	How to Create an Instructor led Course

	
	

	Purpose
	Use this procedure to create instructor-led courses.

	Roles
	· Must be assigned the Agency Administrator or Course Author role.



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

	Naming Standards
	· Agencies must follow naming standards when creating any data in the LMS. On the Help tab of the LMS see document:  LMS Naming Standards.


Procedure
	1. Access the following website, http://lms.des.wa.gov/.

	2. Click the Administration tab.

	3. From the Learning Content menu, select Courses.

	4. Click the Create Course button to begin the Create Course Wizard/Instructions.

	5. Select Instructor Led from the Choose Course Type drop down list.

	6. Select No in the Course Requires Prerequisites field.

	7. Enter the Course Name
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 Follow the naming standards as outlined in the LMS Naming Standards Document located on the Help tab of the LMS.  This name will appear in the course catalog, reports and any completion certificates.



	8. Enter the Course Description
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 This description will appear in the course catalog.  Basic HTML is permitted in the description field as a way to format the text within the catalog. (Character Limit = 10,000).  Meta tags can be added. Adding these tags will display search results at the top of the results list.  On the LMS Help tab se the document named:  Meta Tag Frequently Asked Questions.


	9. Enter Training Objectives (optional)
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 These objectives appear only for the administrator’s reference.  They do not appear in the catalog (Character Limit = 10,000)



	10. Enter Subject Matter Expert (optional)

	11. Enter the Course Code
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  Follow the naming standards as outlined in the LMS Naming Standards Document located on the Help tab of the LMS.  

	12. Enter URL to access external material (optional)
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  If there is external material associated with this course, enter the web address that the learners use to access it. This will appear in the class enrollment notification.


	13. Enter the CEU value, if applicable.
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 Enter the number of Continuing Education credits a learner earns upon completion this course.This can be a whole number or have up to two decimal places.



	14. Enter the Duration of the course (Required).
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 Enter the approximate duration for the course in hours and minutes.  This will appear in the catalog and enrollment notifications.



	15. Enter the Cost to Learner, if needed.
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 Entering a course cost and class cost will add the two amounts together when using Learning Request Forms.  DES places their fees on the class only.  Agencies that require their employee to submit an approval form use the class cost to trigger their forms.



	16. Populate Custom Attributes, as needed.
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  These fields are used primirariy to trigger an agency’s approval workflow form.  This data can also be extracted from Advanced Reporting and can be used on custom certificates.
WA-State Online Course? This field is used by DES only.
Target Audience: This field can be used by all agencies.
Out of State Training: This field can be used by all agencies.
CEU Types:  Make a selection from the drop down list.  This field can be used by all agencies.
Course Requires Approval:  This field can be used by all agencies.
Is this a Single Agency Agreement?  This field is used by DES only.
Is this a DES/OFM Course?  This field is used by DES and OFM only.


	17. Click the Next button

	18. In the Course Settings section, specify the settings that determine how the system displays the course in the catalog.

Status:  Select an appropriate status.

Featured Course in Catalog:  Select Yes to designate the course as one that appear on the Featured Courses tab in the catalog.

Must Pass Test Built in the LMS Test Engine to Complete:  Select No.  Selecting Yes means you have created in LMS test engine and have attached it to this course.

Allow Learners to Provide Feedback:  Select No.

Certificate Available Upon Completion:  Select Yes to provide leaners with the default completion certificate.  Selecting No does not provide a certificate to the user.

Show Class Roster (ILT):  Select No.  Selecting yes will display all registered participants to users when accessing the course via the course catalog.


	19. Click the Next button

	20. Select the Choose Vendor Allocation option
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  If selecting a vendor, it must be created in the LMS before it will appear in the drop down selection.



	21. Click the Next button

	22. Assign Catalog Access Codes (CAC) (Optional):    A Catalog Access Code determines if a learner is able to see a course in their catalog.  The Learning Management System offers different catalogs of training for state, higher-ed, city and county employees.  An agency should not select all CACs for their course.
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  Agencies that offer their own training courses to their employees have agency specific catalog access codes.  Agencies should not put the Enterprise CAC or another agency’s CAC on their course without prior approval from the managing agency.
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  A Catalog Access Code is not required.  When a CAC is not designated on a course, it is not viewable in the Course Catalog.
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  Enterprise Catalog Access Codes are managed by Department of Enterprise Services, Office of Financial Management and WaTech only.


	23. Click the Next button

	24. Assign Categories (Optional):  Choose the category (ies) in which this course should appear in the catalog.
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 When searching for a course, clicking on the By Category tab offers another methods for seaching for courses.
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	25. Click the Next button.

	26. Confirm Your Decisions, then click the Save button.   Use the Previous Button to navigate to prior screens to make adjustments.

	27. You have completed this process.
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