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Training Course for
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Creating Your File System

To begin creating a course, you must first creata yile system. All of your files for the coursell be kept in
this file system. These files include: videos pivias, documents, page content, etc. Everythingt inel
included in this file system in order to produceiyoourse.

1.

2.

On your hard drive, (C: or H:) create a new foldéh the name of the course (civil_rights is used f
the Civil Rights training). This will be your maaourse folder.
Within that main course folder, create 4 new faddelName those folders: pages, documents, media, an
images.
- The pages folder will contain all of the page teatg$ containing the appropriate content. These
pages should be .htm files.
The documents folder will contain any documents waint to attach to the course: job aids, forms,
etc. These documents should be .pdf files.
The media folder will contain any videos and soyad want to include in your course. These files
should be .swf, .wmv, .mp3.
The images folder will contain any graphics or pies you want to include in your course. These
files should be .jpg.
Collect the various documents you need to inclad&é course and put them into the documents folder
Collect the various video and sound files you warihclude in the course and put them into the medi
folder.
Collect the various graphics and pictures you viamclude in the course and put them into the iesag
folder.

Creating Your Course Structure

QA ONE

8.

Open the course_structure_sample.doc located df:ttieve.

Save a copy on your hard drive. DO NOT save dwveisample.

Create a name for the whole course.

Create a name for the first module.

Create a name for the first topic in that module.

Name each page. The page name shoujthbestourse folder namipage namehtm. DO NOT use
spaces or symbols in the flename. The only aat#¥@tsymbol is an underscore (). Also, only use
lowercaseletters. For example, a page for the civil rigtasirse could be
pages/civil_rights/common.htm .

Determine if there will be any media on this page,pictures, videos, sounds, etc. Write the nafme
the file in the Media column. The filename shofdliow the same rules as noted above for the page
name. For example, the picture of a class coulddneed class.jpg.

Repeat this process for every page.

Now your file system and your course structuresateup. All of your content (except the text) isdted inside
folders within your main course folder.



Choosing the Template

Each page in your course will use a template. @hesplates are listed below with a brief desaipabout
how to choose the template. You must choose thplége you want to use before you put in your cante

Content This template can be used for a page that wiit&@in text, graphics, or video.

Drag Text to HotspotsThis template allows the user to drag text fibmnleft side of the screen to
specified regions of an image on the right sidthefscreen. For example, if the user was learttiag
parts of the human body, the names could be |mtetthe left side of the screen and a picture of the
human body could be on the right side of the scréére user would drag the name of the body part to
the picture of the body part.

Drag Text to Matching TextThis template allows the user to drag wordshoages from the left side

of the screen to other words or phrases on the sigke of the screen. For example, if the user was
learning vocabulary, the words could be listedtmnleft side of the screen and the definitions d¢dd
listed on the right side of the screen. The usmrldvdrag the word to the definition.

Drag Text to Matching ImageThis template allows the user to drag wordshosapes from the left side
of the screen to images on the right side of theest For example, if the user was learning tmeesa

of animals. The names of the animals could bedisin the left side of the screen and the pictofdse
animals could be on the right side of the screBme user would drag the name of the animal to the
picture of the animal.

Multiple Choice This template is for a multiple choice questidrhe question can have up to 4 answer
choices. There is also a small amount of spade@page for content, if needed.

Multiple Select This template is for a multiple-choice questwimere more than one answer can be
selected. There can be 2 or more correct answethi$ type of question. There is also a smalbanh

of space for content, if needed.

True/False This template is for true/false questions. Tikigery similar to the multiple choice
template, except the user only has 2 answers @irtedse) and only has one attempt to answer the
guestion.

Fill Form: This template allows the user to enter a worghsase into a region of an image. However,
in order to get credit for the answer, the worghlorase must be spelled exactly the same way as the
template. For example, if the user was learniegnidimes and locations of the states, a map of the
United States could be on the page with spacegp®ih the name on each state. The user would have
to type in the name of the state correctly in otdaget credit for that answer.

Drag Text into Ordered TableThis template allows the user to rearrangetafiphrases to their
correct order. For example, if the user is leagrilve steps of photosynthesis, the list of stepslavioe

on the left side of the page. The user would thagsteps to the right side of the screen andhamtin
the correct order.

Creating a Page

To create a page, follow these steps.

1.
2.

oo

Choose the template you would like to use fromligteabove.

Go to theCosda428server and look in thpages\templates foldeto retrieve the template you would
like to use.

Copy the template file (Ctrl+C)DO NOT cut, delete, or change this file in any way on$helrive.
You must copy the file to your hard drive beforeking any changes.

Paste the template file (Ctrl+V) into your pagelsiéo within your main course folder on your hard
drive.

Rename the template with the name of the page yxam course structure.

Once you have copied and renamed the template;amibegin 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 orderchange the content of the template, you must the
source code and edit the html. It is very impdrtaat you only change the portions of the htmlecedecified
below. If certain parts of the html code are clehghe page will not load properly on the LMS.s@\|lif the
content is added to the wrong section on the hadécit 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 theeser.
3. Click on Page Source.



Changing a Heading, Numbering Pages, and Setting Ugavigation

Templates:  All

Scroll down until you see the
Navigation section.

Il - Navigation
I
SetNavigation(

"Page 1 of 1",

"PreviousPage.htm"

"NextPage.htm"

"Template Demos - Content",
Workers' Compensation Process Overview"

/I Page heading,"&agpic 3:

/l Page number, e.g. "Page 1 of 1"
I url of the previous page if any, relatitgethe current page, e.g

I url of the next page if any, relative teetcurrent page, e.g.

true /[ true to allow the user to complete thesdm, false otherwise);
Enter thepage headingfor the page /I - Navigation
you are creating. I
SetNavigation(

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

"Page 1 of 1",

"PreviousPage.htm"

"NextPage.htm"

"Topic 1: Most Common Civil Rights Violation",
"Topic 3: Workers' Compensation Process Overview"

/I Page heading, e.g|

/l Page number, e.g. "Page 1 of 1"
I url of the previous page if any, relatitgethe current page, e.g

I url of the next page if any, relative teetcurrent page, e.g.

true /[ true to allow the user to complete thesdm, false otherwise);
Enter thepage numberfor the page /I - Navigation
you are creating. I
SetNavigation(

For example: If this is going to be pag
1 in the course, type a 1 in this space

e

"Pagel of 1",

"PreviousPage.htm"

"NextPage.htm"

" Topic 1: Most Common Civil Rights Violation",
" Topic 3: Workers' Compensation Process Overview "

/ Page heading, e.g

/I Page number, e.g. "Page 1 of 1"
I url of the previous page if any, relatitgethe current page, e.g

/I url of the next page if any, relative teetcurrent page, e.g.

true /[ true to allow the user to complete thesdm, false otherwise);
Enter thetotal number of pagesin the | // - Navigation
course. 1
SetNavigation(

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

"Page 1 ofl6",

"PreviousPage.htm"

"NextPage.htm"

" Topic 1: Most Common Civil Rights Violation",
ifTopic 3: Workers' Compensation Process Overview "

/ Page heading, e.g

/l Page number, e.g. "Page 1 of 1"
I url of the previous page if any, relatitgethe current page, e.g

I url of the next page if any, relative teetcurrent page, e.g.

true /[ true to allow the user to complete thesdm, false otherwise);
Enter theURL of the page beforethe | // - Navigation
page you are creating. I
SetNavigation(
For example: Since this is the first page " Topic 1: Most Common Civil Rights Violation ", /l Page heading, e.g

in the course, you will not have a
previous page. So, do not write
anything in this space.

"Page 1 of 12",

"NextPage.htm"
true

"previous page URL would go here",
any, relative to the current page, e.g. "Previogsfam"

"Topic 3: Workers' Compensation Process Overview "

// Page number, e.g. "Page 1 of 1
/I url of the previous page if

[ url of the next page if any, relative teetcurrent page, e.g.

/[ true to allow the user to complete thesdm, false otherwise);




Enter theURL of the page afterthe
page you are creating.

For example: If the URL for the page
after the current page is staff.htm, typ|
staff.htm in this space.

Il - Navigation
I
SetNavigation(

" Topic 1: Most Common Civil Rights Violation",
e"Topic 3: Workers' Compensation Process Overview "
"Page 1 of 16", /l Page number, e.g. "Page 1 of 1
I url of the previous page if any, relatiteethe current page, e.g

/ Page heading, e.g

"PreviousPage.htm"

"staff.htm", [l url of the next page if any, relative to therrent page,
e.g. "NextPage.htm"
true /[ true to allow the user to complete thestm, false otherwise);
If the page you are creatingthe last | // - Navigation
page of the course, type true in this | //
space, otherwise type falself you SetNavigation(

type true in this space, the user will b
able to complete the course and will
have to go to the next page.

For example: If the current page is pd
1 out of 16, type false in this space.

If the current page is page 16 out of 1|

D

R " Topic 1: Most Common Civil Rights Violation",
dtTopic 3: Workers' Compensation Process Overview "
"Page 1 of 16", /l Page number, e.g. "Page 1 of 1
I url of the previous page if any, relatitgethe current page, e.g

/ Page heading, e.g

g&PreviousPage.htm"

"staff.htm", /I url of the next page if any, ril@ to the current page
e.g. "NextPage.htm"
6, false /I true to allow the user to complete the les$alse otherwise);

type true in this space.




Adding Sound

Templates:  ALL

Scroll down until you see tHeage
Soundsection.

/I - Page Sound
1
SetPageSound(

/I url of the audio for this page if any, rélee to the current page, e.qg.
"..l..Imedia/Audiol.mp3"

/Il caption for the audio, exact transcript d@gsible);

Enter theURL 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.

/I - Page Sound
1
SetPageSound(
"..I../media/ languageaccom.mp3 /I url of the audio for this page if any,
relative to the current page, e.g. "../../mediafaticdnp3"
/I caption for the audio, exact transcript dgsible);

Enter thecaption for the audio. If
possible, enter the exact transcript for
users without audio capabilities.

For example: If the audio script says “N
workers are exempt from documentatig

of language accommodation. There

must be at least an initial documentatid

that communication was provided in th
primary language of the client.” type th
in this space.

/I - Page Sound
1
SetPageSound(
"..l..Imedia/languageaccom.mp3", // url of theiaddr this page if any, relative tg
ldhe current page, e.g. "../../media/Audiol.mp3"
n "No workers are exempt from documentation of languagyaccommodation.
There must be at least an initial documentation thecommunication was provided in the
rprimary language of the client' // caption for the audio, exact transcript if piide);

a)

At




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 tHeage
Visual section.

/I - Page Visual

1

SetPageVisual(
"flash",

Windows Media Player
"..l..Imedia/Security/Sec_RiskMgmnt_ThreatSec3'swf /I url of the

visual for this page if any, relative to the cutrpage, e.g. "../../media/Imagel.jpg"
"description of the visual or its function, forass without a graphical display",
/I description of the visual or its function, fesers without a graphical display
"right", // position of the visual, "left" or ight" only, at the top of the page
"500px", // width: 0O to display at its originaindensions, >0px or 0% to

scale the visual to the desired dimension
"0" // height: 0 to display at its original dim&ans, >0px or 0% to

scale the visual to the desired dimension);

I type of file, "image", "flash”, "wmvfor video through the

Enter thetype of visualyou 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.

/I - Page Visual
1
SetPageVisual(
"image’,
the Windows Media Player
"..l../media/Security/Sec_RiskMgmnt_ThreatSec3'swf /I url of the
visual for this page if any, relative to the cutrpage, e.g. "../../media/Imagel.jpg"
"description of the visual or its function, foraus without a graphical display",
/I description of the visual or its function, fesers without a graphical display
"right", // position of the visual, "left" or ight" only, at the top of the page
"500px", // width: 0 to display at its originaindensions, >0px or 0% to
scale the visual to the desired dimension
"0" // height: 0 to display at its original dimg&ans, >0px or 0% to
scale the visual to the desired dimension);

I type of file, "image", "flash”, "wmv" for wdeo through

Enter theURL for the visual relative
to the current page.

For example: If the URL for this
picture is class.jpg, type that in this
space.

/I - Page Visual
1
SetPageVisual(
"image",
Windows Media Player
"..[../images/class.jpYy /I url of the visual for this page if any, rélee to
the current page, e.g. "../../media/lmagel.jpg"
"description of the visual or its function, forass without a graphical display",
/I description of the visual or its function, fesers without a graphical display
"right", // position of the visual, "left" or ight" only, at the top of the page
"500px", // width: 0 to display at its originaindensions, >0px or 0% to
scale the visual to the desired dimension
"0" // height: 0 to display at its original dim&ans, >0px or 0% to
scale the visual to the desired dimension);

I type of file, "image", "flash", "wmvbr video through the




Enter adescription of the visualfor
users without a graphical display.

For example: If the description of the
image is “a training session” type that
in this space.

/I - Page Visual
1
SetPageVisual(
"image",
Windows Media Player
"..l..limages/class.jpg", /I url of the visuat tbis page if any, relative tg
the current page, e.g. "../../media/imagel.jpg"
"a training session, /I description of the visual or its functiomy f
users without a graphical display
"right", // position of the visual, "left" or ight" only, at the top of the page
"500px", // width: 0 to display at its originaindensions, >0px or 0% to
scale the visual to the desired dimension
"0" // height: 0 to display at its original dim&ans, >0px or 0% to
scale the visual to the desired dimension);

I type of file, "image", "flash", "wmvbr video through the

Enter thdocation of the visual You
can choose either the right or left side
of the screen.

For example: If you want the picture @
the right side of the screen, type right
this space.

/I - Page Visual

1

SetPageVisual(
"image",

rWindows Media Player

in "..l..limages/class.jpg", /I url of the visuat tbis page if any, relative tq

the current page, e.g. "../../media/lmagel.jpg"
"a training session", /I description of the vilsoiaits function, for

users without a graphical display
"right", I position of the visual, "left" or "right"rdy, at the top of the

I type of file, "image", "flash", "wmvbr video through the

page

"500px", // width: 0 to display at its originaindensions, >0px or 0% to
scale the visual to the desired dimension

"0" I height: O to display at its original dimrgans, >0px or 0% to
scale the visual to the desired dimension);

Enter thewidth of the visual. You can
enter O to have it display at its original
dimensions. You can enter a number
greater than 0 to change the width to
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 thi
space.

/I - Page Visual
1
SetPageVisual(
a "image",
Windows Media Player
"..l..limages/class.jpg", /I url of the visuat fbis page if any, relative tq
the current page, e.g. "../../media/lmagel.jpg"
"a training session", /I description of the vilsoiaits function, for
users without a graphical display
"right", // position of the visual, "left" or ight" only, at the top of the page
"500pX', /I width: 0 to display at its original dimensi®, >0px or
0% to scale the visual to the desired dimension
"0" I height: O to display at its original dimrgans, >0px or 0% to
scale the visual to the desired dimension);

I type of file, "image", "flash", "wmvbr video through the

(*2)

Enter theheight of the visual You

can enter O 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 t
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 heigh
enter 50% in this space.

/I - Page Visual
I
SetPageVisual(
"image",
oWindows Media Player
"..l..limages/class.jpg", /I url of the visuat fbis page if any, relative tg
the current page, e.g. "../../media/lmagel.jpg"
"a training session", /I description of the vilsoiaits function, for
users without a graphical display
"right", // position of the visual, "left" or ight" only, at the top of the page
"500px", // width: 0 to display at its originaindensions, >0px or 0% to
scale the visual to the desired dimension
"50%" /l height: O to display at its original dimensg& >0px or 0% to

I type of file, "image", "flash", "wmwbr video through the

tn

scale the visual to the desired dimension);




Adding a Heading, Adding a Question, Adding Instru¢ions 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 thdultiple
Choice, Multiple Select, or Match
Quiz section.

/I - Multiple Choice, Multiple Select, or Match Quiz
I
/l Heading: HTML text.
/I Question: HTML text.
/I Instructions:
/I HTML text on how to complete this quiz, dispéalyin small green letters.
/I Maximum Attempts:
1 If there is no limit to the number of attempst to 0
1 For True/False questions, set to 1.
1 Otherwise, set to the number of wrong answeasdhuse the Failure Feedback to
shown.
SetQuiz(
"***Page Heading...", /I heading
"**Question... Enter \"paper\" in one box an@&mputer file\" in the other.",
/I question
"Instructions: Drag the text from the left listttte corresponding framed cells in th
picture. Press the Check Answer button to grade goswers.", I
instructions
3 /[ maximum attempts);

Enter thescreen heading

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

/I - Multiple Choice, Multiple Select, or Match Qui

1

/l Heading: HTML text.

/I Question: HTML text.

/Il Instructions:

/I HTML text on how to complete this quiz, dispéalyin small green letters.
/I Maximum Attempts:

1 If there is no limit to the number of attempdst to O
1 For True/False questions, setto 1.
1 Otherwise, set to the number of wrong answeat¢huse the Failure Feedback to
shown.
SetQuiz(
"Reducing Civil Rights Violations Using Fellow Staff, /I heading
"**Question... Enter \"paper\" in one box an@&mputer file\" in the other.",
/I question
"Instructions: Drag the text from the left listttte corresponding framed cells in th
picture. Press the Check Answer button to grade goswers.", I

instructions

3 /[l maximum attempts);

be

be



Enter thequestion

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 spag

/I - Multiple Choice, Multiple Select, or Match Qui
1
/l Heading: HTML text.
/I Question: HTML text.
/Il Instructions:
el/ HTML text on how to complete this quiz, dispéalyin small green letters.
/I Maximum Attempts:
I If there is no limit to the number of attempdst to O
I For True/False questions, set to 1.
1 Otherwise, set to the number of wrong answeat¢huse the Failure Feedback to
shown.
SetQuiz(
"Reducing Civil Rights Violations Using Fellow $fta // heading
"What can you find out from your office mates that an help you reduce civil
rights violations?", /I question
"Instructions: Drag the text from the left listttte corresponding framed cells in th
picture. Press the Check Answer button to grade goswers.", I
instructions
3 /[l maximum attempts);

Enter thaenstructions.

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

/I - Multiple Choice, Multiple Select, or Match Qui
1
/l Heading: HTML text.
e/l Question: HTML text.
/I Instructions:
/I HTML text on how to complete this quiz, dispéalyin small green letters.
/I Maximum Attempts:

1 If there is no limit to the number of attempsf to 0
1 For True/False questions, setto 1.
1 Otherwise, set to the number of wrong answeasdhuse the Failure Feedback to
shown.
SetQuiz(
"Reducing Civil Rights Violations Using Fellow $fta // heading
"What can you find out from your office mates thah help you reduce civil rights
violations?", /I question

"Instructions: Choose all of the answers that apply, I/
instructions

3 /[ maximum attempts);

Enter themaximum 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 thig
space.

/I - Multiple Choice, Multiple Select, or Match Qui

1

/l Heading: HTML text.

/I Question: HTML text.

/Il Instructions:

> // HTML text on how to complete this quiz, dispéalin small green letters.
/I Maximum Attempts:

1 If there is no limit to the number of attempdst to O
1 For True/False questions, set to 1.
1 Otherwise, set to the number of wrong answeat¢huse the Failure Feedback to
shown.
SetQuiz(
"Reducing Civil Rights Violations Using Fellow $fta // heading
"What can you find out from your office mates thah help you reduce civil rights
violations?", /I question

"Instructions: Choose all of the answers that appl / instructions

2 // maximum attempts);

be

be

be



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 Ord

ered Table

Scroll down until you see theeedback
section.

/I - Feedback
/I ' You may use HTML tags to enhance the appearahteese text values.
1

SetFeedbackText(

"Correct!", Il feedback for a correct answer

"No, try again.", Il feedback for an incorrecsasr if another attempt is
allowed

"No. Click on the Show Me button to see the cdreaswers." /I feedback

for an incorrect answer if another attempt is lioveed);

Enter thefeedback for the correct
answer.

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

/I - Feedback
/I You may use HTML tags to enhance the appearahtese text values.
1

SetFeedbackText(

"Correct! Great job!", /I feedback for a correct answer

"No, try again.", Il feedback for an incorrecseser if another attempt is
allowed

"No. Click on the Show Me button to see the cdrestswers." I/l feedback

for an incorrect answer if another attempt is liovaed);

Enter thefeedback 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.

Il - Feedback
/I ' You may use HTML tags to enhance the appearahteese text values.
1l
SetFeedbackText(

"Correct! Great job!", I/ feedback for a corracswer

"Sorry that is incorrect. Try again.”, /I feedback for an incorrect
answer if another attempt is allowed

"No. Click on the Show Me button to see the cdreeswers."
for an incorrect answer if another attempt is liovaed);

/I feedback

Enter thefeedback 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 thé

correct answer.” type that in this space|.

Il - Feedback
/I ' You may use HTML tags to enhance the appearahteese text values.
I
SetFeedbackText(
"Correct! Great job!", Il feedback for a corraciswer
"Sorry that is incorrect. Try again.", /l feedkdor an incorrect
2 answer if another attempt is allowed
"That is incorrect. Click on the Show Me button tosee the correct answet.

/[ feedback for an incorrect answer if anothegrafit is not allowed);




Adding Text Paragraphs

Templates:  Content

and Bullets

Scroll down until you see the section th
starts with<H2>,

e<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 RlastiP><!-- Page Footer -->
<SCRIPT language=JavaScript type=text/JavaScript>
document.write(GetHtml_PageFooter());
</SCRIPT>
</BODY></HTML>

Enter theScreen 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 HlastiP><!-- Page Footer -->
<SCRIPT language=JavaScript type=text/JavaScript>
document.write(GetHtml_PageFooter());
</SCRIPT>
</BODY></HTML>

Enter thetext 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 th
appropriate forms and information if yo
do any of the following:” type that in thi
space.

<H2> How can you still violate client’s civil rightwhen 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>
b <P>***Pgragraph 2</P>
u<uL>
s <LI>Bullet 1
<LI>Bullet 2 </LI></UL>
<P>This page also demonstrates the use of a HlastiP><!-- Page Footer -->
<SCRIPT language=JavaScript type=text/JavaScript>
document.write(GetHtml_PageFooter());
</SCRIPT>
</BODY></HTML>

Repeat the above step for all paragrap

To add more paragraphs, simply add another <P>thg&ext, and type </P> to end the paragraph.

NOTE: Make sure you delete the list section if youraseentering paragraphs into this page’s cont®atlete from <UL> to </UL>.

hs on tlgs.pa

If you want to create a lisgnter 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 rightwhen you provide the appropriate forms
and information?
</H2>
<P>You can still violate a client’s civil rights you do NOT do the following:</P>
<P>***pParagraph 2</P>
<UL>

<LI>explain the forms sufficiently

<LI>Bullet 2 </LI></UL>
<P>This page also demonstrates the use of a RlastiP><!-- Page Footer -->
<SCRIPT language=JavaScript type=text/JavaScript>

document.write(GetHtml_PageFooter());

</SCRIPT>

</BODY></HTML>




If you are creating a lisenter 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 rightwhen you provide the appropriate forms
and information?
</H2>
<P>You can still violate a client’s civil rights you do NOT do the following:</P>
<P>***pParagraph 2</P>
<UL>

<LI>explain the forms sufficiently

<LI>explain the forms and information in the client’s grimary language</LI></UL>
<P>This page also demonstrates the use of a HlastiP><!-- Page Footer -->
<SCRIPT language=JavaScript type=text/JavaScript>

document.write(GetHtml_PageFooter());

</SCRIPT>
</BODY></HTML>

To add more bulletsto a list, simply
add another <LI> and type the text.

NOTE: Make sure you delete the

<H2> How can you still violate client’s civil rightwhen you provide the appropriate forms
and information?

</H2>

<P>You can still violate a client’s civil rights you do NOT do the following:</P>

paragraph section if you are not enteringcP>***Paragraph 2</P>

paragraphs into this page’s content.
Delete <P> to </P>.

<uL>

<LI>explain the forms sufficiently

<LI>explain the forms and information in the clies primary language
<LI>*** Third Bullet </LI></UL>
<P>This page also demonstrates the use of a RlastiP><!-- Page Footer -->
<SCRIPT language=JavaScript type=text/JavaScript>

document.write(GetHtml_PageFooter());

</SCRIPT>
</BODY></HTML>




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

Templates:  Drag Text to Hotspots

Scroll down until you see tHerag-and-
Drop Text To Hotspot section.

/I - Drag-and-Drop Text To Hotspot

1

/I Each draggable item requires 6 values: finabgrthe HTML text to display on the left,
and the left, top, width, and height of the targetspot.

/I The choices will be presented in the order extdrelow.

/I For N choices, every choice must have a uniina érder, from 1 to N.

/I Any number of choices may be entered. The prédgtical limitation is the screen height
SetDraggrableTextToHotspot(

1, /I final order for choice 1

"Paper”, /I text for this choice to display oe tbft

42, 270, 99, 46, Il coordinates (left, top, wjdthight) for this choice, on
the image

2, /I final order for choice 2

"Computer File", /I text for this choice to diaglon the left

224,261,121, 62 /I coordinates (left, top, Widteight) for this choice, on

the image; note there is no comma after the last)it

Enter thefinal order for choice 1

For example: If you want choice 1 to b
first in the list, type a 1 in this space.

/I - Drag-and-Drop Text To Hotspot

1

> // Each draggable item requires 6 values: finaborthe HTML text to display on the left,
and the left, top, width, and height of the targetspot.

/I The choices will be presented in the order extdrelow.

/I For N choices, every choice must have a uniiqad érder, from 1 to N.

/I Any number of choices may be entered. The prégtical limitation is the screen height
SetDraggrableTextToHotspot(

1, /I final order for choice 1

"Paper”, /I text for this choice to display oe tbft

42, 270, 99, 46, Il coordinates (left, top, wjdthight) for this choice, on
the image

2, /I final order for choice 2

"Computer File", /I text for this choice to diaplon the left

224,261,121, 62 /I coordinates (left, top, Widteight) for this choice, on

the image; note there is no comma after the last)it

Enter thetext for choice 1

For example: If you want the first choic
in the list to say “Head” type that in this
space.

/I - Drag-and-Drop Text To Hotspot

I

e/l Each draggable item requires 6 values: finakorthe HTML text to display on the left,
and the left, top, width, and height of the targetspot.

/I The choices will be presented in the order eutdrelow.

/I For N choices, every choice must have a uniiqad érder, from 1 to N.

/I Any number of choices may be entered. The prégtical limitation is the screen height
SetDraggrableTextToHotspot(

1, /I final order for choice 1

"Head', /I text for this choice to display on the left

42, 270, 99, 46, /I coordinates (left, top, wjdthight) for this choice, on
the image

2, /I final order for choice 2

"Computer File", /I text for this choice to diaglon the left

224,261,121, 62 /I coordinates (left, top, Widteight) for this choice, on

the image; note there is no comma after the lest)it




Enterthe coordinates(left, top, width,
height)for this choiceon 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 number

/I - Drag-and-Drop Text To Hotspot
1
/I Each draggable item requires 6 values: finabgrthe HTML text to display on the left,
and the left, top, width, and height of the targetspot.
/I The choices will be presented in the order extdrelow.
/I For N choices, every choice must have a uniina érder, from 1 to N.
/I Any number of choices may be entered. The prédtical limitation is the screen height
SetDraggrableTextToHotspot(
1 /I final order for choice 1

"Head", /I text for this choice to display on tbé&
50, 200, 80, 40 Il coordinates (left, top, width, height) foidlthoice, on
the image
2, /I final order for choice 2
"Computer File", /I text for this choice to diaglon the left
s 224,261,121, 62 /I coordinates (left, top, Widteight) for this choice, on
the image; note there is no comma after the lest)it

S

in this space.

Repeat this process for all words or phrases im lystuof choices.




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

Right List

Templates:

Drag Text to Matching Text

Scroll down until you see tHerag-and-
Drop Text To Corresponding Text
section.

/I - Drag-and-Drop Text To Corresponding Text
1
/I Each draggable item requires 3 values: finakorthe HTML text to display on the left,
and the HTML text to display on the right.
/I The choices will be presented in the order extdrelow.
/I For N choices, every choice must have a uniiqad érder, from 1 to N.
/I Any number of choices may be entered. The prégtical limitation is the screen height
SetDraggabIeTextToCorrespondmgText(
"2", Il final order for choice 1
"Information Only", /I text for this choice togtilay on the left
"Lost time beyond one day. Medical treatment ¢uineed to cure or relieve from th
effect of an injury/iliness.", /I text for this eite to display on the right
"4", // final order for choice 2
Exposure Incident", /I text for this choice tismlay on the left
"On-the-job injury or illness. No lost time. Medidreatment not required.” // text
for this choice to display on the right; note therao comma after the last item);

D

Enter thefinal 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
the right, type a 2 in this space.

/I - Drag-and-Drop Text To Corresponding Text
1
/I Each draggable item requires 3 values: finabgrthe HTML text to display on the left,
and the HTML text to display on the right.
off The choices will be presented in the order extdrelow.
/I For N choices, every choice must have a uniiad érder, from 1 to N.
/I Any number of choices may be entered. The prdgtical limitation is the screen height
SetDraggabIeTextToCorrespond|ngText(
"2", /I final order for choice 1
Informatlon Only", /I text for this choice togtilay on the left
"Lost time beyond one day. Medical treatment ¢uuieed to cure or relieve from th
effect of an injury/iliness.", /I text for this eite to display on the right
"4", // final order for choice 2
Exposure Incident", /I text for this choice tismlay on the left
"On-the-job injury or illness. No lost time. Medidreatment not required." // text
for this choice to display on the right; note thesrao comma after the last item);

D

Enter thetext for choice 1 in the left
list.

For example: If you want the first choic
in the list to say “Jane Doe” type that i
this space.

/I - Drag-and-Drop Text To Corresponding Text
1
/I Each draggable item requires 3 values: finabgrthe HTML text to display on the left,
eand the HTML text to display on the right.
/I The choices will be presented in the order extdrelow.
/I For N choices, every choice must have a uniinua érder, from 1 to N.
/I Any number of choices may be entered. The prédtical limitation is the screen height
SetDraggabIeTextToCorrespond|ngText(
"2", /l final order for choice 1
"Jane Doé, /I text for this choice to display on the left
"Lost time beyond one day. Medical treatment ¢uuieed to cure or relieve from th
effect of an injuryl/illness.", /I text for this oite to display on the right
4", // final order for choice 2
"Exposure Incident", /I text for this choice tismlay on the left
"On-the-job injury or illness. No lost time. Medidreatment not required." // text

for this choice to display on the right; note thesrao comma after the last item);

D




Enter thetext for choice 1 in the right
list.

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

/I - Drag-and-Drop Text To Corresponding Text
1
/I Each draggable item requires 3 values: finabgrthe HTML text to display on the left,
and the HTML text to display on the right.
5// The choices will be presented in the order eatdrelow.
/I For N choices, every choice must have a uniinad érder, from 1 to N.
/I Any number of choices may be entered. The prédtical limitation is the screen height
SetDraggableTextToCorrespondingText(
"2", Il final order for choice 1
"Jan Doe", /I text for this choice to displaytbe left
"civil rights region liaison", /I text for this choice to display on the
right
4", /I final order for choice 2
"Exposure Incident", /I text for this choice tismlay on the left
"On-the-job injury or illness. No lost time. Medidreatment not required." // text

for this choice to display on the right; note therao comma after the last item);

Repeat this process for all words or ph

rases im lystuof choices for the left and right list.




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

Templates:

Drag Text to Matching Image

Scroll down until you see tHerag-and-
Drop Text To Corresponding Image
section.

/I - Drag-and-Drop Text To Corresponding Image
1
/I Each draggable item requires 3 values: finabgrthe HTML text to display on the left,
and the image's url to display on the right.
/I The choices will be presented in the order extdrelow.
/I For N choices, every choice must have a uniina érder, from 1 to N.
/I Any number of choices may be entered. The prédtical limitation is the screen height.
SetDraggabIeTextToCorrespond|ngImage(
"1", /I final order for choice 1
"HHSA", /I text for this choice to display on thedt

drag_target _img("../../images/hhsa_logo_bar_feft), /I url of the
image to dlsplay on the right
, /I final order for choice 2
"logo”, /I text for this choice to display on thedt
drag_target _img("../../images/hhsa_logo_bar_rjiogt) /I url of the

image to display on the right; note there is no c@mafter the last item);

Enter thefinal 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 righ
type a 1 in this space.

/I - Drag-and-Drop Text To Corresponding Image

1

/I Each draggable item requires 3 values: finakorthe HTML text to display on the left,
and the image's url to display on the right.

t,// The choices will be presented in the order eutdrelow.

/I For N choices, every choice must have a uniiad érder, from 1 to N.

/I Any number of choices may be entered. The prégtical limitation is the screen height.
SetDraggabIeTextToCorrespondmglmage(

"1, /I final order for choice 1
"HHSA", /I text for this choice to display on thedt
drag_target _img("../../images/hhsa_logo_bar_feft), /I url of the
image to display on the right
"2", /I final order for choice 2
"logo", /I text for this choice to display on thedt
drag_target_img("../../images/hhsa_logo_bar_rjiogt) /I url of the

image to display on the right; note there is no ec@mafter the last item);

Enter thetext for choice 1

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

/I - Drag-and-Drop Text To Corresponding Image
1
2 /[ Each draggable item requires 3 values: finakorthe HTML text to display on the left,
and the image's url to display on the right.
/I The choices will be presented in the order eutdrelow.
/I For N choices, every choice must have a uniiad érder, from 1 to N.
/I Any number of choices may be entered. The prégtical limitation is the screen height.
SetDraggabIeTextToCorrespond|ngImage(
"1", // final order for choice 1
"Monkey", /I text for this choice to display on the left
drag_target_img("../../images/hhsa_logo_bar_feft),
image to dlsplay on the right
/I final order for choice 2
"Iogo", /I text for this choice to display on thedt
drag_target _img("../../images/hhsa_logo_bar_rjiogt)

/I url of the

I url of the

image to display on the right; note there is no c@mfter the last item);




Enter theURL for the image that
matches choice 1

For example: If the URL for the matchin
image is
“...l...images/monkey_picture.jpg”

/I - Drag-and-Drop Text To Corresponding Image

1

/I Each draggable item requires 3 values: finabgrthe HTML text to display on the left,
gand the image's url to display on the right.

/I The choices will be presented in the order extdrelow.

/I For N choices, every choice must have a uniina érder, from 1 to N.

/I Any number of choices may be entered. The prédtical limitation is the screen height.

SetDraggableTextToCorrespondinglmage(

1", /I final order for choice 1
"Monkey", /I text for this choice to display dmetleft
drag_target_img(:./.../images/monkey_picture.jpd) /I url of the
image to display on the right
"2", /I final order for choice 2
"logo", /I text for this choice to display on thedt
drag_target _img("../../images/hhsa_logo_bar_rjiogt) /I url of the

image to display on the right; note there is no c@mafter the last item);

Repeat this process for all words or phrases im lstof choices for the left and right list.




Adding Text for Answer Choices

Templates:  Multiple Choice

True/False

Scroll down until you see thdultiple
Choice Answer and Choicesection.

/I - Multiple Choice Answer and Choices

1

/I Correct Answer:

1 Index of correct answer, 1 through N, where his number of possible answers

/I Choices:

/I You may specify up to four choices.

1 For True/False questions, use only 2 - any order

SetMultipleChoice(
2,

answers
"Information Only", "Exposure Incident”, "Injuryfihess"”, "Non-Workers'

Compensation” I/l up to four choices, remove argiads not used (remove

comma and quotes));

/I correct answer, 1 through N, where N isrthmber of possible

Enter thenumber of the correct
answer.

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

/I - Multiple Choice Answer and Choices

1

/I Correct Answer:

g/ Index of correct answer, 1 through N, where hias number of possible answers

/I Choices:

/I You may specify up to four choices.

1 For True/False questions, use only 2 - any order

SetMultipleChoice(
3,

answers
"Information Only", "Exposure Incident”, "Injuryfihess"”, "Non-Workers'

Compensation” I/l up to four choices, remove argiads not used (remove

comma and quotes));

Il correct answer, 1 through N, where N is thmhber of possible

Enter thetext for the answers to the
guestion

For example: If the answers are “Inforn
the foster parents of the impairment of
the parents.”, “Tell the foster parents
about the telephone translation line an
how it works.”, “Teach the foster paren
sign language.”, and “Provide the foste
parents with information regarding
children of hearing impaired parents.”
type them in this space.

/I - Multiple Choice Answer and Choices

1

/I Correct Answer:

n// Index of correct answer, 1 through N, where his number of possible answers

/I Choices:

/I You may specify up to four choices.

o // For True/False questions, use only 2 - any order

tsSetMultipleChoice(

r 3,
answers

“Inform the foster parents of the impairment of the parents.”, “Tell the foster

parents about the telephone translation line and he it works.”, “Teach the foster
parents sign language.”, “Provide the foster parers with information regarding
children of hearing impaired parents.” /I up to four choices, remove any
choices not used (remove comma and quotes));

/I correct answer, 1 through N, where N isrthmber of possible




Indicating the Correct Answers and Adding Text to Aswer Choices

Templates:  Multiple Select

Scroll down until you see thdultiple /I - Multiple Select Flags and Choices

Select Flags and Choicesection. 1

/I Flag and Choice pairs:

/I You may specify up to four flags and choicepairs. Remove any choices not used
(remove grade and text, both comma and quotes)

/I Flags: 1 if it must be selected, 0 if it must be selected.

/I Choices: HTML text.

SetMultipleSelect(
1, /I 1 if answer is part of the correct ansveif,it is not
"Regular work unit supervisor", /I text for thukoice 1
0, /I 1 if answer is part of the correct ansveif,it is not
"The injured worker", /I text for this choice 2
1, /I 1 if answer is part of the correct ansveif,it is not
"DPO", /I text for this choice 3
0, /I 1 if answer is part of the correct answveif,it is not
"Alternative work unit supervisor" /[ text forithchoice 4);

Enter al if answer choice 1 is correct | // - Multiple Select Flags and Choices

or a O if answer choice 1 is incorrect | //

/I Flag and Choice pairs:

For example: If answer choice 1 is /I You may specify up to four flags and choicepairs. Remove any choices not used
correct, type a 1 in this space. (remove grade and text, both comma and quotes)

/I Flags: 1 if it must be selected, O if it must be selected.

/I Choices: HTML text.

SetMultipleSelect(
1, /I 1 if answer is part of the correct answeif,iDis not
"Regular work unit supervisor", Il text for tluboice 1
0, /I 1 if answer is part of the correct ansveif,it is not
"The injured worker", /I text for this choice 2
1, /N |f answer is part of the correct answeif,it is not
"DPO", /I text for this choice 3
0, /I 1 if answer is part of the correct answveif,it is not
"Alternative work unit supervisor" /I text forighchoice 4);
Enter thetext for answer choice 1 /I - Multiple Select Flags and Choices
1
For example: If answer choice 1 is /I Flag and Choice pairs:
“other languages they speak” type it in| // You may specify up to four flags and choicepairs. Remove any choices not used
this space. (remove grade and text, both comma and quotes)

/I Flags: 1 if it must be selected, 0 if it must be selected.
/I Choices: HTML text.

SetMultipleSelect(
1, /I 1 if answer is part of the correct ansveif,it is not
"other languages they spedk /I text for this choice 1
0, /I 1 if answer is part of the correct ansveif,it is not
"The injured worker", /I text for this choice 2
1, I/ |f answer is part of the correct answeif,it is not
"DPO", /I text for this choice 3
0, /I 1 if answer is part of the correct answeif,it is not

"Alternative work unit supervisor"” /I text forighchoice 4);




Enter al 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.

/I - Multiple Select Flags and Choices

1

/I Flag and Choice pairs:

/I You may specify up to four flags and choicepairs. Remove any choices not used
(remove grade and text, both comma and quotes)

/I Flags: 1 if it must be selected, O if it must be selected.

/I Choices: HTML text.

SetMultipleSelect(
1, /I 1 if answer is part of the correct ansveif,it is not
"other languages they speak.", /I text for thisice 1
0, I/l 1 if answer is part of the correct answeif,iDis not
"The injured worker", /I text for this choice 2
1, /N |f answer is part of the correct answeif,it is not
"DPO", /I text for this choice 3
0, /I 1 if answer is part of the correct answveif,it is not
"Alternative work unit supervisor" /I text forighchoice 4);

Enter thetext for answer choice 2 /I - Multiple Select Flags and Choices
1

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

/I Flag and Choice pairs:

/I You may specify up to four flags and choicepairs. Remove any choices not used
(remove grade and text, both comma and quotes)

/I Flags: 1 if it must be selected, 0 if it must be selected.

/I Choices: HTML text.

SetMultipleSelect(
1, /I 1 if answer is part of the correct ansveif,it is not
"other language they speak.", /I text for thisich 1
0, /I 1 if answer is part of the correct ansveif,it is not
"where they took their last vacatior, /I text for this choice 2
1, /I 1 if answer is part of the correct ansveif,it is not
"DPO", /I text for this choice 3
0, /I 1 if answer is part of the correct ansveif,it is not
"Alternative work unit supervisor" /I text forighchoice 4);

Repeat this process for all of the answers.




Indicating the Correct Text for Blanks

Templates:  Fill Form

Scroll down until you see tHeill Form
section.

I - Fill Form
1
/I Each form cell requires 5 values: the expectddey left, top, width, and height pixel
coordinates relative to the image on the page.
I If the expected value is empty, the cell wil@be expected to be empty.
SetFormCellsOnimage(
"Paper”, 38, 254, 99, 46,
"Computer File", 211, 250, 121, 62);
item, but a closing parenthesis

/I note thsrao comma after the last

Enter thetext for the first space

For example: If the first answer is “New

Jersey” type it in this space.

/I - Fill Form
I
/I Each form cell requires 5 values: the expectde; left, top, width, and height pixel
coordinates relative to the image on the page.
/'l the expected value is empty, the cell wik@abe expected to be empty.
SetFormCellsOnimage(
"New Jersey, 38, 254, 99, 46,
"Computer File", 211, 250, 121, 62);
item, but a closing parenthesis

/I note thisrao comma after the last

Enter thecoordinates(left, top, width,
height)for this choiceon 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, wid

- 80, and height - 40, type those numbg

in this space.

/I - Fill Form
1
/I Each form cell requires 5 values: the expectdey left, top, width, and height pixel
coordinates relative to the image on the page.
/'l the expected value is empty, the cell wik@be expected to be empty.
SetFormCellsOnimage(
"New Jersey"50, 200, 80, 40
"Computer File", 211, 250, 121, 62);
item, but a closing parenthesis

/I note thsrao comma after the last

th
2rs

Repeat this process for each answer.







Adding Text for Answers

Templates:

and Indicating Final Order for Answers

Drag Text into Ordered Table

Scroll down until you see tHerag-and-
Drop Text Into Ordered Table section.

/I - Drag-and-Drop Text Into Ordered Table

1

/I Each draggable item requires 2 values: finaboahd the HTML text to display.

/I For N choices, every choice must have a uniqderpfrom 1 to N.

/I Any number of choices may be entered. The prégtical limitation is the screen height
SetDragTextintoOrderedTable(

"3, /I final order for this choice
"Three", /[ text for this choice
"2", /I final order for this choice
"Two", /I text for this choice
"1", /I final order for this choice
"One" I text for this choice, notice there iscmmma after the final
quote);
Enter thefinal order for the first choice | // - Drag-and-Drop Text Into Ordered Table
in the list of answers. I

For example: If the first answer should
be placed in the 2nd cell in the table,
type a 2 in this space.

/I Each draggable item requires 2 values: finaboahd the HTML text to display.

/I For N choices, every choice must have a uniqderpfrom 1 to N.

/I Any number of choices may be entered. The prégtical limitation is the screen height
SetDragTextintoOrderedTable(

"2" /I final order for this choice
"Three", /I text for this choice
"2", /I final order for this choice
"Two", /I text for this choice
"1", /I final order for this choice
"One" /I text for this choice, notice there iscmmma after the final
quote);
Enter thetext for the first choicein the | // - Drag-and-Drop Text Into Ordered Table
list of answers. I

For example: If the first choice in the lis
of answers is “Answer 1" type that in
this space.

/I Each draggable item requires 2 values: finaboahd the HTML text to display.

t// For N choices, every choice must have a uniqderpfrom 1 to N.

/I Any number of choices may be entered. The prégtical limitation is the screen height
SetDragTextintoOrderedTable(

"2", /I final order for this choice

"Answer 1", /I text for this choice

"2", /I final order for this choice

"Two", /I text for this choice

"1", /I final order for this choice

"One" /I text for this choice, notice there isgmmma after the final

quote);

Repeat this process for each answer.




To Install a Course on the LMS

1. Login as the LMS Administrator
with the Employee ID: Imsadm and
Password: Imsadm.

2. Onthe User Home Page, click on
Administer Site.




3. Onthe Course and User
Administration page, click oadd
course

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

5. Onthe Course and User
Administration page, click oadd
module.




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

7. Enter arank, 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 amodule name(no more than
50 characters) ardescription and
click onSave Changes

9. Repeat steps 6 - &r each additional module in the course.




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

11. Select theeoursecreated above
from the drop down menu.

12. Select one of thenodulescreated
above from the drop down menu.




13. Enter arank, 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 th
following modules should be
numbered successively. The page
will provide the next highest unuse
rank.

o

14. Enter atopic name (no more than
50 characters) amdescription.

15. Select thaype for this topic.

The choices are:

Presentation - all topics that ar

derived from the HTML
templates

Assessment - scored multiple
choice, 4 answer choices
Job Aid - PDF documents

D




16.

Enter a stting 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 th
system must have its own,

unique value because question

categories are associated with
single exam number.

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

a)

a

17.

For Assessments, enter thlastery
Score (%) required to pass/comple
the lesson. For module pre-tests 3
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 thavailable check
mark now.

NOTE: Do not set the check mark
now for Assessments, because the
guestions and question categories

have not yet been entered. For the

quizzes, you will need to come bag
to the topic editor and set the

Available check mark after the
guestions have been entered.




19. Click onSave Changes

20. Repeat steps 10 - 1fbr each additional topic in the course.




To Install an Assessment in the LMS

1. For each quiz or pre-test lesso
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
guestion category contains one
or more questions. The
administrator selects how many
guestions for each category
must appear in the exam. The
randomly-selected questions afe
presented in a random order
within the exam.

2. Enter theExam ID for this
assessment.

3. Enter thenumber 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
guestions associated with this
category.




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

5. Click onSave Changes

6. Repeat steps 1 - $or all question categories in this course.

7. For each question on the Course
and User Administration page,
click onadd question




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

9. Enter thetext of the question

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




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

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

13. Set theAvailable check mark




14. Click onSave Changes

15. Repeat steps 7 - 14or all questions in this course.

16. On the Course and User
Administration page, click on
topic search/eit

17. Locate the desiretbpic in the
Topic List. If theAvailable
flag is True, skip to step 23.




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

19. Set theAvailable check mark

20. Click onSave Changesclose
the pop-up confirmation
window, and clickClose

21. Repeat steps 16 - 2for each topic.




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

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

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

row.




25. Set theAvailable check mark

26. Click onSave Changesclose
the confirmation window, and
click Close

27. Repeat steps 23 - 28r each module.

28. On the Course and User
Administration page, click on
course search/edit




29. Locate the desiredoursein the
Course List. If théAvailable

flag is True, skip the rest of the
steps.

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

31. Set theAvailable check mark




32. Click onSave Changesclose
the confirmation window, and
click Close




