters) and description and 
click on Save Changes. 

 
 

 
9. Repeat steps 6 - 8 for each additional module in the course. 
 



10. On the Course and User 
Administration page, click on add 
topic. 

 
 

11. Select the course created above 
from the drop down menu. 

 
 

12. Select one of the modules created 
above from the drop down menu. 

 
 



13. Enter a rank, i.e. the order in which 
topics should be listed in the 
module’s topic list. 

 
NOTE:  The module that appears 
first should have a rank of 1 and the 
following modules should be 
numbered successively.  The page 
will provide the next highest unused 
rank. 

 
 

14. Enter a topic name (no more than 
50 characters) and description. 

 
 

15. Select the type for this topic. 
 

The choices are: 
·  Presentation - all topics that are 

derived from the HTML 
templates 

·  Assessment - scored multiple 
choice, 4 answer choices 

·  Job Aid - PDF documents 

 
 



16. Enter a setting appropriate for the 
topic type. Replace the reminder 
that is automatically placed there 
with the corresponding setting. 

 
·  For Presentation topics, enter 

the Path and file name of the 
topic’s first page. e.g. 
pages/civil_rights/common.htm.  
(No more than 50 characters) 

·  For Assessment topics, enter 
the exam ID.  Each exam in the 
system must have its own, 
unique value because question 
categories are associated with a 
single exam number. 

·  For Job Aid topics, enter the 
path ad file name of the topics 
PDF file. (No more than 50 
characters) 

 

17. For Assessments, enter the Mastery 
Score (%) required to pass/complete 
the lesson.  For module pre-tests and 
non-quiz topics, set the value to 0 

 
For example, a value of 80 would 
require 80% or more correct 
answers to pass the quiz.   

 
18. For Presentation and Job Aid 

topics, if the necessary files have 
been placed in their appropriate 
directory, set the available check 
mark now. 

 
NOTE:  Do not set the check mark 
now for Assessments, because the 
questions and question categories 
have not yet been entered.  For the 
quizzes, you will need to come back 
to the topic editor and set the 
Available check mark after the 
questions have been entered. 

 



19. Click on Save Changes. 

 
 

 
20. Repeat steps 10 - 19 for each additional topic in the course. 
 
 



To Install an Assessment in the LMS 
 
1. For each quiz or pre-test lesson, 

on the Course and User 
Administration page click on 
add question category. 

 
NOTE:  Each assessment or 
pre-test is composed of one or 
more question categories.  Each 
question category contains one 
or more questions.  The 
administrator selects how many 
questions for each category 
must appear in the exam.  The 
randomly-selected questions are 
presented in a random order 
within the exam. 

 
 

2. Enter the Exam ID for this 
assessment. 

 
 

3. Enter the number of questions 
from this category that should 
appear in the exam.   

 
NOTE: The number entered 
should be equal to or smaller 
than the actual number of 
questions associated with this 
category. 

 
 



4. Enter the name for this 
category.  This name will be 
used when adding questions. 

 
 

5. Click on Save Changes. 

 
 

 
6. Repeat steps 1 - 5 for all question categories in this course. 
 
7. For each question on the Course 

and User Administration page, 
click on add question. 

 
 



8. Select the Category Name 
entered above from the drop 
down menu. 

 
 

9. Enter the text of the question. 

 
 

10. Enter the text of each of the 
four (4) possible answers. 

 
 



11. Enter the index of the correct 
answer, 1 through 4. 

 
 

12. Enter the image file name, if 
one exists for this question.  
Otherwise, leave this field 
empty. 

 
 

13. Set the Available check mark. 

 
 



14. Click on Save Changes. 

 
 

 
15. Repeat steps 7 - 14 for all questions in this course. 
 
16. On the Course and User 

Administration page, click on 
topic search/eit. 

 
 

17. Locate the desired topic in the 
Topic List.  If the Available 
flag is True, skip to step 23. 

 
 



18. Click on the Details link in the 
far-right column of the topic’s 
row. 

 
 

19. Set the Available check mark. 

 
 

20. Click on Save Changes, close 
the pop-up confirmation 
window, and click Close. 

 
 

 
21. Repeat steps 16 - 21 for each topic. 
 



22. On the Course and User 
Administration page, click on 
module search/edit. 

 
 

23. Locate the desired module in 
the Module List.  If the 
Available flag is True, skip to 
step 30. 

 
 

24. Click on the Details links in the 
far right column of the module’s 
row. 

 
 



25. Set the Available check mark. 

 
 

26. Click on Save Changes, close 
the confirmation window, and 
click Close. 

 
 

 
27. Repeat steps 23 - 28 for each module. 
 
28. On the Course and User 

Administration page, click on 
course search/edit. 

 
 



29. Locate the desired course in the 
Course List.  If the Available 
flag is True, skip the rest of the 
steps. 

 

 
 

30. Click on the Details link in the 
far right column of the courses’ 
row. 

 
 

31. Set the Available check mark. 

 
 



32. Click on Save Changes, close 
the confirmation window, and 
click Close. 

 
 

 


