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Materials in this Guide

Welcome to CourseWorks® version 8.0! In this three-ring binder you will find
three things relating to CourseWorks®:

e A CD containing the CourseWorks® learning management
system (LMS) software and its documentation.

e Information on how to access the CourseWorks® v8.0 Trainer's
Guide (on the CD).

e Information on how to access the CourseWorks® v8.0 Student's
Guide (on the CD).

We have done a number of things to make CourseWorks® v8.0 as easy to
use as possible. The CourseWorks® learning management system is menu
driven, and incorporates a "Help" document. However, for easy reference we
have also provided information about all of these features in the Trainer's
Guide. (If you have questions on the materials in this package, or the
operation of CourseWorks® v8.0 itself, you should contact the distributor from
whom you purchased CourseWorks®.)

The CourseWorks® CD contains two components:

e The Learning Management System (LMS) - This is the "core" of
CourseWorks®. Using this system you can do things such as set
securities, define logins and activate optional features that can be
used with a course. This system also allows you to track
employee/student performance by recording information such as
the amount of time it has taken them to complete a course, test
question results and the like. The CourseWorks® learning
management system also acts as the "platform" software that
allows you to play the courses themselves.

e A copy of the CourseWorks® documentation in PDF form — This
includes the Trainer's Guide and the Student's Guide, and can be
accessed using Adobe Acrobat Reader.

As you start using CourseWorks® you will need to make some decisions
about how to employ its capabilities. For example, there are several
approaches that can be used to install courses on your computer, each with
its own advantages.



Additionally, you will want to consider what type of "security" you want to
employ with CourseWorks®. For instance, you probably won't want to give
employees/students access to the learning management system portion of
CourseWorks®... reserving these capabilities for the people who are
overseeing and administering your facility's training activities. The materials
in this package will help you think through these types of questions and make
decisions that result in your training activities running smoothly and
efficiently.

One of the first things you should do after receiving this package is to
thoroughly read the Trainer's Guide. Not only will it help you to understand
the capabilities in CourseWorks®, but it will help you decide how to address
the training issues within your organization.

If you still have questions about how to set up and administer your training
activities, or the functioning of CourseWorks® itself, contact the distributor
from whom you purchased CourseWorks®. They will be glad to help you.

Organizing and Administering Your Training
Activities

The way you organize and administer your training activities, as well as how
you use CourseWorks® to facilitate and control those activities, can have a
significant impact on the success of your training activities. You will want to

give a good deal of thought as to how you schedule employees'/students’
training, track test scores, generate reports and the like.

One of the most important early issues you will need to deal with is how to
have your facility's employees/students access the courses you are using.
You will want to consider things like security, limiting access to specific
courses and whether or not you want to have particular employees or groups
of employees take a predetermined list of courses.

This is tied to determining what features and options within the
CourseWorks® learning management system you want to use, including
setting security, establishing login requirements and procedures, setting up
curricula, scheduling your employees/students for training courses, etc. You
will want to consult the "Using CourseWorks® at Your Facility" section of this
guide to make these determinations (if you have questions regarding the
capabilities in CourseWorks®, or how to use the features and options that are
available, call the distributor from whom you purchased CourseWorks®).



You will also want to start thinking about how you will be using the tracking
and recordkeeping and capabilities within the learning management system,
and what type of reports you would like to generate. This information is also
helpful in determining which employees are qualified to move into new
positions, who is eligible for promotion, and to legally establish that
employees have, in fact, received training in topics such as safety and
regulatory compliance. Remember that agencies such as OSHA are placing
an increasing emphasis on documenting that employees have received the
training the agencies require.

The functions in CourseWorks® can help you with all of this, and you will want
to understand its capabilities thoroughly.



Introduction to CourseWorks®

Overview

CourseWorks is the learning management system (LMS) that is used with
courses in your Interactive CD-ROM Training Library. CourseWorks® is an
easy to use, comprehensive suite of programs for managing the delivery,
administration and authoring of CD courses. With CourseWorks® an
organization can set up an interactive CD-ROM training environment to
handle student enrollment and scheduling, security, tracking student
performance and training certification.

This guide is designed for people who are performing training
administration using CourseWorks®. Some organizations may have one
person designated to perform as the CourseWorks® administrator, or
several people may share the administrator tasks.

An administrator can literally have CourseWorks® in its simplest form
running in several minutes, with a few mouse clicks... or they may decide
to use a number of the optional capabilities in CourseWorks® to configure
it to meet their organization's particular needs. Even then, configuring the
CourseWorks® learning management environment is fairly straightforward
and does not require a tremendous amount of time.

If you will be acting as your organization's CourseWorks® administrator,
you should review this guide in order to learn about the many capabilities
in CourseWorks® before your students take any courses. For instance,
CourseWorks® has a "curriculum" feature that provides an easy means for
grouping courses and enrolling many employees at one time, which you
may want to use.

CourseWorks® Program Group

With CourseWorks® an organization can configure its interactive training
environment to suit its particular needs. The programs available in
CourseWorks® where this is done include:
e Setup
Build8
TrackPro
Deliver
Build Lite
CourseWorks® Help
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Each of these programs corresponds to an icon in the CourseWorks®
program group and is explained in detail in this documentation.

Buildg CustomPro Deliver Licenze Setup TrackPro
Demo (CWT anly) Installer e —
Setup
0
Setup

The administrator uses Setup to install, set up and delete CourseWorks®
courses. Setup is used to configure each course individually by enabling
or disabling optional course-related features. Some of these features
include:
e "Pre- and Post- Tests" — allow the administrator to create
tests, specify the number of questions to include, and specify
the tests' passing scores.

e "Assessment Tests" — allow the administrator to give a student
the ability to "test out” of various chapters in each course, by
creating an initial test that includes questions from each
module. If the student answers the questions correctly for the
respective chapter, they have the option to skip that chapter.

e "Skip Ahead" — permits students to "skip" out of the video
segment they are watching before it has finished playing, and
move on to the next part of the course. You can also skip
roadmaps, objectives and review menus.

e "Reverse" — allows students to repeat the previous course
element.

o "Certificate" — lets students print out a "Certificate of
Completion" immediately after completing the course.

*Detailed instructions on how to use these features can be found
in the "Course Setup Options" section of this guide.
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TrackPro

TrackPro

TrackPro is used to perform most of the CourseWorks® administrative
functions. The administrator uses TrackPro to set up and maintain the
training database containing student and course data, as well as to
configure the training environment at the systems level. Using TrackPro
the administrator can send "messages" to students who are using the
system, set passwords and login requirements, and control access to
courses and curricula.

An administrator can also use TrackPro to establish login procedures,
specify the Deliver "Tic-Tac-Toe" menus that students see when they log
in, and trigger the printing of training certificates. TrackPro also lets the
administrator review and print reports and perform other database tasks
such as importing and exporting student demographic data. The
administrator can also monitor students who are logged in to
CourseWorks®, as well as log off inactive users.

TrackPro's "scheduler” function is a great tool for monitoring the continual
certification requirements that some organizations and industries must
adhere to. With the scheduler feature the administrator can establish the
start and end dates between which courses are to be taken as well as
specify a course's "recertification period" (a time frame in which a student
must retake a course, such as annually).

Deliver
=)

Deliver

Students use Deliver to access their courses. When Deliver starts up the
student will typically see a Tic-Tac-Toe menu of the training courses or
curricula that are available to them.

12
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Build8

Buildg

Demo

Build8 is authoring software that can be used to create new fully functional
interactive courses...as well as customize existing CourseWorks®
courses.

This CourseWorks® CD includes a "demo" version of this Build8 authoring
software that allows you to explore all of the functions of Build8. However
you will not be able to save any newly created courses until a license to
Build8 is purchased.

CourseWorks® also includes a "limited" version of Build8, called "Build
Lite" at no charge. This limited version of the Build8 software can be used
to customize CourseWorks® courses that you have purchased and that
have been installed to your CourseWorks® system.
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Help
Iﬂl

Courseiorks
Help

This program displays the CourseWorks® Trainer's Guide. The Trainer's
Guide is in a searchable Microsoft Word format and includes instructions
for most of the common tasks that will be performed when using
CourseWorks®.

The Trainer's Guide is accessible by clicking on any of the Help buttons
that appear throughout CourseWorks®. Once the Trainer's Guide is
displayed, a "Search" box will appear at the top of the page. Simply enter
the topic you would like to find information on and the system will
automatically take to you the section of the Guide that contains this
information.

Documentation Conventions

Menu Notation

Instructions in this guide that are directing you to choose from menus will
be written with a triangle ( » ) symbol separating each menu selection or
step.

For example, rather than say... "select 'TrackPro’, and from that menu
select 'Administration’, and then select 'Pre-Enroll Students™... the
instructions will be written in this shorthand notation:

Select [TrackPro] » [Administration] » [Pre-Enroll Students].
This means the same as...

Administration | Database Help

Course Scheduler »
Curricula Setup *
Delete Site

Delete Student Data

Enrollment Requirement

Pre-Enroll Students

Print Student Certificates

Progress Map
@ Set Deliver Mode
! Set Login Field Requirements
Select TrackPro » then » System Password Setup

14



Terms and Definitions

To avoid writing "(s)he" or "s/he", we will generally use the pronoun "she"
when referring to an administrator and "he" for a student. (We believe that
about 50% of training administrators are female and 50% are male and
that the same percentages are true for students. But we just couldn't bear
to write "(s)he" or "she/he" everywhere!)

Administrator

Throughout the guide we use the term "administrator” to refer to the
person(s) charged with administering the organization's computer-based
training environment.

Button

A button is used to invoke its command, i.e. . Some buttons may
appear with one letter in its text underlined. When that is the case, you

can also press the key on your keyboard and the corresponding letter
to invoke the command. For example, the | Eeesties | pytton has its "P"
underlined. In this case you would press and P in order to invoke the
"properties” command.

Check Box

IV Print to file

Misssssrasnrnananssnitend

Clicking on a check box creates a checkmark in the box and enables the
feature described in the box. Clicking on a check box that already has a
checkmark in it will "deselect" it (disable that feature).

Concurrent Accesses

We use the term "concurrent” to describe the situation when more than
one student is accessing CourseWorks® on a network at the same time. In
a networked environment, the number of anticipated concurrent users
usually determines how many licenses of CourseWorks® and course
licenses will be required.

15



Curricula and Subcurricula

The word "curriculum" is used to refer to one group or set of courses.
Whenever we refer to more than one curriculum, we will use the term
"curricula”. CourseWorks® also allows the administrator to further refine
the grouping of courses into "subcurricula”.

*See "Curricula” for details.

Dialog Box

In Windows, a "dialog box" prompts the user of a program to select
options. For example, most Windows programs have a "Print" dialog box
that contains drop-down menus, buttons, and check boxes that allow you
to specify things such as where you want to print to, how many copies to
print, etc. You'll encounter this type of box in some of the CourseWorks®
functions, such as the "scheduling" feature.

Print HE
Printer
MName: IHP Laserlet BP/EMP - Standard L] Properties |
_ ||Acrobat PDFwriter
Status: P Decket 890 Series Printer
Type: 'HP LaserJet BP/EMP - Standard
PaperPort
‘Where: =k checkbox
Comment. drop-down menu I Piint to fle
 Print range - Copies
& Al Mumber of copies: |1 3:
" Pages flom: |1 to: I o
1 1 22| 33 ™| Collete

€ CelEotitn

radio e

buttons Concel |
Dragging

i
Drag means to hold down the left mouse button and then, while holding it,
move the mouse and release the button at a new location

16



Drop-down Menu
Course to which students wil
be enrolled: [Hearing Conservation/Safety vJ

Cémo Usar los Bxtinguidores
Driving Safety

Drop-down menus are used to display a list of available choices. You click
on the [*1to expand the list. To select an item from the expanded list, you
then click on it.

Light Bulbs (@)

Light bulbs can be found in bold type and are "boxed". They denote a "tip"
that will help you in using CourseWorks®.

Network Drive

Some organizations use a "client/server”" network configuration and others
use a "peer-to-peer" network. We use the term "network" to refer to either
type of network, since CourseWorks® works equally well with both. The
term "network drive" will be used to indicate the drive that CourseWorks®
resides on, regardless if the drive is a network drive in a client/server
network or a shared drive in a peer-to-peer network.

Radio Buttons

CourseWorks® uses "radio buttons" to prompt the user to make a choice
from a series of mutually exclusive choices. The term "radio buttons"
implies that these "buttons” behave in a similar fashion to the buttons on a
car radio. (When you push in a channel selector button the radio switches
to the channel assigned to that button. Only one button can be activated
at any one time).

Set dates for student ————————————— Set dates for student
* Statdate Enddate " Statdate [End date
Set date I Clear date | Set date | Clear date |
» Oor »

In this example, there are two radio buttons shown. In the left graphic, the
"Start date" is the selected option whereas in the right graphic the user
has clicked on the "End date" option.

Select

"Select" indicates that you are to highlight an item in a list or menu, then
click with the mouse on that specified item.
17



WARNING!

Warnings are provided in bold type and are "boxed" so that they won't be
missed. Warnings generally tell you about things that should not be done
within CourseWorks® because they can have dire consequences.
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Installing/Removing CourseWorks®

Overview

There are three ways that the CourseWorks® learning management
system can be installed:

e A new or upgrade installation of CourseWorks® to a local
computer.

— This type of installation is performed when you are
installing CourseWorks® on a single computer that is
to be used as a workstation. See "New or Upgrade
Install of CourseWorks® on a Standalone Computer"
for more information.

e A new or upgrade installation of CourseWorks® over a network
to a server computer.
— This type of installation is performed when you are
installing CourseWorks® on a server computer on
your network and will be accessing the training from
client computers on your network. See "New or
Upgrade Install of CourseWorks® over a Network" for
more information.

e A CourseWorks® network client installation.

— This type of installation is used to configure a
network computer to be a CourseWorks client.
CourseWorks® must have already been installed by
one of the 2 previous methods described. See
"Creating a CourseWorks® Client" for instructions.

e Removing CourseWorks®.
— See "Removing the CourseWorks® Installation" for
instructions.

All CourseWorks® installations require that the user have full
administrative rights (read, write, erase, create and modify) through the
Windows operating system to the drive that CourseWorks® is being
installed to. In addition if the option is available with your version of
Windows, the installation must be in "Run as Administrator" mode.
This is necessary because the operating system must be able to install
various Microsoft components that require special administrative rights.
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Remember, as with any software you should close all open windows
before starting the installation process. Specific instructions for each type
of install are provided in the next sections.

New or Upgrade Install of CourseWorks® on a

Standalone Computer
To perform this type of installation:

1. Click on the Computer E2# icon on your desktop and
double-click on the CD-ROM drive to open the contents of
the CD. Then double-click on the "setup.exe" file to initiate
the install process (if applicable to your Windows
configuration right-click and choose "Run as
Administrator").

2. The next screen to appear will be the CourseWorks®8

Installation Wizard screen. Click the button:

Welcome to the InstallShield Wizard for
CourseWorkss

 The InstallShield(R) Wizard will install CourseWorkss on your
computer. To continue, dick Next.

WARMING: This program is protected by copyright law and
international treaties.

< Back | CNext D | | Cancel |
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3. When the license agreement appears, you must accept this
agreement to continue with the installation (if you do not agree
to the terms in the agreement, return the software to the

distributor) and click on the button:

License Agreement

Flease read the following license agreement carefully.

SINGLE END USER LICENSE AGREEMENT FCOR COURSEWORES
SOFTWARE

IMPCORTENT READ CAREFULLY. This End User License
Agreement ("Agreement”) is a legal contract between you
(either as a registered individuwal user or as the
registered representative and on behalf of a single
entity}) and The MARCCM Group, Ltd. ("MRRCCM") for the
CourseWorks software product identified above, which
product includes computer software and may include

c® ] aocept the terms in the license agreement ~

()1 do not accept the terms in the license agreement

InstallShield

4. The next screen to appear is a “Readme” screen:

WARNING!

If you are currently using Courseworks 7 and are
upgrading to Courseworks 8, DO NOT remove
CourseWorks 7, either manually or through the Control
Panel “add/remove” function. Doing so will delete your
database file which will be used by Courseworks 8.
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Readme Information

Please read the following readme information carefully.

If this is a CourseWorks UPGRADE:

DO MOT DELETE your previous CourseWorks installation or course folders,
or your existing CourseWorks database, even after CourseWorks 8 has been
installed. CourseWorks 8 will refer to these files. See Trainer’s Guide for more

information.

Installshield

. You will then be prompted to choose the "destination”
folder for the CourseWorks® software. The software can
be installed to the default folder on the local machine
"c:\crswrks8" by clicking :

Click Mext to install to this folder, or didk Change to install to a differe

Install CourseWorkss to:
Ci\Crewrksal,

Installshield
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6. Or you can browse your computer files to choose a
different location on the local machine by clicking the

. Change... | putton:

Destination Folder
Click Mext to install to this folder, or dick Change to install to a differe

' Install CourseWorks3s to:
C:\Crawirksal

InstallShield

7. Clicking the _ Change... | button presents another dialog box
allowing you to specify a different location by using either
the directory tool buttons or by typing in the full path in the
‘path of CW server' edit box, then click the i
button:

Change Current Destination Folder

Browse to the destination folder.

Look in:

‘ [ Crswirkss (“ "

[(ddb [(dweb
[C3i_bkgnd

[E3i_certf

3 i_license

[Cibldr

[CamcLaBsTD

UNC Ea_ﬁ] of ¢ y\V server:

C:\Crawirksa),

InstallShield
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8. Verify that the CourseWorks® installation folder is correct
and then press the button:

Destination Folder
Click Mext to install to this folder, or dick Change to install to a di

. Insi i“ise\ﬂ.‘orkss to:

InstallShield

9. The next screen allows you to choose the setup type.
Since this is the initial installation of CourseWorks® 8,
choose 'Install CourseWorks SERVER software' and click

Crecs )

Setup Type
Choose the CourseWorks installation type

Please select a setup type.

- ® Install CourseWorks SERVER software

™ fall all CourseWorks software to create a
Course\Works server,

() Install as a CourseWorks CLIENT
Thiz option will create a CourseWorks network dient.

Installshield
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10. Verify that the setup type and destination folder are

correct and click to begin the installation
process:

Ready to Install the Program
The wizard is ready to begin installation.

If you want to review or change any of your installation settings, dick Badk. Click Cancel to
exit the wizard.

Current Settings:

Setup Type:

& _Install CourseWorks SERVER. software ¥

Destination Folder:

InstallShield

10. The completion dialog box will appear when installation is
complete. Click to end the process.

InstallShield Wizard Completed

The InstallShield Wizard has successfully installed
CourseWorks8. Clidk Finish to exit the wizard.
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New or Upgrade Install of CourseWorks® over a

Network to a Server Computer
To perform this type of installation:

1. Click on the Computer E8 icon on your desktop and
double-click on the CD-ROM drive to open the contents of
the CD. Then right-click on the "setup.exe" file and choose
"Run as Administrator” to initiate the install process.

2. The next screen to appear will be the CourseWorks®8
Installation Wizard screen. Click the button:

Welcome to the InstallShield Wizard for
CourseWorks8

. The Installshield(R) Wizard will install CourseWarksa on your
computer. To continue, dick Next.

WARNMING: This program is protected by copyright law and
international treaties.

3. When the license agreement appears, you must accept this
agreement to continue with the installation (if you do not
agree to the terms in the agreement, return the software to
the distributor from whom you made your purchase):
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License Agreement

Please read the following license agreement carefully,

SINGLE END USER LICENSE AGEEEMENT FOR COURSEWCRES
SOFTWARE

IMPCRTENT READ CRREFULLY. This End User License
Egreement ("Rgreement”) is a legal contract between you
(either as a registered individual user or as the
registered representative and on behalf of a single
entity) amd The MRRCOM Group, Ltd. ("MRRCCM") for the
CourseWorks software product identified above, which
product includes computer software and may include

® | accept the terms in the license agreement
()1 do not accept the terms in the license agreement

Installshield

The next screen to appear is a “Readme” screen:

WARNING!

If you are currently using Courseworks 7 and are
upgrading to Courseworks 8, DO NOT remove
CourseWorks 7, either manually or through the Control
Panel “add/remove” function. Doing so will delete your
database file which will be used by Courseworks 8.

Readme Information

Please read the following readme information carefully.

If this is a CourseWorks UPGRADE:

DO NOT DELETE your previous CourseWorks installation or course folders,
or your existing CourseWorks database, even afier CourseWorks 8 has been
installed. CourseWorks & will refer to these files. See Trainer’'s Guide for more
information.

Installshield




5. You will then be prompted to choose the "destination”
folder for the CourseWorks® software. You must choose a
location on the network machine by clicking the _ Change... |
button:

Destination Folder
Click Mext to install to this folder, or dick Change to install to a differe

Install CourseWorksg to:
C:\CrsWrkssY

Installshield
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6. Clicking the _ Genge. | hytton allows you to specify the
network location by typing in the full UNC path of the
networked computer location in the 'UNC path of CW

server' edit box, then click the button:

Change Current Destination Folder
Browse to the destination folder,

Look in:

| (23 crewrksa

[(ddb [(dweb
[Ci_bkgnd

[:Ii_cerﬁf

[:Ii_license

[(Jibldr

[CAMcLABSTD

InstallShield

7. Verify the CourseWorks® installation folder and then press
C Net> ).

i

Destination Folder
Click Mext to install to this folder, or dick Change to install to a differe

I Install CourseWorksg to:
WHP_LAPTOPYcrswrkssY

InzstallShield
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8. The next screen allows you to choose the setup type.
Since this is the initial installation of CourseWorks® 8,
choose 'Install CourseWorks server software' and click

Crees )

Setup Type
Choose the CourseWorks installation type

Please select a setup type.

¢'®) Install CourseWorks SERVER software
ourseWorks software to create a

InstallShield

9. Verify that the setup type and destination folder are correct
and click to begin the installation process:

Ready to Install the Program
The wizard is ready to beqin installation.

If you want to review or change any of your installation settings, dick Badk, Click Cancel to
exit the wizard.

Current Setlings:

Setup Type:

Install CourseWorks SERVER m@

Destination Folder:

VWHP_LAPTOP\crswrksay

Installshield
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10. The completion dialoi box will appear when installation is
complete. Click to end the process.

InstaliShield Wizard Completed

The Installshield Wizard has successfully installed
CourseWorks8. Click Finish to exit the wizard.

Creating a CourseWorks® Client
To perform this type of installation:

1. Click on the Computer E28 icon on your desktop and
double-click on the CD-ROM drive to open the contents of
the CD. Then right-click on the "setup.exe" file and choose
"Run as Administrator” to initiate the install process.

2. The next screen to appear will be the CourseWorks®8

Installation Wizard screen. Click the button:
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Welcome to the InstallShield Wizard for
~ CourseWorkss

The InstallShield(R) Wizard will install CourseWorks on your
computer. To continue, dick Mext.

WARMING: This program is protected by copyright law and
international treaties.

<Back [ Next>y || Cancel

3. When the license agreement appears, you must accept this
agreement to continue with the installation (if you do not
agree to the terms in the agreement, return the software),

then click to continue.

License Agreement

Please read the following license agreement carefully,

SINGLE END USEER LICENSE AGEEEMENT FCR COURSEWCEES
S0FTWAEE

IMPORTANT READ CAREFULLY. This End User License
hgreement ("Agreement™) is a legal contract between you
(either as a registered indiwvidual user or as the
registered representative and on behalf of a single
entity) and The MARCCM Group, Ltd. ("MRRCCM") for the
CourseWorks software product identified abowe, which
product includes computer software and may include

o ® I accept the terms in the license agreement %

()1 do not accept the terms in the license agreement

InstallShield
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4. You must choose the location where CourseWorks is

installed on the network server by clicking the _ Change... |
button:

Click Mext to install to this folder, or dick Change to install to a differe

D Install CourseWorksa to:

C:\Crs\Wrks8\

Inztallshield

5. Clicking the _ Change. | pytton presents another dialog box
where you specify the network location of the server by

typing in the full UNC path in the 'UNC path of CW server'
edit box, then click h:

Change Current Destination Folder
Browse to the destination folder.

Look in:

| (£ crewrksa

[[ddb [dweb
[C3i_bkond

[:li_cerﬁf

|:|i_|i::ense

(Dibldr

[CAmcLagsTD

UNC path of CW server: \

InstallShield
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6. Verify that the CourseWorks® installation folder is correct
and then press the button:

Click Mext to install to this folder, or dick Change to install to a differe

Install CourseWorksS to:
WHP_LAPTOP\crswrks8Y,

Installshield

7. The next screen allows you to choose the setup type.
Choose 'Install as a CourseWorks client' and click

(o> ]

Setup Type
Choose the CourseWorks installation type

Please select a setup type.

(") Install CourseWorks SERVER software

This option will install all CourseWorks software to create a
CourseWorks server.

¢_(®) Install as a CourseWorks CLIENT
pton will create a CourseWarks network dient.

InstallShield
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8. Verify that the setup type and destination folder are correct
and click to begin the installation process:

Ready to Install the Program
The wizard is ready to begin installation.

If you want to review or chanage any of your installation settings, dick Back. Click Cancel to
exit the wizard.

Current Settings:

Setup Type:

Install as a ermwm@

Destination Folder:

In=tallshield

9. The completion dialoi box will appear when installation is
complete. Click to end the process:
InstallShield Wizard Completed

The InstallShield Wizard has successfully installed
CourseWorks8. Click Finish to exit the wizard.
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Removing CourseWorks®

If you need to remove CourseWorks it is done through the Windows
"Add/Remove Programs" feature in the Control Panel. For more
information using this method, consult your Windows operating system
documentation.

This option will remove the CourseWorks® program. It does not remove
any of the installed courses or the student database. If you want to
remove the student database, you will need to manually delete the
database file on your computer's hard drive. You will need to use a
Windows command to delete this file.

Note: To delete, or remove, a CourseWorks® course, do
not use this option but instead follow the
directions in this documentation for removing a
course. *See "Removing (Deleting) a Course" for
details.
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Using CourseWorks® at Your Facility

Administrator Tasks... Overview

In setting up the CourseWorks® training system, the administrator can
choose to use some or all of the capabilities available in CourseWorks®,
depending on how much control she wants over the training environment
and use of the system. Each of these tasks can be completed quickly and
easily. In this discussion we will assume she is using all of the capabilities.

(3) (5) (&) =)
iy Establish Enroll Schedule i e
Install student students students student
CourseWorks database data
A | | |
P2 {4) (7} (2)
{a) Install & Organize Choose Establish
(b) configure COuUrses login password
course(s) into options
curricula

Most of these tasks don't necessarily have to be performed in a "fixed"
order, but we do recommend that they be done in the sequence that is
illustrated in the above diagram. Whatever order you choose to use, Step
1, "Installing CourseWorks®", must always be completed first.

After the administrator installs CourseWorks®, she will install and
configure the courses that are currently owned by the organization (Step
2). Later, when additional courses are either purchased or built, she will
need to install and configure those courses as well.

In Step 3 if the administrator wants to set up a "student database" she will
either input the student demographic data into the CourseWorks®
database or import it from an existing database that the organization is
already using (such as a Human Resources Department database).

The administrator has a number of options to choose from in determining
how students are enrolled in courses (Steps 4 through 7). The simplest
set-up lets students see all of the installed courses on one Tic-Tac-Toe
menu in CourseWorks® Deliver. In this case, when a student logs in he
sees buttons for all the courses. However, most organizations do not use
CourseWorks® without first configuring the environment to meet their
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specific needs, determining which courses each student should take and
deciding what curricula the administrator should establish.
CourseWorks® has several password and login options that an
administrator should also set up before having students take courses
(Step 8).

Based on the login options that are chosen, the administrator can monitor
the progress of the students on a regular basis, generate reports and print
completion certificates (Step 9). The administrator can also use
CourseWorks® to periodically review test results or perform other
database tasks.

Each of the nine main steps is discussed below and explained in more
detail in its respective section in this documentation.

Install CourseWorks® (Step 1)

This step is similar to the installation of any new software. You install
CourseWorks® just as you do other programs, using the "Run" command
from the "Start" menu on the Windows taskbar (see the "Installing
CourseWorks" section of this manual).

(3) (5 (&) (=)
) Establish Enroll Schedule Review
Install student students students student
Courseworks database data
A | | |
;o2 (4) (7 (8)
{a) Install & Organize Choose Establish
{b) configure COUrses login password
course(s) into options
curricula

®Il

*See "Installing CourseWorks™ for more details.

Install Courses (Step 2a)

Use the CourseWorks® Setup program to install courses from your CDs.
(The courses cannot be properly installed and set up using the "Run"”
command from the "Start" menu on the Windows taskbar. They must be
installed using the CourseWorks® Setup program).

The Setup program and its icon are established during the CourseWorks®
installation and appear under the CourseWorks® program group on the
computer's desktop.
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(3} (3] (3] (=)
1) Estahlish Enroll Schedule FEvi ew
Install student students students student
CourseWarks datahase data
A I | |
2 E2) (4] (7] ()
(a) Install & Organize Choose Estahlish
{b) configure COUrses login passw ord
course(s) into options
curricula

Select [CourseWorks® v8.0] » [Setup].

*See "Installing a Course" for details.

Setup (Configure) Courses (Step 2b)

Each course can be set up with an assessment test, pre- and post- tests
and other course-specific features if desired. In the Course Setup
process, the administrator can enable or disable course options such as
"skip ahead", "reverse" and "course message". This does not necessarily
need to be done when the course is initially installed, but it usually is. If
you decide to change any of the setup options for the course after it is
installed, you do not need to reinstall the course (Step 2a).

Select [Setup] » [Setup a course].

*See "Configuring a Course" for details.

Establish the Student Database (Step 3)

Use TrackPro to set up your organization's student database. Five
database fields are pre-defined. You can start using the default database
"as is" and not make any modifications. But you might want to review your
organization's data requirements when you first install CourseWorks® and
add some database fields before enrolling any students into courses.

Note: You may have more than one database in

CourseWorks® v8.0. However, each database must
have a unique "Site Name".
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(3) (5) (£) ()
() Establish Enroll Schedule Foeview
Install student students students student
CourseWorks database data
A | | I
(2] (4) (7 (8
(a) Install & Crganize Choose Establish
(b) configure courses login password
course(s) into options
curricula

Select [TrackPro] » [Database] » [Database Field Configuration].

Y As an alternative to starting a completely new training
database, you can import data from your organization's
existing non-CourseWorks® database. See "Importing a
non-CourseWorks database" for more information.

*See "Student Database Fields" for details.

Organize Courses into Curricula (Step 4)

CourseWorks® is a "curricula-based" system in that CourseWorks® always
considers a course to be part of a group of courses, i.e. a "curriculum".
The default curriculum in the system is the "All Courses in the System”
curriculum. So if an organization wants to enroll students in individual
courses, or allow all students to access all of the courses in the system,
the training administrator will not create any other curricula. However,
there are a number of reasons that an organization may want to create
additional curricula.

By having courses grouped into curricula, access can be limited to
specific groups of employees, in effect serving as a filter. The
administrator can organize courses so that when a student logs in, he
sees only those curricula that are relevant to his needs (a curriculum can
consist of one course or many courses).

Courses can be grouped into curricula for a number of reasons, creating
groups of courses that are needed for certification or accreditation,
courses that are needed to satisfy OSHA regulations, courses needed to
qualify for job advancement, courses that are needed for orientation of all
new employees, courses that are needed to familiarize employees with a
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new system or procedure, courses that are needed by employees of a
particular department or who have a particular job function, etc. Curricula
can also be broken into smaller pieces themselves ("subcurricula") for
even tighter control. There is no limit to the number of subcurricula that
can be created.

The administrator can also benefit from using curricula, because if
students are being pre-enrolled they can be enrolled into groups of
courses (curricula) all at once rather than in just one course at a time.

If the curriculum feature is used, the CourseWorks® Deliver environment
can be set up so that when a student logs in he either sees a specific
curriculum's Tic-Tac-Toe course list or a list of curricula that he is enrolled
in.

(3} () (&) (9
{1 Establish Enroll Schedule Review
Install student students studerts student
CourseWwnorks datahase data
A l | |
i (2) (4 (7} (83
(a) Install & Organize Choose Establish
(b} configure COUrses login password
course(s) into options
curricula

Select [TrackPro] » [Administration] » [Curricula Setup].

Y If an organization sets up curricula, it should never enroll
students in individual courses. Enrolling students in a
curriculum automatically enrolls them in all courses
included in the curriculum.

*See "Curriculum Overview", "Selecting the Courses or Curriculum for
Deliver" and "Login Procedures" for details.

Enroll Students (Step 5)

In CourseWorks® you can enroll students "by courses" or "by curriculum",
Most organizations group courses into curricula. If you create curricula,
we recommend that you do not enroll students in the individual courses.
Enrolling students in a curriculum automatically enrolls them in all of the
courses included in the curriculum. Generally it is a good idea to first
establish and name your curricula, add the courses you want to each
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curriculum (Step 4), and then enroll the students by "curriculum® rather

than by course.

(3] (5) (6) (9)
(1] Estahlish Enroll Schedule Roewi e
Install student students students student
CourseWorks database data
| | | |
M | I I :

(21 (4) (73 (8}

[a) Install & Organize Choose Establish

(b} configure Courses login password

Coursels) into options
curricula

*See "Curriculum Overview" and "Pre-Enroll Students" for details.

Schedule Students (Step 6)

TrackPro's "Course Scheduler" is a tool for setting up a student's course
schedule. The administrator can establish start/end "availability" dates for
any required course or curriculum. The administrator can also set up a
“recertification” period, indicating when the student should take a specific
course or curriculum again. This is a useful feature for ensuring that
students meet any regulatory retraining or certification requirements that
they might have.

(3 (5) (&) (&)
] Establish Enrall Schedule e e
Install student students students student
CourseWorks database data
A | | |
@ () (7 (8)
(a) Install & Organize Choose Estahlish
(b} configure COUrses login password
Course(s) into options
curricula

Select [TrackPro] » [Administration] » [Course Scheduler] » [Set
Schedule].

*See "Scheduling Courses" for detalils.
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Choose Login Options (Step 7)

This capability coordinates closely with "Enroll Students" (Step 5). An
organization has three main login options from which to select, depending
on whether students are being enrolled by course or by curriculum.

If an organization does enrollment by course, the administrator can
require or not require the student to log in (by "logging in" we mean that
the student will be prompted to identify himself by entering his Student
ID).

WARNING!

If a student is not required to log in, the system will not
record any training data for that student.

When managing enrollments by course, the administrator can configure
which courses will allow students to "self enroll" and which courses will
require the administrator to "pre-enroll” the students. By allowing anyone
to log in ("open enrollment") the administrator does not need to enroll the
student. Deliver will even allow a student who isn't yet in the student
database to not only enroll in the course but also input his own student
demographic data (name, job title, etc.) into the student database.
Remote sites that are not accessible to the training administrator
frequently use this option.

If an organization does enrollment by curriculum, Deliver normally first
prompts the student for his Student ID and then lists all curricula in which
the student is enrolled.

(3 (5) (6 (e}

1) Estahlizh Enroll Schedule Reviow
Install student students students student
CourseWorks database data
) (4} ) ey
(a) Install & Organize Choose Establish
(b} configure Courses login password
course(s) into options
curricula

Select [Setup] » [Course Setup] » [Enrollment/Login].
*See "Which Login Option is Best for My Organization?" for details.
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Establish Passwords (Step 8)

(3) i3) i) (2)
i) Establish Enroll Schedule R ey
Install student students students student
CourseWorks database data
A | I |
(2 (4) (7} (8)
{a) Install & Organize Choose Establish
(b) configure COUrses login password
course(s) into options
curricula

Review Student Data (Step 9)

The administrator can readily check on the progress of students via the
many predefined reports that can be viewed and printed through
TrackPro. For instance, an administrator can review scores and course
completion data for all courses, all students, a single course or a single
student.

You can also create your own unique reports. The CourseWorks® "Report
Wizard" feature assists you in this process.

{3) (5] (e} {9)
(13 Estahlish Enroll Schedule Review
Install student students students student
CourseWorks database data
A | | | :
i (2) (4} (7 (8)
(a) Install & Organize Choose Estahlish
(b} configure Courses login password
Course(s) into options
curricula

Select [TrackPro] » [Database] » [Create Database Reports].

*See "Reports" for details.
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Other Administrator Tasks

Other than the "report step”, the nine administrator activities described
earlier are typically completed in the initial configuration of your
CourseWorks® environment. There are additional things that an
administrator may decide to do later, after students have begun using the
courses. These tasks are briefly described below. They are explained in
more detail in their respective sections of this documentation.

Backing Up the Student Database

It is strongly recommended that you back up your database file on a
regular basis.

Y You should back up your database on a daily basis. The
backup must be performed when no one is using any of
the CourseWorks® applications.

Y If you have installed CourseWorks® on a network, the
backup database should be located on a different drive
than where CourseWorks® is installed or on an external
storage device, if possible.

Y If you installed CourseWorks® on a standalone computer,
the backup database should be located on an external
storage device, if possible. Otherwise it should be stored
in a folder outside of CourseWorks®.

Compacting the Database (for "Access"-type databases)

Use the "Compact Database" command regularly to improve the
performance and speed of your Access database.

*See "Compacting the Database" for details.

Certificates

The administrator can print "Certificates of Completion” for students who
successfully complete a course or have "tested out" of a course by
passing the pre-test.

*See "Student Certificates" for details.

45



Question Analysis

An administrator can review or print out a list of the test questions
associated with a course.

Select [TrackPro] » [View] » [View Course Test Questions].

*See "View a Specific Question” for details.

The administrator can also evaluate test questions to see how well
students were able to relate to them. A report can be easily generated that

shows the number of and percentage of students who answer each
guestion correctly.

Total Correct

Course title Question name count count Correct %
P |2voiding Slips, Trips & Fallz  |Q01_STEPS 1 1 100
Avoiding Slips, Trips & Falls  QDM1A_ACCID_DEATH 1 0 0
Avoiding Slips, Trips & Falls  Q01B_PREVENT 1 1 100

Select [TrackPro] » [Database] » [Create Database Reports].

*See "Reports” for details.
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TrackPro

Overview

An administrator uses TrackPro to define the training information
environment at the system level, such as enrolling students into courses,
grouping courses into curricula, scheduling courses, managing the
organization's training database, and performing other training
management functions. TrackPro also includes a powerful but easy-to-use
reporting tool that provides many predefined reports, as well as lets the
administrator design and print custom reports.

Starting TrackPro

To start TrackPro from the Desktop:

1. Double-click on the CourseWorks® v8.0 folder on your
desktop.

why  iaeldol

i

2. Double-click on "TrackPro".

Build? CustomPro Deliver License Setup
Demo (CWT only) Installer

View Menu

Overview

Many of the "View" menu commands affect the information that you see in
the main TrackPro window. With this menu you can choose to view data
by students, courses or curricula.
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View | Options Administration Database

v Toolbar
v Status Bar
Curriculum View F2
| v Student View F3
Course View F4

View Course Test Questions

View Student Metwerk Status

Status Bar and Toolbar

The administrator has the ability to display or not display the TrackPro
"Toolbar" and "Status" bar.

The Toolbar is shown at the top of the TrackPro screen.

C1EE 1EIEIE

The Status Bar is shown at the bottom of the TrackPro screen.
|Heady [ [ [12!05!2000 \U?:ZEI PM 4

These two options are similar to those used in any Windows program.

View Options

TrackPro has three main views... "Curriculum”, "Student” and "Course".
An administrator can easily switch views to display data as she needs to
see it.

Select a view based on the information you want. You can switch back
and forth between the views by either using toolbar buttons, the menu, or
by using the F2, F3, and F4 keys on your computer keyboard.

The toolbar view buttons are marked with a briefcase for the "Curriculum
View", a person for the "Student View" and a looseleaf notebook for the
"Course View".

View | Options Administration Database

v Toolbar
v Status Bar
Toolbar View Buttons e 5
) Course view | v | Student View F3
Curriculum 7 :
view \ Ii ﬁ | .] : Course Yiew F4
| View Course Test Questions
Student view | View Student Network Status

After obtaining the desired view, it can be printed by selecting [File] »
[Print].
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Curriculum View

Use this view to display curricula and their respective courses. When an
administrator implements the curriculum feature, she groups courses into
curricula and then enrolls students by curriculum, rather than by individual
courses. When a curriculum name is selected, its courses are displayed
on the right.

*See "Curriculum Overview" for information on establishing curricula.

- & e

TrackPro - Access

- |
File View Options Administration Database Help
CER KR
[ coursevor Tite

------ 8 All courses in the System

-l Employees

81 Al courses in the System
8 A Employees

L] Management

8l warehouse Employees

----- B Management

------ B Warehouse Employees

Student View

The administrator uses the student view to display a list of all of the
courses in which a student is enrolled, responses to questions, test scores
and the length of time the student took to complete each course.

- g
File View Options Administration Databaze Help

BEE 3?3

) CourseWorks
i Black, Megan

TrackPro - Access

Producer.  The MARCOM Group, Ltd.

= Tille Diugs Aleohal... Managers
s ourdon, Kelli i
3 Subtitle:
# Cavendar, Randall Time: 45
- Clark, Amanda Description

@ Clark, Debbie
@ Coldiron, Gregg This course presents fundamental information an how managers and supel
- Understand the effects substance abuse can have on
-~ Emerson, Alan a warkplace.

@ Gossert, Julie | - Be famillar with laws and iegulations that relate ta
o @ Al he S = substance abuze in the workplace.
Bl All courses inthe Syste - Know what can be dane to help create a diug and
. Cémo Usar los Extir alcohal-free warkplace.,
... #l Dealing with Hazarg
a
Session Date and Time  Pre-Test  Post-Test Time Spent  Start M
[8102/01/2011 16:22:46 i *  00:00:52
[8102/01/2011 16:25:35 x * 00:02:27 IMAIN

Student names display in the left windowpane. The highlighted student's
course data displays in the right pane. Click on the "student icon”

(W Black, Megan ) adjacent to the student's name and/or the "+" and "—
symbols in the left pane to expand and contract the listing.

Y When installing a course, the "record only partial data"
option can be selected to limit the amount of data that is
tracked. This will cause only pre- and post- test and
segment test results to be saved.

*See "Record Only Partial Data" for details.
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Course View

In "Course View", course titles display in the left pane. Student training
data displays in the right pane.

=, » ——— — T
TracF(Pro Access - - -

File View Options Administration Database Help

N EXE

A CourseWorks “| | Session Date and Time  Pre-Test  Post-Test Time Spent
izl Como Usar los Extinguider| | | g7 /01 /2011 16:22:46 - * 00:00:52
-l Desling with Hazardous Spl | | g1 /01 /2011 16:25:35 . " 000227
-l Driving Safety

=-J Drugs & Alcohol... Managg

H n n n n M

Click on the "+" and "—" symbols in the left pane to expand and contract

the listing for the desired course.

Click on the student name in the left pane to review his performance
statistics in the right pane.

Reviewing Course Questions and Segment Test

Results
The administrator may view course (quiz) and segment test questions

from several different perspectives. She may:
1. View a specific question.
2. Look at a student's response(s) to a specific question.

3. View a report listing facility-wide performance on questions.
View a Specific Question

1. Select[TrackPro] » [View] » [View Course Test
Questions].
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UETE Options  Administration  Datab

v Toolbar

v Status Bar
Curriculum View F2
Student View F3

v Course Yiew F4
View Course Test Questions k
View Student Network Status

CourseWorks® displays the list of installed courses.

CourseWorks Courses f5_<|

]
Material: Handling Safety [MCMATSAF)]

ok | Cancel | Help

2. Select the desired course.

3. Click on the button.

The selected course's quiz questions and correct answers are
listed.

Basic First Aid (FRSTAID)

File Courses Help

| \ | | [

Question D Q01A_PROTECT_SELF 1
Correct lest answer, D
We can protect ourselves from the daily hazards we encounter by:

A_ thinking "safety” first.
B. being aware of our surroundings.
C. wearing the proper protective equipment.

D. All of the above are correct.

[I£3

Ready

4. (Optional step) To print, select [File] » [Print].
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View Specific Question or Segment Test Responses for
an Individual Student

1. Select[TrackPro] » [View] » [Student View].

2. Double-click on the desired student. The courses that
student is enrolled in will appear under his name.

3. Double-click on the desired course. The results for the
guiz questions and segment tests for the selected student
can be found in the respective folders.

4. Double-click on the Questions or Segment Tests folder.

TrackPro displays session details and the student's responses for each
gquiz and segment test question answered by that student. TrackPro will
also display the student's score for each segment test that has been
taken.

(A student may have multiple responses for the same question if he
repeats a section of the course that contains the question or if he
encounters the question in different parts of the course, such as the pre-
or post-tests or quizzes).

TrackPro - Access

- rp— : —
File View Options Administration Database Help
EfN E?8
i CourseWorks + |Substance abusers have __ accidents and injuries than a typical employee.
i Black, Megan
- Bourdon, Kelli A. More
i Cavendar, Randall
ﬁl Clark, Amanda B. Fewer
1 Clark, Debbie
- Coldiren, Gregg Session Date and Time  Response  Status  Testtype Topic
@ Emerson, Alan T | Boz/1/2011 162535 A N/A
= ﬁl Gossert, Julie

=-[8 All courses in the Syste
.l Cémo Usar los Extir
Dealing with Hazar
Driving Safety

Drugs & Alcohol... |
423 Questions

View Course Question Performance Facility-Wide

In addition to displaying responses for quiz and segment tests for
individual students, the administrator also has the ability to generate a
report showing the overall results for each quiz question in a course for all
students.

1. Select[TrackPro] » [Database] » [Create Database
Reports].
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Database | Help

Attach To Database

Backup CourseWorks Database
Change Site Marne

Compact Database

Convert Access to/from SQL Server
Create Database Reports

Database Field Configuration

Export Student Data

Import non-CourseWorks database..,
Merge CourseWorks Databases

Move Database

2. Select [Course Question Statistics Report].

Report list

A

AII course attempts - sorted by course e

AII course attempts - sorted by department

AII course attempts - sorted by last date

AII courze attempts - sorted by student 1D

AII course attempts - sorted by student names

AII course report

AII student report

Assessment Statistics

Basic Student Information Repart

Best PostT est Score Repart

Completed Courzes Report

Course Enrallment Infarmation

rackPro Course Question Statistics Fe
LG8 A R0 Incompleted Courses Report

Report
eport

3. Click on the 2ot b tton.

*See "Reports" for more information on this feature.

View Student Network Status

Drescription

Show report

il

Close

An administrator can quickly determine who is logged onto the
CourseWorks® system over an entire network. With the "View" utility she
can also determine what course a student who is logged on is taking. The
administrator also has the ability to forcibly log out any student who may
have inadvertently left his computer logged in to CourseWorks®.

Log Out a Student

1. Select[TrackPro] » [View] » [View Student Network

Status].
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LECE Options  Administration  Datab

v Toolbar

v Status Bar

v Curriculum View F2
Student View F3
Course Yiew F4
View Course Test Questions
View Student Network Status

2. Tolog out a student, select the student name that is to be

logged out.
Current student login status g|
Student Mame | Course Title | Login Time
Gossert, el Accident rvestigation 08403407 09.22:18
£ *
E it | Logout | Help

3. Click on the button.

Administration Menu

As a course administrator you will frequently use the TrackPro tools
featured under the Administration menu. The Administration menu
displays options for scheduling courses, setting up curricula, deleting
student data, enrolling students, etc.

These features are explained in detail in their respective sections in this
documentation.
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Administration | Database Help

Course Scheduler r
Curricula Setup J
Delete Site

Delete Student Data
Enrollment Requirement
Pre-Enroll Students

Print Student Certificates
Progress Map

Set Deliver Mode

Set Legin Field Requirements
Systern Password Setup

Database Menu

The TrackPro Database menu is used to perform database functions such
as importing or exporting student data or accessing other CourseWorks®
databases. This menu is also used to access the reporting features in
CourseWorks®.

Database | Help

Attach To Database

Backup CourseWorks Databasze
Change Site Name

Compact Database

Convert Access to/from SQL Server
Create Database Reports

Database Field Configuration

Export Student Data

Import non-CourseWorks database...
Merge CourseWorks Databases

Move Database

These features are explained in detail in their respective sections in this
documentation.
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Install and Configure Courses

Overview

Note: In order to install a CourseWorks® course, the
CourseWorks® learning management system
software itself must first be installed. (See "Step 1" in
the figure below).

Once you have installed CourseWorks® you can immediately proceed to

installing individual courses. If CourseWorks® has not yet been installed,

see "Installing CourseWorks®".

Each time you install a course you must complete a two-step process.
You...

1. "Install" the course.

2. "Set up" (configure) the course.

(3) (5 (&) (=)
) Establish Enroll Schedule Review
Install student students students student
Courseworks database data
A | | |
;o2 (4) (7 (8)
{a) Install & Organize Choose Establish
{b) configure COUrses login password
course(s) into options
curricula
® "

Both steps are accessed via the CourseWorks™ "Setup" program. There
are two alternatives for starting Setup... from the Windows' Taskbar or
from the Desktop. (There isn't any significant difference between the two
alternatives, you can use whichever method you prefer).

Y English and foreign language courses are installed and
configured in the same way.
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Start Setup from the Desktop
1. Double-click on the CourseWorks® icon on your desktop.

L

why  iaeldol
>
oo ST

2. Double-click on "Setup”.

Buildg CustormPro Deliver License
Demo (CWT only) Installer

Installing a Course

Note: Courses cannot be properly installed and set up using the
"Run" command from the "Start” menu on the Windows
taskbar. They must be installed using the CourseWorks®

Setup program.

1. Insert the course CD in the CD-ROM drive of your
computer.

2. Select [Programs] » [CourseWorks® v8.0] » [Setup].
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?ﬁ.mﬂ.‘ﬂﬂﬁ'“ﬁ'ﬁ? S

Click on the button.

4. The program displays the "Select course(s) for installation
dialog box.

Select course(s) for installation

select tpe of i IStandard CourseMforks coursesj
course to install :

select location of course(s] ta install

Browse |

available courses bo install at this locatior:

Materials Handling 5 afety

< ]| |

¢ Back I Mest > I Cancel Help
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5. Select the type of course you want to install. You will
probably choose "Standard CourseWorks® courses”. (The
second option, "Custom CourseWorks® courses", is used to
install courses that you may have customized using the
CourseWorks® Build Lite feature. See "Build Lite" for more
information.)

6. The title of the course CD that you inserted in the CD drive
will appear in the... "available courses to install at this
location:" field.

7. Click on the button.

8. Click onthe button. The "Choose installation
purpose" dialog box displays.

Choose installation, purpose @

inztall course(s] for PLAYBACK. only - Select thiz option if wou will

* bhe uzing thiz course without modification or will Be using the
Courset~orks CustomPro software to modify the course. The
CustomPro zoftware is included in this version of CoursebWorks.
[Thiz is the default option].

ingtall cowrse(s] for BUILD only - Select thiz option if you will be

~ uzing the Courzeworks Build authoring program to modify this
course. The Build authoring program is not included in this
wergion of Coursetw orks and must be purchased separateln. A
copy of the course files will be installed in the Build autharing
folder on your computer's storage device.

" inetall courzelz) for BOTH purpozes

< Back | Mest > | Cancel | Help |

9. Click on the radio button of the installation purpose that you
want to use, "Playback", "Build" (authoring) or both. If you
will be modifying the courses using the CourseWorks® Build
software you will need to select either the second or third
radio button.

10. Click the

11. The "Select installation destination" screen appears.
Select either the default location where the course is to be
installed or a custom location.

button.
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' use the defautt CourseWorks directory ¢ select a custom directory

e \CrsWrics8 Brawse |

Disk space available:  Disk space required:

|44D553|< 440383K

<Back | instal Cancel Help

,
Hm e L]

12. Click the || putton. When the installation process is
complete the program will take you back to the main Setup
screen.

earaing Monaoement Sysfein

13. Click on the ’ﬂ button.
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WARNING!

During the time the course is installing, you cannot use
the Windows' "ALT" + "TAB" command to reach another
software application. Interrupting a course installation will
result in only some of the course files being installed, and
your database will not be updated!

Configuring a Course

There are a number of options available to the training administrator when
she is configuring a course, including setting course navigation
capabilities, creating pre- and post-tests, allowing students to do things
such as send emails (CW8 version courses only), and more.

.Start the CourseWorks® Setup Program

1. Select [CourseWorks® v8.0] » [Setup].

H'FT 1o, Sn v i hes oo it 0 S0 B A RO

e " ‘!" 2 BT Y
-l

Course Delete Eg 1 él]lrise‘.iéef;,!p:: | J

2. Click on the |€use Setw 00l ptton,

3. Complete the desired dialog box options in the "Course
Setup screen.
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“ 0K
Course: |
x Cancel
? Help
I Emai Courze Timeout [minutes)
I B0
I~ Print [~ Reverse
I Summary I~ Skip shead Testsbssessments |
[” Cerificate Course Meszage |
Fecord anly
k¥ partial data

*See discussions of options in the next section on "Course
Setup Options".

4. Click on the v button to activate your selections.

Course Setup Options

Course

Click on the l..-Courset 7 hutton in the "Course Setup” dialog box to display
a description of the course which is highlighted in the drop down menu.
This description cannot be edited.

Print

Click on the ™ Pt check box on the "Course Setup" dialog box to enable
the "Print" feature (only text screens can be printed).

When enabled, a Print button E displays on the lower left side of the
screen while the student is taking the course. The student can click on the
button at any time to print the current text screen.
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Summary

Click on the | ¥ Summary check box on the "Course Setup" dialog box to
enable the "Summary" feature.

When enabled, after a student exits a course CourseWorks® will display
the results of any segment tests that he took during the course. These
scores will be shown on the Deliver screen when he exits the course.

Certificate

Click on the |¥! Centificate check box on the "Course Setup" dialog box to
enable the "Certificate" feature.

When enabled, upon successful completion of the course CourseWorks®
will prompt the student to print his own "Certificate of Completion” for that
course.

Note: There are two methods for producing training
certificates. One is to select this option in the
"Course Setup" dialog box so the student is
prompted to print a certificate upon completion
of the course himself. Alternatively, the
administrator can use TrackPro's
Administration menu to access the "Print
Certificate" option and print certificates for
students who have successfully completed
courses herself. The administrator can also
modify the style of the certificate, as well as
some of the information printed on the
certificate. *See "Printing Certificates by the
Administrator” for details.

Reverse

Click onthe ¥ P8 check box on the "Course Setup" dialog box to

enable the "Reverse" feature.

i
When enabled, a g ("Reverse") button will display on the student's
screen. When clicked, the student will go back to the previous element in
that portion of the course.
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Skip Ahead

Click on the ¥ Skip Ahead  check box on the "Course Setup" dialog box to
enable the "Skip Ahead" feature.

When enabled, a E ("Next") button will display on the course's screens.
When clicked, the student will skip forward to the next element in that

segment of the course. If "Skip Ahead" has been enabled, but the E
button does not appear on a particular screen, the student may still be
able to skip forward to the next element in that segment of the course by
clicking anywhere on the screen.

Note: The student cannot "skip" past the chapter
tests. Each test must be successfully
completed before moving to the next chapter.

Course Timeout

Enter the number of seconds allowed of inactivity before a course will
automatically close and log off the student.

Tests

Tests are constructed at the course level, and contain a mixture of
questions drawn from all of the chapters in a course. CourseWorks®
allows you to set up both "Pre" and "Post-Tests".

1. Clickonthe I _Tesstsssnens | by ion of the "Course Setup"
dialog box to set up an Assessment Test or a "Pre"- and/or
"Post-Test".

2. The program will display the "Exam setup” dialog box.

64



Exam setup for: Electrical Safety (MCELECT)

51 questions available
Pretest or Assessment
(* Pretest
™ Agzezsment
Pretest Posttest
Passing Score: Passing Score:
r[o o r [0 x
* Hane * Mane
5 5
10 10
15 15 w 0K
20 20
" ather " other xCancel

3. The "Pre-Test" and "Post-Test" options are independent of
one another, so you can set up one, or the other, or both.

% You can have students "test out" of a course
altogether if they achieve the passing grade set for the
pretest. If they pass the pretest, the Deliver program
will ask them if they wish to continue. You should
notify students prior to them taking the course as to
whether they should continue to take the course, or
log out.

You have passed the course Pre-Test, Do you wish ta still kake this course?

Yes Mo |

In the dialog box, select which test you want to configure. If you are going
to be using a Pre-Test click the radio button for the type of test you want it
to be, "Pre-Test" or "Assessment” (see the "Assessments" section on the
following pages). Then specify:

1. How many questions will be asked in the test.

2. What the passing score for the test will be.
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Specify the Number of Questions

Click on the number of questions that you want to be asked in the test.
Click "other" to be prompted for a number between "one" and the number
of questions available in the test question pool for that course.

Note: Test questions are selected randomly from the
pool of available test questions each time a
student takes the test. The number of
"questions available" shown at the top of the
dialog box is the total number of questions that
were included in the test question pool when
the course was built.

Establish a Passing Score
Use this option to specify the "passing” grade on a Pre- or Post- Test.

1. Click on the checkbox under "Passing Score" for the
desired test. This will put a checkmark in the box and
enable the "passing score" box.

Enter the desired passing score, from 1% to 100%.

Pazzing Score:

T

2. Click on the ¥ %] putton.

3. Once you have set your test parameters, a checkmark will
be automatically placed in the check box next to the
Tests/Assessments button on the Course Setup screen and
the test feature will be activated.

[ Testz/Aszessments |

Assessments

CourseWorks® assessment capabilities allow students to "test out" of
chapters in a course on topics for which they already have adequate
knowledge. CourseWorks® will then "reconfigure” the course to include
only the chapters that the student did not test out of.

1. Clickonthe I _Tesstsesnens | by wion of the "Course Setup"
dialog box to set up an assessment.

2. The program will display the "Exam setup" dialog box.
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3.
4.

Exam setup for: Flammables/E xplosives in Labs [MCFLAME] x|

| 42 questions available

— Pretest or Assessment—
" Pretest

@ fgsessment

- Agsessment ~ Posttest

Passing Score: Passing Score:

[ & s

- Enable Auto-skip
for passed modules

& Mone
5
0

20

" gther x Cancel

In the "Pretest or Assessment” box, click on "Assessment".

An "Assessment" box will appear underneath the "Pretest
or Assessment" box.

In the "Passing Score" box enter the passing score you
want to set for the groups of questions in the Assessment
Test.

If you want CourseWorks® to automatically remove the
chapters of the course that a student "tests out" of check
the "Enable Auto-skip" box (if you do not check the "auto-
skip" box, the student will be asked if they want to go
through the chapters in the course that they have tested out
of, or if they want the chapters to be removed before they
take the course).

Once a student has completed the Assessment Test, they
will see a screen letting them know which chapters of the
course they have "tested out" of. They will then proceed to
take the course (which may be reconfigured if the student
has tested out of one or more of the chapters in the course).

Message (Course Message)

When enabled, students see a "course" message that has been created
by the administrator when they begin a course. Many training
administrators use this option to make an announcement relevant to the
course.
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1. Click onthe © -===2| b iton on the "Course Setup” dialog
box to enable the "Course Message" feature.

Enter, Course Message For: Basic First Aid (FRSTAID) @

[This course will provide helpful information for providing bagic first aid and
preventing accidents, Ask your supervigor for the location of the firgt aid
biow mearest to your work, area.

Ok | Cancel |

Enter the text of your course message and click .

Activate the Course Message by clicking on the checkbox next to

the ¥ Courze Meszage button

Record Only Partial Data

Quizzing and testing in a course can be designed to occur at four different
times:

e The course designer can include "quiz" questions throughout
the course. These are not "scored" tests, but result in
remediation ("re-teaching") if the student answers a question
incorrectly.

e Courses are also often designed with "topic tests" at the end
of major course chapters. These tests must be passed to
move to the next course chapter.

e During the setup process, the administrator can establish an
assessment test, or pre- and post- tests, all of which are
"scored"”.

Enabling the "Record only partial data" option results in only the pre- and
post- tests and unit "topic test" results being saved. Otherwise, every
guestion's response is tracked, including any "quiz" questions that may be
encountered throughout the course, resulting in larger database file sizes.

Record onl
1. Click on the [ sartal dots check box on the "Course Setup”
dialog box to enable this feature.

68



Y If your organization does not need to know how the
guiz questions in courses were answered, you can use
the "Record only partial data" feature to reduce the
potential size of your CourseWorks® database.

Removing ("Deleting") a Course

If you want to remove a course from the system, you must use the
CourseWorks® Setup program. Removing the course frees up space on
the computer's hard drive where the course was installed. The process
removes all of the course's files but it does not delete the historical
student training data for that course which has been recorded in the

database.

1. Select[Setup] » [Course Delete].

earaing Managemeat System

2. Click on the |Cousedelete 31| pytton.

The "Remove CourseWorks® courses"” dialog box will display.
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() Remove CourseWorks courses E3

Installed CourseWorks courses

Accident Investigation
Electrical Safety

Fall Protection

Orientation to Lab Safety
Safety Attitudes and Actions
:5atety Housekpn

Selection & Use of PPE

Uninstall | Close |

3. Highlight the course to be deleted from the list of courses.

4. Click on the | Unnstal ' hytton.

The "Course Uninstall Warning" dialog box will display.
Course Uninstall Warning

You are about to remove the selected
course(s) from your system. Continue?

5. Click on the | 2% | button to complete the course(s)
removal.

6. To delete additional courses, repeat steps 3 through 5.
(You can also use the Windows "shift-click" option to
remove more than one course at a time.)

7. Click on the .| button to exit from the "Remove
CourseWorks® courses" dialog box.

Note: After a course has been removed, TrackPro will
still show the course title with a "Circle with a

Slash" symbol ' next to it. This symbol
indicates that there is still course or curriculum
data in the database for students who have taken
the course.
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Deliver

Overview

Students use the "Deliver"( "play") program to take their CourseWorks®
courses. How the administrator configures the system will directly impact
what the student sees when he enters Deliver, such as the "Login" dialog
box, etc. These options are all discussed in detail in their respective sections
of this Trainer's Guide.

No matter what functions have been set up by the administrator, the student

will eventually arrive at a Course Selection ("Tic-Tac-Toe") Menu, at which
time they will be able to select the course that they want to take.

Course Selection ("Tic-Tac-Toe") Menu

— Bladsic
= Molding
Pﬂﬂs& Operations

MairFMenu

Practical =

Injection
Pﬂ-llSNFMoldmg
MamMenu

Optimizing

g Control

P'dﬂsm Settings
Main Menu

FIM
E Expert E and
Paulson Paulson solutions

Series

Mai Main Menu

Mmﬁmm“ b= Plastic

Problems |

e diil i
Paulson TeE i:‘:alggy

Elfictrn:
Molding
]SGH Machines

Main Menu

= Injection
Molding

Machine
mson Maintenance

l'ﬂain Menu Mam Menu

Irefresth 4I| 4I| JI mll

The Tic-Tac-Toe menu shows up to nine course or curricula buttons at a
time. When there are more than nine courses installed on the system, the
scroll bar is used to view the additional buttons.

The student clicks on a course's button to start the course, or if the button
represents a curriculum to display that curriculum's Tic-Tac-Toe menu.

*See "Curriculum Overview" for details regarding setting up curricula.

71



Start Deliver from the Desktop
1. Double-click on the CourseWorks® icon on your desktop.

LS U VT L1

o

2. Double-click on the "Deliver" icon.

Build? CustomPro Deliver License Setup TrackPro
Demo (CWY only) Installer

Course Button Border Colors

Each course and curriculum button has its title listed on or below the button.
When the login option in Course Setup is set to "Must be pre-enrolled (login
is required)”, or when login is done by curricula, the student is prompted for
his student ID before the Tic-Tac-Toe menu displays. Under these two login
options, the background color around the course or curriculum name on the
bottom of the button reflects the status of that course (or curriculum) for the
student logging in.

Red: Indicates that the course is not readily available on
the CD-ROM drive (for "JustPlay" and "Hybrid"
installs). The student may simply need to put the
course CD in the CD-ROM drive when prompted.

Purple: Indicates that the student hasn't started the course.

Green: Shows that the student has started the course but
has not completed it. (*See "Bookmarks" for more
details).

Blue: Shows that the student passed the pre-test and may

not be required to complete the course.
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Black: Confirms that the student has successfully
completed the course.

Orange: Indicates that the button represents a curriculum.

Closed Captioning

Another feature in CourseWorks® is "closed captioning". After a student has
selected a course if the course has been authored with "closed captions" the
system will offer him the option of having the closed captioning displayed
whenever video is playing on the screen. This can be helpful if the student
has any difficulty hearing, if he would like to have additional time to relate to
what the video is saying (by using closed captioning in conjunction with the
"Pause" capability) or if he just wants to both see and hear the information at
the same time.

Yes This course is available with closed captioning.

Would you like to enable closed captioning?

No

1. Click onthe lI button to have closed captioning
displayed.

g
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Deliver Function Buttons

In addition to the buttons showing the courses and curricula that are available
to the student, the Deliver Tac-Tac-Toe menu also has five "function buttons”

at the bottom of the screen. These buttons, "main", "back", "play”, "exit" and
"refresh”, are described below.

fevesn 1) [ [ ]

Main

This button returns the student to the "parent” curriculum from the current
subcurriculum. This button is active only if the Deliver Tic-Tac-Toe menu is
comprised of curricula which have subcurricula.

Back

This button returns the student to the previous curriculum from a
subcurriculum. This button is active only if the student is enrolled in
subcurriculum and has previously accessed one of these subcurriculum from
the opening Deliver Tic-Tac-Toe menu.

Play

This button plays a course directly from the CD-ROM drive. The course does
not need to be installed or displayed on the Tic-Tac-Toe menu, but the
course CD must be in the CD-ROM drive.

Exit
This button returns the student to the "Select Language" dialog box. The

student will then need to click ___E**__| again to return to the computer's
Windows' desktop.

Refresh

The "refresh" button updates the courses and curricula displayed on the Tic-
Tac-Toe menu. If the student computer is networked, and the student clicks
on the "refresh" button, any changes made by the CourseWorks®
administrator related to the student's current curriculum will be displayed.

For example, if the administrator added a "Back Safety" course to the
curriculum that is being displayed on the student's current Tic-Tac-Toe menu,
then a "Back Safety" course button will show on the Tic-Tac-Toe menu when
the student clicks on the "refresh" button.
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Course Navigation Buttons

When taking a course in Deliver, the student will also have access to several
other types of buttons, which typically appear at the bottom of the screen.
Some of these are "navigation” buttons, which are there so that the student
can move through the course in ways and at times that suit him best (for
example, allowing the student to watch a video clip again, move forward to
the next screen, pause, etc.).

Other buttons allow the student to control how the course is presented, by
turning off the sound, enlarging the picture, etc. Some of these buttons are
visible only when the student is viewing a particular type of screen, such as a
screen playing a video segment. These buttons are described below.

Audio Control
The Audio Control button turns the audio portion of the course on or off.

@' Audio ON @ Audio OFF

Pause/Video Control

The "Pause" button @ pauses the video.

Play

To resume playing the video after it has been paused, the student clicks on

the Play @ button.

Replay

iy
The "Replay” button @ replays the current audio or video segment.

75



Print

The "Print" button =¥

allows text or graphic screens to be printed.

Mail

The "Mail" button =
to send an e-mail.

¥ brings up the e-mail application, allowing the student

Reverse

The "Reverse" g (also called the "Back Hand") button returns to the
previous segment in that portion of the course. This option must be
previously enabled in Course Setup.

Next

The "Next" E (also called the "Forward Hand") button allows skipping
forward to the next element in that portion of the course. This option must be
previously enabled in Course Setup.

Exit

The "Exit" @ button exits the student from the course and returns him to
the Tic-Tac-Toe menu.

Help

The "Help" @ button brings up the Trainers Guide.

Bookmarks

Not all student training sessions will end as a result of the student completing
a course. There are a number of other reasons that a student may need to
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terminate their training session before they finish the course they are taking.
They may run out of time and need to get back to work, they may be paged
or receive a telephone call, or they may get called away for some other
reason.

To accommodate these types of situations, CourseWorks® includes an
automatic "bookmarking" capability. If the student has logged in (so the
system knows who he is), CourseWorks® will "bookmark" how far he
progressed in the course if he leaves the course before it is completed. The
next time the student logs in to the system and selects that course,
CourseWorks® will display a "Course Status" dialog box, and ask the student
whether he wants to pick up where he left off ("Continue" the course) or start
the course over from the beginning ("Restart" the course). If ‘Continue’ is
selected, the course will resume at the beginning of the chapter the student
was in when he ended his previous training session.

Course Status E

[You have already begun this course. Would you
like to continue or restart this course?

e Restat Sy

Student Database Fields

Overview

In order for CourseWorks® to track students' training data, the students must
be "enrolled" in the CourseWorks® database (this can either be done by the
administrator prior to the students taking courses or the students can "self-
enroll" when they click on Deliver). When TrackPro is initially installed there
are five predefined fields in the database. They may be renamed but not
deleted.

Three of the fields are "required”, two are not. Required fields must be
supplied with data as each student is enrolled.

"Required" StudentID
Last Name
First Name

"Not Required" Middle Initial
Department
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The fields that are initially set to "Not Required" may be changed to
"Required" by changing the "Is required" status to "Yes".

Ten additional fields may be established in the database. They can be
designated as "required" fields or not. These fields can subsequently be
modified or deleted at any time.

Renaming a Field

Any field name, including the names for the five predefined fields, may be
changed. To rename a student field:

1. Select[TrackPro] » [Database] » [Database Field
Configuration].

[Dabase | Help

Attach To Database

Backup CourseWorks Database
Change Site Name

Compact Database

Convert Access to/from SQL Server
Create Database Reports

Database Field Configuration

Export Student Data

Impert non-CourseWorks database...
Merge CourseWorlks Databases

Move Database

The "Database Field Configuration” dialog box displays.

Database Field Configuration

D atabase Field Infarmation

Field Mame Type
Student |D TEXT
Last Mame TEXT
First Mame TEXT
Middle Initial TEXT
Department TEXT

Save Changes | Cancel Help

2. Right-click on the field to be renamed.
3. Select [Rename this field].

78



Database Field Configuration

D atabase Field Infarmation

Field Mame Tupe
Student |D TEXT
Last Mame TEXT
First Mame TEXT

TEXT

[ Hiddle | e

Departn TEXT
Rename this field
Add a new field

Save Changes | Cancel Help

TrackPro highlights the field name in "edit mode".

Field Mame Type
Student [0 TEXT
Last Mame TEXT
First Mame TERT
Widdle |nitia TEXT

TEXT

4. Type in the new field name.

5. Click on the button.

Adding a Student Field

Ten additional student data fields may be established in the database. These
fields can be subsequently modified or deleted. To add a student field:

1. Select[TrackPro] » [Database] » [Database Field
Configuration].

Attach To Database

Backup CourseWorks Database
Change Site Name

Compact Database

Convert Access to/from SQL Server
Create Database Reports

Database Field Configuration
Export Student Data

Import non-CourseWorks database...
Merge CourseWorks Databases
Move Database

The "Database Field Configuration” dialog box displays.
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Database Field Configuration

Database Field Information

Field Hame Type
Student D TExT
Last Mame TE=T
First Name TEXT
Middle Initial TExT
Department TEXT

Save Changes | Cancel Help

2. Right-click anywhere within the field table (the white box).
Select [Add a new field].

Database Field Configuration

D atabase Field Infarmation

Field Mame Type
Student |D TEXT
Last Mame TEXT
First Mame TEXT

TEXT

[ Hiddle | e

Departn TEXT
Rename this field
Add a new field

Save Changes | Cancel Help

TrackPro displays the following dialog box:

Add new field to database X

Field narne: |

Tvpe: |TEXT -

QK. | Cancel | Help |

3. Type in the new field's name (14 character maximum).
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4. Use the drop-down menu to select the "Type" of field.

| TEXT ~|

MUMBER
YES/MO
DATE

Below is an explanation of the different data types available:

Data Type Data Description
TEXT Alphanumeric characters, no special
characters such as "/" or ">".
NUMBER Numeric characters only
YES/NO "Yes" or "No" response only.
DATE Date-formatted data, such as "date
of hire" or "birthdate".

5. Click on the button.

Deleting a Field

Database fields may be deleted, except for the five predefined fields.

However, once you delete a field all of the data that has been stored in that
field in the database will be deleted for every student and cannot be
recreated. To delete a field:

1. Select[TrackPro] » [Database] » [Database Field

Configuration].
Help

Attach To Database

Backup CourseWorks Database
Change Site Name

Compact Database

Convert Access to/from SQL Server
Create Database Reports

Database Field Configuration
Export Student Data

Import non- CourseWorks database...

Merge CourseWorks Databases
Move Database
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2. Right-click on the field to be deleted. Select [Delete this
field].

Department
[ate of Hire

Delete this Field

Rename this Field
add a new Field

TrackPro displays the following warning:

TrackPro Warning
If this field is deleted, all student

data for this field will be lost
and iz not recoverable. Continue anpway?

te |

3. Click onthe [ = button.

Designating a Field "Required" or "Not Required"

For fields that have been added, the administrator can designate that field as
“required"” or "not required”. To do this:

1. Select[TrackPro] » [Administration] » [Set Login Field
Requirements].

Adrninistration | Database Help

Course Scheduler ¥
Curricula Setup K
Delete Site

Delete Student Data
Enrcllment Requirement
Pre-Enrcll Students

Print Student Certificates
Progress Map

Set Deliver Mode

Set Login Field Requirements
Systern Password Setup
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The "Login Field Requirements” dialog box displays.

Set Login Field Requirements Pz|

Lagin Field Requirements

Diuring the student enrollment process, the '|s Required' designation
forces that database field to be filled in. To make that field required or
niot required, right click on the field name.

Field Mame |z Required
Student 1D es

Last Mame es

First Mame es
Middle Initial Mo
Department Mo

Drate of Hire Yes

QK | Cancel Help

2. Right-click on any field whose "Required/Not-required” status
is to be changed. This will bring up the "Make this field
required" checkbox.

Date of Hir

v Make this Field required

X

Set Login Field Requirements

Login Field Requirements

During the student enrollment process, the '|s Required' designation
farces that database field to be filed in. To make that field required or
ot required, right click on the figld name.

Field Mame |5 Required
Student (D Tes
Last Mame Yes
First Mame Yes
Middle Initial Mo

Mo
=

ok | Cancel | Help

3. Click L],

Student Database: Adding, Modifying and
Deleting Students

You can use TrackPro to manage your organization's student training
records. You can add or remove students from the database, as well as

change their demographic data.
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Adding a Student

If the administrator has chosen the "Must be Pre-Enrolled (Login is required)"”
option as the enrollment requirement for Deliver (see "Enrollment
Requirement" for more details), a student's demographic information must be
entered into the database prior to the student logging in to Deliver. To do this:

1. Select[TrackPro] » [Administration] » [Pre-Enroll
Students].

Administration

Course Scheduler

Curricula Setup

Delete Site
Delete Student Data

Database

Enrollment Requirement

Pre-Enroll Students

Print Student Certificates

Progress Map

Set Deliver Mode

Set Login Field Requirements

System Password Setup

Help

The "CourseWorks® Enrollment Utility" dialog box displays.

CourseWorks Enroliment Utility

Fl aed

Update

A

h']
el
T
T

te

Enral

Help

it

EBlackwel, John
Bucci. Lary
Gossert, Julie
Johnsan, Matt
Jones, Debbie
Larsen, Ralph
Manring, Jenniter
Simpson, Dennis
Thompson, Sue
Tyler, Steven
‘woods, Amanda

Erraliment by Student 1 Enrollment by Course/Curricula ]

3]

Cancel

Help
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2. Click on the "Enrollment by Student" tab and then click on the
i & | pyteon,

TrackPro displays a blank "New Student Registration" dialog
box. Two types of fields will appear in this box... the pre-
defined fields that are required by CourseWorks® (Student ID,
First Name, Last Name, Middle Initial and Department) and
any other fields that have been set up by the administrator.
(See "Student Database Fields" for more details.)

New Student Registration g]
Student ID
First Mame
Middle Initial
Last Mame
Departrent
D ate of Hire ’—

V 0K | x Cancel

? Help

3. Enter student data in the fields.

4. Click on the ¥ % button to save the new student record.

Note: TrackPro will display an error message when you
attempt to register a new student without filling in
the required fields.

Modifying Student Data

The administrator also has the ability to modify a student's data, such as
make a name change for someone who was recently married, at any time. To
do this:

1. Select[TrackPro] » [Administration] » [Pre-Enroll
Students].
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[Administration ] Database Help

Course Scheduler r
Curricula Setup 2
Delete Site

Delete Student Data
Enrollment Requirement
Pre-Enrcll Students

Print Student Certificates
Progress Map

Set Deliver Mode

Set Login Field Requirements
Systern Password Setup

The "CourseWorks® Enrollment Utility" dialog box displays.

CourseWorks Enroliment Utility r5_<|

Enraliment by Student 1 Enrollment by Course/Curricula ]

B Add Blackwel, John
Bucci. Lary

Gossert, Julie
Johnsan, Matt
iz Jones, Debbie
Larsen, Ralph
Manring, Jenniter
te Simpzon, Dennis
Thompson, Sue
Tyler, Steven
= Errol ‘woods, Amanda

A

4

Help

b

(1]:4 | Cancel ‘ | Help |

2. Click on the "Enrollment by Student" tab and highlight the
desired student.

Black, Megan

frl aad

Julie
Jo . Matt
m Updats Jonesz, Debbie
“— |Larzen, Ralph
tarining, Jennifer
a Dielete Simpsaon, Denniz
1 | Thompzon, Sue
Tuler, Steven
— Enrall Woods, Amanda
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3. Click on the Cupase button.

TrackPro displays the current student data.

Update Student Information E]
Student 1D lsa7
First Name ’Julie—
Middle Initial
Last Mame Gossert

Department Distributor Support

Date of Hire

V oK | x Earu:el‘ ? Help

4. Change the necessary student data in the listed fields.

5. Click on the L¥*] putton to save your database changes.

6. Click onthe v button on the Enrollment Utility screen after
all changes have been made.

TrackPro i) \

'\?) Do you want to save the changes?

1 Mo | Cancel |

7. Click on the button.

Deleting a Student from the Student Database

Note: "Deleting" a student will remove all of the
student's demographic and historical training
data. It is strongly recommended that you export
the student's data as a backup prior to deleting
them from the database. (See "Exporting a
Student's Data" for more information.)
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Delete a Student

1. Select[TrackPro] » [Administration] » [Pre-Enroll

Students].
[Administration] Database Help
Course Scheduler r
Curricula Setup 2
Delete Site

Delete Student Data
Enrollment Requirement
Pre-Enrcll Students

Print Student Certificates
Progress Map

Set Deliver Mode

Set Login Field Requirements
Systern Password Setup

The "CourseWorks® Enrollment Utility" dialog box displays.

CourseWorks Enrollment Utility rzi

Enraliment by Student l Enraliment by EnuisafEurricuia]

Elack. Megan
Blackwell. John
Bucci, Lary
Gossert, Julie
Jahinzan, Matt
Jones, Debbie
Larzen. Ralph
Manning. Jennifer
a Delete | |Simpson, Dennis
Thompson, Sug
Tuyler, Steven
— Enrol Woods, Amanda

Update

Rl

Help

Ok Cancel Help
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2. Click on the "Enrollment by Student" tab and highlight the
student to be removed from the database.

CourseWorks Enrollment Utility

Enrollment by Student ] Erollment by Course/Cur

Black, Megan
E Add Blackwell, John

Goszsert, Julie

Johnzon, katt
D Updats Jones, Debbie

Larsen, Ralph
Marning, Jexnifer
B Delete Thompson, Sue

Tyler, Steven

3. Click on the [222 | putton.

You will be "warned" by a dialog box that the student will be
deleted from the database and asked to confirm that you really
want to delete the student.

TrackPro Warning B2

This will delete the student's records
from the database and can NOT be undone.
Are you sure that you want to continue?

4. Click on the | & | putton.
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Curricula

Curriculum Overview

As courses are installed, CourseWorks® automatically includes them in a
group called the "All Courses in the System" curriculum. All of these course
buttons will be displayed on the Tic-Tac-Toe menu when a student starts
Deliver unless the administrator configures the login setup differently. (See
"Login" for details).

The CourseWorks® curriculum feature gives the administrator the means to
group courses into additional curricula. Organizations can want to group
courses for varied and different reasons. For instance, an organization may
want to set up a curriculum so that every entry-level person takes certain
mandatory courses. After the new hires complete that curriculum, they may
then be required to take a different group of courses for their particular
occupation. Another organization may set up curricula for levels within a job
type, such as Machine Tech I, Machine Tech I, etc.

An additional benefit of using the curriculum feature is that when students log
in to Deliver they see only the courses in their curriculum. This in a sense
"filters" the course list for students so that they aren't overwhelmed by seeing
every course that is installed on the system. It also keeps them focused on
only the courses they should be taking.

While many organizations will set up different curricula for various categories
of workers, the administrator may also include certain courses that are
"universal" and need to be taken by everyone in each curriculum.

Curriculum for
Office Personnel —

_—" CourseY ——
P Course Z ~
/ Course X I — \.,
| e — i ]
\\-..1_/ " Course: "Safety for All" //7 \"‘\\
{f" s - " \
\»‘_% Course A  CourseC R D,,/

~—__ CourseB SO ol
— Curriculum for
Field Personnel

In this illustration office personnel will take courses "X", "Y", "Z", and "Safety

for All". Field personnel will take courses "A", "B", "C", "D", and "Safety for
All".

90



Both curricula have one course in common, the course titled "Safety for All"
(if there are several courses that are needed by all personnel, the
administrator should establish a "subcurriculum” containing these courses,
then include that subcurriculum into every curriculum, rather than include the
individual courses in every curriculum).

& CourseWorks® is designed to operate either by curricula or by
individual course, not a combination of both. If an organization
sets up curricula, courses should no longer be thought of or
handled individually, but should always be part of a curriculum,
even if they are the only course in that curriculum. Enrolling
students in a curriculum automatically enrolls them in all of the
courses included in the curriculum.

COUESIEWOTR KNS

All courses in the Administration Lab Employees
System

Instalaciones

Lab Operations Manufacturing Marketing Dept

Warehouse
Employees

[an ][ o~ |[ipand @[ exe ]| oxit |
‘ refresh E” J” J” J” Jl > > > refresh E” J” J” J” J-I

In this illustration, the left-hand Tic-Tac-Toe menu is the main CourseWorks®
Deliver screen. It has seven curricula buttons. If the student clicks on the
"Warehouse Employees" button, CourseWorks® will then display the courses
available in the "Warehouse Employees" curriculum menu on the right.

Subcurriculum Overview

An administrator can refine the grouping of courses by establishing
subcurricula. A subcurriculum is a curriculum within a curriculum. One thing
that creating subcurricula will do is allow an administrator to define a group of
courses that needs to be included in multiple curricula. If subcurricula are set
up, when a student selects a curriculum he will initially see a curriculum Tic-
Tac-Toe menu displaying both buttons for the "subcurricula” in that
curriculum as well as buttons for any individual courses that are part of that
curriculum. When he selects a subcurriculum button by clicking on it, the
student then sees the subcurriculum Tic-Tac-Toe menu displaying the
courses in that subcurriculum.

91



Manufacturing Basic Safety Courses

- [rem @[ w|[ ooy O[ewe x|
[ =] | | | A [ I (P20 = | | ] | |

In this illustration, the left-hand Tic-Tac-Toe menu is the CourseWorks®
Deliver screen that appeared after selecting the "Manufacturing” curriculum
button. It has three individual course buttons and one subcurriculum button. If
the student clicks on the "Additional Curricula — Basic Safety Courses"
button, CourseWorks® will then display the courses available in the "Basic
Safety Courses" subcurriculum in the menu on the right.

Setting Up and Using Curricula

The administrator completes several steps in order to set up and use
curricula properly:

Establish and name the curricula.
Designate the courses to be included in each curriculum.
Establish and name any included subcurricula.

Enroll students into curricula (instead of individual courses).

a b w0 N PE

Configure CourseWorks® Deliver to display courses by
curricula.

These steps are explained in detail below.

Creating a Curriculum

To set up a curriculum and establish how the curriculum will be displayed on
the Deliver Tic-Tac-Toe menu:

1. Select[TrackPro] » [Administration] » [Curricula Setup]
» [Create New Curricula].
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Administration | Database Help

Course Scheduler J h

Curricula Setup J Create Mew Curricula
Delete Site Madify Curricula
Delete Student Data Delete Curricula

Enrollment Requirement
Pre-Enrall Students

Print Student Certificates
Progress Map

Set Deliver Mode

Set Legin Field Requirements

System Password Setup

TrackPro displays the "Add Curriculum” dialog box.

Add Curriculum El

Ta create a new curriculum, enter a descriptive lite and select optional settings as
to how this curmculum will be displayed on the Courseorks opening screen. ou
alzo need to indicate how you want students ta be able to access this curiculum.
enter a curriculum title:
|‘ select colar
far curriculum

& Usebannerbitmap  ( Use banner text background

select graphic for banner

(574 = 52 pirels]

! 2

COU RS e WO KRS

| Finish | Cancel Help

Complete the options for the curriculum:
a. Enter the title for the curriculum.

b. Choose the background color for the curriculum's Tic-Tac-
Toe menu.
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c. Choose either a banner bitmap or banner text (depending
on if you are using a graphic that you have created or
typing text) for the banner that appears at the top of the
Deliver Tic-Tac-Toe menu. (This is typically the name of
the curriculum.)

3. Click on the "Use banner bitmap" radio button and then the
"select graphic for banner" button in order to specify a bitmap
file location to be used for the banner, or click on the "Use
banner text" radio button and then use the three text buttons to
specify the banner text options... the text, the font and the
background color.

@ Use banner bitmap ¢ Use banner text " Use banner bitmap ~ © Use banner text
; Select font Soel
select graphic for banner Input banner for b background
text tth annet color for
banner text
(514 » 52 pixels) or

4. Click on the button to save the selections that you
have made, such as:

¥ Click on the 2222 button at any time to display the results
of your choices.

Designating the Curriculum’'s Courses

Once a curriculum is set up, the administrator specifies what courses will be
included in it.

1. Select[TrackPro] » [Administration] » [Curricula Setup]
» [Modify Curricula].
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Database Help

Course Scheduler [

Curricula Setup L Create Mew Curricula
Delete Site Madify Curricula
Delete Student Data Delete Curricula

Enrcllment Requirement
Pre-Enroll Students

Print Student Certificates
Progress Map

Set Deliver Mode

Set Login Field Requirements
Systern Password Setup

TrackPro displays the "Modify Curricula Content" dialog box.

2. Select the curriculum that you want to add courses to.

Modify Curricula Content gl
Select the cumiculum that you want to madify
Curricula Names
]
=18 Al courses in the System
8] Al Personnel

=8 Lab Employess
B Lab Operations
Bl Manufacturing
= -8 Marketing Dept
B “warehouse Employees

Note: "+" signs on existing curricula indicate that they
have courses assigned to them. To "expand"
(show) the curriculum's list of courses click on the
"+" sign. Click on the "-" symbol to "hide" the list
of courses in that curriculum.

3. Click to show the "Available Course List".
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4. Select any of the course titles in the "Available Course List" on
the right side of the screen, and drag the title, using the left
mouse button, into the desired curriculum.

Modify Curricula Content El

Curiicula Mames Available Course List

BE ] :drinistation] B Basic First Aid [FRSTAID)
B Ladder Safely MCLADSAF) H Bloodbome Pathogens (M_B2P_EM]
Bl Emergency Planning MCEMPLAN) B Emergency Planning [MCEMPLAN)

’ Ergonomia en la Oficina (M_ERO_SP)

’ Flammables/Explosives in Labs [MCFLAME]
’ Gag Cylinders in the Lab [MCLABGAS)

’ Hazardous Materials Labels [M_013_EN]
’ Indior &ir Qudlity (MCIMDOOR]

’ Laboratory Erganamics (MCLABERG)

’ Ladder Safety [MCLAD SAF)

’ Office Safety [M_020_EN)

’ Patégenas Transmitidas (M_B2P_SF)

Delete this cuniculum

Hel
2>

< Back Mext > Cancel ‘

¥ You may also copy courses listed under one curriculum
in the "Curricula Content Tree" (left box) to another
curriculum by dragging via the right mouse button.

5. Click [t ]

The "Modify Curriculum Properties" dialog box will display,
showing your selections. You then have the opportunity to
change any other curriculum attributes that you would like.

Modify Curriculum Properties &‘

ITou have just changed the list of courses in the cumculum shown in the box
below. Changes to any other aspects of this curiculum can be made below.

Cuniculum being modfied

select calor
for curriculum

backgraund

" Use barner bitmap ™ Use banner text

Select font et
|nput banner or b background
text o lar;nel calor for
e hanner text
L 4
All Personnel

< Back I Finish Cancel ‘
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6. Click L_fnsn_].

Note: You can modify these settings at any time after
the curricula is created by clicking on [TrackPro]
» [Administration] » [Curricula Setup] »
[Modify Curricula].

Deleting a Curriculum

Deleting a curriculum does just that. It removes that curriculum from the
available list of curricula. It does not remove any courses from the computer.
(If you need to physically "delete” a course from CourseWorks®, select
[Setup] » [Delete a course)).

To delete a curriculum:

1. Select[TrackPro] » [Administration] » [Curricula Setup]
» [Delete Curricula].

Database Help

Course Scheduler L

Curricula Setup L Create Mew Curricula
Delete Site Madify Curricula
Delete Student Data Delete Curricula

Enrcllment Requirement |
Pre-Enroll Students

Print Student Certificates
Progress Map

Set Deliver Mode

Set Login Field Requirements

Systern Password Setup

TrackPro displays the "Delete Curricula" dialog box.
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Delete Curricula g
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2. Highlight the curriculum to be removed.

3. Click on J

4. Click on L],

Viewing Curricula in Deliver

Once curricula have been created, you need to configure the Deliver Tic-Tac-
Toe menu to show the various curricula that are available to your students.

1. Select[TrackPro] » [Administration] » [Set Deliver
Model].

Database Help

Course Scheduler r
Curricula Setup L
Delete Site

Delete Student Data

Enrollment Requirement

Pre-Enroll Students

Print Student Certificates

Progress Map

Set Deliver Mode

Set Legin Field Requirements

Systern Password Setup

2. The "Deliver Mode" dialog box will be set to "By curricula".
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Deliver Mode g]

Indicate how training will be organized in the system:

" By course

* By cumicula

| Mest > | Cancel | Help |

3. Click["=* ] This sets the Tic-Tac-Toe menu to display the
buttons for the curricula that you have created.

The next screen to display will be the "Organization by Curricula"
screen. Now that you have configured Deliver to show the curricula
you have created, you need to choose which curricula you want to be
available to each of your students. The two options are:

e "All of the curricula in the system."
— With this option, when a student enters Deliver, all of
the curricula in the system will display on the Tic-Tac-
Toe menu. When the student clicks on his desired
curriculum he will then be prompted for his login.

e "Only the curriculum in which the student is pre-enrolled.”

— With this option, when a student enters Deliver they will
be prompted to enter their login first. After the student
logs in the Tic-Tac-Toe menu displays only curricula
that he has been pre-enrolled in.
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Organization By Curricula &

*r'ou have chosen to organize your training by curricula, what
curmcula do you want to appear on a student's Tic-Tac-Toe menu™

¢ All of the curmicula in the system

" Oy the curicula in which the student iz pre-enrolled

“t'ou have chogen o organize your training by curmicula. Options such as curicula
name, the courzes that will appear in a curiculum, twpe of enrollment and login
requirements can be specified when each curiculum iz set up.

Since you are doing vour training by curicula, students may be required to log in
whenever they take a course. You may want to look at the login screen that is
currently defined in the spstem ta make sure that it captures all of the: student data that
you want to collect.

< Back | Finish | Cancel | Help |

4. Choose the option that you want based on the criteria
described above and click L_frh_].

Changing the Order of Courses

on aTic-Tac-Toe Menu

Every curriculum has its own Tic-Tac-Toe menu. The course buttons are
displayed via the Deliver program. The order of the course buttons is
determined during the curriculum creation process. As each course is added
to the curriculum, its button is added to the end of the list of course buttons in
the curriculum.

Instalaciones
Comerciales y
de Industria

refresh E” J” J” J” J|

The buttons display in the Tic-Tac-Toe menu from left to right and from top to
bottom. It is easy to rearrange the order of a curriculum's buttons as follows.
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1. Select[TrackPro] » [Administration] » [Curricula Setup]
» [Modify Curricula].

Database Help

Course Scheduler [

Curricula Setup L Create Mew Curricula
Delete Site Madify Curricula
Delete Student Data Delete Curricula

Enrcllment Requirement
Pre-Enroll Students

Print Student Certificates
Progress Map

Set Deliver Mode

Set Login Field Requirements

Systern Password Setup

TrackPro displays the "Modify Curricula Content" dialog box. Choose
the curricula in which you want to change the order of the courses.

Modify Curricula Content @

Selsct the curriculum that you want to modiy.

2. Clickon .

3. Highlight a course for which you want to change the location
of its button. Then, using the left mouse button, drag the
course title below the title you want it to be displayed after.
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Modify Curricula Content
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This following illustration shows the new course arrangement on the menu.
("Bloodborne Pathogens" was moved to the second position on the menu).

Note: Use this method to change the order of courses in
a subcurriculum as well.

Instalaciones
Comerciales y
de Industria

] jos

| main J” back J” @m exit El
el LI |
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Modifying Curricula

The banner, the border color, and the order of the curriculum buttons are
determined when the administrator sets up or modifies the curricula. You
can modify curricula at any time.

1. Select[TrackPro] » [Administration] » [Curricula Setup]
» [Modify Curricula].

Database Help

Course Scheduler L

Curricula Setup L Create Mew Curricula
Delete Site Modify Curricula
Delete Student Data Delete Curricula

Enrcllment Requirement
Pre-Enroll Students

Print Student Certificates
Progress Map

Set Deliver Mode

Set Login Field Requirements
Systern Password Setup

TrackPro displays the "Modify Curricula Content" dialog box, with the
curricula in a "compressed" view (not showing the individual courses in
each curriculum).

Modify Curricula Content &
Select the curriculum that you want to modify.
Curricul la Names

=@ Administration

B All courses in the System
@ All Persornel

« @ Lab Dperations
B Manufactuing

- I8 Marketing Dept

W use Emy

103



2. Highlight the curriculum that you want to modify and click
o 1

Modify Curricula Content El
Curricula Mames Available Course List
= 8 Warehouse Emplayees Bl Basic First 4id [FRSTAID)
B Emergency Flanring MCEMPLAN) Bl Bioodbome Pathogens [M_B2P_EN]
B Ladder Safety MCLADSAF] Bl Emergency Planning [MCEMPLAN)

8 Patigenos Transmitdos M_B2P S | B Eyconomia enla Oficins [M_ERO_SP)
’ Bl - mE’ Pal | . Flammables/E splagives in Labs [MCFLAME]
8 Basic st id FRSTAID) Il Gias Cylinders in the Lab (MCLABGAS]
B Hazardous Materials Labels (M_013_EN)
Bl Indaor Air Quality (MCINDOOR)
H Laboratary Eraonomics MCLABERG)
B Ladder S afety MCLADSAF)
B Oifice Safety (M_020_EN)
B Fatigencs Transmitidos [M_B2P_SP)

Dielete this course from curiculum

Help
-

< Back Mext > Cancel |

8

3. Inthis screen you can add or delete any courses in that
curriculum. When you are finished click on [_te=_|,

4. You can then change any of the elements in the "Modify
Curriculum Properties"” dialog box that you want to be different.

Modify Curriculum Properties ﬁl

Hou have just changed the list of courses in the curmculum shawn in the bax
below. Changes ta any other aspects of this curmiculum can be made belaw.

Curriculum being modified:

e

" Use banner bitmap ™ Use banner text

Select font 3
Input banner for b backaraund
text o t:ﬂne' colar for
banner bext
¥
All Personnel

< Back I Finish Cancel
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For instance, a new "text" banner can be set up quickly. Click
on the "Use banner text" radio button and complete the text
options:

" Use bannerbitmap ~ © Use banner text

Select
background
color for
banner text

Select font
for banner
text

|Input banner
text

If you opt for a banner bitmap, you will be prompted to indicate the
bitmap file's location. This is a file that you will have created previously
in a graphics software program. All banner bitmaps should be 514 x 52
pixels.

5. Click on the button when you are finished.

Creating Subcurricula
Subcurricula are used to simplify the grouping of an organization's courses.

For instance, the administrator may determine that there are several courses
that are needed by all students in all departments. If that is the case, the
administrator should establish a "subcurriculum" containing those courses
and then include that subcurriculum into every curriculum, rather than include
the individual courses into every curriculum.

An administrator can create any number of subcurricula, grouping courses by
some common criterion. She can then include these subcurricula within the
relevant curricula. Students assigned to a curriculum are automatically
enrolled in all of the courses that are included in all of that curriculum's
subcurricula.

For example, Kathy Johnson in the Manufacturing Department needs to take
the courses in the "Manufacturing” curriculum. She also needs to take the
courses in the "Basic Safety Courses" subcurriculum. When Kathy accesses
Deliver and enters her login, she will see the following Tic-Tac-Toe screen,
which displays both the individual courses in her "Manufacturing” curriculum,
as well as a button for the "Basic Safety Courses" subcurriculum.
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Manufacturing

EEZETE=) | | | I || |

If Kathy clicks on the "Additional Curricula — Basic Safety Courses" button,
she will then be able to view the courses available in that subcurriculum.

Basic Safety Courses

| main ﬁ;” hack ﬂ” play @” exit £|
[eweon ][ Q[ J[ [ )
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To Create a Subcurriculum

Subcurricula are created in the same way that curricula are created (in fact,
they are curricula that is used as part of another curricula). To create a
subcurriculum:

1. Select [TrackPro] » [Administration] » [Curricula Setup]
» [Modify Curricula].

Database Help

Course Scheduler L

Curricula Setup L Create Mew Curricula
Delete Site Modify Curricula
Delete Student Data Delete Curricula

Enrcllment Requirement
Pre-Enroll Students

Print Student Certificates
Progress Map

Set Deliver Mode

Set Login Field Requirements
Systern Password Setup

TrackPro displays the "Modify Curricula Content" dialog box, with the
curricula in a "compressed" view (i.e., only showing the curricula names, not
the courses within each curriculum).

Modify Curricula Content

Select the curriculun that pau want to maodify,

Curricula Mames

+- [ Administration

+ 1B &l courzes in the System
+- [ Al Perzonnel

+- 8 Lab Operations

28 - | anwfactuning
+- 1B Marketing Dept

+- [ “Warehouse Employees

2. Select the curriculum that you want to create a subcurriculum

for and click .
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3. Inthe next screen, right click on the curriculum title and click

again.

Curricula Mames Awvailable Course List
(= o 8l B.2sic First Aid (FRSTAID)
1 Blooc BRI Bl Bloodbome Pathagens (M_B2P_EN]

H Ha=s Bl Ermergency Planning [MCEMPLAN)
’ Ladder Satety MELADSAF) ‘ Ergonomia en la Oficina [M_ERO_SP)
’ Flammables/E xplosives in Labs [MCFLAME)
’ Gasz Cylinders in the Lab (MCLABGAS)
' Hazardous Materials Labels [M_013_EN]
‘ Indoor Air Quality [MCINDOOR]
’ Laboratory Ergonomics MCLABERG)
’ Ladder Safety (MCLADSAF)
’ Office Safety [M_020_EM]
‘ Patagenos Transmitidos [M_B2P_SP)

Delete this curriculum

Hel -
Delete | ? TU;'ﬁp | ‘OOVIEW

< Back Mest > Cancel |

The "Add Curriculum™ screen will appear allowing you to define your
subcurriculum using the same methods that you previously used to
define your original curricula.

Add Curriculum El

Tacreate a new cumculum, enter a descriptive tite and select optional settings as

to how this cuniculum will be displayed on the Courselworks opening screen. You

alzo need to indicate how you want students to be able to access this curiculum.
enter a curticulum titls:

“ select color
far curriculum

" Usebanrerbitmap ¢ Use banner text background

zelect graphic for banner

(514 » 52 pixels]

¥

COUESEeWOoTKS

| Finish Cancel Help

4. Once you have defined your subcurriculum, click [_Firish ],

To add courses to your subcurriculum, follow the directions in
"designating a curriculum'’s courses".

108



Enroll Students

Overview

There are two main approaches for enrolling students, "Enrolling by Student"
and "Enrolling by Course/Curricula”. You can either select a student and
enroll him into courses or curricula, or you can select a course or curriculum
and then enroll students into that course or curriculum.

CourseWorks Enrollment Utility

Enraliment by Student | Eprallment by Course/Curicula

¥ CourseWorks® has a powerful feature in which the administrator
can group courses into a "curriculum”. If you aren't familiar with
the curriculum feature, you should review the "Curricula”
section of this guide.

You can enroll an individual student into one course, multiple courses, a
single curriculum, or multiple curricula, by using the "Enrollment by Student”
capability in TrackPro.

You can enroll multiple students into courses or curricula via the "Enrollment
by Course/Curricula” tab.

Note: The idea of a student being "registered" or
requiring them to be "pre-enrolled” in a course or
curricula is a key part of the CourseWorks "Login"
function. *See "Login Procedures" for details.
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Enrolling an Individual Student (into Courses

or Curricula)

Use the "Enrollment by Student” tab to enroll an individual student into
courses or curricula.

1. Select[TrackPro] » [Administration] » [Pre-Enroll

Students].
Adrninistration | Database Help
Course Scheduler r
Curricula Setup 2
Delete Site

Delete Student Data
Enrollment Requirement
Pre-Enrcll Students

Print Student Certificates
Progress Map

Set Deliver Mode

Set Login Field Requirements
Systern Password Setup

The "CourseWorks® Enrollment Utility" dialog box displays.

2. Click on the "Enrollment by Student" tab and highlight the
desired student.

CourseWorks Enrollment Utility

Enroliment by Student l Enrollment by Course/Curticula ]

Black. Megan

E Add Blackwell, John
Bucci, Lary

Coldiron, Randy

Dobies, John
DUpdate Emmerson, dlan

Gossert, Julie
Johnzon, Matt

FdDelete | [Janes, Debbie

Kennedy, Joahna

Larzen, Ralph
= Enrall anning, Jennifer
== MaGuire, Melissa

Fozsi, Jim

? Help Thampson, Sue
3. Click on the =& button.

CourseWorks® displays the "Student Enrollment" dialog box.
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Student Enrollment for, Steven Tyler for site: CourseWorks §|

o Viewbycourse  © View by cumiculum

Available Courses: | | Selected Courses: |

B asic First Aid ~ Bloodborne Pathogens

Ergonomia en la Qficing 4
Flammables/E xplogives in Lab: Enroll
Gaz Cylinders in the Lab

Hazardous M aterials Labels

Indoor Air Cluality v 4
3 2 Delete 3 )

Thiz student wasz previously enrolled by ‘curricula’ into the following course(s):

Curricula | Course

< *

V oK x ez ? Help

The dialog box default is to enroll by course. The "Selected
Courses" column on the right indicates which courses the student
is enrolled in.

Note: If the student you have chosen has been
previously enrolled in courses through curriculum,
the courses and curricula he is already enrolled in
will appear in the box at the bottom of the screen.

Thiz student was previouzly enrolled by ‘cumicula’ into the following course(z):

Cuirricula | Course -
Administration Ladder Safety
Adminiztratinn Frorrnenru Planninn v

Note: You can click on the radio button to switch to
"View by curriculum” to enroll students into
curriculum.
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Student Enrollment for Steven Tyler for site: CourseWorks g]

" iew by course & View by curiculum

Avvailable Curnicula: ‘ | Selected Curicula: ‘

Administration

All courses in the System

All Persornel

Lab Operations Enroll
Manufacturing
Marketing Dept
whanshouse Employees

Delete

? Help

Show curmcula V 0K x Cancel

Y Can't remember what course titles are in each

curriculum? Click on the ™™ putton to see a list of all
the curricula and their courses.

4. Inthe "Available Curricula" column on the left side, highlight
the courses (or curricula) in which the student is to be enrolled.

. 4 ,
5. Click on the | Emal | hutton to move the desired courses (or
curricula) into the "Selected Curricula" column on the right side.

6. Click on the % | putton.

& Select multiple courses or curricula by holding down the
key and clicking on the desired courses. Select a
contiguous group of courses by holding down the
key and clicking on the topmost and bottommost courses

in the list.

Removing a Student from a Course

(or Curriculum)
The "Enroliment Utility" dialog box can also be used to remove students from
courses or curricula.

1. Select[TrackPro] » [Administration] » [Pre-Enroll
Students].

112



Adrninistration | Database Help

Course Scheduler r
Curricula Setup 2
Delete Site

Delete Student Data
Enrollment Requirement
Pre-Enrcll Students

Print Student Certificates
Progress Map

Set Deliver Mode

Set Login Field Requirements
Systern Password Setup

The "CourseWorks® Enrollment Utility" dialog box displays.

2. Click on the "Enrollment by Student" tab and highlight the
desired student.

CourseWorks Enrollment Utility ﬁ

Eraliment by Student I Enrallment by Course/Curicula 1

a Add Blackwel, John
Bucci, Lary

Caldiron, Randy
Dobies, John
Ermnmerson, Alan
Gossert, Julie
Jahireon, Matt
Jones, Debbie
Kennedy, Joanna
Larsen, Ralph
— Enroll I anning, Jennifer
McGuire, Melissa
Rossi, Jim
Thompzon, Sue
Hep Tyler, Steven
‘woods, Amanda

Update

Hedili

(1] I Cancel Help

3. Click on the =55 button.

CourseWorks® displays the Student Enrollment window. (The
dialog box's title bar displays the name of the student. In this
example, the student is "Steven Tyler").
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Student Enrollment for Steven Tyler for site: CourseWorks

X

& Viewbycourse O View by curiculum

Available Courses: | Selected Courses: ‘

B asic First Aid -~ EBloodborme Pathogens
Ergonomia enla Oficina Ermergency Planning
Flammablez/E «plozives in Lab:
Gas Cylinders in the Lab Enroll
Hazardous Materialzs Labels
Indaar Air Quality
Laboratony Ergonomics b
3 ) Delete S )
Thiz student was previously enrolled by ‘curicula’ into the following course(s):
Curricula | Course
< ?
/ 0K x Exac ? Help

The "Selected Courses" column on the right indicates what courses the
student is enrolled in.

Note: You can click on the "View by curriculum” radio
button to remove students from a curriculum,
rather than a course.

4. Inthe "Selected Courses" column, highlight the courses (or
curricula) from which the student is to be removed.

4
5. Click on the | kelete | hutton.

Note: You are not deleting a course (or curriculum) from
the computer. You are simply deleting this item
from the student's "selected list".

6. Click on the % | putton.

Note: After a course or curriculum has been deleted
from the student's "selected list", TrackPro will
show the name on the list, but with a "Circle with

a Slash" symbol @ next to it. This symbol
shows you that there is still course or curriculum
data about that student's participation in that
course/curriculum in the database.
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Enrolling Multiple Students (into Courses and
Curricula)

The following procedure is used to enroll multiple students simultaneously
into courses and curricula.

1. Select[TrackPro] » [Administration] » [Pre-Enroll

Students].
Adrninistration | Database Help
Course Scheduler r
Curricula Setup 2
Delete Site

Delete Student Data
Enrollment Requirement
Pre-Enrcll Students

Print Student Certificates
Progress Map

Set Deliver Mode

Set Login Field Requirements
Systern Password Setup

The "CourseWorks® Enrollment Utility" dialog box displays.

CourseWorks Enrollment Utility. ﬁl

Ennaliment by Student 1 Enioliment by Course/Curicula ]

Elackwel, John
Bucci, Lary
Coldiran, Randy
Dabies, John
Emmerson, &lan

Update

Gosger, Julie
Johnzon, batt
a Delete | |lones, Debbie
Kennedy, Joanna
Larsen, Falph
Enrall anning, Jennifer
McGuie, Melissa
Rossi, Jim
Thompson, Sue
Hep Tyler, Steven
‘woods, Amanda

FaffFf

akK Cancel | ‘ Help |

2. Click on the "Enrollment by Course/Curricula” tab.
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Errollment by Student  Enroliment by Course/Curicula

= Wiew students by course " Wiew students by curiculum

Caurge to which students wil

be enrolled Basic First Aid j
™ Show students by Department | J
Auwailable Students: | Errolled Studetts: |

Black, Megan ~ Blackwell, John

Biucci, Lamy » Manning, Jennifer
Coldiran, Fandy Enroll Fiossi, Jim
Dabies. John

Ermmerson, Alan

Gosser, Julie 4

Johrisan, Matt Delete

Jones, Debbie
Kernedy, Joanna
Larsen, Ralph Show
MeGuire, Melissa curricula
Thomoson. Sue

0K | Cancel | | Help |

Note: (Optional Step) Click on the radio button to switch
to the curriculum view.

Use the "Course (or curriculum) to which students will be
enrolled" drop-down menu to select the desired course (or
curriculum).

. Select the students that are to be enrolled from the "Available
Students" column in the left window pane.

I
Click on the | Emsll | button to move the highlighted students
into the "Enrolled Students" column in the right window pane.

Click on the button.

¥ Select multiple items in a list by holding down the il key
and clicking on each item. Select a contiguous group of
items by holding down the key and clicking on the
topmost and bottommost items.

% You can enroll students from a specific department by
clicking on the "Show students by Department” check
box.
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Scheduling Courses

Overview

TrackPro's "Course Scheduler"” feature is used to set up a course schedule
for each student. The administrator can establish start/end dates for any
required course or curriculum. With the scheduler she can also set up a
“"recertification” period, which will indicate when the student will be required to
take a specific course or curriculum again. This is a particularly useful feature
for ensuring that students meet any certification or regulatory retraining
requirements that they might have.

Note: A student must be enrolled in a course in order to be
scheduled for that course.

Starting the Course Scheduler

1. To start the Course Scheduler select [TrackPro] »
[Administration] » [Course Scheduler] » [Set Schedule].

Adrninistration | Database Help

Course Scheduler r Yiew Schedule |
Curricula Setup [ Set Schedule I
Delete Site

Delete Student Data
Enrcllment Requirement
Pre-Enroll Students

Print Student Certificates
Progress Map

Set Deliver Mode

Set Login Field Requirements
Systern Password Setup
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2. The program displays the scheduler settings window. There
are three options for scheduling students to take courses:

a. Schedule by course:

* Schedule by course " Schedule by curiculum

Courge to schedule: | Basic First &id j

B asic First Aid ~
Bloodborne Pathogens

Emergency Flanning
Ergonomia en la Oficina

b. Schedule by curriculum:

" Schedule by course + Schedule by curmiculum

Curiculum to |Administration
schedule:

3[4

Al courzes in the System
All Personnel
Lab Dperations
W 5cHManufactuing . [

c. Schedule by department:

¥ Schedule students by Department

Distributar Suppart
Lab
M anufacturning bt

WARNING!

If you have established curricula, do not schedule by course;
select the radio button option "Schedule by curriculum®.

3. Once you have chosen your desired scheduling method, click
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Schedule Choices ﬁl

& Schedule by course " Schedule by curmiculum

Courge to schedule: | Basic First &id ﬂ

Ergonomia en la Oficina
Flammables/Explosives in Labs i

‘Deparlmant [all entries] j

Mext » | Cancel ‘ Help ‘

4. The scheduler program displays the scheduling window for the
respective course or curriculum. All students enrolled in the
course (or curriculum) are listed.

Set Schedule for, ‘Basic First Aid; X
Set dates far student Set recertification periad for student
% Startdate Enddate Period [in days).
Set date Clear date | Set period | Clear period |
Name ‘ Start date ‘ End date ‘ Periad [in daps]
EBlackwel John
tdanning Jennifer
RossiJim
< ¥
Select all ‘ Ureselect all |
< Back | Finish | Cancel Help

Set Start / End Date

A "start" and/or "end" date can be set up for each course (or curriculum). This
can be done using the "Schedule by curriculum™ as well as the "Schedule by
course" options. The "start" date prohibits the student(s) from taking the
course before the specified date. The "end" date prohibits the student(s) from
taking the course after the specified date. Setting both a "start" and "end"
date effectively establishes a window of time during which the student(s)
must take the course.
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1. Select the students (or course/curriculum) that you will be
scheduling.

Note: This can be done by clicking on each individual
student (or course/curriculum) or by using the
"Select all" or "Unselect all" buttons at the bottom
of the screen.

Select all | Unzelect all ‘

2. Click on the "Start date" or "End date" radio button.

Set dates for student

@ [latdatd € Enddate

Set date | Clear date I

3. Click on the | St | pytton.

4. Select the date by using the month and year drop-down
menus and by clicking on the desired date in the calendar.

wone N,
February 2011 [201 +

Mon Tue Wed ‘ Thu January | Sun
February

1 | il March |
7 8 9 10 YT 13
14 15 18 17 My
June
21 22 23 24 July 27
28 August
September
October
Hovember |

December
N

5. Click on the button.

The scheduler will display the date on the student's record.

Set Schedule for Personal Protective Equip. I [tSrm|
Set dates for student Set recertification period for student
@ Statdate () End date Period {in days):
[ Set date ] I Clear date | | Set period | | Clear period |
Name Start date End date Period {in days)
Bourdon Kelli 08-Apr-2011
Cavendar Randall
Clark Amanda
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The student will not be able to take the course or curriculum until the
specified date. TrackPro will display a warning if he attempts to do so.

Persenal Protective Equip.

This course cannot be taken until 8 Apr 2011,

If an "End date" is set and the student attempts to take the course after
the end date, TrackPro displays a warning indicating that the last date
that the student could have taken the course/curriculum has passed.

Personal Protective Equip.

This course should have been completed by 29 Jan 2011,

To Clear or Change a Date Already Set

To clear a beginning or ending date that has already been set, simply select
the student for whom you wish to clear the date. Then click on the "Start
date" or "End date" radio button and click on "Clear date". To set a new date,
follow the steps in the Set Start/End Date section of this guide.

Set the Recertification Period

The recertification period option is used when the administrator needs to set
up a "retake" period for a course/curriculum the student has taken. This
allows the administrator to set a period (in days) of time when the student is
required to take the specific course (or curriculum) again.

Set recertification period for student
Period [in days): |

Set period | Clear period |

1. Clickin the "Period (in days)" box and enter the number of
days within which the student should take the course/
curriculum.

2. Click on the | S#teeied | hytton.

The number of days set for the recertification period will be
displayed on the student's record for that course/ curriculum.
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(The recertification period is informational and remains on the
student's record after the period is past).

———
Set Schedule for 'Personal Protective Equip.’ ‘_ [&J
Set dates for student Set recertification period for student
() Start date (@ End date Period {in days): 369
| Set date | | Clear date | I Set period J | Clear period |
]
Name Start date End date Period (in days)
Bourdon Kelli 08-Apr-2011  24-May-2011 365
Cavendar Randall 29-Jan-2011
Clark Amanda

Viewing Student Course Schedules

Use TrackPro's "View Schedule" option on the "Course Scheduler" menu to
view student course or curriculum schedules.

1. Select[TrackPro] » [Administration] » [Course
Scheduler] » [View Schedule].

Database Help

Course Scheduler k View Schedule
Curricula Setup > Set Schedule
Delete Site

Delete Student Data
Enrollment Requirement
Pre-Enroll Students

Print Student Certificates
Progress Map

Set Deliver Mode

Set Login Field Requirements
Systern Password Setup

TrackPro displays the "Schedule Choices" dialog box.
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Schedule Choices

+ View by course

" Wiew by curmiculum

Courze to view:

[~ vigdFlammables/Explosives in Labs

|Basic First Aid |
A
Bloodboine Pathogens 3
Emergency Planning o
Ergonomia en la Oficina
v

| Mext >

Cancel |

Help |

2. Select a course or curriculum from the drop-down menu.
(Click on the "View by curriculum" radio button if you intend to
view the schedules that you have set for a curriculum).

Click on the |LiBet

The schedules for the selected course (or curriculum) will display.

View Scheduling for ‘Personal Protective Equip. x
I
| Name Start date End date Period (in days)
08-Apr2011  24-May-2011 365
| Cavendar Randall 2%-Jan-2011
| Clark Amanda
Clark Debbie
Coldiron Gregg
Emerson Alan
Gossert Julie
Manning Lee
< | 1 ] »
<Back || Fnsh | [ Cancel | [ Heb |

4. Click onthe button.
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Viewing and Printing TrackPro's Course Schedule Reports

TrackPro has several predefined reports with which you can either view or
print student course schedules.

1. Select[TrackPro] » [Database] » [Create Database
Reports].

Database | Help

Attach To Database

Backup CourseWorks Database
Change Site Mame

Compact Database

Convert Access to/from SQL Server
Create Database Reports

Database Field Configuration
Export Student Data

Import non-CourseWorks database...
Merge CourseWorks Databases
Move Database

2. TrackPro will display the list of available reports. Select the
desired "schedule" report from the report list.

m Selected Course Report
m Selected Student Report

m Student course schedules - sorted by course

m Student course schedules - sorted by name
m Student curricula schedules - sorted by curicula
m Student curicula schedules - sorted by name
IRETTNE I Student test out repart

3. Click on the _2he#eeet hytton.

The example below illustrates a sample report.

E TrackPro Report Utility - "Course SM

File Find Record View
=

Student| Course Title Start Date End Date Recertificat
p | Bourdon| Personal Protec: 4/8/2011 Si2412011 365

Cavenda: Drugs & Alcohol S/2/2011 &M152011

Cavenda: Personal Protec 12802011

Clark, & : Drugs & Alcohol, 5/2/2011 8152011

Clark, De: Drugs & Alcohol S/2/2011 SM152011

*See "Reports" for more details.
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Selecting the Courses or Curriculum
for Deliver

e Problems — Problems — Problems
= and — and — and
Paulson sol ptions Paulson solutions Paulson Solutions
Burn-Marks Cracking Cracking2

Burn Marks Cracking, Part 1 Cracking, Part 2
e Problems p— Problems — Problems
—_ and — and — and
Paulson solutions Paulson solutions Paulson solutions
Dimensions 1 Dimensions 2 Flash

Dimensions, Part 1 Dimenzions, Part 2 Flash

e Pmblﬁms e Pmb!ﬁms o Pro_bltralms
Paulson Solmions Paulson Solat.:;ians Paulson Solmions
Jetting Short Shots Sink Marks

Jetting Short Shots Sink Marks

| main ﬁ;” back ﬂ” play @” exit EI
= | |

& CourseWorks Login fgl

Enter youwr 'Student 1D

oK | Cancel |

When CourseWorks® is first installed the "All Courses in the System"
curriculum is automatically created. When a new course is installed, it
automatically becomes part of this curriculum.

If the administrator is not going to be establishing additional curricula beyond
this one system "default", then for the purposes of further discussion, the
administrator will be organizing their training by course, and students will
always see a Tic-Tac-Toe menu of all the available courses upon entering
Deliver. After selecting the course that they want to take, the student may
then see a login screen and be asked to log in, depending on the course
login options that the administrator has put in place.

However, if the administrator will be setting up additional curricula, then
training is considered to be organized by curricula. In this case, the student
will normally first see a login screen and be asked to log in to CourseWorks®.
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The curricula that are available for them to take will then be listed in a
"Curriculum Menu" dialog box.

Y Deciding whether or not to organize training by curricula is
extremely important, as it impacts just about every aspect of
CourseWorks® including student logins, course/curricula
scheduling, and tracking students' progress. The training
administrator must make this decision before enrolling any
students into courses or curricula. She should organize the
training either by courses or by curricula, but not by both.

Set Deliver Mode

Designating specifically what courses and/or curricula a student will see on
the Curriculum Menu or Tic-Tac-Toe menu is actually a two part process.
First the training administrator determines whether the menu will be
organized by curricula or individual courses. The next step is for the
administrator to determine whether she wants the students to have the ability
to enroll themselves in courses/curricula, or whether she will pre-enroll
students into only the courses/curricula that each student needs to take
(essentially "locking them out" of courses/curricula they don't need to take).

To start this process, the administrator:

1. Selects [TrackPro] » [Administration] » [Set Deliver

Mode].
Database Help
Course Scheduler J
Curricula Setup J

Delete Site

Delete Student Data
Enrollment Requirement
Pre-Enroll Students

Print Student Certificates
Progress Map

Set Deliver Mode

Set Legin Field Requirements
Systern Password Setup

The next screen to appear will be the "Deliver Mode" screen. This
screen is used to determine whether the student will see individual
courses or curricula on the Deliver Tic-Tac-Toe menul.
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Deliver, Mode

Indicate how training will be organized in the system:

+ By course

" By curicula

| Mext » |

Cancel |

(X)

Help |

2.

If no curricula has been established and you want students to see

individual courses when they enter Deliver, click the "By course"
radio button and click | The "Organization By Course"

screen will appear.

Organization By Course

‘Y'ou have chosen to organize your training by course. What
courzes do you want to appear on a student's Tic-T ac-Toe menu?

+ All of the courses in the system

" Drily the courses in which the student iz pre-enrolled

Other options, such as type of enrallment, login requirements and testing can be
specified when courses are inzstalled and set up.

< Back | Firizh |

Cancel

X

Help

3. You can then determine what courses the student will see

when they start Deliver.

a. The first option, "All of the courses in the system" will allow
students to view and take all courses in the system. Under
this option, when the student starts Deliver he will see the
Tic-Tac-Toe screen with all courses listed. He will not be
required to log in until after selecting a course, and only if
the administrator has set up CourseWorks® to require a

login.
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b. The second option, "Only the courses in which the student
Is pre-enrolled" will allow the students to see only the
courses that the administrator has enrolled them in,
essentially "locking them out" of courses they do not need
to take. Under this display option, when the student starts
Deliver he will be required to log in and enter his Student
ID before gaining access to any courses.

4. Once you have made your selection, click L_x ],

5. If you have organized your courses into curricula, select
[TrackPro] » [Administration] » [Set Deliver Mode]. The
"Deliver Mode" screen will appear.

6. Then select the second radio button, "By curricula" and click

Deliver Mo de g]

Indicate how training will be organized in the system:

" By course

+ By curricula

| Mext > | Cancel | Help |

7. The "Organization By Curricula" screen will appear, where the
administrator determines what curricula the student sees when
he starts Deliver.
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Organization By Curricula

“Y'ou have chosen to organize pour training by curicula. what
curicula do you want to appear on a student’s Tic-T ac-Toe menu?

% Al of the cumicula in the spstem

" Only the curricula in which the student iz pre-enralled

“You have chozen to organize your training by curicula. Optiohs such as curicula
name, the courses that will appear in a curriculum, tppe of enroliment and login
requirements can be specified when each curiculum is set up.

Since you are doing wour training by curicula, students may be required to log in
whenever they take a course. You may want to look at the login screen that is
currently defined in the syztem to make sure that it captures all of the student data that
you want to collect.

< Back | Finizh | Cancel | Help

a. The first option, "All of the curricula in the system" will allow
the student to view all the curricula that have been
established. Under this option, when the student starts
Deliver he will see the Tic-Tac-Toe screen with all the
curricula listed. He will not be required to log in until after

selecting his desired curricula.

b. The second option, "Only the curricula in which the student
Is pre-enrolled” will allow the student to see only the
curricula that the administrator has previously enrolled him
in, essentially "locking them out" of curricula they do not
need to take. Under this option, when the student starts
Deliver he will be required to log in and enter his Student
ID before gaining access to any curricula.

Organization By Course

*r'ou have chogen to arganize your training by course. ‘what
courzes do you want to appear on a student's Tic-Tac-T oe menu

% All of the courges in the system

" Only the courses in which the student is pre-enrolled

specified when courses are installed and set up.

< Back | Finish | Cancel |

Other options, such as type of enrollment, login requirements and testing can be

Help

X

8. Once you have made your selection, click L]

129



Enrollment Requirement

Overview

The enrollment requirement is tied closely to the "Deliver mode" that the
administrator has selected, since until login and enroliment requirements are
established the specific courses or curricula that are to be displayed are not
completely defined. The administrator has three main options for configuring
the login criterion for a course or curriculum:

e No Login Required.
e Login Required; students can enroll themselves.

e Login Required; students must be pre-enrolled by the
administrator.

No Login Required

With this option, students will not be required to enter their Student ID and,
as a result, neither their responses to questions nor their test scores will be
tracked. Further, the fact that a student even took a course is also not
tracked. (Without a login and "Student ID", there is no way for CourseWorks®
to identify the student and track his progress or training results.)

Login Required (Self-Enrollment Option)

Under this option, once the student selects the course or curriculum that they
want they will be required to enter their Student ID before playing the course,
and as a result their responses to questions and their test scores will be
tracked.

Students who haven't been entered in the student database can "self
register”". When they click on a course's/curriculum's button in the Tic-Tac-
Toe menu they will be prompted by Deliver to enter their Student ID. If
CourseWorks® does not recognize that ID, the student will be prompted to
complete a "New Student Registration" dialog box, and will then be enrolled
in that course/curriculum. Their student registration data will also be
automatically added to the CourseWorks® student database. (*See
"Database Field Configuration" for further information.)
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& CourseWorks Login

X

Enter pour "Student D"

|55a

ak. | Cancel |
& |New Student Registration E|
This student iz not currently registered in the CourzeMw'orks databaze. Fill out at
lzast the 'required’ fields below:
Student ID |559 required
Last Mame | required
First M ame | required
bidddle |mitial |
Department |
[rate of Hire | required
/ oK x Cancel
> > )

Login Required (Must Be Pre-Enrolled)

Under this login option, the administrator must "authorize" the student to take
the training, by enrolling them into that course (or curriculum) prior to them
taking it... i.e., "pre-enroliment”. When the student logs in he will be required
to enter his Student ID, which will be compared to the list of authorized IDs in
the system. The student's responses to questions and test scores will be
tracked. If the Student ID is not valid or if he has not been pre-enrolled by the
administrator, he will receive a message stating that he has not been enrolled
in that course/curriculum.

M Deliver Error

6 Randy Coldiron - Ladder Safety

This student is not enrolled in this course.,

Which Login Option is Best for My Organization?

To determine which login option is best for their environment an administrator
must first decide if they need to know who has taken what courses, and
whether the tracking of scores and responses to questions is necessary. If
these things aren't important, then the administrator may opt to keep the login
default of "No enroliment or login required".
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If the organization needs to track students who are completing courses, then
the administrator must decide if it is permissible for students to "self-enroll”
and take any course/curriculum (in which case the "Open enrollment [login is
required]" option would be used) or if only students authorized by the
administrator can take certain courses/curricula (in which case the "Must be
pre-enrolled [login is required]" option would be used).

If an organization wants to encourage employees to take as many courses as
possible, the administrator most likely will use either of the first two login
options. Both of these create an "open access" situation. With either option
the student can see the available courses/curricula. With the second option
the student can "self enroll" in the courses if necessary.

These two options also work well in situations where the administrator does
not have ready access to the computers on which CourseWorks® is installed.

The third login option is often used in situations where time is at a premium
or there are other reasons that the organization does not want employees to
take courses that they may not need. With this option the administrator
retains control over which courses the employee can take, whereas in the
first two login options the employee decides what course(s) he will take.

%Y If an organization is using curricula for enrolling students,
the administrator will need to set the enroliment
requirement by curricula.

To Specify a Course's/Curriculum's Enroliment
Requirement

1. Select [TrackPro] » [Administration] » [Enrollment
Requirement].

Database Help

Course Scheduler 3
Curricula Setup 3
Delete Site

Delete Student Data

Enrcllment Requirement

Pre-Enrcll Students

Print Student Certificates

Progress Map

Set Deliver Mode

Set Login Field Requirements

Systemn Password Setup
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The "Set Enrollment Requirement” dialog box displays.

Set Enrollment Requirement for Courses @

Easic First id (FRSTAID)

Bloodborne Pathogens (M_EZP_EN)

Emergency Planning (MCEMPLAN])

Ergonomia en la Oficina (M_ERO_SP)
Flammables/Explosives in Labs (MCFLAME)

Gas Cylinders in the Lab {MCLABGAS)

Hazardaus Materials Labels (M_013_EN)

Indoor Air Quality (MCINDOOR )

Laboratory Ergonomics (MCLABERG)

Ladder Safety (MCLADSAF) ~

‘wehich way do you want students to be able to access a course?

" Mo entollment or lagin required
& Open enrollment {login is required)

" Must be pre-enrolled (login is required)

The enrollment option vou have selected requires students to "log in" to take a
course, ‘You may wank to look at the login screen that is currently defined in the
system ko make sure that it captures all of the student data that you wank to collect.

Done

Note: If you have chosen to have the student view
courses by curricula, the available curricula will
be listed on this screen instead of individual
courses.

2. Select the course/curricula for which you want to establish
enrollment and click the radio button for your chosen
enrollment option.

3. To set the enrollment option for multiple courses/curricula,
simply repeat steps 1 and 2 above.

4. Once you have set the enroliment options for all
courses/curricula that you are working with, click [ oore |

Displaying a Student's Progress at Login

The administrator can also set up the system to let students see their
individual progress screen when they log in to Deliver, by enabling "Progress
Maps". (The "progress" screen lists the course titles and the status of each
course that the student has started, finished, or has been enrolled in but not
yet started.) If "Progress Maps" have been enabled, when the student enters
his login in Deliver he will see a screen displaying his individual progress.
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To enable Progress Maps:

1. Select[TrackPro] » [Administration] » [Progress Map].

Adrninistration | Database Help

Course Scheduler ¥
Curricula Setup J
Delete Site

Delete Student Data
Enrcllment Requirement
Pre-Enrcll Students
Print Student Certificates

v Progress Map
Set Deliver Mode
Set Legin Field Requirements
Systern Password Setup

2. This feature is set up as a "toggle switch". To enable the
feature simply click once on it to put a checkmark next to it.

The following is an example of the type of progress screen that a student
would then see when he logs in to Deliver:

Courge Title | Status | Date Last Taken | FreTest | Post-Test | comments
8 Dealing with Hazardous Sp. IN PROGRESS 2Feb 2011

’ Computer ‘wWorkstation Safety  MOT TAKEN

‘ Industrial Fire Prevention MNOT TAKEN

8 Como Usar los Extinguidores MOT TAKEN
’ Drugs & Alcohol... Managers MOT TAKEM
‘ Hearing ConservationsS afety MHOT TAKEN

8 M achine Guard Safety MOT TAKEN
’ Personal Protective Equip. MOT TAKEM
‘ Driving S atety COMPLETED 2Feb 201 100% Pre-Test Passed / Course not required
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Passwords

Overview
CourseWorks® provides two types of passwords:

e Student.
e TrackPro (Administrator).

Using the "Student" password configures the Deliver environment so that all
students must provide an individual password when they log in to take a
course. Among other things, this helps to prevent students from logging on
as someone else. The student password is in addition to the Student ID.

The second type of password, the "TrackPro" password, is an administrator
password that is used to restrict access to the administrative programs in
CourseWorks®... TrackPro, Setup and Build Lite. Once an administrator
creates a TrackPro password, she will need it whenever she attempts to start
up any of these three programs.

Requiring Passwords When Students Log In

Using the "Student" password configures the Deliver environment so that all
students must provide an individual password when they log in to take a
course. Among other things, this helps to prevent students from logging on
as someone else (remember, this password must be entered in addition to
the Student ID).

To require all students to enter a password:

1. Select[TrackPro] » [Administration] » [System
Password Setup].

Administration | Database Help

Course Scheduler »
Curricula Setup »
Delete Site

Delete Student Data

Enrollment Requirement

Pre-Enroll Students

Print Student Certificates

Progress Map

Set Deliver Mode

Set Login Field Requirernents

Systern Password Setup
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The "System Passwords" dialog box will appear.

Set TrackPro Pazsword

[ IF this option iz enabled, all students will be
reqguired ta enter their unique password, in
addition to their Student 1D, when logging in
to either a course ar curriculum

2. Click on the "If this option is enabled, all students will be
required to enter their unique password..." check box.
|F this option is enabled, all students will be
required ta enter their unique paszsword, in

additian ta their Student 1D, when logging in
to either & courze or curriculum

2 2 4

3. Click on the button.

All students will now be prompted for their password when
they log in to Deliver.

Creating a Student Password
The first time a student logs in after the "password" feature has been
enabled, he will be prompted by a password dialog box to supply a password

and retype it for verification.
& John Dobies [$_<|

A new pazsword is required. Enter ohe below:

——
—

Retype your password for verification:

ak | Cancel |

Note: Passwords are "case sensitive" and can be no more
than 12 characters in length.
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Deleting a Student Password

Should the student forget his password, the administrator can delete it. This
Is the only way to address the situation since the administrator cannot view or
modify student passwords. To delete a student password:

1. Select[TrackPro] » [Administration] » [Pre-Enroll

Students].
Adrninistration | Database Help
Course Scheduler r
Curricula Setup [
Delete Site

Delete Student Data
Enrollment Requirement
Pre-Enrcll Students

Print Student Certificates
Progress Map

Set Deliver Mode

Set Login Field Requirements
Systern Password Setup

The "CourseWorks® Enrollment Utility" dialog box displays.

Enralment by Student ] Envallment by Course/Curricula |

E Add Blackwel, John
Bucci, Lamy

Coldiran, Fandy
Dobies. John
Emmerson, Alan
Gossert, Julie
Johnson, Matt
a Delete | |Jones, Debbie
Kennedy, Joanna
Larzen, Ralph
Enrall Manning, Jennifer
MeGuire, Melissa
Rossi, Jim
Thompszon, Sue
e Tyler, Steven
wioods, Amanda

Update

Faffif

ok | Cancel | | Help |

2. Click on the "Enrollment by Student" tab and highlight the
desired student.

3. Click on the 2% pytion.
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The "Update Student Information” dialog box displays.

Update Student Information @

Student 1D 538
First Mame |Alan
Middle Iritial [

Last Mame |Emmerson

Department Lab
Date of Hire 05-16-2003

Delete
4. Click on the ®&5% button. The button disappears.
5. Click on the button to save your changes.

The next time the student logs in he will be prompted by the password dialog
box to supply a new password and retype it for verification.

Modifying a Student Password

You cannot modify a student password! There isn't any way for the
administrator to reveal the student's password. If the student can't remember
his password, the administrator needs to follow the directions in "Deleting a
Student Password". Then, the next time the student logs in to a course, he
will be prompted to create a new password.

TrackPro (Administrator) Password

Using the "TrackPro" password restricts access to the administrative
programs in the TrackPro, Setup and Build Lite sections of CourseWorks®.
This prevents students from accessing another student's data or modifying
any of the CourseWorks® settings. This password can only be up to 12
characters in length. To create an administrator (TrackPro) password:

1. Select[TrackPro] » [Administration] » [System
Password Setup].
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Adrinistration | Database Help

Course Scheduler ¥
Curricula Setup L
Delete Site

Delete Student Data
Enrcllment Requirement
Pre-Enroll Students

Print Student Certificates
Progress Map

Set Deliver Mode

Set Login Field Requirements
Systemn Password Setup

The "System Passwords" dialog box displays

| Set TrackPro Pazsword |

[ this option is enabled. all students will be
required to enter their unigue paszword, in
addition to their Student 1D, when logaging in
to either a course or curmculunm

Cloze

Click on the| set TrackProPassward | ptton.

The "TrackPro Password" dialog box displays.

TrackPro Password |X|

Enter the new pazzword [12 charz max];

Retype the pazzword for confirmation:

0k I Cancel Help |
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3. Type the desired password twice, once in each field.

Note: Passwords are "case sensitive" and can be no
more than 12 characters in length.

4. Click onthe button.

Remove the TrackPro Password

Follow the directions for creating the TrackPro password, but when prompted
with the "TrackPro Password" dialog box, leave both password fields empty,

then click 81,
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Reports

Overview

TrackPro provides a powerful, but easy-to-use reporting tool with many
reports preformatted and ready to go. These predefined reports provide you
with a quick way to view data regarding courses, students, tests and even
individual test questions.

The reporting tool also provides you, as the training administrator, with the
means to create new customized reports by using an existing report as a
"template"” or starting point.

You can also export the report data from CourseWorks® reports to other
programs and then use these programs to design custom reports. To do this
TrackPro saves the data in the report into a text file, which is imported into a
word processing document or a spreadsheet (such as Excel). You can then
use that program to create a report using the data. The TrackPro reporting
tool can also be used to export data from the CourseWorks® database into a
non-CourseWorks® database such as a corporate personnel database, as
well.

Accessing and Printing Data Using the

Report Feature

TrackPro allows you to view and print a variety of reports, such as which
students still need to complete courses, a list of students' test scores, etc. To
view and/or print these reports:

1. Select[TrackPro] » [Database] » [Create Database
Reports].

m Help
Attach To Database ‘
Backup CourseWorks Database
Change 5ite Name
Compact Database
Convert Access to/from SQL Server
Create Database Reports
Database Field Configuration
Export Student Data
Import non-CourseWorks database..
Merge CourseWorks Databases

Move Databaze
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The "Report list" displays the list of available reports.

Report list E|

mAH courge attempts - sorted by course title
MAH course attempts - sorted by department
mAH course attempts - sorted by last date:
mm\ course attempts - sorted by student ID &
mAH courge attempts - sorted by student names
MAH courge report
mAH student report
mAssessment Statistics
m Basic Student Information Report
m Best PostTest Score Report
m Completed Courses Feport
Course Enrolment Infarmation Repart
m Course Question Statistics Report
m Incompleted Courses Repart Close
m Last course attempt - sorted by course tithe
m Last course attempt - sorted by department el
m Last course attempt - sorted by last date
m Last course attempt - sorted by student 1D
m Last course attempt- sorted by student last names
m Selected Course Report
m Selected Student Report
m Shudent cowrse schedules - sorted by course
* TPETER S0 Student course schedules - sarted by name

e LA

The list will include both standard and "custom" reports (those
that an administrator has created by modifying one of the
standard TrackPro reports).

Highlight the desired report.
I |

41l course atlempls - sorled by course 1ile:
LEEYS T All course attempts - sorted by department
IEETE it All course attempls - sorted by last date

LEETE i All course attempls - sorted by student D

New
IEET it All course attempl - soted by student names ;
ity

LRt 41l course report

Al student report Defete
LEETa gt Basic Student Information Report R —
LT ] Best PostTest Score eport Desciplion
LEEY gt Completed Couses Repott
ITEYRaITY Course Encoliment Infarmation Report Shows report
LEETe a1y Course Question Stafistics Aeport
LEETE gt Incompleted Courses Repart
LEETE gt Last course atternpt - sorted by course Lile Clase

¥ Once you have selected a report you can click on the

[ Deseimton pytton to see a description of the data and the
fields that are listed.

Basic Student Tnformation Report

Couwrse Question Statistics Report New I

Last course attempt - sorted by course title

Bl D escription []
st

ol

Description

Selec  [Displays statistios for both the actual count and percentage of corect =
Selec  |responses for all test questions across all courses. Lists the course title,

ETJ Al cc  [question name, total times the test question was asked, correct response

count and the conect percentage. The report is sorted by course title.

Show report

Impott repor

i
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3. Click on the | Shewiepot | b tton. The program displays the

report.

TrackPro Report Utility - "All student report”

File | Find Record View
ave As Text {

rint... irse Title Begin Date Last Date

PreTest Score

PostTest Score | Training time

coocoo

Gossert, Julie Dealing with Ha : 2/2/2011 11:31:53 AW ZiZi2011 11:3351 AN -

Gossert, Julie Driving Safety : 2722011 11:34:14 AN : 2i2/2011 11:35:40 AM

100

-1 0:1:28

4. Select [File] » [Print] to print the report.

& Use the "File" menu's "Save As Text" option to save the
report as a text file in the ASCII format. This file can then
be treated as any standard text file, and can be imported
into other programs such as Excel or Word. This option
can also be used to import student performance data into
a non-CourseWorks® database.

& You can also use programs such as Excel or Word to
manipulate the columns in the exported report, such as
making them wider or narrower, or changing the order in
which the columns appear.

Creating a New Report

To design your own custom report, select the standard report that most
resembles the report that you want. The original report will serve as a
template for the new report. The TrackPro report program will guide you
through a series of dialog boxes in which you will indicate what fields to
include, what fields to sort the data by, what you want to name the new
report, how you want to describe the report, etc.
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To create a new report:

1. Select[TrackPro] » [Database] » [Create Database
Reports].

Database | Help

Attach To Database

Backup CourseWorks Database
Change 5ite Name

Compact Database

Convert Access to/from SQL Server
Create Database Reports

Database Field Configuration

Export Student Data

Import non-CourseWorks database...
Merge CourseWaorks Databases

Move Database

The "Report list" displays the list of available reports.

Report list f‘5_<|

mAH course report

mAH course attempts -
mAH course attempts -
mAH course attempts -
mAH course attempts -
mAH course attempts -

sorted by course title
sorted by department
sorted by last date
soited by student ID
sorted by student names

mAH student repaort
mhssessment Statigtics
m Basic Student [nformation Feport
m Best PostTest Score Report
m Completed Courses Repart

Course Enrallment Infarmation Aeport
m Course Question Statistics Report
m Incompleted Courses Repart

m Last course attempt

m Last course attempt -
m Last course attempt -

Last course attempt -

m Last course attempt -

soited by course title

sorted by department
sorted by last date

sorted by student D

- gorted by student last names

Close:

.

Help

m Selected Course Report

m Selected Student Report

m Student course schedules - sorted by course
¥ | WETRNE0 Student course schedules - sarted bu name

2. Highlight the report that you want to use as a template/starting
point for your new report.
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3. Click onthel Mew  button.

The "Field list" dialog box will display.

Field list

Avwailable Fields for report:

Fields included into report:

(x]

tiddle Initial Course title
Job Title Last Mame
Emplopee [0 Mumber First Mame
Site Student [T
mp | |Department
Begin Date
Last date
- Pretest Score
Posttest score
Training time:

Preview report

< Back | Next » |

Cancel |

4. Inthe "Field list" dialog box, select the fields currently in the
report (displayed in the right window pane) that you want to
include in the new report. Use the = or [® buttons to move
the fields from one window pane to the other.

Note: The order in which you select the fields
determines the order in which they appear in the
report. To change the order of the fields, simply
deselect all the fields that you have put into the
custom report, then reselect them in the desired

order.

5. Click onthe | button.

The program displays the "Report fields for template report"

dialog box.

Report fields for template report Completed Courses Report

Select a field and zet the ‘soit order' for it. Use 'Set field condition'
button to get conditions For this field

&
Presiew repart

Field name Condition text

~

Course title
Last Mame
First Name
Student D
Department
Begin Date
Last date
Pretest Score

...........

<
Field sarting

" Mo sort (¢ pscending O Descending

< Back Mext |

Set field condition

3
»

Cancel |
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6. To indicate how each field is to be sorted, select the field
individually and choose "No sort", "Ascending" or "Descending”
from the "Field sorting" box.

You can limit what data is included in the report by setting field conditions.
7. With the field still highlighted, click on the "Set field condition”
button.

The "Condition for field (fieldname)" dialog box displays possible
conditions that are relevant to the selected field.

Condition for field Course title E]
The value of field 'Courge tite' is
based or:

Cancel
* iz any
" beging with
" containg
" izin the list
iz nat in the list
iz ermphy

8. Click on the condition that you want to invoke.
9. Then click L],

If you want to set conditions for additional fields repeat steps 7 and 8
above.

10. Click on the [L.Be2 ] button to bring up the "Report name and
description” dialog box.

11. To create a title and description for the new report, enter what
you want to be displayed into those respective boxes on the
screen.
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Report name and description

X

Report name Enter a unique repart name, a report
caption [that appears on the title line)
|| and a report description.

Repart title

Preview report
Completed Courses

Description

Diizplapz all course completion data for each student in the database,
including multiple course retries. Lists the course title, student name,
student |D. department, start date. last date taken, pretest score, posttest
score and tatal braining lime. The repart is sorted by course tite.

< Back | Firish Cancel

12. Click on the button.
Deleting or Modifying a Custom Report

You may delete or modify any of your custom reports.

1. Select[TrackPro] » [Database] » [Create Database
Reports].

Attach Ta Database
Automatic Database Backup Service
Change Site MName

Convert Access database ko SQL Server
Copy Coursedorks Database

Create Database Reports

[Database Field Configuration

Export Student Data

Import non-Courseborks database. ..
Merge Caurse'Woarks Databases
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The "Report list" displays the list of available reports.
Report st 3]

~ [
LEERERI il course attempts - sorted by course ftle
course attempts - sarted by depanment
5 - aoted by last dats
tted by student 1D
5 - soted by studsrt ramss

oL b

Help

Note: The list will include both standard reports and any
"custom” reports that have been created.

2. Select the desired report, then click on the | Modly | or [ Delee
button as desired.

If you select "Modify", you will be prompted through the same
series of screens that were used in the report creation process.

Export a Report to a Text (.txt) File

The report feature can also be used to export data from a report to a text file,
which can be imported into another database (such as a corporate personnel
database) or a spreadsheet (such as Excel). You can use the other
database or spreadsheet to manipulate the columns, sorts, etc. in the report
if you wish.

To export the report data you need to first generate a report that includes all
of the student performance data and fields of information that you need, then
select [File] » [Save As Text] from the pull-down menu on the report
screen.

Follow the directions provided by the other software to import your data into
those programs.
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Student Certificates

CourseWorks® allows "course Certificates of Completion" to be printed under
two circumstances. Certificates can be printed for students who have
successfully completed a course, or for students who have successfully
"tested out" (by passing the pre-test) of a course and do not have to take that
course.

There are two methods for producing these certificates. The system can be
set up to prompt students to print the certificates themselves when they
complete a course, or the administrator can print the certificates at some
point after the students complete their courses.

Setting Up a Course to Print Certificates

Immediately Upon Course Completion

The administrator can specify that CourseWorks® can print the Certificate of
Completion immediately after a student completes the course by working in
the "Course Setup" dialog box. When the "Certificate" feature is enabled,
students are prompted to print out their own certificate at the completion of
the course.

To enable immediate certificate generation:

1. Select[Setup] » [Course Setup].

! m-r-r-rwj; Svetem
by - Sy Yy

c ""\,"‘!—vﬁ —,
ol

’ﬁu@e:lﬂsﬁﬂ: 'ﬁﬁurse-'])elméc._f@ éuursﬂ‘.-ﬁeﬁm-:- @O
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’ 0K
Courge:
x Cancel
? Help
™ Emai Course Timeout [minutes]
=)
I Print I~ Reverse
[ Summary [ Skip Ahead Testz/Aszessments
™ Certificate Course Message

Fecord only
M partial data

3. Click onthe ™ etes= check box to enable the feature. The
student's "Certificate of Completion" for the course will look like
this:

m.J

Doe, John

has successfully completed

Lead Exposure: Ind.

June 9, 2014
with a score of 100‘%

& =

Modifying and Printing Certificates by the

Administrator

Certificates of Completion can be printed by the administrator for students
who have successfully passed the courses they have taken or who have
successfully "tested out" of courses by passing the pre-test that the
administrator has set up.
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You can use TrackPro's "Administration" menu to access the "Print Student
Certificates" option. This feature allows you to not only print certificates for
selected students but to also modify the appearance of the certificate as well.
You can make modifications such as specifying a particular border or style of
certificate, creating one or two signature spaces with titles, including or
excluding post-test scores and changing the printer orientation (to portrait or
landscape).

1. Select[TrackPro] » [Administration] » [Print Student
Certificates].

Administration | Database Help

Course Scheduler »
Curricula Setup 2
Delete Site

Delete Student Data
Enrcllment Requirement
Pre-Enrell Students

Print Student Certificates
Progress Map

Set Deliver Mode

Set Login Field Requirements
Systern Password Setup

The "Print Certificates" dialog box displays.

Site: |CoursaW'orks

Course: |Easic First Aid j
[ Select by Department J
Students that have successfully
completed thiz courge:
Blackwel. John

Manning, Jennifer
Rossi, Jim

& Print

Configure

Help

2. Complete the "Print Certificates" dialog box to choose the
students for which you want to generate a certificate. Use the
drop-down menus to select the students by site, course, and/or
department.
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3. Click on the | Senfigure;
certificate.

button to modify the appearance of the

Print Certificate Setup 3]
Student Mame Courze Title
Emmerzan, Alan Emergency Planning
Available certificate backgrounds: Available certficate scripts:
barder style 1 j ‘Carlificate of Completion j
Enter name of required signature (1) Title (1]
|Superwsor |
Enter name of required signature [2]: Title (2]
|Administrator
‘ OHDY Wiewe ‘ &4 Print ‘
[ Print Test Score
Finigh Help

4.

5. Click on the [9€"*"

will look.

& Print

6. Click on the

Indicate the options you want to use.

button to see how the finished certificate

button when you are ready to print. The

student's "Certificate of Completion” for the course will look
similar to this example, depending on the configuration options

you have selected.

Doe, John
has successfully completed
Lead Exposure: Ind.

June 9, 2014

100%

with a score of

b
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Database "Advanced" Features

TrackPro has many features that will help to manage your training database,
such as the ability to merge multiple databases into one, export training data
for a specific student, remove old training data, etc.

Removing Obsolete Data from the Database

Use this procedure if you need to remove specific course histories from a
student's data.

Note: If you need to completely remove a student and
all their training records from the database, see
"Deleting a Student from the Student Database".

Remove Historical Training Data

1. Select[TrackPro] » [Administration] » [Delete Student
Data].

[ Administration | Database Help

Course Scheduler 3
Curricula Setup »
Delete Site

Delete Student Data
Enrollment Requirement
Pre-Enroll Students

Print Student Certificates
Progress Map

Set Deliver Mode

Set Login Field Requirements
Systern Password Setup

The "Remove old session information from the database" dialog
box displays.
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Remove old session information from the database EI

Choose 3 site Choose student(s] for which data will be removed:
[Courseiwiarks - Student [Stat date [ Enddate
Blackwell, John Of-bar-200..
Blac 04-4pr-200...  Od-Apr-200...
Choose & course : E i 03b ar-200.
[Basic Frat &id = Emm n 03Mar-200.
Emmerson, Alan Téd-Mar-200..
Manining, Jenrifer O2Mar-200..  02-Mar-200.
Rossi, Jim Of-Mar-200..
I Select by Department Rassi, Jim T4-Mar-200...  14-Mar-200.

Display all entries priot ta speciied END dats

[~ Click here to activate

—— < >
Selact Al Unzelect &1

2. Choose the CourseWorks® database (site) and course for
which you want to delete student data.

Choose a gite
|C0ulseW0rks j

Choose a course :

|Basic First Aid ~|

3. If you want to delete all the data prior to a specific date (for
instance, the previous training year) utilize the "Display all
entries prior to specific END date" box. This feature will narrow
down the student sessions shown in the right hand box to only
those before the date you have chosen.

Digplay all entries prior to zpecified END date

[~ Click here to activate

—

4. Select the student name(s).

Y You may be able to limit the student list by clicking on the
"Select by Department" check box and then selecting a
department from the drop-down menu.

[V Select by Department

|

5. After you have selected the student(s) whose data you want to
delete, click on the | e | putton.

The program will display a warning message.
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TrackPro Warning

‘fou are about ko delete the student data For the
- selected site, course and student(s), This operation is
' permanent and MOT recoverable, Do wou want to continue?

6. Click onthe button to continue with the purge.

WARNING

Be sure this is what you want to do, as this deletion is
permanent and the data is not recoverable!

Compacting the Database

This feature is only applicable to users of CourseWorks® who are using

an Access-based database. If you have installed the SQL Server

software to use that version of the database, you do not have the ability

to compact your database.

¥ You can tell what type of database you are working with
by looking at the title bar of most major TrackPro screens.

B TrackPro - A — y -—
rackPro - Access -

File. View Options Administration Database Help

el S2F

@CUU“EWU"'G %1 | Session Date and Time  Pre-Test
+. Cém.o U5§r los Extinguider [3102/01/2011 16:22:46

-+! Dealing with Hazardous 5p 081 02/01/2011 16:25:35

If you are running CourseWorks® using an Access-based database, it is

highly recommended that you use the "Compact Database" feature regularly,

to free up some of the computer's hard drive space and improve the
performance and speed of the database. Compacting the database has no
negative effects and does not affect the data in any way.

Y Compact your Access database on a regular basis (this
should be done at a time when no one else is using any of
the CourseWorks® applications).

WARNING!

Failure to compact your database on a regular basis can
cause performance problems in the CourseWorks® system,
including data corruption and "database bloating"!
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To compact the database:

1. Select[TrackPro] » [Database] » [Compact Database].
[Dotobase] Help

Attach To Database ‘
Backup CourseWorks Database

Change Site Name

Compact Database

Convert Access to/from SQL Server

Create Database Reports

Database Field Configuration

Export Student Data

Import non-CourseWorks database...

Merge CourseWorks Databases

Move Database

The system then compacts the database. You will see the
Windows hourglass "wait" symbol while the compacting occurs.
(Depending on the size of your database, this may take several
minutes to complete.)

Exporting A Single Student's Data

CourseWorks® has the ability to export training data for a single student to a
separate CourseWorks® database. This data can then be imported into
another CourseWorks® database. For instance, if you have a student who is
taking courses at a remote location, once they have completed their training
you can export their individual training data to a CD or network drive. You
can then access this data and merge it into the main CourseWorks®
database.

(This function can only be used to merge data from one CourseWorks®
database to another CourseWorks® database. You cannot use this feature to
export data to a non-CourseWorks® database. If you want to export data from
the CourseWorks® database into a non-CourseWorks® database, you must
first generate a report that includes all of the student's performance data and
fields of information that you need, then use the "Copy" icon on the toolbar or
the [File] » [Save As] command. *See "Copying Report Data to Other
Programs" and "Accessing and Printing Data Using the Report Feature" for
more details.)

To export data for a specific student, select [TrackPro] » [Database] »
[Export Student Data].
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Database | Help

Attach To Database

Backup CourseWorks Database
Change Site Name

Compact Database

Convert Access to/from SQL Server
Create Database Reports

Database Field Configuration
Export Student Data

Import non-CourseWorks database..,
Merge CourseWorks Databases
Move Database

2. The program displays the "Export student data" dialog box.

2 Export student data

Choose a student for export:
|Black, Megan j

Create export database | Cancel | Help |

3. Use the drop-down menu to select the name of the student
whose data you wish to export.

4. Click on the _Create st database | p) v

A new window will appear notifying you that the exported data
Is saved in a database file located at c:\CrsWrks8\db\StExport.

_Student Export - et X" ]

The exported student database file is located at:

c\CrsWrks7\db\5tExporth2323.accdb

This file can now be imported into a database at another
CourseWorks® site. To do so, complete the steps for "Merging
a CourseWorks® Database".

Merging a CourseWorks® Database

This process is used when an administrator needs to merge student
databases from several sites or when a student has taken courses at one
site, his data has been exported, and the data now needs to be included in a
different site's database.
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Note: CourseWorks® files have the extension "mdb",
"accdb" or "mdf" depending on whether you are
using one of the Access-based databases or the
SQL Server-based database. If you merge an
Access-based database into a SQL Server-based

database, CourseWorks® will automatically
convert the Access-based database to SQL
Server.

To merge CourseWorks® databases:

1. Select[TrackPro] » [Database] » [Merge CourseWorks

Databases].
[Database] Help

Attach To Database

Backup CourseWorks Database
Change Site Mame

Compact Database

Convert Access to/from SQL Server
Create Database Reports

Database Field Configuration

Export Student Data

Impert non-CourseWorks database..,
Merge CourseWorlks Databases

Move Database

The "Merging CourseWorks® Databases" dialog box displays.

Merging CourseWorks Databases E]|E|SJ

Select the extemnal Coursetw/orks databases which
are to be merged together with the cunent one:

Add to List
Remove from List

(* Merge all databases inta a single site " Keep existing site information

Merge Exit Help
Moz | b |

2. Click onthe| Addlelst " pytton.
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The "Open" dialog box displays.

<« 0S(C) » CrsWrks? » db » StExport

Organize ~ New folder =~ 1 @
Name Date modified Type

(3] 2323.accdb 2/2/20111220PM  Microsoft Access ..
I Desktop

4 Libraries

#) Homegroup

2 Marcom Laptop

1% Computer

€ Network

[53 Contrel Panel

& Recycle Bin
CourseWorks v7.0
CrsWirks7
Stuff

3. Select the location where the CourseWorks® file is stored. If
you have previously exported a student's data using
CourseWorks®, select the name that you gave the file when
you exported it (for example "*.accdb").

4. Click on the button.

The "Merging CourseWorks® Databases" dialog box displays.

E Merging CourseWorks Databases _ i @M

Select the external Course\Works databases which
are to be merged together with the curent one:

Add to List
Remowve from List

* Merge all databases into a single site " Keep existing site information

Menge | i Exit Help

Note: You can choose to fully merge all of the exported
data in with your existing data, or to maintain a
separate site identity for the exported data (i.e., if
you have separate databases for different
departments or faculties within your organization)
by choosing the appropriate radio button on the
screen.
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" Merge all databases into a single site (% Keep existing site information

5. Click on the | M2 | putton. If you need to merge additional
files, repeat steps 2 through 4.

Importing a Non-CourseWorks® Database

This feature is typically used when an organization has student data in an
existing database or spreadsheet, such as a human resources database, and
the training administrator wants to import this student information into the
CourseWorks® database. Student demographic data such as name,
department, Student ID, etc. can be easily copied via this feature. This can
save considerable time by not having to re-enter this data into
CourseWorks®. Only students' demographic data can be imported into
CourseWorks®. You cannot import existing training data, such as test results
and the like, from another database or a spreadsheet.

Note: The database to be imported must first be
converted or saved to a comma delimited text file
(".csv") format. Only comma delimited text files
can be imported into CourseWorks®.

1. Select[TrackPro] » [Database] » [Import non-
CourseWorks Database].

E[EEEEN Help

attach To Dakabase
Automatic Database Backop Service ‘
Zhange Site Mame |

Convert focess dakabase to SQL Server
Copy Coursewiorks Database

Creake Database Reporks

Database Field Configuration

Export Student Daka

Import non-Coursestorks database, .
Merge Courseiwaorks Databases
Move Dakabase
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The "Select ODBC Driver" dialog box displays.

ticrosoft Access-Treiber [*.mdb) ~
ticrosoft dB ase Driver [*.dbf)

icrosoft dB age WFF Driver [".dbf)

Microsoft dB ase-Treber [*.dbf)

ticrosoft Excel Driver [*xls)

icrozoft Excel-Treiber [* «ls]

icrozoft FoxPro WEP Driver [".dbf)

Microsoft DDBC for Oracl:

ticrosoft Paradox Driver [*.db ]

Microzoft Paradox-Treiber (*.db
Microsoft Test D i
Microsoft Text-Treiber [ tat: " csv)
Microzoft VWisual FoxPro Driver
Microzoft Visual FoxPro-Treiber
S0L Server

| Next > |

Cancel

| Help |

2.

Indicate the desired text driver (*.txt or *.csv) and click on the

button. (File types other than comma delimited files are
not supported by CourseWorks®).

The "ODBC Text Setup" dialog box displays.

ODBC Text Setup

[ et

Iv Usze Current Directary

Data Source Mame: | IETTNISERINE
Drezcription: |Temp0rary data zource will be deleted after clozing Eaiee]
Database
Help
Directary:

Optionss >

3. Onthis screen, click the "Use Current Directory" checkbox to
remove the checkmark and enable the "Select Directory"

option.

ODBC Text Setup

E

Data Source Name: Temp lprax DS

Description: Temporary data source will be deleted after closing
Database
Directory: cM\CreWiks?

Select Directory...

[T Use Cument Directory

o
[oowo ]

4. Click on the | Select Directory. .| button.

5.

In the "Select Directory" dialog box choose the location of the

source file that you want to import.
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Select Directory

File: narne: Folders:
|*_== cohoourzework sfiles
Cancel
= et
= CourseiworksFiles
£ Student Files

Save file az type: Dinives:
| &0l Files [*.7] EEREE | Hetwork..

6. Click on the button.

7. The next box to appear is the "Import to student database..."
dialog box. Here you will need to "map" the fields from your
source file to the fields in the CourseWorks® database.

8. Inthe "Columns in Student Database" box (which represents
the CourseWorks® database), highlight the field that
corresponds to the highlighted field in the "Columns in" box
(which represents the fields in your source file), then click

Map Field
Import to student database... g|
Select Table Test Report.cav
Colurmnz in Calurnz in Student Database
Student D INTEGER] P Map Field
iddle Initial [EHAR] Iﬁ?;g{:?mﬁd
Drate of Hire [DATETIME] Department
[rate of Hire
I apped Fields
_Umep i |
< Back | Mext > | Cancel | Help |
9. Continue this process until you have mapped all of the fields

that you want to import. Once all the fields have been mapped
(and are listed in the "Mapped Fields" box) click on the
button to begin the merging process (this may take several
minutes, depending on the size of the file being imported).

10. Once the file has been imported, CourseWorks® will return to
the main TrackPro screen where the student information that
you have just imported will appear.
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Move Database

Use this command to physically move the CourseWorks® database to
another location.

1. Select[TrackPro] » [Database] » [Move Database].
Databaze I HE|F

Attach To Database

Backup CourseWorks Database
Change Site Name

Compact Database

Convert Access to/from SQL Server
Create Database Reports

Database Field Configuration

Export Student Data

Import non-CourseWorks database...
Merge CourseWorks Databases

Move Database

TrackPro displays the "Save As" dialog box.

- BE
Savein |_}db j EF Ea-
-1 (Chiprxkermp
s [temp
MyRecert  |FRSTAID
Documents
?_.%
Desktop
My Documents
o]
59
by Computer
o) | =
iy Metwark  File name: iprzdb. mdf] hd Save
Places
Saveastype  |Access Files [*mdb) ~| Caricel

2. Select the new location ("Save in:" field) and/or filename
where you want the new database to reside from the
location/names displayed in the "Save As" dialog box. (The
default location for the student database is the "db" folder,
which is a subfolder in "CrsWrks8", the "root" CourseWorks®
installation folder. Use the "Save in:" box drop-down menu to
specify a different location).

3. Click on the button.
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Delete Site

This function is only enabled if your database contains multiple sites. You
can use this command to remove data for a particular site from your
database.

WARNING!

ALL of the data for the selected site will be deleted and is not
recoverable.

1. Select[TrackPro] » [Database] » [Delete Site].

Administration | Database Help

Course Scheduler F
Curricula Setup r
Delete Site

Delete Student Data
Enrollment Requirement
Pre-Enrcll Students

Print Student Certificates
Progress Map

Set Deliver Mode

Set Login Field Requirements
System Password Setup

2. The "Delete a site" dialog box displays.
Delete a site g]

Choose a zite that will be deleted from the database:

|CourseWolks ﬂ

Remove | Cancel |

3. Click on the drop-down menu to the right of the site name
display to select a different site, if necessary.

4. Select the site that will be deleted from the database and click

on the button.
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5. A "TrackPro Warning" dialog box will appear, reminding you
that ALL of the data for the site will be deleted and is not

recoverable.

TrackPro Warning

Are vou sure that you want to delete the site 'Courseiworks'?
\:r/ If deleted, ALL data For this site will be
' deleted and is NOT recaverable,

es | Mo |

6. Click onthe button to delete the site's information.

Note: If you want to save this site's information for
future reference, back up the site database first!
*See "Backing Up the CourseWorks® Database
(Save)" for more detalils.

Restoring from a Backup File

If you have a need to restore your database from a backup, it is
recommended that you call the distributor from whom you purchased
CourseWorks® or MARCOM's technical support department for assistance
prior to restoring the file.
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Build8 Lite

Overview

As a trainer, you are committed to providing your students with courses that
give them all of the information they need. Generally, the CourseWorks®
courses that you have purchased will contain the information that you want
your students to have about that topic. But in some cases you may want to
add information that is unique to your organization or site, or remove material
that is not important to your students. You may also want to ask questions
within a course about material that you add.

Build8 Lite is the perfect tool if you need to make some quick, straightforward
modifications to an existing course. With CourseWorks® Build8 Lite, you can
easily insert or delete information into the course. You can include video
segments, text, graphics or questions to convey information that is pertinent
to your organization's operations. You also have the option to include audio.
You can delete video, text, graphics or questions which are not relevant to
your students' needs as well.

You can save your customized course and install it on your computers just as
you would any other CourseWorks® course.

WARNING!

Customizing a course does not alter its copyright protection.
The course still belongs to its original authors. If you want to
make copies of a customized course, you must license that
right from the course publisher.

Opening Build

To open Build, click on the Build icon.

CustomPro Deliver License Setup TrackPro
(CWT only) Installer

Once Build is launched, the "CourseWorks 8 Build Course Titles" is the first
screen that appears. This dialog box displays all of the CourseWorks courses
that are installed on the system and are available for customizing (if Build
does not detect any installed CourseWorks courses, this box will be empty.)
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Once you click on the course you wish to customize, the Build8 title bar
displays the words "CourseWorks Build LITE 8.0"

File View Creste Modfy Didete Help

[nE -] B &Y

Modifying the Course Metadata

After a course has been made, any of the information can be changed, such
as the name or the background. This can be done under the Course Metadata
found on the modify menu. To change the course information, click Modify >
Course Metadata.

‘File View Create | Modify | Delete Help

O & E| & 3| Course Metadata |
Video
Slide
Text
Cuestion

This brings up the "Modify Course Metadata" dialog box. This is the same
screen that was used to create the course.
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Enter a unique course ID (15 chars max: A-Z, 0-3 and _ only): Language to use:
I rck_175_int_en English -

Enter a CW title for this course: (mandatory)

| DOT HAZMAT Security Aware View in Deliver

Enter a Web title for this course: {mandatory)

| DOT HAZMAT Security Awareness

Producer: {optional) Course version (MMDDYYYY):

|The Marcom Group, LTD, 12192013

Enter a course description (1000 chars. max): {mandatory)

This course presents information on the Department of Transportation’s HAZMAT -
Security Awareness regulations, areas of vulnerability regarding HAZMAT security and

what can be done to keep HAZMATs secure, Upon completing the course, employees
should...

Select the course background JPG file: {mandatory)

|r_: \erswrks8Ybldrirck_175_int_en'controls\packgrnd.jpg browse

Select the course layout XML file: (mandatory)

|c:\u’s'x\'rk58\jbldr\rd< 175_int_en'xmlYayout.xml browse

Select the course secondary background SWF file: (optional)

Ic:\,u'swrkss'»jbldr'q'dt 175_int_en'controls\2ndbkgd. swf browse

Select the course TicTacToe BMP file {150x100): {mandatory)

|c:‘|,a'swrk58\jbldr\rd< 175_int_en'yck_175_int_en.bmp browse

OK | Cancel |

b

All the course information on this screen can be changed at a later time if
necessary.

Note: The "View in Deliver" button (next to the course title field)
will open a preview of what the course will look like in the
CourseWorks Deliver main menu. Clicking on the course's
Tic-Tac-Toe button in the Deliver preview mode will display
a preview of the course information screen as an end user
would see it.

The author also has the option to rename the course by right clicking on the
title node and selecting "Retitle this course”. This option allows the author to
change the course title (the course ID, which is in parenthesis following the
title, cannot be changed from this dialog box).
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EE Electrical Safety in the Lab (sciew_Iss_electrical_110_en)
- [T MAIN PLAY the entire course
- MO (MO1) Retitle this course
mu - M2 (MO
2B Module| (MO2) Open another course
- [T MO3 (MO3)
- m MO (M04) Save this course
. m MO5 (MD5) Save this course as ...

The "Course Title Change" dialog box will appear.

Creating A Segment

A segment is a single screen in a course. It can be a question, text, a slide or
a video clip. All segments get created one at a time before the course can
start to be assembled.

There are two different ways to create a new segment:

1. From the main menu, click Create > Segment and choose the type of
segment that you want to create.

Modify Delete Help

Course |

Module
Elock 4
| Segment ] | Video
Slide
Text
Cuestion 3

2. You can also right-click on the segment node (for example, to create a
video segment, right-click Video Segments > CREATE new video
segment).

|Fi|e View Create Medify Delete Help

DEd s =R(S % |
EE= Seg | SEGMENT BUILDER

m Question Segments

- Tewt Text Segments

m Slide Segments

CREATE new video segment I

There are four types of segments that can be created...Questions, Text,
Slides and Videos. Different information must be entered or options selected
for each of these segment types before they can be created.
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Video Segments

Video segments are created using mp4 video files and have optional
closed captioning (the "closed caption question" needs to be
inserted in the course in order to play closed captioning. *For more
information on closed captions, see point #3 below).

File View Creste Modfy Delete Help
[ng—3"] DR & T
[=f | Seq | SEGMENT BUILDER

Question Segrments

Tesd  Ted Segments

TN oiioe Seqments

| vieo JIE] ments
i

BO_ALL Videa CC

m-H-EF

' \_’/ Wi

Lok
i Y ou may have heard this before, but it's worth repeating.

File View
== Course |
Module
Block 4
| Segment 4 | Video
Slide
Text
Question »

YT

The "Create New Video Segment" dialog box will appear.
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Video Segment ID
Il I ]

Browse for Content File

Browse I
U

selected video length (secs) I
Conc

a. Avideo ID must be entered that will uniquely identify this
segment.

b. The location of an mp4 video file must be specified. Once
the file has been selected, the length of the video file (in
seconds) will be displayed in the "selected video length"
window as an aid to the author.

2. Closed captions can be inserted into the current video
segment and appear underneath of the video when closed
captioning is enabled by the end-user via the closed caption
guestion. (See point #3 below).

Fle Veew Creste Medify Delete Help

[nf~3 =] CIER

i
] Fvose
w

- D
@ : L a
- I Fvse ‘5
I coctiectricity o an integral pant of today
| cc_ JERE ]
I 05 5o i impertant that we knew how E
| o JOERE - r
[ = } )
I o7 1-Pedorming equipment maintenance
N -
[T 035 4cind spiks from malfunstionng ea.
| o RS
TR 020150 we need to know electricty mside
.
IEEE c5.2:Let s begin by reviewing & few funda
Ei vioco I
R viten
o I
N oo K
'4' [ viceo R
wr
= Ehectri .x‘ulm the Lab {uca_lus_slectrcal 110 en)
o [N MAN
= [T Mot (Mon)

= WTTE e -
>
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a. The insertion point is based on the closed caption time
code, which is indicated by a numeric value (in seconds),
followed by the "::" delimiter.

CI visco |01

035.4:4nd sparks from malfunctioning equipment can even cause explosions.
%o we need to know electricity inside and out. It's the only way to be safe.

L046.2:4 et's begin by reviewing a few fundamentals.

3. Toinsert a closed caption, right-click on the Video segment
node > INSERT closed caption.

El

Seg | SEGMENT BUILDER

......... m Question Segments

Text Text Segments

m Slide Segments

Video Segments

N B0_ALL Video CC

MODIFY this video segment
SAVEAS this video segment
PLAY this video segment
IMSERT Closed Caption

4. The 'Closed Captioning' dialog box will appear.

To add a new dosed caption event, type in a timecode, caption
text and then press either the <—, —= or OK buttons:

Enter Timecode; | 062.0 Set to current video timecode
video segment length (secs): 187.3

Enter Closed Caption text:

For these reasons, over the years asbestos has been utilized in building construction in
many ways.
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The "Enter Timecode" edit box contains the current
position of the video (in seconds). This value can be edited
to adjust the start time of the closed captioning segment.

The "Set to current video timecode" button copies the
current video timecode from the timecode display in the
playback area to the "Enter Timecode" area in the Closed
Captioning dialog.

The "Enter Closed Caption Text" edit box is where the text
content is added for the closed captioning.

Note: To enter a pause in the captioning, leave the
content box empty.

The "video segment length" box displays the length of the
video segment (in seconds). This is an authoring aid and
cannot be edited.

The < and - buttons are used to navigate between
existing closed captions. They will also save the changes
made to closed captions when you use them to navigate to
a different caption.

5. To modify an existing closed caption, right-click on the closed

captio

=

n node > MODIFY this CC.

e Seg | SEGMENT BUILDER

o m Question Segments

.......... Text Text Segments

.......... m Slide Segments

.......... w Video Segments
.......... T BO_ALL Video_CC
- T Fuo2a
____________ m_m-l
: ol 005 MODIFY this CC :
 video [T PLAY from this CC
.......... | video [Ziele DELETE this CC

.......... m FV03A

The "Closed Captioning” dialog box will appear.

173



To add a new dlosed caption event, type in a timecode, caption
text and then press either the <--, > or OK buttons:

Enter Timecode: | 062.0 Set to current video timecode
video segment length (secs): 197.3

Enter Closed Caption text:

For these reasons, over the years asbestos has been utilized in building construction in
many ways.

D = OD

a. The "Enter Timecode" edit box contains the current
position of the video (in seconds). This value can be edited
to adjust the start time of the closed captioning segment.

b. The "Set to current video timecode" button copies the
current video timecode from the timecode display in the
playback area to the "Enter Timecode" area in the Closed
Captioning dialog.

c. The "Enter Closed Caption Text" edit box is where the text
content is added for the closed captioning.

d. The "video segment length" box displays the length of the
video segment (in seconds). This is an authoring aid and
cannot be edited.

e. The < and - buttons are used to navigate between
existing closed captions. They will also save the changes
made to closed captions when you use them to navigate to
a different caption.

6. When testing a closed caption the author has the option to
play from a specific closed caption. To do this, right click on the
desired closed caption > PLAY from this CC.

[} /8eg| SEGMENT BUILDER
.. - m Cuestion Segments
-- -« Text  Text Segments
m Slide Segments
Ew Video Segments
- | BO_ALL Video_CC
= [T Fu02A

! N cc LEm MODIFY this CC
@ FV02B PLAY from this CC
| video [ESiiel DELETE this CC
 video [EZTERN

174



7. To delete a closed caption, right click on the desired closed
caption > DELETE this CC.

e — Seg | SEGMENT BUILDER

T3 Question Segments

Text Text Segments

m Slide Segments
[ w Video Segments
......... T 50 _ALL Video_CC

000.5:The amount of current that an elect

I [T ——r———
MODIFY this CC

m Fy02C PLAY from this CC
| video [T0ERY | DELETEthis CC

=
o

SEq] SEGMENT BUILDER

[l Question Segments
# Text  Text Segments

@ [EEEE Siide Seqments
= KLE Video Segments
+ LUCEN B0 ALL Video CC

B Fu2A
oC

oC

at an ele
safely carry

ul

006.3::Most lines in a lab can

e Video

- [/8eg | SEGMENT BUILDER
3N Question Segrments

: Text  Text Segments

m Slide Segments

E m Video Segments
W BO_ALL Video_CC

i i [ 000.5:The amount of current that an elec
m FV02B

Slide Segments

Slide Segments are created using jpg graphic files. An audio file
(mp3) can be associated with a Slide Segment but is not required.

File WYiew Crests Modfy Delite Help
ODF- B|a T
5 Heg | SIGMENT BUILDIR

+

= TEmt Tet Segments

L [ site Seqrnents That jc
BT - cous hat'is.
EE(‘M{S

C30A @
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To create a slide segment, click on Create > Segment > Slide.

File View

Create | Modify Delete Help

O

Course |
Module
Block 3
| Segment b Video
| slide
Text
Cuestion »

The "Create New Slide Segment" dialog box will appear:

Slide Segment 1D Segment Timeout (secs)
Iu_
Browse for Content File
EBrowse I
Audio File
Browse
—— selected audio length (secs): l—
concel_|

a. A "Slide Segment ID" must be entered that will uniquely

identify this segment.

The location of a jpg graphic file must be entered into the
"Browse for Content File" field.

An optional "Segment Timeout" value may be specified (in
seconds). If a non-zero number is specified, this segment
will automatically move on to the next segment after the
indicated time.

The location of an optional mp3 audio file may be specified
by entering it into the "Audio File" field Once the file has
been selected, the time length of the audio file will be
displayed in the 'selected audio length' window as an aid to
the author.
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Text Segments
Text Segments are segments that consist of text only. They can be created by
manually entering the text directly in the window or by inserting HTML

document files.

D@ ¢ CIER:
[ Seg | SEGMINT BUILDIR

these are the course goals:

Mhe Labs {schen_bis_chectricad_110_eri) ;! learn about electrical safety in the laboratory

Ready

1. To create a text segment, click on Create > Segment > Text.

Create | Modify Delete Help

Course

Module

File View

ODEHE

Block 3

Segment » Video

Slide

Question 3

The "Create New Text Segment" dialog box will appear:
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Text Sagment ID Segment Tmecut (secs)
[ [
c " E-\mseh'thwFie>
Browse |
" Enter Text Content:
Auho Fle
e selected suda length (secs):
= o |

a. A'"Text Segment ID" must be entered that will uniquely
identify this segment.

b. If "Browse for Content File" is selected, the location of an
HTML document file must be specified:

c. If "Enter Text Content" is selected instead, text can be
typed directly into the window. Clicking the "HTML" button
will display the "Font" dialog where the various font
attributes can be set for the text:

Text Segment ID Ségmment Thneout (s66s)

! [ ¢ ]

™ Browse for Content Fle

r—

Ao Fie

[ oc ]| coe |
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d. An optional "Segment Timeout" value may be specified (in
seconds). If a non-zero number is specified, this segment
will automatically move on to the next segment after the
indicated time.

e. The location of an optional mp3 audio file may be specified
by entering it into the "Audio File" field. Once the file has
been selected, the time length of the audio file will be
displayed in the 'selected audio length' window as an aid to
the author.

Question Segments

There are six different types of questions that can be created under the
"Question Segment" option. Each question type has its own characteristics
(as described below) and associated correct and incorrect answers.

To create a new question segment, click on Create > Segment > Question.

File Wiew | Create | Modify Delete Hedp
D& HE  Couse {

Black
Segment » Video ]

-

Slide
| Text
Question L] et
] graphics
meny
hotspat
muttiple/multiple choice

«closed caption

1. Text questions are questions that appears to a viewer as
text. The left-hand side of the screen and accommodate up to
six answer buttons.

B TueorFalse?

Al electrical lines within your laboratory carry the same
SN amount of electrical current.
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a. To create a text question, click on Create > Segment >
Question > Text.

[®) CourseWorks Build 8.0
File View | Create | Modify tl:l-e-l:_e_l-l_elp
De=d Course i

k

| Module
Black
Segment k Videa
— siide
Test
Question k bt
| graphics
meny
haotspot
multiplefmultiple chaice
closed caption

The "Create New Text Question” dialog box will appear.

Audo Fie (mp) —

_Bmse |

selected aud length (secal |

[ concd |

i. A"Text Question Segment ID" must be entered
that will uniquely identify this segment.

ii. Select a module ID from the "Associated Module
ID" list box. As described in the Trainer's Guide,
"assessment testing" allows a student to "test out"
of modules in a course on topics for which they
already have adequate knowledge. By selecting
an "Associated Module ID", this question will be
connected to a particular chapter in the course
(i.e., a module) in order to facilitate assessment
testing.
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iil. If "Browse for Content File" is selected, the
location of an HTML document file must be

specified:
 eemmees @\
IO e S e
[ [ =l
c = Browse for Cortent Fle > P p—
Foud [ i, ——
" Erfier Text Conient:
—
—
—
—
Ausces File (mp3)
Z e sected o lenge fseesls |
[[ox | cwes |

iv. Create up to six response buttons by entering the
button labels in the fields on the right side of the
dialog box (i.e. True/False or A,B,C,D,E,F).

v. The location of an optional.mp3 audio file may be
specified by entering it in the "Audio File" field.
Once the file has been selected, the length of the
audio file will be displayed in the "selected audio
length" window (in seconds) as an aid to the
author.

2. Graphic questions display a picture with up to six buttons
along the side.

File View Cieste Moddy Delele

(v
v
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=]
E-]
e

I
o
&
E
g
=

ﬂwEE
88"
&

Which gloves\would be|best suited for/normallyard work?,

BEER
§ERE

=000 -

BREEHEL
889785588

i
::)
i3
-
-}
b
b
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a. To create a graphics question, click Create > Segments >
Question > Graphics.

File View | Create Mod_'rl_'_',r__Delie Help

0= ﬂ Course l
| Module [
Block L
I S.egrllmt N Video
Slide
Test
Question » | text
| gephis
menu
hotspot

multiple/multiple choice

closed caption

The "Create New Graphic Question" dialog box will appear.

Graphic Question Segment ID Assodiated Module ID
Browse for Content File T
Browse |
Audio File (mp3) —
i~ Browse
selected audio length (secs):
(ol No audio =)

i. A "Graphic Question ID" must be entered that will
uniquely identify this segment.

il. Select a module ID from the "Associated Module
ID" list-box to support assessment testing.

iii. The location of a jpg graphic file must be
specified in the "Browse for Content File" field.

iv. Create up to six response buttons by entering the
button labels in the fields on the right side of the
dialog box.
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v. The location of an optional.mp3 audio file may be
specified by entering it in the "Audio File" field.
Once the file has been selected, the time length
of the audio file will be displayed in the 'selected
audio length' window as an aid to the author.

3. Menu questions are review menus that have buttons to allow
the end-user to repeat previous sections. Review menus can
have up to eight buttons.

Fln View Creste Moddy Deletn Help
DE| =
L

Caview Menu
& Grounding

® Safe Work Practices

& Electrical Equipment and “lammables

® Dealing with Electrical E1 ergencies

o Conclusion

Faradty

a. To create a menu question, click Create > Segment >
Question > menu.

File View Cm{:'Modlfy Delet_e Help
0O&F Course |
Maodule
Block » |
Segment r Video ‘

Slide
Text
Question L3 text
graphics
menu
hotspot
multiple/multiple choice

closed caption

The "Create New Menu Question" dialog box will appear.
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Menu Question Segment ID

Enter menu caption

Audio File (mp3)

selected audio length (secs):
lo audio

A "Menu Question Segment ID" must be entered
that will uniquely identify this segment.

. A menu caption may be optionally typed into the

"Enter menu caption" field. Clicking the "HTML"
button will display the "Font" dialog where the
various font attributes can be set for the caption.

The location of an optional.mp3 audio file may be
specified by entering it into the "Audio File" field.
Once the file has been selected, the time length
of the audio file will be displayed in the 'selected
audio length' window as an aid to the author.

4. Hotspot questions consist of a graphic where the end-user
must click on one or more areas of the graphic to indicate the
correct response.

fn B

Fle View Cieste Moddy Delete
(N1 I

Help

It

089S0

FESIEEEESAEEERS

Which|glovesiwould|be best suited for.normal yard work?
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a. To create a hotspot question, click Create > Segment >
Question > Hotspot.

File View | Create | Modify Delete Help

0O & n Course l ------
| Module
Block b
Segment  » Video
T Slide
Ted _
Question r : text
e — graphics
menu
hotspot

multiple/multiple choice
closed caption

The "Create New Hotspot Question" dialog box will appear.

Hotspot Question Segment ID Associated Module ID
| [~rore - =] I Hotspot Display
Browse for Content File
Browse I
Audio File (mp3)
o Browse
selected audio length (secs):
i« Mo audio
care

i. A "Hotspot Question Segment ID" must be
entered that will uniquely identify this segment.

il. Select a module ID from the "Associated Module
ID" list-box to support assessment testing.
*Assessment testing is described in the "Question
Segment" section on page 29.

iii. If "Hotspot Display" is checked, the end-user will
see a rectangular border around all hotspot
areas.
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iv. The location of a jpg graphic file must be
specified in the "Browse for Content File" field.

v. The location of an optional.mp3 audio file may be
specified by entering it into the "Audio File" field.
Once the file has been selected, the time length
of the audio file will be displayed in the 'selected
audio length' window as an aid to the author.

b. A hotspot is an area on the image that provides feedback
when clicked on by the end-user. Up to twelve hotspot
areas are allowed per hotspot question:

c. To create a hotspot area, right-click on the question node
> CREATE a new hotspot area.

¥ ramc ? | mn| CREATE a new hotspot area |

g rmc ? MODIFY this question segment
m Qo SAVEAS this question segment

m an PLAY this question segment

d. Clicking on this option puts the playback engine into editing
mode, indicated by the 'INPUT MODE' display:

File View Create Modify Delete Help
Dwd i2R a2 |

-~ Seg | SEGMENT BUILDER
I Question Segments
[mc 7 feil)
{mc_ 7 ol - = ; -
[ ooec Which/gloves ;would_be-besg[w{?ﬂ nermal yard work?

o-u5EHEFEEEEEEEEEEEEEEE
[T}~ - - - - - (- (- - - - - - - - - -
=
=

[T gst_graphic_example
[ 7ot s eampl]
i HST
Hs2
L Bution [
[T gst_mmc_example
N gst_terminator
ST Rev_M_01
EET Rev_M_02
- [ TR0 REV_M_03

... ITPRTE RFV M na

-
- -G

Ready

e. While holding the left mouse button down at a position on
the image on the right side of Build8, move the mouse over
an area that is to be designated a hotspot area. A red
rectangular border with a red label will be drawn to provide
feedback to the author:
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File View Creste Modify Delete Help

Ded iRl |

E---1 Seq | SEGMENT BUILDER
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f. A hotspot area is automatically labeled HSx_HS with a red
border on the right side of the Build8 screen and a new
button node labeled HSx is added to the SEGMENT
BUILDER tree on the left side of the screen (where 'X'
represents the hotspot number).

5. Multiple/Multiple Choice questions present a graphic
guestion where the end-user must click on multiple areas of the
graphic to indicate the correct response.

File View Creste Moddy Delete Help
D L
(5 [SEg | SEGMENT BUILDER ~

I oo Which of the following should be done if a chemical spill
R oo occurs in your workplace?

e T [Click on all that apply, then click OK.)

Notify the

Tend to .
appropriate
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a. To create a multiple/multiple choice question, click on
Create > Segment > Question > Multiple/multiple
choice.

File View | Creste | Modify Delete Help
D& n Courze 1
Maodule
Block .
Segment » Video
= Slide
Tedt
Question vl te
| graphics

menu
hotspot
multiple/multiple choice

closed caption

The "Create New Multiple/Multiple Choice Question" dialog box will
appear.

Multiple Multiple Choice Question Segment ID Assocated Module ID
| [~none - = I Hotspat Display

EBrowse for Content File

Audio File (mp3)

selected audio length (secs):
Mo audio

i. A "Multiple/Multiple Choice Question Segment ID"
must be entered that will uniquely identify this
segment.

il. Select a module ID from the "Associated Module
ID" list-box to support assessment testing.
*Assessment testing is described in the section
on "Question Segments" on page 29.

iii. If "Hotspot Display" is checked, the end-user will
see a rectangular border around all hotspot
areas.

iv. The location of a jpg graphic file must be
specified in the "Browse for Content File" field.
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v. The location of an optional mp3 audio file may be
specified in the "Audio File" field. Once the file
has been selected, the length of the audio file will
be displayed in the "selected audio length"
window (in seconds) as an aid to the author.

A "hotspot" is an area on an image that provides feedback when it is
clicked on by the end-user. Up to twelve hotspot areas are permitted
per multiple/multiple choice question or sequential/multiple choice
guestion.

a. To create a new hotspot area, right-click on the question
node > CREATE a new hotspot area.

. CREATE a new hotspot area

SET correct answer sequence

MODIFY this question segment

]m RE SAVEAS this question segment
] m RE PLAY this question segment

b. Clicking on this option puts the playback engine into editing
mode, indicated by the 'INPUT MODE' display:

5
File View Creste Moddy Delste Help
Ded nl&aT

=/ [Seg | SEGMENT BUILDER

Bl m““‘f“ Which of the following shiould be done if a chemical spill
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A con occurs in your workplace? INPUT MODE
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}— T Q20 for several hours

61— TR b, el to give it a chance o nharhatitolio)
to solidify.
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c. While holding the left mouse button down at a position on
the image on the right side of the Build8 screen, move the
mouse over an area that is to be designated a hotspot
area. A red rectangular border with a red label will be
drawn to provide feedback to the author:
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File View Create Modify Delete Help
E IR
El-~| Seg | SEGMENT BUILDER

- MM Question Segments
e » iy

{ mc | e Which of the following should be done if a chemical spill
e - [Ty occurs in your workplace?
s (Click on all that apply, then click OI.]

[ o

Notify the
appropriate
personnel.

Tend to
injuries.

Evacuate
the area.

Let the chemical set
for several hours
to give it a chance
to solidify.

Look at the SDS
for information
on what to do.

L~ - - - - - - - - - - - - G- -

2}

d. The hotspot area is automatically labeled HSx_HS with a
red border and a new button node labeled HSx is added to
the SEGMENT BUILDER tree on the left side (where X'
represents the hotspot number).

6. The "Closed Caption Question" is used by courses that
have authored closed captioning to be shown with video
segments. This question type can only be used one time in
each course. Once the question has been used this menu
option becomes greyed out and is no longer available.

8 This course is available with closed captioning.

Would you like to enable closed captioning?
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a. To create the closed caption question, click Create >
Segment > Question > Closed caption.

D HE

File View | Creste | Modify Delete Help

|
Module

Block » J

Segment » Video
) Slide
Ted

Question

text

graphics

menu

hotspot
multiple/multiple choice

closed caption

The "Create Closed Caption Question" dialog box will appear.

Tt Question Segment [0

[ase oo erame g

" Browse for Conterrt Fie

@ Eriler Texd Contenil:

This courn s sunkable with dosed capsoning Winud you lee tn enable chosed captoning?

Auxia Fie a3}

No s

Brovese
seiected sudo length fsecel:

o] o |

The closed caption question ID is pre-defined and
entered in the "Test Question Segment ID" field
by Build8, and cannot be changed.

. If "Browse for Content File" is selected, the

location of an HTML document file must be
specified.

If "Enter Text Content” is selected instead, text
can be typed directly into the window. Clicking
the "HTML" button will display the "Font" dialog
where the various font attributes can be set for
the text in the "Button” fields. The window is pre-
populated with a standard question that can be
changed as needed.

. There are two response buttons that have been

pre-populated down the right side of the dialog
box. The text can be changed as needed.
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v. The location of an optional mp3 audio file may be
specified by entering it in the "Audio File" field.
Once the file has been selected, the time length
of the audio file will be displayed in the 'selected
audio length' window as an aid to the author.

Creating a Segment with the SaveAs Function

The "SAVEAS this question segment" option that appears on the segment
node submenu allows the author to make a copy of the current segment then
make minor changes to the question to create a new question, in order to
expedite the authoring process. A new Segment ID must be assigned in
order to complete the "SAVEAS" operation.

1. To get this submenu to use the "SAVEAS" function, right click
on a segment node > SAVEAS this question segment.

o
m IMSERT a new button into 1st position
m Q03 MODIFY this question segment
m Qo3 SAVEAS this question segment
m Qo3 - PLAY this question segment

... NN nas i J

The "SaveAs Text Question” dialog box will appear. Click OK to save
the segment.

Text Question Segment ID Associated Module ID
[ 203 [~none - =
(" Browse for Content File
¢ Enter Text Content:
True or False?
Stray electricity will travel toward the sky to try and complete & drcuit.
HTML
Audio File (mp3)
-
« No audio
cocs
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Adding Answer Buttons to Questions

Answer Buttons appear on the side of the question for the end-user to click to
answer the question. They may also be words that come up on the screen for
review menus. Each type of question has different types of answer buttons.
Text and Graphic Questions can accommodate up to six button responses

which appear on the left-hand side of the question window.

1. To add a button, right-click on the question node > INSERT a
new button into 1% position.

m Qo3c

1
].
]m Qo020
].
]m Q0B

| INSERT a new button into 1st position

MODIFY this question segrment
SAVEAS this question segment
PLAY this question segment

[ oo o R

The "Add Question Button" dialog box will appear.

2. The button will be displayed as a button node in the
SEGMENT BUILDER tree on the playback engine side of the
screen. The font attributes of the button label can be set by
clicking the 'HTML' button.
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Fle Wew Creste Masddy Deletie Heg
0o e T
— -~ [Seg | SEGMENT BUILDER
- Cuestann Segments
5 [N A5K,CC_ EMABLE 05T
+

True of Falsa?

Stray electricity will travel toward the sky to try and complete a
clrcuit

e
R mer LT
S e [l
L L
A e L
=t FEV_M 08
& m FEY M OT
S wc r

o TN TR

Frady

3. To add another button to the list, right-click on the button that
would come BEFORE the new button > INSERT a new
button after this button.

File View Create Modify Delete Help
DEHE| LRRE T
| Seg | SEGMENT BUILDER
= [Tl Question Segments
e I Q02a
& I o
A
B (correct ans)
<
— Il Qoac & TINSERT 2 new button after this button
#— IRl Q03A DESIGMATE as correct answer
e I Qose MODIFY this button
- Il Qo3c i
- T3S Qo3p DELETE this button

4. The button will be displayed as a button node in the
SEGMENT BUILDER tree as well as on the playback engine
side of the screen. The font attributes of the button label can
be set by clicking the 'HTML' button:

Enter the new button label:

B
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The new button will appear in the question.

= [ Bng | SEGMENT HUILDER
= [ CGueticn Segmant
5 [l s — . . "
= [ o 2 a = S In elecirical accidents, what is it that causes shocks?

B deorect sl
€

aose D. Power cords

Rascy

5. "Menu buttons" can to be added by right-clicking on a
question node > INSERT a new button into 1% position.
Menu questions are permitted to have up to eight button

n n
responses .
............ m REV_M_01
ﬂm REV_M_02 | IMSERT a new butten into 1st position
ﬂm REV_M_03 MODIFY this question segment
Jo LI REV_M_04 . i
ﬂm REV_M 05 SAVEAS this question segment
]m REV_M_0D6 PLAY this question segment

The "Add Question Button" dialog box will appear.

Enter the new button label:

I Introduction|

6. The button will be displayed as a button node in the
SEGMENT BUILDER tree and displayed on the playback
engine side. The font attributes of the button label can be set
by clicking the 'HTML' button.
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Fle View Creste Modfy Delte Help
D@ 2 ¥
3

& [ e E 13 | Review Menu

I rev .

& Intreduction

7. To add another button after the first button (and for any
buttons after that), right click on the button node > INSERT a
new button after this button.

- I Rev.m 02
: Introduction
How Electricity Worle
m REV_M_03 |— IMSERT a new button after this button
IZET ReV_M_04 MODIFY this button
[T REV_ML05 DELETE this button
... TTNITH RV M NR

The "Add Question Button" dialog box will appear.

Enter the new button label:

Grounding

HTML |
OK I Cancel |
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The new "menu button" will be added to the Review Menu.

Fie Wimw Croste Meddy Deldte Halp
DEWd " L3
= [Bed ] SIGMINT GUILDIR Y
= [ Gueten Segeents
n—

— -
Review Menu

= |

% - [T con ® Introduction

® How Electricity Works

3 oo ® Grounding
? w

: s TN
= T [

Intraducines

i flgctricity Works
3 =N

O wieews [T
% Il REV WIS
o T Reva 0
o e VIR

= ITTOCH Trvns ik

Faady

Designating a Correct Answer

A question needs to have a correct answer designated in order for it to work
properly in the course or to be included in the pretest/posttest/assessment
test pool. The designated button label will become bolded and will be
appended with the message "(correct ans)".

1. To designate a correct answer for text and graphic questions,
right click on the question node > DESIGNATE as correct

answer.
=— Il aozs
A
B
c .
E - ;| .......... m Q028
£ INSERT a new button after this butten H A
# Qo2c DESIGNATE as correct answer B
e I 003 MODIFY this button C
DELETE this butto :
@ T oo Ehiiton ->

Text questions and graphic questions can only have one correct answer.
2. To designate a correct answer for a hotspot question, right

click on the question node > DESIGNATE as correct
answer.
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= st_h I ;
E‘ m qst_| S_aa'_irr;:e Em qst_hs_example

HS53 | DESIGNATE as correct answer
DELETE this hotspot 9

_ HS52 (correct ans)

A designation of "(correct answer)" will be appended to the designated
answer button. In addition, the label for the hotspot area on the right side of
the Build8 screen will change from red to green. There can be only one
correct answer for this type of question.

File View Create Modify Delete Help

DR i ne ST
5 BR[| SEGMENT BUILDER
= TR Question Segrnents
e3)

Whichiglovesiwouldbe bestisuited.for.normaliyard work?

=y

TS
R et mme_esarmple:
& I3 st terminstor
3

BIAEDE
B
:

File View Create Modify Delete Help
Dewd| LrwRla Y
T [ Beg | SLGMENT DUILDIR

I o Whichiglovesiwould|bebest suited for.:normal yard work?

JEEEN o graphic esmpte
R e hs_enariple

HS2Z (vorrect ans)

MEFERFFEEEFFEHRAIEEEE
e
v

FEERBR
g
z
2
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3. Because of the unique nature of multiple/multiple choice
questions LN and sequential/multiple choice questions
EIE, there is additional information displayed next to the
guestion ID label as an authoring aid, highlighting the correct
answer response:

Note: This is a visual reminder to the author that the
answer sequence still needs to be set for this
sequential/multiple choice question.

Gﬂm q21 [ H53 - correct response any urded'
[

. KT vos

Note: This is a visual reminder to the author as to
what the correct hotspot areas are and that the
responses can be given in any order for this
multiple/multiple choice question.

q17 (HS3, HS1 - correct response in sequence)

q-
o m QMC

Note: This is a visual reminder to the author as to what
the correct hotspot areas are and that the
responses must be in sequence for this
sequential/multiple choice question.

4. To set the correct answer sequence for multiple/multiple
choice questions, right click on the question node > SET
correct answer sequence.

Note: There must be at least 2 hotspot areas defined
in order to enable this option.
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CREATE a new hotspot area

| SET correct answer sequence

]m R MODIFY this question segment
3 m SAVEAS this question segment
]m R PLAY this question segment

Availsble Answer Areay
H5L | [ |
H52
H53
H54

=<

[T Angwers must be in exact sequence

o] o |

5. The available hotspot responses are in the left column. To
create the answer array, highlight each available response and
click on the '=' button:

Available Answer Array
H52
H53
Rl
|~ Answers must be in exact sequence
oK | Cancel |

In the above example, hotspot areas 2 and 4 represent the correct
response and can be answered in either order. Thisis a
multiple/multiple choice question.

If the answers must be selected in a specific order, the "Answers must
be in exact sequence" checkbox must be checked. This is a sequential/
multiple choice question.
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To properly set up the question, available answers must be moved to
the "Answer Array" in the order (from first to last) in which they must be
selected by the end user when answering the question correctly.

Available Answer Array

Hs4

H52

=
<

¥ Answers must be in exact sequence

OK I Cancel |

In the above example, hotspot areas 4 and 3 represent the correct
response and must be selected in that exact order.

Removing a Correct Answer

1. To remove a button's designation as the correct answer,
select either a different button as the correct answer or right-
click on the button 'REMOVE as correct answer:

SE mc 7 feik
A
B
C
E INSERT a new button after this button
22| | mc_ 2 felikla REMONE as correct answer
2R MC ? | %i‘: MODIFY this button
R MC 7 |
s m o0 DELETE this button

When removing a correct answer on hotspot questions, the label for the
hotspot area on the right side of the Build8 screen will change back to red
from green:

s B m st hs_example .

E —— Hg:j = s 2 |gst hs eample
............. HS2 (correct ans) HS1
: f— HS3 [ REMOVE as correct answer i ;

DELETE this hotspot 9
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File View Create Modify Delete Help I

DeHime|s T

E)--| Seg | SEGMENT BUILDER
- [Tl Question Segments
[T Q024
| Q028
- JTEl 002¢
o oo
- TN 0038
I o
3 oo
- [T 00a
a5
IZE o<
B 7 feory
I o
= mc_z [ollle

] - - - - - - - -
[0 G- - - - - - - - - - - - - - G- - -

EEE ost_graphic_example
[ ast_hs_example
I Button JT0]

HS2 [correct ans)

LTS qst_mmc_example
NTEEN st terminator
T REV_M_01
BECETH REV_M_02
T Rev_M_03

. BETTTE RFV M 04

N

-
B -

Ready

Whichglovesiwould!bebestisuitedifor.normaliyardiwork?

File View Creste Modify Delete Help

Dwd +2B[&? |

=~ Seg | SEGMENT BUILDER
& [EIEMEN Question Segments

BB
g

TSN gst_graphic_example
N gst_hs_example

el

Which!gloves\wouldibebest suited for.normal\yard work?.

[ [ [

2. If aresponse needs to be removed from the answer array for
a multiple/multiple choice question, highlight the response to
remove in the 'Answer Array' and click the '€' button:
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Available Angwer Array
H51 Hs3 |
H52
Hs4 |

=)

&

[ Answers must be in exact sequence

I

Correct responses are indicated by green labeling and incorrect responses
are indicated by red labeling in the playback engine on the right side of the
Build8 screen.

File View Create Modify Delete Help

Dl sbiE? |

[E] Seg | SEGMENT BUILDER ~
- Question Segments

- Q028 Which of the following should be done if a chemical spill
L oA occurs in your worlkplace?

e (Click on all that apply, then click OK.)

Notify the

[LE 7] anc Tend to -
appropriate

-l Quse injuries.

Evacuate
the area.

personnel.

¥ mc 7 Rellli:]
I cosc @
s ¢ Kig Let the chemical set

- [ 16 Look at the SDS

I o0 for several hours | 9
LT ost_graphic_example for information

to give it a chance o atitakia
to solidify. i 5

T - G- - P (- - B
2

BEER qst_hs_example
R 1MMC 2 [ qst mme_ecample

0w

Deleting a Button

1. If a button is no longer needed or was added incorrectly, the
author has the option to remove the button. To remove a
guestion button, right click on the button > DELETE this
button.
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INSERT a new butten after this button
DESIGMATE as correct answer
MODIFY this button

Gl nm e

Feeletbeel bbb
i e i

O M W

DELETE this button )

2. Removing a button from a hotspot question is done similarly,
right click on the button > DELETE this hotspot.

g Hs_? Jq15

- Hs1 :
m qle DESIGMNATE as correct answer H51
§ mc 2 Jerl  DELETE this hotspot £ [l 416
- PRI > oI o

Inserting a Segment

1. Toinsert a segment into the current block, right click on the
block node > INSERT a segment into block 1* position.

e - m .
INSERT a segment into block 1st position 3 insert SEGMENT BUFFER
. INSERT a block after this block insert QUESTION segment
REMOVE this block insert SLIDE segment
REMAME this block insert TEXT segment
PLAY this block insert VIDEO segment

2. Toinsert a question into a block, right click on the block node
> INSERT a segment into block 1% position > insert
QUESTION segment.

=B Giock | _
INSERT a segment into block 1st position 3 insert SEGMENT BUFFER
| INSERT a block after this block insert QUESTION segment
REMOVE this block . insert SLIDE segment
REMAME this block insert TEXT segment
PLAY this block insert VIDED segment

The "Insert Question Segment" dialog box will appear.
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Choose question segment to insert:

Qo028
Qozc
QO3A
Q038
Qo3C
Q030
QO4A
Qo48
Qo4C
QO5A
QosB
QO5C
QosA
QosB
QOEC
qls v

oK I Cancel

7

[E= - | Block |B03
ERS Siock [B03] R mc_? |ooaAm

m ROAD O3 P e I ROAD 03

m oo i e m LO 03
- [ Vo3 e video [N
Eai ac 7 [oliET - Q03A
o c 7 ol T Q038
ez mc ? [olikle - Q03C
- I Q03D - IS Q03D
- A REV_M_03 []m REV_M_03

- [T TT_20F3 = Y IETE 17_20F3

3. Toinsert a slide into a block, right-click on the block node >
INSERT a segment into block 1% position > insert SLIDE
segment.

| IMSERT a segment into block 1st position k insert SEGMENT BUFFER
IMSERT a block after this block insert QUESTION segment
REMOVE this block insert 5LIDE segment
REMAME this block insert TEXT segment
PLAY this block insert VIDEQ segment
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The "Insert Slide Segment" dialog box will appear.

Choose slide segment to insert:

LO_04 ~
LO_05
LO_0&
PARTIAL
ROAD_O1
ROAD_02
ROAD_03
ROAD_04
ROAD_05
ROAD_06
ROAD_O7
sciexl
sCiex2
sciexd
SCENT

TT_20F3 W

G-I REVM01 | - [ REV_M_01

4. To insert a text segment into a block, right-click on the block
node > INSERT a segment into block 1° position > insert
TEXT segment.

=2 Biock |
| INSERT a segment into block 1st position 3 insert SEGMENT BUFFER
INSERT a block after this block insert QUESTION segment
REMOVE this block insert SLIDE segment
REMAME this block insert TEXT segment
PLAY this block insert VIDED segment
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The "Insert Text Segment" dialog box will appear.

Choose text segment to insert:

gos |
oK I Cancel
7
=W g BOS
=B Block |BOS| 5 mlsp

............ IEZE roAD05 e LTI TOAD 05

............ IEIT o0 o I L0005
- m V05 EHW V05
- [T Q05A -l QosA
e ISl 0 e[ 0
- m Qo5C e mc 7 felsle
- L REV_M_05 - I REV_M_05

............ IEIT 17.20F2 > | I TT_20F3

5. Toinsert a video segment into a block, right-click on the block
node > INSERT a segment into block 1% position > insert
VIDEO segment.

| Elock _JBOD)
| IMSERT a segment inte block 1st positicn 2 insert SEGMEMT BUFFER
INSERT a bleck after this block insert QUESTION segment
REMOVE this block insert SLIDE segment
RENAME this block insert TEXT segment
PLAY this block insert VIDEQ segment
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The "insert Video Segment" dialog box will appear.

Choose video segment to insert:

oK I Cancel

=S Biock |B00
S ok 500 B
. o Clide SCIEN
SN o siide [EIC
... |ETTI TITLE e | T TITLE
. T C_GOALS =) e [T C_GOALS

6. To insert the close caption question into the course to allow
the option to have close captioning, right-click on the block
node > insert QUESTION segment > ASK_CC_ENABLE.

5 MM

INSERT a segment inte block 1st position » insert SEGMENT EUFFER
INSERT a block after this block | insert QUESTION segment
REMOVE this block insert SLIDE segment
REMNAME this block insert TEXT segment
PLAY this block insert VIDEOQ segment
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The "Insert Question Segment" dialog box will appear.

Choose question segment to insert:

H5_Q_02C
H5_T_05C
QO2A
Qo8
Qo34
Q038
Qoic
Qo3D
Q04A
Qo48
Qo4c
QO5A
Q058
Qosc
QUsA
QU&B v

'm I MC ? |Ack o ENABLE QST
o [T Title . slide NI

m Disclaim m Disclaim
o TR c_goals - m c_goals

7. Inserting subsequent segments following the first one is done
similarly to the way the first segment was inserted. Right
clicking on the new segment brings up the submenu that gives
the author a choice of inserting either a question, slide, text or
video segment, or the contents of the "segment buffer"
immediately following the current segment.

To insert a segment after a slide.

1. Right-click on the slide segment > INSERT a segment after
this slide, then insert the type of segment or segment buffer.

- I o
ETZ roAD_04

IETEEH q17 (HS3, H51 - correct response in sequence)
m q21 (H52, H53 - correct response any order)

N o5

w V4 . INSERT a segment after this slide 3
i Wenu LR REPLACE this slide segment
e | TR €S04

REMOVE this slide segment
PLAY this slide segment

insert SEGMENT BUFFER
insert QUESTION segment
insert SLIDE segment

insert TEXT segment

insert VIDEQ segment
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7

R biock [

- [ R ROAD_04
[ﬂm q17 (H53, H51 - correct response in sequence)
[jm g21 (H52, H53 - correct response any order)

- L REV_M_04

2. Repeat this step for all the segments that get inserted into the
block.

To insert a segment after a text segment.

1. Right-click on the text segment > INSERT a segment after
this text, then insert the type of segment or segment buffer.

=SB Elock [0
. | LT ROAD_D4

[ m q17 (HS3, HS1 - correct response in sequence)

[ m q21 (HS2, HS3 - correct response any order)

=i m q15

o ciide QK

............. Text d

R video NDE INSERT a segment after this text 3 insert SEGMENT BUFFER

o JL REV_M 04" o) p CE this text segment insert QUESTION segment

. N Cs0ic

-3

REMOVE this text segment . insert SLIDE segment

(il
=
m

PLAY this text segment insert TEXT segment
insert VIDEQ segment

,_|
=
s}

s
a
<
z
=

7

2. Repeat this step for all segments that get inserted into the
block.
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To insert a segment after a video.

1. Right-click on the video segment > INSERT a segment after
this video, then insert the type of segment or segment buffer.

| video Juoil
IMSERT a segment after this video 4 insert SEGMENT BUFFER
REMOVE this video segment insert QUESTION segment
REPLACE this video segment insert SLIDE segment
PLAY this video segment insert TEXT segment

insert VIDED segment

2. Repeat this step for all segments that get inserted into the
block.

To insert a segment after a question.

1. Right-click on the question segment > INSERT a segment
after this question, then insert the type of segment or
segment buffer.

B m BO4
o T ROAD_04
F"Swic 7 [q17 (HS3, HS'1 - corret response inseaucnce)

T3 921 (HS2, HS3 - correct response a INSERT a segment after this question » insert SEGMENT BUFFER
m q13 REPLACE this question segment insert QUESTION segment
m LO04 REMOVE this question segment insert SLIDE segment

- Text disclaimer
m 5058 PLAY this question segment insert TEXT segment

w Vod insert VIDEO segment

e | IR ROAD_04

H53, H51 - correct response in sequence)

goals

q
- m q15
e | IR LO_04

52, H53 - correct response any order)

-

2. Repeat this step for all segments that get inserted into the
block.
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Segment Buffer

You can hold any number of text, slide, video or question segments that you
may want to reuse in other sections of the course by copying them into the
"segment buffer".

1. To copy one or more segments into the segment buffer, hold
down the CTRL key and click on all of the segments that are to

2.

be put into the buffer.

a. For example, the following question segment (Q02B) has
four button responses, three of which are incorrect
responses (buttons A, B and C). To quickly copy the
review segments from button A into buttons B and C:

b. Simultaneously hold down the CTRL key
c. Left-click on the slide segment (INCORR)
d. Left-click on the video segment (FV02B)

e. Release the CTRL key. Segments that have been placed
into the buffer will then be highlighted:

. JEZT INCORR

Fuoce
.. |JERE Replay Question

e JRCUI IR Replay Cuestion
&[N O
- SEVI TV Replay Question

D {correct ans)
e [ JEE GoTo Next Segment

A
I slide | INCORR =g ==
.......... | video | FVO2E BEEES )
. IR0 Replay Question

B

Replay Question
C
v RS0 Replay Question

D (correct ans)
v RN GoTo Next Segment ©

>

In order to paste the contents of the segment buffer into the
desired location, right-click at the node where the buffer
contents are to be placed and choose the menu option ‘insert
SEGMENT BUFFER'. In this example, right-click on button B
and choose 'insert SEGMENT BUFFER":

e mc 7 ol
= A
- e T
T S FV028
............. Replay Question
B t B
L— Replay Question
B C
I Replay Question
E .......... D (correct ans)
b GoTo Mext Segrnent 9
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- [l Qo028
Ci Button [}
.. | EIRTER INCORR

= video @RI

Replay Question
B

[ siide | INCORR ==
| Fuozs [
i Replay Question

C

: Replay Question

D (correct ans)
e [JJEEIE GoTo Mext Segment




3. Repeat this process for button C by right-clicking on button C
and choosing 'insert SEGMENT BUFFER':

&I s
= 7 el B -
] INCORR
= A EITH
... |FETIR INCORR o K V02
@ EVO2R i -B Replay Question
oo | JEEIE Replay Question - Siide |
INCORR
- B B video (Rl
IETT MCORR . |JEOLE Replay Question
EZZEN Foe =
Replay Question o (T INCORR gty
S Bt B video BN
Replay Question [ FEOIL Replay Question
E‘ D (correct ans) e D (correct ans)
b T GoTo Next Segment == oo JEEYE GoTo Next Segment

Inserting a Review Segment

A review segment is a segment that is attached to a question button, such as
an incorrect screen, to provide feedback video associated with a question.
There is no limit on how many review segments a button can have. Both
incorrect and correct answers can have review segment attached to them.

1. Toinsert a review segment, right click on the button >
INSERT a review segment into 1% position.

= g BO4

Eﬂm q17 (HS3, HS1 - correct response in sequence)

[]m q21 (H52, HS3 - correct response any order)

- IR 15

o siide JET

- [ s

= L REV_M_04
E Introducticn

Grounding

Safe Worl Pr

51

INSERT a review segment into 1st position 4
PLAY this button

51+

H
o
H

o clide [faitle

The menu will display a submenu that gives the author a choice of inserting a
video, text, or slide segment or the contents of the segment buffer into the
button response (these menu options have been previously discussed in the
section "Inserting a Segment").

&1 I REV_M_04
Intreduction
L— Replay Ques INSERT a review segment into 1st position v insert SEGMENT BUFFER
Grounding - PLAY this button insert SLIDE review
- o Safe Waork Practices et TEXT review
= m Q4B insert VIDED review
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7

- REV_M_04
- Introduction
o How Electricity Works
............ (el Feplay Question
[ Grounding
E— Safe Work Practices
............ | slide [fuitle

Enter the new course title:

I Electrical Safety in the Lab

o]

Modifying a Segment

Build8 allows for modification of any type of segment after it has been made.
Modifications can be done to replace audio file, video file or slides if an
incorrect one was selected or needs to be updated.

1. To modify a segment, click Modify and then select the type of
segment that needs to be modified.

File View Create [Modiy] Delete Help
DE e & -: Course Metadata
Video
Shde
Text
Question

2. To modify a video segment, click Video.

File View Create | Modify | Delete Help
O & nl & EJ Course Metadata

| Video
Slide
Text

Question
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The "Modify Video Segment" dialog box will appear.

Choose video segment to modify:

fvlzb B
ful2c
fvl3a
fu03b
fud3c
fulda

ful4b
fvl4c
fulSa
fvisb
fulSc
vl
v02
v03
v04
w03 -

m

Video Segment 1D
| =024

Browse for Content File

Browse Ic:V:rsWriss\b\dr\’n_155_en\’n_lﬁs_en\’ned\a\wdao\fvuh.mp4

selected video length (secs) 0.0

a. Modify the video segment ID if necessary. All references
to this segment will be automatically updated throughout
the course logic tree.

b. The location of the mp4 video file can be re-specified.

215



3. To modify a slide segment, click Modify > Slide.

File View Create | Modify | Delete Help
O = n| & B Course Metadata
Video
| Shide
Text

Question

The "Modify Slide Segment" dialog box will appear.

Choose slide segment to modify:

c_goals -

cs05¢c

disclaim

incorr

lo_02 -

The "Modify Existing Slide Segment" dialog box will appear.

Siide Segment ID Segment Timeout (secs)
I C_GOALS I—25
Browse for Content File
Browse l::\Crserss\ﬂ)\dr\milﬁﬁfen\mflﬁﬁjn\'ﬂed\a\mages\cjoa\s.]pg
Audio File
* k:\CrswrksEi\hIdr\m_1Sﬁ_enVn_lﬁﬁ_en\medla\audm\cjnals.mp3 Browse |
selected audio length (secs): 25.0
L8 No audio )
cane
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a. Modify the slide segment ID if necessary. All references to
this segment will be automatically updated throughout the
Course Logic Tree.

b. The location of the jpg graphic file can be re-specified.
c. The segment timeout value can be re-specified.

d. The audio mp3 file can be re-specified or audio can be
disabled.

To modify a text segment, click Modify > Text.

File Wiew Create | Modify | Delete Help

O = nl % B Course Metadata

Video

Slide

Text |

Question

The "Modify Text Segment" dialog box will appear.

= -
EErm e
Choose text segment to modify:
SUMMARY
oK I Cancel \I
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The "Modify Existing Text Segment" dialog box will appear.

Text Segment ID Segment Timeout (secs)
SUMMARY I 0
¢~ Browse for Content File
@ Enter Text Content:
Summary for GHS Container Labeling:
L]
HTML |
Audio File
-
i« Mo audio
e

a. Modify the text segment ID if necessary. All references to
this segment will be automatically updated throughout the
Course Logic Tree.

b. The location of the HTML document file can be re-specified
or text content can be added.

c. The segment timeout value can be re-specified.

d. The audio mp3 file can be re-specified or audio can be
disabled.

5. To modify a question segment, click Modify > Question >
MODIFY this question segment.

IFiIe View Create | Modify | Delete Help

b= n| & E Course Metadata
Video

INSERT a new butten into 1st position
MODIFY this question segment

Slide |
Text SAVEAS this question segment
.Question PLAY this question segment
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The "Modify Question Segment" dialog box will appear.

i 7 7
Modify Question Segm — ﬁ

Choose question segment to modify:

hs_t_04b =
he_t_04c

go2a

g0z2b

g2 =
gl3a

q03b

gld3c

gl4a e
q04b

g4c

glsa

g05b

ga5c

rev_m_01

rev_m_02 -

Text Question Segment ID Aszociated Module 1D

I—nDnE - -

ASK_CC_ENABLE_QST

" Browse for Content File

@ Enter Text Content:

{This course is available with dosed captioning, -

‘Would you like to enable dosed captioning?

Audio File {(mp3)
* k:\Crsersﬂ‘ubldr\'nflﬁﬁjn‘mflsﬁjn‘media\aud\o\dosemp.rr||:|3 Browse |

selected audio length (secs): 5.5
o MNo audio gth )I
|

a. Modify the question segment ID if necessary. All
references to this segment will be automatically updated
throughout the course logic tree.

b. Depending on the question type, the appropriate file type
can be re-specified.
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c. The associated module ID (that is used for assessment
testing) can be re-specified.

d. The audio mp3 file can be re-specified or audio can be
disabled.

6. If a new button needs to be added to a question, the only way
to do it is to right-click on that question node > INSERT a new
button into 1° position.

I m Q03B | INSERT a new button into st position
Fe m Q03g MODIFY this question segment
). [T Q030

:] __________ m QA SAVEAS this question segment
. ac 7 Qetl: PLAY this question segment

Replacing a Segment

The author is able to change which segment is placed into the block by
choosing to replace a current one. This can be done with slides, questions,
video and text segments.

1. To replace a slide segment with another slide segment, right-
click on the slide segment that is being replaced >
REPLACE this slide segment.

INSERT a segment after this slide »
REPLACE this slide segment
RO e et

PLAY this slide segment
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The "Insert Slide Segment" dialog box will appear.

Choose slide segment to insert:

C_GOALS ~
CONGRATS

CS024

5028

CS03A

5038

£s03C

CS03D

CS04A

5048

CS04C

CS05A

CS05B

£S05C

CS08A

CS06B v

= mm MO3 (M03)

-

- T BLOCK THREE
™ bioc [
e Tet  goals
e [T LO_05
EHW V05
o I QosA
- T Q058
Eﬂm Q05C
[]m REV_M_D5
- | ELER TT_20F3

TBO3 (3 of 3 questions)

>

= mm MOS (M05)

-

[T a BLOCK THREE
B Giock B

. Text goals

M Slide | CS02C i

£

E_ =

E_

E m REV_M_D5

I 7207
TEBO5 (3 of 3 guestions)

s o e
o
[==1

2. Toreplace a text segment with another text segment, right-
click on the text segment that is being replaced > REPLACE
this text segment.

S Text [

INSERT a segrent after this text

3

| REPLACE this text segment

REMOVE this text segment
PLAY this text segment
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The "Insert Text Segment" dialog box will appear.

Choose text segment to insert:

goals

e [T ROAD_O :
- Dl REVMO1 ) [ REV_M_01

3. Toreplace a video segment with another video segment, right-
click on the video segment that is being replaced >
REPLACE this video segment.

IMSERT a segment after this video »
REMOVE this video segment

| REPLACE this video segment
PLAY this video segment
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The "Insert Video Segment” dialog box will appear.

Choose video segment to insert:
|BO_ALL_\|’|deo_CC -
FYO24A
Fvo2c
FvO3A
FV03B
Fv03C
FvO3D
FvO44
FVD4E
Fvo4C
Fv054
FvO58
Fvo5C
FVOsA
FVOsB
FvOsC W
oK I Cancel
O oo 3 e I o
e TeXE goals ------------- Text goals
: e | R ROAD_D1 I ROAD_01
- E Video FVl]ZEb
o T RO | e L RV MO

4. To replace a question segment with another question
segment, right-click on the question segment that is being
replaced > REPLACE this question segment.

IMSERT a segment after this question 2

REPLACE this question segment |

REMOVE this question segment
PLAY this question segment

The "Insert Question Segment" dialog box will appear.
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Choose question segment to insert:

REV_M_0& Py
REV_M_07

8' 024

oK I Cancel

OO O O e O
=
m

Removing a Segment

If a segment is no longer needed in the block, the author is able to remove it
from the course logic. This operation does not permanently delete the slide
segment from the course. But simply removes it from the logic flow (to
permanently delete the slide segment from the course see, "Deleting a
Segment").

1. Toremove a slide segment from the course logic, right-click
on the slide segment node > REMOVE this slide segment.

[ — m BO5

............. Text goals

IMSERT a segment after this slide
REPLACE this slide segment

REMOVE this slide segment

PLAY this slide segment
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| IR LO_05
. video RN
. | Tl Q054
e ? el
o ac 7 [elille
[ REV_M_D5
o | R TT_20F3
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FR = = R




2. Toremove a text segment from the course logic, right-click on
the text segment node > REMOVE this text segment.

INSERT a segment after this text 4 El m-
REPLACE this text segment | 1 & m ROAD_D1
 REMOVE this text segment & @ Wil

PLAY this text segment 9 []Im REV_M_01

3. Toremove a text segment from the course logic, right-click on
the video segment node > REMOVE this video segment.

INSERT a segment after this video »
REMOVE this video segment
REPLACE this video segment

PLAY this video segment 9 [ m REV_ I'\.'1 01

4. To remove a question segment from the course logic, right-
click on the question segment node> REMOVE this
guestion segment.

B i Vg
T o
e - Qoo
JEETY REV_M_04
| T TT_20F3

INSERT a segment after this question 3
REPLACE this question segment

[ REMOVE this question segment
PLAY this question segment 9

Deleting a Segment
Any segment that is created is able to be deleted for any reason.

1. To delete any segment, click Delete > Segment.

[ [w] CourseWorks Build 8.0 —— _
File View Create Modify [Delete| Help
e Course
Module
Block
Segment 3 Video
Slide
Text
Question
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Deleting a video segment will permanently delete the selected video segment
from the course. All references to the selected video segment will be deleted
from the course logic tree. The associated video asset file will not be
deleted.

2. To delete a video segment, click Delete > Segment > Video.

File View Create Modify | Delete | Help

Dﬁqn|¥:ﬁ|é Course
Module
Block

| Segment 3 Video
Slide
Text

Question

The "Delete Video Segment" dialog box will appear.

Choose video segment to delete:

fvdzh F
fud2c

fvi3a

fvd3b

fwl3c

fulda

fvddh -
fuildc 3
fwi5a

fwdsh

fwds5c

vl

v02

v03 (1
vi4

w05 -

0ok I Cancel |

Deleting a slide will permanently delete the selected slide segment from the
course. All references to the selected slide segment will be deleted from the
course logic tree. The associated slide asset file will not be deleted.

3. To delete a slide, click on Delete > Segment > Slide.

IFiIe View Create Modify | Delete | Help

D@n|¥:ﬁ|é Course
Module
Block

| Segment 3 Video
| Slide
Text

Question
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The "Delete Slide Segment" dialog box will appear.

Choose slide segment to delete:

congrats r
cs02a
cs02b
cs02c
cs03a
cs03b
cs03c
cs04a
cs04b
s04c
cs05a
cs05h
cs05¢c
disclaim
incorr
lo_02 -

m

oK. I Cancel

Deleting a text segment will permanently delete the selected text segment
from the course. All references to the selected text segment will be deleted
from the course logic tree. Any associated text asset file will not be deleted.

4. To Delete a text segment, click Delete > Segment > Text.

IFiIe View Create Modify | Delete | Help

Dﬁqn|¥:ﬁ|é Course
Module
Block

| Segment 3 Video
Slide
Text
Cuestion

The "Delete Text Segment" dialog box will appear.

Chooge text segment to delete:
SUMMARY
OK I Cancel “
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Deleting a question will permanently delete the selected question segment
from the course. All references to the question segment will be deleted from
the course logic tree. Any associated question asset file will not be deleted.

5. To delete a question, click Delete > Segment > Question.

IF\Ie View Create Modify | Delete | Help

DD”E|¢%E|§ Course
Module
Block
Segment 3 Video
-] Slide
Text
| Question

The "Delete Question Segment" dialog box will appear.

Choose question segment to delete:
hs_t_04b T
hs_t_04c
q023
q02b
g02c
g03a
q03b
q03c
q04a
q04b
q04c
g05a
q05b
q05c
rev_m_01

ev_m 02 -
o
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Reviewing the Course in Playback

Playing a Course

Once the course logic is completed, the author has the option to play the
course in the playback window. This will play the course back just like the
end-user will see it. Selecting "PLAY the entire course" will result in the course
playing back from the beginning.

1. To play the full course back, right-click on the course title
node > PLAY the entire course.

EE Electrical Safety in the Lab (sciex_lss_electrical_110_en)

[ m MAIN PLAY the entire course
Eﬂm MO (MO01) Retitle this course
- LT MO2 (MO2) 0 h

ther course
- Y Mo3 (o3 SRET
Eﬂm MO (MO) Save this course
(- MO5 (MO5) Save this course as ...
L. TR . oooanes

Playing a Module

The bottom half of the Build8 screen also allows the author to play modules
(chapters). Using this option begins playing the course from the beginning of
the module.
1. To play a specific module, right-click on the desired module >
PLAY this module.

B mmm

m E INSERT a block inte module 1st position
SELLB M by Ay this module

B mg MO02 (MO02)

o m MO32 (M03) REMAME this module

Playing a Block

The author also has the option to start playing the course from a block.
1. To do this double-click the block node to begin playing the

course from the beginning of that block or right-click on the
block node > PLAY this block.
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B m BLOCK THREE

m ROA INSERT a segment into bleck 1st position 4
- I \L‘%[ INSERT 2 block after this block
GRS video | REMOVE this black
e[ 03
Fa mc 7 eux! RENAME this block
G- JSMEM Q03 PLAV this block
Eﬂm Q030
e I REVM.03
e [ T TT_20F3

Post-test Review blocks are also able to be played.

2. To play the posttest review block, right-click on POSTTEST _
REVIEW_BLOCK > PLAY this posttest review block.

O oo JEND)
S

IMSERT question into posttest review
DELETE this posttest review block
PLAY this posttest review block

Playing a Segment

The course logic tree also allows the author to play the course from a
segment. This will start the course from the selected segment. If the option
"Play next segment automatically" has been selected under "Build Options" it
will play to the end of the course from the selected segment. If it is not
selected, it will only play the selected segment.

1. To play a slide segment, double-click or right-click on the slide
segment node > PLAY this slide segment.

INSERT a segment after this slide »
REPLACE this slide segment

REMOVWE this slide segment

PLAY this slide segment

2. To play a text segment, double-click or right-click on the text
segment node > PLAY this text segment.

. Text

INSERT a segment after this text »
REPLACE this text segment

REMOVE this text segment

PLAY this text segment
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3. To play a video segment, double-click or right-click on the
video segment node > PLAY this video segment.

INSERT a segment after this video r
REMOVE this video segment

REPLACE this video segment

PLAY this video segment

4. To play from a certain closed caption, right-click on the closed
caption node > PLAY from this CC.

PLAY from this CC

Note: Closed captioning is associated with video playback and is
an optional authoring feature. In order to activate this
feature, the author must include the "closed caption
guestion” as described in section Inserting a Segment.

5. To play a question segment, double-click or right-click on the
guestion segment node > PLAY this question segment.

INSERT a segment after this question 3
REPLACE this question segment
REMOVE this question segment

PLAY this question segment

6. To play a button's review segments, right-click on the button
response node > PLAY this button.

How Electricity We

IMSERT a review segment into 1st position »

PLAY this button
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Additional Build Functions

There are several other functions in Build8 that can help authors to modify or
create courses efficiently.

Opening Another Course

1. If acourse is already open in Build8 and another course
needs to be opened click on File > Open

File|‘u"iew Create Modify Delete Help
New CtrleN |
| Open... Ctrl+0 |
Build Opticns
Save
Sawve as ...
Exit

2. This brings up the "Build Course Titles" box. Click on the
course in the lists that you want > Open |,

Build® haz been purchased and is fully operational.

Electical Safety in the Lab [sciex_lss electrical 110 en)
Firzt &id: Con. [m_034_en)
Hearing Conzervation/S afety (M_HES_EM]

Open I MNew Course | Cancel |

3. Another way to open a course while another course is open is

to hit the open course icon @ on the icon bar. This will also
display the "Build Course Titles" box. Click on the course in the

list> | Open |
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Build8 haz been purchazed and is fully operational.

Electrical Safety in the Lab [z
First Aid: Caon. [m_084_en)
Hearing Congervation/S afety [M_HES_EM]

Open I Mew Course |

4. Right clicking on the title node in the course logic, the option
"Open another course" becomes available. This option also
displays the "Build course titles" dialog box which displays all
of the CourseWorks course titles that are available for
authoring.

Title |Electrical Safety in the Lab (sciex_|ss_electrical_110_e

]m AN

o | LTI MOT (MO1)
S rodule [EIER(YIVEY
m W03 (MO3)
S Module [EDER(YIEY
m MO (MOS)

[+l

o o e |
| LI gy . g

Saving a Course

There are two ways to save a course so it is able to be used at a later time.
This saves the course logic files for the current course to the hard-drive.

PLAY the entire course
Retitle this course

Open another course

Save this course

Save this course as ...

1. To save a course click on File > Save or click on the save

course icon = on the icon bar.

File | View Create Modify Delete Help

Mew Ctrl+N
Open... Ctrl+0O
Build Options

Save |
Save as ...

Exit




2. Another way save a course' is to use the "Save this course"
option under a submenu that shows up when right clicking on
the title node. To do this, right-click on the title node > Save

the course.
E| .......... Electrical Safety in the Lab (sciex_lss_electrical_110_end

[Eap m MAIN PLAY the entire course
G- TR MOT (MO1) Retitle this course
[ m MO2 (M02) Open another course
e m MD3 (M03) Save this course
[ | MO4 (M04) - .
[Eap m MOS5 (MO5) Save this course as ...

Build8 Options

Build8 allows for font styles to be set so that the fonts in the course will be the
same throughout. It also gives different options regarding how the course will
function when new segments are created, such as whether a segment will
play after being inserted or if the next segment is played automatically.

1. To change these options click on File > Build Options

File | View Create Modify Delete Help

MNew Ctrl+N '

Open... Ctrl+0
Build Opticns

Save

Save as ...

Exit

This menu option displays the "Build Options"” dialog box, which allows the
author to set various attributes specific to the course currently being authored:

¥ Flay segment after insertion ¥ Play next segment automatically [~ Auto backup of course files

Set Font type, size, color and other attributes: Set Font |

% Text Qst [ Text |Nial,000000,16,5, ¢ Menu Buttons IA!iaI,FFFFOO,lG,B,
" QstButtons IAriaI,FFFFFF,24,B, " Progress Map Topics IA!iaI,FFFFFF,zz,B,
 Menu Title IArial,FFFFOO,ZZ,B,U ~ Progress Map Subtopics IA!iaI,FFFFFF,lG,B,

Save settings to registry | Restore settings from regishyl

oK I Cancel |
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. If "Play segment after insertion" is checked, Build8 will play
back the newly inserted segment immediately for feedback
review by the author. If this option is unchecked, the newly
inserted segment will not automatically play back after
being inserted.

. If "Play next segment automatically" is checked, Build8 will
play back the course segments in succession exactly as
the end-user will see them in Deliver. If this option is
unchecked, when the current segment finishes play back,
Build8 will not play the next segment.

. If "Auto backup of course files" is checked, Build8 will
automatically save each iteration of the course logic files as
backup.

. The "Set Font" button this is used to set various font
attributes for the different text elements in the current
course:

I. First, select the text element whose attributes are
to be set.

ii. Click the 'Set Font' button to open the "Font"
dialog box.

¥ Play segment afier insestion ¥ Play next segment automatically [ Auto backup of course files

Set Font type, size, color and other awﬂ:mﬁ

7 Text Qst [Text |Arial,000000,15,8, " Menu Buttons | Arial FFFF00, 16,8,
" Qst Buttons |W,J=FFFFF,24.B. " Progress Map Topics |W,FFFFFF.22.—3;
C Menu Title |W,FFFFW.22.3,U " Progress Map Subtopics |And,FFFFFF, 168,

Save settings to registry | Restore sattings from r\egs'lr\.'|

e

liil. Choose the various attributes that you want in the
"Font" dialog box.

235



Font: Font style: Size:

E= Bold [16 ok |

Arial A |Narrow Bold Itali ~ & Cancel
Arial Rounded MT ~ [ZTIT1 ] ==

WArial Unicode MS Bold Italic
Baskerville Old Face Black
Bavhaus 93 v |Black Oblig v 12 ¥
— Effects Sample

™ Strikeout

[ Undedine AaBbeZZ

Color:

I- Black - l Seript:

IWestem LI

iv. Click the OK button to save the selections.

v. The attributes for the selected element will be
displayed adjacent to the selected element as
confirmation:

Set Font type, size, color and other attributes:

(% TextQst f Text { Arial,000000, 16,8, «

e. The "Save settings to registry” button will save all of the text
element settings for the course to the Registry for use by
another course. In this way, courses authored for a particular
series can all have the same appearance.

f. The "Restore settings from registry” function is used in
conjunction with the "Save settings to registry” function.
Clicking this button will set the settings for the various text
elements in the current course to the text element settings that
had been previously saved from another course.
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Exiting Build

1. To exit Build8 for any reason click File > Exit >Yes.

File | View Create Modify Delete Help

Mew Ctrl+MN
Open... Ctrl+Q -
Build Options
Save
Save as ...
it

The "Exit Build" dialog box will appear.

| Do you want to save this course?
4

Search a Course

Build8 gives the author the option to search a course for a module, block or
segment.

1. To use this function, click View > Search.

File [View| Create Modify Delete Help
O Search 3 Module
Clear Search Block
Video
Text
Slide
Question

This displays the "Find Slide Segment" dialog box, listing all of the ID values
for the selected element type (module, block, video, text, slide or question):
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Find all occurrences of slide segment:

c_goals -

congrats b
cs02a
cs0zb
cs02c
cs03a =
cs03b
cs03c

cs04a

cs04b

cs04c

cs05a

cs05b

cs05c

disdaim

incorr

lo_02 -

2. When an element ID is selected, all occurrences of that
requested element type will be highlighted in the course logic
tree.

Fig Weew Coppte Ligally Deleby  Haip

- = e ]

|7 [ Eey | HAGMEHT BUILDER -
(BEEER Fectvad Suteny o tha Labs fpmps g tinanessd 115, 401

Cnlursé Goals

Upon completing this course you should...

e of the hazards that electricity
t when you are working with
le materials.

an electrical

0 T ¥ }
mlrx-uu. .

3. To clear a search, click View > Clear Search.

File | View | Create Modify Delete Help
O Search 3 |
| Clear Search |

4. This menu option removes all previous search results from the
course logic tree by un-highlighting all tree nodes.
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Technical Assistance

If you have any questions regarding the CourseWorks® Learning
Management System (LMS), Custom Pro, or a particular course your facility
Is using, contact the distributor from whom you purchased this software.
Their staff has been trained to handle many common support issues.

In the event the distributor's staff is not able to answer your question or help
you solve your problem, they will call the Distributor Hotline at MARCOM.
MARCOM's staff of distributor support personnel are trained to handle all
types of support calls. MARCOM's Distributor Support Group is normally
available between the hours of 8 a.m. and 5 p.m. Eastern Time, Monday
through Friday. Contact information for MARCOM is:

The MARCOM Group, Ltd.

20 Creek Parkway

Upper Chichester, PA 19061
800/654-2448 or 610/859-8989
FAX: 610/859-8106

e-mail: service@marcomltd.com
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Warranty/Disclaimer

MARCOM's CourseWorks-based courses have been created to assist
facilities that are endeavoring to educate their employees regarding good
safety, health and human resource practices. The information contained in
the courses is the information available to the producers of the course (The
MARCOM Group, Ltd.) at the time of its production.

All information in the courses should be reviewed for accuracy and
appropriateness by facilities using the courses, to assure that it conforms to
the facilities' situations and recommended procedures, as well as to any
state, federal or other laws, standards and regulations governing their
operations. There is no warranty, expressed or implied, that the information
in the courses is accurate or appropriate for any particular facility's
environment.

The information in this document referring to course instruction, course
operation and the functioning of the software has been carefully checked and
Is believed to be accurate. However the MARCOM Group, Ltd. assumes no
responsibility for any inaccuracies that may appear in this material.
Information provided in this document is subject to change without notice.

The software discussed in this guide is furnished under a license agreement.
The MARCOM Group, Ltd. assumes no liability for the content or use of
programs created using this software (please refer to the terms of the
software license accompanying this software).
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Single End User License Agreement

IMPORTANT. READ CAREFULLY. This End User License Agreement
("Agreement") is a legal contract between you (either as a registered
individual user or as the registered representative and on behalf of a single
entity) and The MARCOM Group, Ltd. ("MARCOM") for the CourseWorks®
software product identified above, which product includes computer software
and may include associated media, printed materials, and "online" or
electronic documentation ("software product"). By installing, copying, or
otherwise using the software product, you agree to be bound by the terms of
this Agreement. If you do not agree to the terms of this Agreement, then DO
NOT install or use the software product. You may, however, return it to your
place of purchase for a full refund.

Software Product License

The software product is protected by copyright laws and international
copyright treaties, as well as other intellectual property laws and treaties. The
software product is licensed, not sold.

1) GRANT OF LICENSE. This Agreement grants you, the registered
computer software user, the following rights:

Applications Software. The software product may be used only by you. You
may install and use one copy of the software product, or any prior version
thereof for the same operating system, on a single terminal connected to a
computer but only for use in the number of written language(s) for which you
have acquired rights therefore and selected at time of first installation. You
may not network the software product or otherwise use it on more than one
computer or computer terminal at the same time unless you have arranged to
purchase separate rights to do so. In return for our license grant, you hereby
irrevocably grant to MARCOM, and its affiliates, the non-exclusive,
worldwide, fully-paid right to publicly disclose the fact that you are using the
software product, including but not limited to the reproduction and distribution
of the software 'screen shots' and/or 'box shots' from your applications, for
MARCOM's advertising and other promotional purposes.

Redistributable File(s). Notwithstanding the terms of this Agreement to the
contrary, certain of the executable files of the software product may be
redistributed by you to the extent required for the permitted operation of the
applications software installation code created by you while using the software
product hereunder. The specific redistributable file(s) are limited to those
specifically identified as "Redistributables" in the media, printed materials, and
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"online" or electronic documentation accompanying the particular embodiment
of the software product. To determine whether a particular file(s) are
redistributable, please contact the MARCOM's Distributor Support
Department: The MARCOM Group, Ltd., 20 Creek Parkway, Upper
Chichester, PA 19061, USA.

Storage/Network Use. You may also store or install a copy of the software
product on a storage device, such as a network server, used only to install or
run the software product on your other computers over an internal network;
buy only if you have acquired a specific license for the appropriate number of
concurrent accesses to the software product from the storage device. Any
given license for the software product may not be shared or used
concurrently or otherwise on different computers or by different users in a
given organization.

License Pack. If you have acquired this Agreement in a License Pack, you
may make the number of additional copies of the computer software portion
of the software product identified in your purchase documentation, and you
may use each copy in the manner specified therein.

2) DESCRIPTION OF OTHER RIGHTS AND LIMITATIONS. Limitations on
Reverse Engineering, Decompilation, and Disassembly. You may not modify,
reverse engineer, decompile, or disassemble the software product, except
and only to the extent that such activity is expressly permitted by applicable
law notwithstanding this limitation of components. The software product is
licensed as a single product. Its component parts may not be separated for
use on more than one computer.

Not for Resale Software. You may not use the software product for
commercial purposes nor sell, or otherwise transfer it for value. Commercial
purposes include the use of the software product in the creation of publicly or
privately distributed computer software. If you wish to incorporate this
software into products that will be sold or otherwise distributed publicly or
privately, you must execute a contract to that end with MARCOM.

Rental. You may not rent, lease, or lend the software product to any party.
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Software Transfer. You may permanently transfer all of your rights under this
Agreement, provided you (a) retain no copies, (b) transfer all of the software
product (including all component parts, the media and printed materials, any
upgrades, this Agreement, and, if applicable, the Certificate of Authenticity),
and (c) the recipient agrees to abide by all of the terms of this Agreement. If
the software product is an upgrade, any transfer must include all prior
versions of the software product and all of your rights therein, if any.

Support Services. MARCOM may provide you with support services related
to the software product ("Support Services"). The provision and use of
Support Services is governed by the MARCOM policies and programs
described in the software product user manual and/or in "online"
documentation. Any supplemental software code provided to you as part of
the Support Services shall be considered part of the software product and is
subject to the terms and conditions of this Agreement. With respect to
technical information you provide to MARCOM as part of the Support
Services, MARCOM may use such information for its business purpose,
including for product updates and development. MARCOM will use its best
efforts to not utilize such technical information in a form that personally
identifies you.

Termination. Without prejudice to any of MARCOM's other rights, MARCOM
may terminate this Agreement if you fail to comply with the terms and
conditions of this Agreement. In such event, you must destroy all copies of
the software product and all of its component parts; to this end you grant to
MARCOM the right to, with or without notice, monitor your Internet accessible
activities for the purpose of verifying software product performance and/or
your compliance with the terms hereof, including, but not limited to the
remote monitoring and verification of your implementation, use and
duplication of the software product.

3) UPGRADES. If the software product is labeled or otherwise identified by
MARCOM as an "upgrade", you must be properly licensed to use a product
identified by MARCOM as being eligible for the upgrade in order to use the
software product. A software product labeled or otherwise identified by
MARCOM as an upgrade replaces and/or supplements the product that
formed the basis for your eligibility for such upgrade. You may use the
resulting upgraded product only in accordance with the terms of this
Agreement. If the software product is an upgrade of a component of a
package of software programs that you licensed as a single product, the
software product may be used and transferred only as part of that single
product package and may not be separated for use on more than one
computer.
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4) COPYRIGHT AND TRADEMARKS. All title, trademarks and copyrights in
and pertaining to the software product (including but not limited to any
images, photographs, animation, video, audio, music, text, and applets
incorporated into the software product), the accompanying, printed materials
and any copies of the software product are owned by MARCOM or its
affiliated companies. The software product is protected by copyright and
trademark laws and international treaty provisions. You must treat the
software product like any other copyrighted product for archival purposes,
and you may not copy the printed materials accompanying the software
product unless explicitly given permission to do so in writing by MARCOM.
You may not remove, modify or alter any MARCOM copyright or trademark
notice from any part of the software product, including but not limited to any
such notices contained in the physical and/or electronic media or
documentation, in the MARCOM Setup Wizard dialogue or 'about’ boxes, in
any of the runtime resources and/or in any web-presence or web-enabled
notices, code or other embodiments originally contained in or dynamically or
otherwise created by the software product.

5) DUAL-MEDIA SOFTWARE. You may receive the software product in
more than one medium. Regardless of the type or size of the medium you
receive, you may use only that one medium that is appropriate for your single
computer. You may not use or install the other medium on another computer,
including but not limited to portable computers under the exclusive control of
the registered user. You may not loan, rent, lease, or otherwise transfer the
other medium to another user, except as part of the permanent transfer (as
provided above) of the software product.

6) U. S. GOVERNMENT RESTRICTED RIGHTS. The software product and
documentation are provided with restricted rights. Use, duplication, or
disclosure by the U. S. Government is subject to restrictions as set forth in
subparagraph C (1)(ii) of the Rights in Technical Data and Computer
Software clause at DFARS 252.227-7013 or subparagraphs (c) (1) and (2) of
the Commercial Computer Software — Restricted Rights at 48 CFR 52.227-
19, as applicable. The Manufacturer is: The MARCOM Group, Ltd., 20 Creek
Parkway, Upper Chichester, PA 19061, USA.

7) MISCELLANEOUS. If you acquired or use this software product in the
United States, this Agreement is governed by the laws of the State of
Delaware. If this software product was acquired and is used exclusively
outside of the United States, then local law may also apply. Should you have
any questions concerning this Agreement, or if you desire to contact
MARCOM for any reason, please contact the MARCOM distributor from
whom you purchased this software product, or write: The MARCOM Group,
Ltd., 20 Creek Parkway, Upper Chichester, PA 19061, USA.
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8) LIMITED WARRANTY.

Limited Warranty. MARCOM warrants that (a) the software product will
perform substantially in accordance with the accompanying written materials
for a period of ninety (90) days from the date of receipt, when installed on
supported computer equipment and systems software as described in the
software's installation procedures, and (b) any Support Services provided by
MARCOM shall be substantially as described in applicable written materials
provided to you by MARCOM, and (c) MARCOM technical support personnel
will make commercially reasonable efforts to solve any problem issues with
the software product. MARCOM does not warrant that operation of the
software will be uninterrupted or error-free, or that all errors will be corrected.
To the extent that implied warranties on the software product are
disclaimable, they are disclaimed herein below. Some states and
jurisdictions do not allow disclaimers of or limitations on the duration of an
implied warranty, so the above limitation may not apply to you. To the extent
implied warranties may not be entirely disclaimed but implied warranty
limitations are allowed by applicable law, implied warranties on the software
product, if any, are limited to ninety (90) days.

Customer Remedies. MARCOM's, its suppliers' and resellers'/distributors'
entire liability and your exclusive remedy shall be, at MARCOM's option,
either (a) return of the price paid by you for the software product (not to
exceed the suggested retail price) if any, or (b) repair (if you report a failure
to MARCOM within the warranty period, and upon request, provide sufficient
information, which may include access to your computer system for use of
copies of the software by MARCOM personnel to reproduce the defect in
guestion), or (c) replacement of the component(s) of the software product
that do(es) not meet MARCOM's limited warranty criteria and which is
returned to MARCOM with a copy of your purchase receipt.

This Limited Warranty is void if failure of the software product has resulted
from accident, abuse, or misapplication. Any replacement software product
will be warranted for the remainder of the original warranty period or thirty
(30) days, whichever is longer. Outside of the United States, neither of these
remedies nor any product support services offered by MARCOM are
available without proof of purchase from an MARCOM authorized
international source.

MARCOM disclaims all other warranties, either expressed or implied,
including but not limited to implied warranties of merchantability and fitness
for a particular purpose, with respect to the software and the accompanying
written materials.
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No Other Warranties. To the maximum extent permitted by applicable law,
MARCOM and its suppliers also disclaim all other warranties and conditions,
either express or implied, including, but not limited to, implied warranties of
merchantability, fitness for a particular purpose, title, and non-infringement,
with regard to the software product and the provision of or failure to provide
support services. This limited warranty gives you specific legal rights. You
may have others, which vary from state/jurisdiction to state/jurisdiction.

9) LIMITATION OF LIABILITY. To the maximum extent permitted by
applicable law, in no event shall MARCOM, its suppliers or
resellers/distributors be liable for any special, incidental, indirect, or
consequential damages whatsoever (including, without limitation, damages
for loss of business profits, business interruption, loss of business
information, or any other pecuniary loss) arising out of the use of or inability
to use this software product or the provision of or failure to provide support
services, even if MARCOM has been advised of the possibility of such
damages. In any case, MARCOM's entire liability under any provision of this
agreement shall be limited to the greater of the amount actually paid by you
for the software product or ten United States Dollars (U.S. $10.00); provided,
however, if you have entered into a MARCOM support services agreement,
MARCOM's entire liability regarding support services shall, be governed by
the terms of that agreement. Because some states and jurisdictions do not
allow the exclusion or limitation of liability, the above limitation may not apply
to you.

10) WHOLE AGREEMENT. This agreement is the entire agreement between
you and MARCOM with respect to its subject matter and supersedes all prior
and contemporaneous proposals, statements and agreements. This
agreement shall be governed by the laws of the State of Delaware, as a
contract made and performed therein. Should you have any questions
concerning this agreement, please write to: The MARCOM Group, Ltd., 20
Creek Parkway, Upper Chichester, PA 19061, USA.
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