	Create an Online Course 


	Purpose
	Use this procedure to create an online training (OLT) course in the Learning Management System.


	Prerequisites
	· Must be assigned the Agency Administrator, Agency Training Administrator or Course Author role.


	Course Requirements
	· See the SumTotal Mobile Administration Overview document for course creation guidelines.


	Website Address
	· http://lms.des.wa.gov/ 


This wizard walks you through the steps necessary to create any type of course within the system.
[image: Embedded PNG (100%) File Template]Tech Note! All text entry fields are limited to 100 characters and allow the following characters ~`!@#$%^&*()-_=+[{]}\|; :'",.?/unless otherwise noted with the field description. The following characters <<> are allowed in passwords only.
1. Navigate to Administration > Learning Content > Courses
2. Click Create Course
3. Choose Course Type: select the type of course you want to create. The available types are:
a. Instructor-led
b. Online
c. User-Defined Task
d. Mobile
e. Recorded Virtual Online
4.  (If shown) Course Requires Prerequisites: select Yes to require prerequisites for this course; otherwise select No. You can always assign a prerequisite later.
5. Click Begin.
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The system allows you to import courses that you create into the catalog using the Import Course wizard. It walks you through the steps necessary to import a new SCORM or AICC compliant online course into the system.
1. In the Import Course File section, click Select File... to locate the desired course package file on your computer or network. The larger the file size, the more time that is required for the import process. The progress bar shows you how quickly the file processes.
[image: Embedded PNG (100%) File Template]Important! The maximum file size supported with uploading a course is 300MB. Keep in mind that larger files may take longer to process.
[image: Embedded PNG (100%) File Template]Note! If the system detects that this course already exists (based on Course ID) it prompts you to upload the course as a revision to the existing course rather than as a new course. It provides a link to take you to the Course Content tab of that course.

When the upload is in progress, there is a cancel icon if needed.

When the upload is complete, there is a delete icon if needed.
[image: ]
2. Click Next.
3. In the Provide Course Details section, specify the course name, description and other details about the course. If this information is correctly specified in your SCORM/AICC file, the fields are pre-populated for you.
a. Course Name: enter the name of this course as you want it to appear in the course catalog, reports and any completion certificates. 
[image: \\dopfslcy002\users\JanetP\Clipart\Warning.png] The course name should begin with your agency acronym.  You only need to create this once.
Example: WATech Course Name
b. [bookmark: _GoBack]Description: enter a description for this course as you want it to appear in the course catalog, reports and any completion certificates. HTML is permitted in the description field as a way to format the text within the catalog. (Character Limit = 10,000)
c. Training Objectives: enter the objectives for this course. These objectives appear only for the administrator's reference. They do not appear in the Catalog. (Character Limit = 1000)
d. Subject Matter Expert: enter the name of the subject matter expert, if applicable.
e. Catalog Course Code: enter the unique identifier used to track this course. Think of this as an inventory number for the course. 
[image: \\dopfslcy002\users\JanetP\Clipart\Warning.png] The course code should begin with your agency acronym. 
Agency Acronym + System Code
f. URL to access external material: If there is external material associated with this course, enter the web address that learners use to access it.
g. CEU: enter the number of Continuing Education Unit credits a learner earns upon completing this course. This can be a whole number or have up to two decimal places. This number determines by an accreditation review board. (No special characters allowed.)
h. Duration: enter the approximate duration for the course in hours and minutes. This number is only a guideline and does not apply any constraint to the learner. This duration can be a trigger for an Approval Workflow and it appears as an available field in select reports. (No special characters allowed.)
i. Cost to Learner: enter in whole U.S. Dollars the cost that a learner pays for this course. (No special characters allowed except $)
i. This field is sometimes used to track chargeback amounts between departments. The data can be retrieved using the Data Extraction tool.
ii. If your LMS utilizes E-Commerce, this is the base price of this course before any special pricing or discounts is applied.
iii. If your LMS utilizes Approval Manager, this cost can trigger an approval form.
j. Subscription Term: enter the number of days for this subscription.
i. The accepted range is 1 to 1825 (e.g. 5 years).
ii. This field is used to limit the amount of time a learner can have access to this course. Once the subscription expires, there is no way to extend it without creating a new course registration.
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[image: Embedded PNG (100%) File Template]Note! Any custom course fields appear below the list of standard fields. If a field is set to show in the catalog, it appears below the Course Description. Any custom course fields appear here. If a field is set to show in the catalog, it appears in the Course Description.
k. Click Next.
[image: Embedded PNG (100%) File Template]Note! If the system detects that this course already exists (based on Course ID) it prompts you to upload the course as a revision to the existing course rather than as a new course. It provides a link to take you to the Course Content tab of that course.
4. In the Course Settings section, specify the settings that determine how the system displays the course in the catalog.
a. Status: Select an appropriate status.
b. Featured Course in Catalog Select Yes to designate this course as one that appears on the Featured Courses tab in the catalog. Marking a course as "featured" makes it easy for learners to find. Select No to designate this course as not listed under the Featured Courses tab in the course catalog. Learners can locate the course under the Alphabetically tab.
c. Must Pass Test Built in the LMS Test Engine to Complete Select Yes to require a passing score on a test that is assigned to the course to mark the course as Completed. Select No to allow learners to complete the course without taking a test. Completed courses appear on the learner's History page.
d. Allow Learner to Provide Feedback Select Yes for learners to submit feedback on the Reviews tab on the course activities page. Select No to hide the feedback option from learners. Administrators can manage the content that is presented on the Reviews tab.
e. Type of Feedback : Select the appropriate option:
i. Ratings: show the average rating from learners who have previously taken the course and provided feedback.
ii. Review: show the comments from learners who have previously taken the course and provided feedback.
iii. Both: show both the ratings and review comments from learners who have taken the course and provided feedback.
f. Certificate Available Upon Completion Select Yes to provide learners with a completion certificate when the course completion requirements are met. Select No to turn off the certificate as necessary. You may not want to provide completion certificates for certain UDTs or in the middle of a series of courses.
g. Upon Course Completion, Subsequent Attempts Will Relaunch Course in Review Mode
i. Select Yes to allow learners to retake a course with no impact on their existing score.
ii. Select No to allow learners to retake the course for credit.
[image: Embedded PNG (100%) File Template]Note! The option chosen here affects report and transcript data. 
If Yes is selected and the course is previously completed, the time to complete does not increase, but the number of attempts and last accessed date and timestamp does increase. Updated content is not visible to learners.
If No is selected and the learner does not perform better on a subsequent course attempt, the LMS reports the highest score obtained to that point. The number of course attempts, time taken, and last accessed date and timestamp does increase.
If No is selected and the learner retakes a completed course and performs better than the previous attempt, the LMS reports the best attempted score. The number of course attempts, time taken, and last accessed date and timestamp does increase.
h. Global Linked Registration Expiration: 1 days (This is the current global setting.)
i. Course Linked Registration Expiration: 
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j. Click Next.
5. In the Provide Vendor Details section, specify the vendor for this course. 
a. Choose Vendor: select the vendor to associate with this course. You can also choose the Vendor information not required option if you do not want to specify vendor information.
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b. Click Next.
6. In the Assign Catalog Access Codes section, choose the CACs that apply to this course.
a. Available Catalog Access Codes: select the CACs to assign to this course. To select all, click the Select All button. Be sure to click Add when you have selected all the applicable items.
[image: ]
b. Click Next.
7. In the Assign Categories section, choose the categories in which this course should appear in the course catalog.
a. To view a select Category, use the + and - buttons to expand and contract the desired Category. To view the entire list of Categories, click Expand/Collapse All. Check the box for any category that you want to assign.
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b. Click Next.
8. In the Assign Prerequisite Courses section, specify which courses are prerequisites for this course.
a. This step appears if you chose to assign prerequisites at the beginning of the wizard. Search for and select the courses that you want to assign as prerequisites to this course. Remember that you can use the Bucket feature to do a compound search.
[image: Embedded PNG (100%) File Template]Important! If you assign a prerequisite to a course, it is enforced regardless of how the learner was registered or enrolled in the course. 

For example, suppose Course 1 is assigned as a prerequisite to Course 2 and then Course 2 is put into Learning Plan A. When a learner is assigned to Learning Plan A, the learner cannot launch Course 2 until they have completed Course 1 -- even if Course 1 is not a part of Learning Plan A.

When bundling courses, prerequisites do not need to be included as part of the bundle. Learners need to complete any applicable prerequisites before they can complete the bundled course, even if the prerequisite is not part of the bundle.
9. The Confirm Your Decisions screen allows you to double-check your selections before you proceed. Click Previous to make changes before saving. Click Save to continue. Once you save your changes, you are prompted to choose your next action.
[image: ]
[image: Embedded PNG (100%) File Template]Note! All courses loaded into the system are given an Active status. If you do not want the imported course to be active in the catalog, you should go to the Course Properties and change the status accordingly.
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