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META TAG FREQUENTLY ASKED QUESTIONS (FAQS)

	HOW CAN I ENHANCE UNIVERSAL SEARCH TO PROVIDE BETTER SEARCH RESULTS FOR EMPLOYEES?

	Agencies now have the ability to add meta tags to course descriptions.  Adding these tags will display search results at the top of the results list.


	WHAT IS A META TAG?

	A meta tag is a hidden element and is a snippet of text that can be added to a course description that helps communicate to the universal search engine what a page is about.   This will help your employees return better search results.

The meta tags do not appear on the page itself.


	HOW CAN I ADD META TAGS TO MY COURSE DESCRIPTIONS?

	There are two methods; manually updating each course description, or using the Batch Course Import File.


	WHAT META TAG DO I USE?

	This tag can be added to the beginning or ending of the course description.

<!-- Comment Stuff Here -->

Several key words can be placed in the same tag using a comma separator.

<!-- defensive, driving, safety -->

Hint:  Add a commonly misspelled word as a tag to help increase search results.

<!-- esentails -->



	HOW DO I MANULLY UPDATE THE COURSE DESCRIPTION?

	Agencies should only add meta tags to their own courses.  Contact the owner of the course if you would like to suggest meta tags for another agency’s course.

Go to Administration  Learning Content  Courses
Search for your course
Update the description field on the Details tab by inserting the meta tag
Click the Update button 




	WHAT IS BATCH COURSE IMPORT?

	Batch Course Import allows you to load multiple courses into the system using a template.  It validates against the course code.  If the code exists it will update all the information that is populated in the template.  If the code does not exist it will create a new course.

There is not an ‘undo’ function with the process.  If you are manually keying course codes into the template you will want to verify them to not risk creating new courses accidently.

You need the Agency Administrator role to process a Batch Course Import file.


	CAN I RUN A REPORT TO  USE FOR THE BATCH COURSE IMPORT?

	Yes, there is an Advanced Report already created for you that will export all of the required fields plus the course description.  The headers in the report have already been changed to be used with the Batch Course Import process.  Do not change the headings.  When running the report, change the Course Name filter for your agency specific courses.

Report Name:  Course Description Ad Hoc View
Roles:  Agency Administrator, Advanced Reports Administrator, Reports Administrator

Your report must be exported and saved as a CSV file.


	WHERE ARE THE INSTRUCTIONS FOR THE BATCH COURSE IMPORT?

	Documents are located on the LMS Administrators Community Site (communities.des.wa.gov/lms)
You must have an account and be logged in to access the files.

Go to Resource Downloads
Select the LMS Developer Resources Folder
Files available:  Batch Course Import File Specs, Batch Course Import Sample File – Meta Tags


	IF I ALREADY KNOW HOW TO USE THE BATCH COURSE IMPORT WHAT DO I NEED TO DO?

	· Run the advanced reported titled Course Description Ad Hoc View to export your course information.
· Insert the meta tag data at the beginning of the course description.  Do not remove the existing course description.  See sample below of the description column.
<!-- safety, toxic -->  This is a course about how to dispose of toxic waste.
· Import your Batch Course Import file to the LMS.


	I’M NOT GETTING IT, WHO DO I CONTACT FOR HELP?

	Contact DES IT Support 4U at desitsupport4u@des.wa.gov
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