Title: How to Create a Course for Annual Employee Policy Review
	
	

	Purpose
	Use this procedure to provide a way to track employees who have reviewed the agency’s Policies on a yearly basis.  


	Prerequisites
	· Must be assigned the Agency Administrator or Agency Training Administrator.
· The policies should be placed on your intranet SharePoint site.  This is the link you will embed into the UDT course.
TIP:  If there are only a few policies the employees need to review, we suggest creating a separate website that only list those.


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




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

	2. 
	Click [image: ] tab.


	3. 
		IF
	Go To

	You are creating a UDT course, (if the course already exists, go to step 16)
	Step 4


	You are assigning a LMS Test to the UDT,
Note:  The LMS Test must already be created.  Be sure to have the test identified.
	Step 16






	4. 
	From the Learning Content menu, select Courses.

	5. 
	Click [image: ] to begin. 
[bookmark: _GoBack]

	6. 
	Choose the Course Type – User Defined Task.
Click [image: ] to proceed.
[image: ]


	7. 
	You will be taken to the Course Details screen, complete the following fields:
	R=Required Entry    O=Optional Entry    C=Conditional Entry

	Field Name
	R/O/C
	Description

	Course Name
	R
	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: ECY Course Name

	Catalog Course Code
	R
	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

Example: ECY123


[image: ]Other fields are optional.


	8. 
	Click [image: ] to proceed to the next step.

	9. 
	In the Course Settings section, complete the following fields:
	R=Required Entry    O=Optional Entry    C=Conditional Entry

	Field Name
	R/O/C
	Description

	Status
[image: \\dopfslcy002\users\JanetP\Clipart\Warning.png]
	R
	Active – Keep the course active until you have provided credit to all employees.
**Inactive – Once you are done giving credit to the employees, inactivate the course.  This also helps clean up the course catalog.

	Featured Course in Catalog
	R
	No. 


	Must Pass Test Build in the LMS Test Engine to Complete
	R
	Yes.


	Allow Learner to Mark Complete
	R
	No.

	Allow Learner to Provide Feedback
	R
	No.

	Certificate Available Upon Completion
	R
	No.




[image: ]


	10. 
	Click [image: ] to proceed to the next step.

	11. 
	In the Vendor Details section, select ‘Vendor information not required’.  Click [image: ] to proceed to the next step.
[image: ]


	12. 
	In the Catalog Access Codes section locate and select your agency’s CAC, click [image: ] to proceed to the next step.
[image: ]

	13. 
	In the Categories section, click [image: ] to proceed to the next step.
[image: ]SKIP – Click NEXT



	14. 
	You will be taken to the Confirm Your Decisions screen.  Please review and verify your information is correct.  
[image: info]  You may make corrections to any of your information by clicking [image: ]  to the appropriate screen.

	15. 
	Once you have verified the information provided, click [image: ] to continue.

You have created the UDT course.

	16. 
	To Assign a Test to the UDT Course – 
From the Learning Content menu, select Tests and Surveys.

	17. 
	Search for and select the Test to Edit.
[image: ]

	18. 
	Click on the [image: ] tab then click on Assign Courses.

	19. 
	Search for and select the UDT Course then click [image: ] to continue.


	20. 
	Click [image: ] to save your entry.

You have completed this process.
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Tests and Surveys: Details
Test: Completion

Details || Test Settings || Score Comments || Questions || Question Settings | Assign || Audit

Edit the necessary fields below and click [Update| at the bottom of the page to save your changes.
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