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Introduction

This document is intended to be used a Job Aid. Users of this document should already be
familiar with the LearnAlaska menu layouts, and the general concepts associated with
searching, adding, modifying, and or otherwise managing LearnAlaska functions. Any
function not described is optional.

Please refer to the MG-203 Online and Blended Course Management training module
for step-by-step instructions related to adding and managing Interactive (SCORM) Courses
in the LearnAlaska Learning Management System (LMS).

Some basic information about Interactive (SCORM) Courses includes:

e Completion criteria is defined during the creation of the course in an outside
software platform (i.e. Adobe Captivate).

e Interactive courses track enrollment, start date, and completion date, scores, or other
progress status.

e Display on transcripts, in course reports, and in the Course Catalog,.

e LearnAlaska supports SCORM 1.2, SCORM 2004, and AICC. Our recommended
format is SCORM 1.2.

e Interactive courses are packaged together in a zipped file that includes a manifest file.
The .zip file is what is uploaded to LearnAlaska for students to complete.

e A user must be a Course Manager or Administrator in order to add or update
Interactive Courses in LearnAlaska.
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Adobe Captivate is the recommended software tool for creating Interactive courses. In 2013, the

LearnAlaska team evaluated some of the software tools available on the market and determined that
Captivate offered the best toolset and value among the products reviewed.

While the LearnAlaska Enterprise Administrators are not experts in the use of Captivate, we can
offer a few tips for publishing that have worked for us to upload content to LearnAlaska.

Areas outlined in Red are our recommended settings.
Areas outlined in Green are optional, but recommended for review.

Exhibit 1. Adobe Captivate - Edit > Preferences > Quiz > Reporting Menu

Revised 4/8/16

Preferences

Category

| Quiz:¥ Enable reporting for ths project

General Settings
Defaults

SWF Size and Quality
Publish Settings
Start and End

¥ Quiz

Default Labels

Styles Preview

I LMs:| Other Standard LMSs v

¥ Recording I standard: scorM 1.2 | = |} configure
Settings
Video Demo Template:[ Default -
Keys - (Global) -

Status Representation

Modes
Defaults @ Incomplete —> Complete

v Project © Incomplete —> passed/Failed
Information

Success/Completion Criteria
© User Access

@ slide views and for quiz

[ Slide Views[ (= . 1
Reporting
Settings ™ quiz [ Quizis Passed v
Pass or Fail

Data To Report
QuizScore [® Percentage O Points ]
M Interaction Data

LMS Initialization Text:
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Exhibit 2. Adobe Captivate - Edit > Preferences > Quiz > Reporting > Configure Menu

Clicking the Configure button in the menu above will let you set up the Manifest that will be

uploaded to LearnAlaska.

Manifest

SCORM Version
SCORM Version : SCORM 1.2

Course

O

Identifier:| SOA-DOA-DOF: ALDER 101: Interactive Users T|

Title:| SOA-DOA-DOF: ALDER 101: Interactive Users T|

Description:

M  version:| 1.0

™ Keywords:| alder, interactive users

(separate multiple values by commas)

Please complete this quiz of the ALDER -
101: Interactive Users Training Student
Guide in order to complete your training.  —

E :E :E (hh:mm:ss)

Identifier: SCO_ID1 |
Title:| Course Object title |

Help

| oK | | Cancel |

Exhibit 3. Adobe Captivate - Edit > Preferences > Quiz > Settings

Preferences

‘Category

General Settings
Defaults
* Recording
Settings
video Demo
Keys - (Global)
Modes
Defaults
¥ Project
Information
SWF Size and Quality
Publish Settings
Start and End
v Quiz
Reporting
Settings
Pass or Fail
Default Labels

Styles Preview

Quiz: Settings
quiz:

Name:[ Quiz

Required:[ Answer All - The user must answer every questio... ¥

|
|
Objective ID:[ Quiz_2013112785150 ]
|

Interaction 1D Prefix:|

Note: When publishing for pool sharing, add a prefix to
the Interactive ID to maintain uniqueness.
Settings: [ Shuffle Answers
[ Submit All
[] Branch Aware
[ Show Progress
Progress Type:| Relative | v|
[ Allow Backward Movement
[ Show Scare at the End of the Quiz

Quiz Result Messages...

[ Allow User to Review the Quiz

Question Review Messages...

M Hide Playbar in Quiz
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Exhibit 4. Adobe Captivate - Edit > Preferences > Quiz > Pass or Fail

Preferences

‘Category

General Settings
Defaults
Recording
Settings
video Demo
Keys - (Global)
Modes
Defaults
Project
Information
SWF Size and Quality
Publish Settings
Start and End
v Quiz
Reporting
Settings
Pass or Fail
Default Labels

<

«

Styles Preview

Quiz: Pass or Fail

Pass/Fail Options: [0 % or more of total points to pass

@[5 | points or more to pass (Total Points: 100)

Note: Maximum points to be eamed is the sum of all
weighted points.

If Passing Grade:

Action:] Exit v

If Failing Grade:
1 Attempts OR [ Infinite Attempts
[¥ show Retake Button

Exhibit 5. Adobe Captivate - File > Publish

Publish
Flash(,swf) Options: Project Information:
Q .|
Project Title: Resolution: 1024x 768
SWF/HTMLS , .
k ALDER-101-Quiz T I
Slides with audio: 0
& Folder: Audio quality: MP3, 96 kbps, 44.100 kKHz
o c th = Adobe Canfivate Projects elearning output: SCORM 1.2
A Connect : )
ol nn Wsers\awthomas\Documents My Adobe Captivate Projec Display score: Ves
Browse... Enable Accessibility: Yes
skin: Theme Default
Flash{SWF) size and quality: Custom
ActionScript Version: AS3
Qutput Format Options: Preferences. ..
|v] swF || HTMLS
E-Mail Advanced Options:
Output Options:
|| Force re-publish all the slides
|| Expart POF
I;e’ I |¥| Scalable HTML content I
|| Fullscreen
> || Seamless Tabbing
|| Generate Autorun For CD
Flash Player Version: | Flash Player 10 v
Print
Help... | Publish | | Close
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Tab > Field Required

Course Files Yes
Summary > Title Yes
Summary > Description Yes
Summary > Keywords Yes
Summary > Course Cost

Summary > Event Code Yes
Summary > Course Provider Yes

Summary > Duration (Hours)

Summary > Course Number

Summary > Credit Type

Summary > Credit Value

Categories Yes

Versioning

Image

Prerequisites

Equivalencies

Certificate
Window
Course Settings

Access Approval

Permissions Yes

Activity Yes

Content Sharing Yes

Adding an Interactive (SCORM) Course

This section will describe the tabs contained within the Interactive (SCORM) Course menu. The
image below provides a preview of the menu tabs associated with an Interactive (SCORM) Course.

Exhibit 6. SCORM 1.2 Menu Tabs

Course Files Categories Versioning Image Prerequisites Equivalencies Certificate Window Course Settings

Access Approval Permissions Adtivity Content Sharing Check In
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Course Files

Required
Helpful Hints

e This is the first step that the user will see when creating a new Interactive
(SCORM) Course. A zipped file is uploaded on this tab.

Summary

Exhibit 7. SCORM 1.2 Summary Tab

Site Map | Domain Console | My Messages | Site Help. M

Enter Search Text Q' Advanced Search

Welcome, AMANDA THOMA S | Logout

REFERENCE CENTER  COLLABORATION CENTER ~ ADMINISTRATION
Home >> Administration > Manage Training >> SCORM 1.2>> Edit Summary

NEW COURSE @

Search for, create and manage SCORM 1 2 courses, and perform other actions for the courses. When managing a course, use the workfiow steps to enter information brthe
course.

CourseFiles | summa Categories | Versioning | Image | Prerequistes | Equivalencies | Cettifcate | Window | Course Setings

#ccess Approral Adtivity || C Checkin

EditSummary  Comments

Type newor change exising summaryin bmaton about this course. The system also uses his information to ind the course when users perbm searches.

*Title [SOADOAD OF: Creating an Interadiive Course %]

“Descripion B Z U & % X 4 3@ 9N EE= =
A 2.0 30 2 K & A B e F -

Font v/ siz v | Formatting v | Shie v | Insert v

This is a sample Interactive Course designed to guide Course Managers through the
steps necessary to create a new Interactive Course.

|3 Design |EHTML

“Keywords |B 7 U % % ¥ 4 A A 9o EEE e
A 2.0 3.0 2 ¥ & A VB b & S

Font v siz v/ Fomatting | Style v Insert v
interactive course, SCORM, course manager

[}

|3 Design EHTML
et [
* Event Code |NO COST Vi
* Course Provider |SOADOADOF Vv
o
carstarser [ ]
cretTe
e

==
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Title
Required
Standards
e The name of the course is prefixed by the following information:
SOA-Dept Acronym-Division Acronym: (optional)
Example: SOA-DOA-DOF: AKSAS: Introduction
e The name prefix should match the value selected in the Course Provider
field.
Helpful Hints
e Itis strongly recommended that you not use special characters (&, %, *, etc.)
in the name of the course.
Description
Required
Standards
The description field should include a general course description along with any
helpful course information that should be reviewed prior to requesting access to the
course.
Helpful Hints
e There is a 2,000 character limit for entry in this field.
Keywords
Required
Helpful Hints

e Enter common keywords that users may use to search for this item.
e Keywords are not case sensitive.

e Keywords do not need to be separated by commas or semicolons.

Course Cost

This is the cost charged to agencies for the student’s request to access the course.
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Optional

Helpful Hints

e [Enter the cost with no symbols (§) and commas (;).

e This information is not immediately visible to students; include a comment in
the course description if it is information students need to be aware of.

Event Code
Required

Helpful Hints

e This field is used to classify the cost of the course.

e Available options include (the most popular options are highlighted).

Event Code Description

TRAIN REMB PAY The employee will be reimbursed the cost of
this training.

TRAVEL REMB PAY  The employee will be reimbursed for the cost
of traveling for this training.

TRAIN VENDR PAY A vendor is providing this training, SOA will
pay the vendor.

TRAIN INTRN TRN  An interagency transfer will occur to reimburse
the course provider for the cost of the course.

NO COST There is no cost for this coutse.

Course Provider
Required

Helpful Hints

e Useful when searching the course catalog.

e Choose the course provider associated with your department/agency. If you
don’t see the option that you need for your training program contact your
domain administrator to request a new course provider.

Duration (Hours)
Optional

Helpful Hints

e Used to provide an estimate time required to complete the course.

e Whole hours or hours with decimal points may be entered (e.g. 1, 0.5, 1.5).
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e Do not enter commas.
Course Number
Optional

Credit Type
Unit of credit earned for course completion.

Optional

Helpful Hints

e Choose the credit type associated with your training course. If you don’t see
the option that you need for your course contact your domain administrator
to request a new credit type.

Credit Value
Optional

Helpful Hints

e Whole numbers or numbers up to two decimal points may be entered (e.g. 1,
0.5, 1.5)

e Do not enter commas.

Categories
Required
Helpful Hints
e Choose the category(s) type associated with your training course. If you don’t
see the option that you need for your course contact your domain
administrator to request a new category.
Versioning

Used to set the particular instance of a content item. Versioning can be problematic and it is
recommended that you thoroughly test its use in the TRN environment before turning it on
in PRD.

Revised 4/8/16 Page 10 of 17



i Mlaska  Job Aid: Interactive (SCORM) Courses

Issue/Effective Date
Required

Helpful Hints

e The issue date is the date on which the version will be available to end users;
the issue date is before the effective date.

e The effective date is the date on which the version becomes the current
version for user to access. All previous versions become unavailable to users
once this version becomes the current version.

e When enabling versioning for a new content item, the issue and effective
date are combined.

e Once a version has been created, it cannot be deleted.

e  Once the issue/effective date occuts, the previous version is locked and
cannot be edited.

Version #
Required

Helpful Hints

e Alphanumeric characters are accepted, and a decimal is allowed.

e Maximum character limit: 20 characters

Image
) Optional

Sample image

to provide a i

visual preview | Helpful Hints

of size. )
e Images will be resized to 116 x 116 pixels (thumbnail size); so be careful
about the images you choose to upload.

Prerequisites

Search for and view both current prerequisites and users/groups assigned to prerequisites
associated with the content item.

Update attributes (elapsed time and minimum score) of a prerequisite.
Identify the elapsed time for a completed prerequisite.

Add/Remove users/groups for a prerequisite (by default, a prerequisite is available to all
users once it is created, but you can make it available only to specific users/groups).
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Optional

Helpful Hints

e Content Bundles cannot be added as a prerequisite.

Equivalencies

Equivalencies allow you to identify content items that users can complete in order to satisfy

a requirement to complete another content item.

A content item can be both an equivalent item and a prerequisite for another content item,
which also means that a content item can have both equivalencies and prerequisites. If an
equivalent item has prerequisites assigned, then the user will be required to complete the
prerequisites before being able to access the equivalent item.

Optional

Certificate

Define a certificate other than the default to present to students upon completion of this

course.

The default certificate for the site is displayed if no certificate has been defined for the
domain, if a certificate has been configured for the domain that certificate will be used for
content in that domain, finally administrators can upload a certificate specific to a course or

content item.
Optional

Window

You may alter the window settings for the pop-up window that the course is presented in.
Optional

Course Settings

Default settings are preconfigured. You may alter the course settings if desired.

Optional

Access Approval

Enable access approval options for this course.
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By default no approval path is required for users to access course and content items. Use this
tab to enable access approval options. Approval paths are controlled centrally and may be
requested through your domain administrator. For a list of current approval paths, click
here.

Optional

Helpful Hints

e Choose the approval path for your training course. If you don’t see the
option that you need for your course contact your domain administrator to
request a new approval path.

e The approval paths configured are all linear approval paths meaning that
access approval is granted in a linear fashion. If the path includes multiple
stages the request will not be sent to the second step until the first
person/role listed approves the request.

e Some access approval requests sent to a System Role such as Administrator
will be sent to all persons with that assigned role in the Domain. The first
authorized user to take action on the request will take that action for
everyone notified. Thus be careful when selecting Approval Paths that don’t
go to specific individuals such as the User’s Manager.

Permissions

Permissions can be configured to limit user access to this course or content item. You may
choose to limit permissions based on Organization, Role, or User. Three options for each
role/person listed exist: View, Launch, and Manage; View access is required for most
content items, Manage access grants the user/role full access to administratively manage the
content item.

If content has been shared to other domains you must grant the Everyone role in the
receiving domain(s) View access to the content item.
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Exhibit 8. Edit Permissions Example

Edit Permissicns Comments

Enter all or part of a user's name in the Search Text field, enter additional criteria and click Search to view existing permissions. Use the Page menu to assign permissions.

Assign Permissions ¥ IEL d

Search Text

Search Type Al words hd
Type -
User Search  This Domain Only -

Records found: 2

Step 1: Click Go to
Assign Permissions.

Launch Manage

Name/Title

3
<
o
2

Everyone (DOA Content)

WEBB-THOMAS, AMANDA

Assign Users

User

Enter search criteria in the fields and click Search to find entities and assign permissions. Click the checkbox(es) to indicate your selection(z), and click Add Selected.

Search Text everyone
SearchType  Allwords v Step 2: Enter your search
Type  Roke M parameters and click Search.
User Search &) Domains -
Hame/Title Type View Launch Manage
@ |Everyone (Department of Corrections) Role
! o4 D S alant Vo £ D
@ |Everyone (Department of Public Safety) Zibo] L2 Eimllenl Ul EL Role E
thaca Heare vt sarant o
© |Everyone (DOA Content) HiMes Hotls yud ‘"’a‘n!" b Role [
n—ant pEHﬁISSI‘"‘ £ YN LEAS
@ |Everyone (LearnAlaska - Core Domain) ol U AE Role E
this-item. Click Save to
@ |Everyone (LearnAlaska - Secondary Domain) . 3 . Role
update the Pern =
@ |Everyone (LearnAlaska - Training Domain) Role |:|

Optional

Helpful Hints

e The Job Title option is problematic since Job Titles are not agency specific
and criteria cannot be combined to limit the permission to a specific job title
in an organization. If you have the need to limit training to a job title that is
totally unique to your agency (e.g. Correctional Officer), please contact an
Enterprise Administrator for assistance.

e If you are unable to search all domains, contact an Enterprise Administrator

for assistance.
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Activity

Activity defines whether content is active or inactive. Inactive content will not be accessible
to end users.

Required

Content Sharing

Content sharing options can be configured if you would like the content to appear in other
domains than the domain in which the content is created.

Required

Helpful Hints

e The current domain structure has domains above and below the DOA

Content domain.

Exhibit 9. LearnAlaska Domain Structure

= @ LeamAlaska - Core Domain(Default)
OpoNoTU SE(Inactive)

El O earnAlaska - Secondary Domain

. 5.0 statewide Content

O ACS-Alaska Court System({Inactive)

..OCED-Commerce, Community, and Economic Development{Inactive)
O DEC_Environmental Conservation

O DFG-Fish and Game(Inactive)

O DNR-Natural Resources{lnactive)
..0DDA-Administration(lnﬂclwe]
.®poc-corrections

@ DOoL-Labor and Workforce Development{inactive)
O DOR-Revenue

oDDTfTransportat.ion and Public Facilities

O DPSs-Public Safety(Inactive)

. EED_Education and Early Development{inactive)
O Gov-office of the Governor{lnactive)

B Hs5 Health and Social Services
..OLAA-Legislative Affairs(Inactive)
..OLAS-LegisIative Audit{Inactive)

O AW Law(inactive)

...... oMVA-MiIltary and Veterans Affairs(Inactive)

..... @ camAlaska - Training Domain(Inactive)
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In order to publish content to be accessible by all State of Alaska users, you

must use the following content sharing options.

Exhibit 10. Required Content Sharing Options

Content Sharing | Comments

Use the checkboxes to indicate how this content will be shared. See Help page for details about content sharing options.

Sharing

) Content appears in this domain only

|(® Content shared to other domains _|

Records found: 24

I ™ S Y e

L ]
i ]
L]
L ]
L ]
o
i ]
i ]
o
i ]
o
L ]
L ]
o
L ]
i ]
L ]
i ]
L]
L ]
L ]
o
L ]
i ]

All Domains

LeamnAlaska - Core Domain

DO NOT USE

LearnAlaska - Secondary Domain

Statewide Content

ACS-Alaska Court System

CED-Commerce, Community, and Economic Development

DEC-Environmental Conservation

DFG-Fish and Game

DNR-Natural Resources

DOA-Administration

DOC-Corrections

DOL-Labor and Workforce Development

DOR-Revenue

DOT-Transportation and Public Facilities

DPS-Public Safety

EED-Education and Early Development

GOV-Office of the Governor

HSS-Health and Social Services

LAA-Legislative Afairs

LAS-Legislative Audit

LAW-Law

MVA-Military and Veterans Affairs

LearnAlaska - Training Domain

O

goooooooooogooooooog

Oooooooooooooooooag

BN ERNSRRRERERREE

o Content will be pushed to descendent domains and shared to parent

domains. You must contact the enterprise administrator(s) of the

LMS to notify them that new content has been shared to a parent

domain.

o Note: There are not options for the Statewide Content domain in the

above screenshot because this sample course has been created in the

Statewide Content domain.

o Note: Additional domains may be displayed; please consult an

Enterprise Administrator if you have questions about the differences

from the above screenshots.

Check In / Check Out

for more information.

other domains to grant the Everyone role in the receiving domain

You must also assign the correct permissions when sharing content with

permission to view the shared course. See the topic above titled Permissions

This is the first step when editing existing content and the final step after edits have been

completed. Content that is checked out cannot be accessed by users.

When you select "Manage" from the Action menu and click Go, the editing status of the

content item is not changed. Use the Check In/Check Out button at the end of the

Revised 4/8/16

Page 16 of 17


file://///doajnufps/doa/DOA/LearnAlaska/Tools%20and%20References/Job%20Aids/Job-Aid_Classrooms.docx%23_Permissions

i Mlaska  Job Aid: Interactive (SCORM) Courses

workflow to manually check in and check out the content item. The buttons at the bottom
of the page will be "Save" and "Return." Click Save to save changes, then click another
workflow step or click Check In to make the content item available again. You may click
Return to go back to the previous page.

Required
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