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The Attaching Online Course Content Process

The process for adding an online course to the HHS Learning Portal (LMS) is a bit different from
the process for adding a course with another delivery type. The process for adding an online
course to the LMS requires you to complete an additional series of tasks that include attaching the
online course content that you developed outside of the LMS, in the form of a SCORM package, to
the Production Repository in the LMS Staging environment; and then, testing it in the LMS Staging
environment to ensure that it is technically ready to be deployed into the LMS.

This training manual provides instruction on how to
complete each task in the process for attaching online
course content to the LMS so that you can conduct the
online course testing that will be required. The process
tasks are:

1. Access the LMS Staging environment.

2. Create the online course content folder (object) in the
Production Repository.

3. Import the online course content, in the form of a
SCORM package, into the online course content
folder in the Production Repository.

4. Create the Course and set the Online Training

Delivery Type for the Course.

Create the Course Offering.

Add the online course content to the Course Offering.
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Task 1: Access LMS Staging

To access the LMS Staging environment, do the following:

S Z
& sabacloud , e Step 1. Access the HHS LMS Staging

environment login portal via the link that
was sent to you.

NOTE: The LMS Staging environment
website resides outside of the NIH
firewall and can be accessed from any
computer.

Step 2. Enter your LMS Staging environment
Username in the Username field.

Step 3. Enter your LMS Staging environment

Password in the Password field.
Username Step 4. C|ICk the Sign |I"I bUtton.
[ ‘ et o s A NOTE: The Staging environment is
il B =R configured to lock the account after 4
[ ‘4—'-...3. * incorrect login attempts. If your account
Siie has been locked due to repeated failed
login attempts, please submit a LMS
1 Help Desk ticket request for help.
4
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Task 1: Access LMS Staging

After the Sign In button is clicked, the LMS Home Page will open as shown below.

NIH

HHS Learning Portal

T —
Leaming
Plans
Competencies

Reports

L b 3 o B

ﬂ MONTEIN BYRD

Video Announcements

Welcome to the HHS Leamning Partal!

Please take a quick look at these video instructions far “Searching the Catalog” (ta maximize the video, click
"YouTube" at the bottom right comer of the video screen).

LMS'On Demand Video: Searching the Cat.\ =

Preferences | Calendar

Configure This Page

Announcements for NIH Staff

DDM Seminar Series "Resilient and Ready: How to Thrive Through Challenge and Change” by
valorie Burton

Wiatch the live Videocast from Building 10's Masur auditorium on Thursday, 2/16 at 11am-12:30pm.
Regqister here for the webcast. 1f you have any quesions, please contact the NTH Training
Center.

Skillsaft Online Course Update:

* Most Skillsoft online courses were migrated to the Skillsoft "Java-free” catslog on August 1, 2016,

* Some of the Skilisoft courses will be retired or replaced. The fallowing is a list of the Skillsoft courses
that will be retirad or replaced at the time of the changeover: Skillsoft Courses to be
Retired or Replaced

IMPORTANT:
o Anyane who is currently in progress in a Skillsoft course will lose their progress if they do
not complete it before August 1.
o If you are  contractor, you will no longer have access to Skillsoft online courses aftar
August 1.

For LMS Support:

Please visitthe | MS Support web page for LIS sugport and resources, |MS Ucer Manual

National Institutes of Health
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Catalog Search

Enter the course title, course 1D, or offering ID in the search field. The LMS
will search on each word or numeric |ID separately. For example, if Word
2010 is entered as the search criteria, all offerings with either Word OR
2010 in the title, description, abstract, or keywords will be retumned. Use the
Advanced Search to narrow your search criteria, or check the Exact Match
if you know the exact title of the course.

Search In
[ Learning Catalog V]
Location Starting

Any Location [™] [In Next Six Months V]

[ Show exact matches only ~ Search

Advanced Search

& of Human Resources
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Task 2: Create the Course Content Folder

To create the online course content folder in the Production Repository in the LMS Staging
environment, do the following:

& HHS Learning Portal -

Y The Joy of Learning Enabled Through Access! [ x J 1

Catalog

e — OV Step 1. Select the Admin icon. The left-hand

Offerings

S a e e [ ] camen ] Learning menu will display with the
Subscrpton Order History Domain | & Audence Typeisubtype C4 Courses menu option selected and the

Easy Entry Tempiates T Courses page defaulted.

Session Templates Search

Audence Types NOTE: If the Learning menu does not
ot Grice EEs s automatically default and display for you

Packages

Tosks as shown here, click the Learning admin
Getticate Templates tab and the Learning menu will display
Certificate Template Keywords aS Shown here.

Categories

Certications Step 2. Click the Production Repository

Curricula

Blended Programs m e n U .

Resources

Continuing Education Plans
Learning Administration
Legacy Assessments

Knowledge Base

Production Repository «- 2

Content Tools T

Pricing

Reports

m National Institutes of Health Office of Human Reso
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Task 2: Create the Course Content Folder

The Production Repository is a dedicated server within the LMS that stores the online content that is
made available to learners through the LMS course catalog. After the Production repository menu is
selected, the Production Repository page will open defaulted to the Browse tab as shown below.

People HR Registrar

Catalog 3 5 )
R Production Repository Step 3. Click the plus (+) symbol that appears
Continuing Education Plans B tO the Ieft Of the NIH f0|der |tem On the
e e Browse tab.
Legacy Assessments z s .
Kowledae Base Erpfuction Bsposiiony 31 New Sub Folder All of the NIH sub folders will open
e —— 1) Actions &) Edit Foldor below.
G Result G i % Add To Interest List | My Interest List .
e B Producton ' | . NOTE: All online content posts must
12345 . Nextl» .
e 17 A g — belong in a sub folder under the NIH
Reports Core Curriculum fOlder |tem.
) Name Version Format Actions .
"""" A Step 4. Scroll down the page to find a sub folder
Core Curriculum SCORM . ,
Test1033060710 Sl with your IC’s acronym.
B HHS U
SCORM
~# Leidos-Frederick, festionzasst Hackage x
|
e | G Test- SCORM x
3 #ﬁ NIH 1055431745 Package
..... OLSA SkillSoft Test1069917615 }ggcokggme X
SISO 4 Test1090075493 Pacage X
"+ Test PDF Files .
""" ! Test- SGORM %
‘ 1093793572 Package

m National Institutes of Health
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Task 2: Create the Course Content Folder

....... ORS
....... P3 Courses
------- Privacy
------ Your IC4-
....... Zaib ‘o Privacy
A _» R Your IC x
............. [

Production Repository

Production Repository =1 New Sub Folder
3

ltem Actions %/ Edit Folder
% Add To Interest | My Interest
=l Production List List
Contents Import

“++ 2017 FEA and Core

Curriculum No items found

2017-FEA and Core
Curriculum

Office of Human Besources

m National Institutes of Health
O fanagarment

Step 5. Click the name of your IC’s sub

folder.

NOTE: For training purposes, the
title “Your IC” will be used in place of
your IC’s actual acronym.

NOTE: After you click the name of
your IC’s sub folder, a red X will
appear to the right of the link as
shown in image A. The red X
indicates that you currently have the
sub folder selected. Content stored
in the selected folder will display in
the Contents table that appears on
the upper right-side of the
Production Repository page as
shown in image B. Ensure that the
red X appears for the correct
subfolder.




Task 2: Create the Course Content Folder

Step 6. Click the New Sub Folder link. The New
] ) Content Folder window will open.
Production Repository _
Step 7. Enter the name of your course into the
& -~ I name el
e NOTE: For tracking purposes, it is
Production Repository <1 New Sub Folder @il recommended that you give your content
= el ey sub folder the same name as your
Item Actions s e course.
% Add To Interest | My Interest
= Production Ll L Step 8. Ensure that the Security Domain field
12017 FEA and Gore ‘;"':‘e“:?' ] import stays defaulted to NIH.
Curmedlum Step 9. Verify that the Parent Folder field defaults
2017-FEA and Core to your IC’s sub folder item.
Curriculum
Step 10. Click the Save button.
New Content Folder
e * = required
Name* The Name of Your Course| x 4_‘7
Security Domain® 8 —} NIH kg
Parent Folder ‘ Your IG 4—5 9
10 —} Save Close

Office of Human Besources
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Task 2: Create the Course Content Folder

After the Save button on the New Content Folder window is clicked, your new online course content
sub folder item will appear subordinate to your IC sub folder within the NIH folder item as shown below.

g 1055431745 Package 2
o B Test1069917615 SooRM

Package

- CC-NURS SCORM
Test1090975493 Packane

- P3 Courses
Erieen Privacy
B YouriC

i The Name of
Your Course

""" SkillSoft

----- Test PDF Files

Refresh

m National Institutes of Health Office of Hurman Reso
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Task 3: Import the SCORM Package

After your new online course content sub folder item is created and appears subordinate to your IC sub
folder within the NIH folder item as shown below, you are ready to import your online course content, in
the form of a SCORM package, into that folder.

NOTE: A SCORM package is a ZIP file that contains all of your course resources and is exported from

the course authoring software used to develop your online course content as a SCORM 1.2/2004
package.

Be sure the imsmanifest.xml file is always at the root of the ZIP SCORM package. This means that the
imsmanifest.xml file cannot be inside a folder within the ZIP package.

OMA

ORS

-+ P3 Courses

Privacy

‘B YouriC

The Name of
Your Course

oo Zaib

- OLSA SkillSoft

SkillSoft

Test PDF Files

Refresh

Before you import your online course content, your online course content sub folder
should appear subordinate to your IC’s folder as shown in this example

m National Institutes of Health Office of Human Resources
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Task 3: Import the SCORM Package

To import online course content, in the form of a SCORM package, into your online course content
folder in the Production Repository, do the following:

& HHS Learning Portal -

Y The Joy of Learning Enabled Through Access! [ x J 1

Catalog

e — OV Step 1. Select the Admin icon. The left-hand
T me [ ] cosen ] Learning menu will display with the
Sl Fidig Domain | & mwerceTypeisionpe [ | & Courses menu option selected and the
Easy Entry Tempiates T - Courses page defaulted.
Session Templates earcl
Audience Types NOTE: If the Learning menu does not
e e — automatically default and display for you
Tada as shown here, click the Learning admin
T — tab and the Learning menu will display
2:2?;“““‘“ = as shown here.
o Step 2. Click the Production Repository
Blended Programs me n U .

Resources

Gonéinuing Education Plans The Production Repository page will
e e open defaulted to the Browse tab.
G e

Production Repository « - 2

Content Tools R -

Pricing

Reports

m National Institutes of Health Office of Human Reso
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Task 3: Import the SCORM Package

People HR Registrar

Catalog . 5 .
i Production Repository Step 3. Click the plus (+) symbol that appears
Continuing Education Plans B tO the |eft Of the NIH f0|del’ |tem on the
S - Browse tab.
Legacy Assessments > < .
e Eroduction Bepostiory 3 New Sub Folder All of the NIH sub folders will open
——— e Actions Y below.
Content Result Correction %/ Add To Interest List | My Interest List .
T = Production B | . NOTE: All online content posts must
» .
- | . et e belong in a sub folder under the NIH
g R i 2017 FEA and ontents .
Reports Core Curriculum folder item.
Name Version Format Actions
RO Step 4. Scroll down the page to find the sub
Test10330607 10 Fain X folder with your IC’s name on it.
“# HHS U
SCORM
--# | eidos-Frederick, TestiDa3263842 Package X
I
L e Test- SCORM 9
3 =P i 1055431745 Package
... OLSA SKillSoft Test1089917615 ﬁgggg\l b4
Lo SKillSoft 4 Test1090975493 323231 x
------ Test PDF Files ko
""" d Test- SCORM x
‘ 1093793572 Package

National Institutes of Health
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Task 3: Import the SCORM Package

‘B YourIC

N — “++- The Name of

NIH

Your Course

6.

‘.= Your IC

oo The Name of Your
Course

* =

National Institutes of Health

O

fanagarment
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Step 5.

Step 6.

Click the plus (+) symbol that
appears to the left of Your IC sub
folder item.

After you click the plus (+) symbol
that appears to the left of Your IC
sub folder item, the folder will open
to reveal the sub folder you created
in Task 2 as shown in image A.

Click to select the Name of Your
Course sub folder (this is the sub
folder you created in Task 2).

After the sub folder is selected, a
red X will appear to the right of the
sub folder, as shown in image B, to
indicate the folder is selected.
Ensure that the red X appears for
the correct subfolder.

NOTE: Content stored in a
selected folder will display in the
Contents table that appears on the
upper right-side of the Production
Repository page (image not shown
here).




Task 3: Import the SCORM Package

Production Repository

Production Repository = New Sub Folder
*

ltem AEHEHS 3| Edit Folder
% Add To Interest | My Interest
= Production List ‘__“'.Eirsl
Contents 7 == import

“+ 2017 FEA and Gore
Curriculum

No items found

Import Content

1.Content Details 2.Import Content

Mame™*

Security Domain™

Content Format®

Player Template® (&

This figure depicts the top portion of the Import Content page.

National Institutes of Health
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Step 7.

Step 8.

Step 9.

Step 10.

Step 11.

Click the Import link located at the
top of the Production Repository

page.

The Import Content page will
display as shown in image A.

Enter the name of your course into
the Name field on the Import
Content page.

NOTE: For tracking purposes, we
recommend that you also give
your online course content the
same name as your course.

NOTE: The online course content
can also be referred to as a
content object.

Ensure that the Security Domain
field stays defaulted to NIH.

Select SCORM Package from the
Content Format drop-down
menu.

Click the Player Template pick
icon.

of Managarmaent



Task 3: Import the SCORM Package

—

The Select Player Template window opens so that you may select the type of player template needed
for your online course content.

Name

Empty Player

Configure [ Save Search Query

Showing 1 out of 1 results

Name Description

Empty Player Empty Player

Select Player Template

Print | Export | Modify Table

Height Width

Message from webpage M

m National Institutes of Health
O fanagarment

h\ Empty Player Selected

Office of Human Besources

Step 12.

Step 13.

Step 14.

Step 15.

Enter Empty Player in the Name
field.

Click the Search button. Results
based on the Name field will
display in a table at the bottom of
the window.

Click the Select box to the left of
the name Empty Player.

Click the OK button on the Empty
Player Selected confirmation

popup.




Task 3: Import the SCORM Package

After confirming your Player Template selection, you will return to the Import Content page and your
template selection will appear in the Player Template field as shown below.

Import Content

1.Content Details 2.Import Content Step 16. Select the Not Compatible option from

the Mobile Device Compatibility
Name* Also the name of your course drop-down field.
SRy Do) NIH @ NOTE: Mobile Device Compatibility is
Content Format* SCORM Package E] not presently Supported.
e bl Empty Player & .. Step 17. Select Learning Objects from the
Mobile Device Compatibility Not Compatible V=16 : Content Type drop-down menu.
Content Type Learning Objects 17 .......
Version Number e
Awvailable From 05/25/2017
Expiration Date @
Parent Folder The Name of Your Course
Content Provider -Select One- EI
Delivery Vendor® Saba
Next» Cancel




Task 3: Import the SCORM Package

Import Content

1.Content Details 2.Import Content
Name* Also the name of your course
Security Domain* NIH g’
Content Format* SCORM Package E]
Player Template® Empty Player .;b_’
Mobile Device Compatibility Not Compatible
Content Type Learning Objects
Version Number
Available From 05/25/2017
Expiration Date 18 * @ ......
Parent Folder The Name of Your Courseﬁ. 1 9
Content Provider 20 .»—Select One- [v|
Delivery Vendor' Saba h 21

22 » Nextr Cancel

Step 18.

Step 19.
Step 20.
Step 21.

Step 22.

Do NOT set a date in the Expiration Date
field.

NOTE: Setting an expiration date here would
cause the content to no longer be available to
learners or administrators beyond the date

of expiration.

Ensure that the Parent Folder field has
defaulted to your online course content folder.

Do NOT select a provider from the Content
Provider drop-down menu.

Ensure that the Delivery Vendor field stays
defaulted to Saba.

Click the Next button.

m National Institutes of Health
(& f Managarmant
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Task 3: Import the SCORM Package

After setting your content attributes on the Import Content page, you are ready to import your SCORM
package on the Import Content: Also the name of your course (SCORM Package) page.

Import Content: Also the name of your course (SCORM Package)

1.Content Details 2.Import Content

Zip File* Browse... 4‘23

Content Server*

«Previous Import

Import Content: Also the name of your course (SCORM Package)

1.Content Details 2.Import Content
Zip File* C:\Users\byrdmr\Desktop Browse... e,
Content Server” |£4——-* 24
«Previous Import

Step 23. Click the Browse button in the Zip

File field, navigate to the directory
on your local workstation or network
drive where the SCORM package is
located and select it for import.

After the package is selected for
import, the file path will appear in the
Zip File field as shown in image A.

Step 24. Click the Content Server pick icon.

m MNational Institutes of Health Office of Human Besources
O fanagarment




Task 3: Import the SCORM Package

The Select Content Server window will open as shown below.

Select Content Server
Step 25. Click the Search button. Search

Name | | Upload Protocol |-Select One-[v] results will display in a table at the

Is default server [] bottom of the window.

Configure | Save Search Query NOTE: Ther_e is no need to set Nar_ne
25—> Search search criteria here because there is

only one content server available.

Content Servers Print | Export | Modify Table Step 26. Click the Select box to the left of
the Staging Content Server name.

Step 27. Click the OK button on the Staging
Content Server Selected confirmation

popup.

Showing 1 out of 1 results

Name s default server |Is a secure server Upload Protocol Description

Staging
26 *h] Content True True FTP Saba_Content_Server
....... Server

Message from webpage M

Cancel

!J . Staging Content Server Selected

[Y

Office of Human Reso




Task 3: Import the SCORM Package

After selecting your content server, you will return to the Import Content: Also the name of your course

(SCORM Package) page to perform the import.

Import Content: Also the name of your course (SCORM Package)

1.Content Details 2.Import Content

Zip File* C:\Users\byrdmr\Desktor Browse...
Content Server* Staging Content Server &

«Previous Import 4—‘ 28

Step 28. Click the Import button. The SCORM
package will begin to upload to the
Production Repository.

NOTE: Depending on the size of the
SCORM package, it can take a few
moments to complete uploading.

Office of Human Besources
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Task 3: Import the SCORM Package

After the package has imported successfully, the Import Content: Also the name of your course
(SCORM Package) page will display a confirmation message at the top of the page as shown below.

Import Content:Also the name of your course (SCORM Package)

The content has been imported successfully.

Step 29. Click the Preview Content link to
view the course from within the LMS.

Name IR RS S e S This will allow you to verify the player
Security Domain . template you selected.
Content Format SCORM Package . .
Mobile Device Compatibility Not Compatible Step 30 C“Ck the Return to Reposrtory.
A button to go back to the Production
Content Format Version SCORM 1.2 . H
Repository page where your online
Parent Folder The Mame of Your Course N
course content is stored.
Player Template Empty Player
Content Provider
Delivery Vendor Saba

External Content ID

Use as survey, evaluation, or &

multi-rater assessment.

Zip File SCORM Online Content.zip
Content Server Staging Content Server
Preview Content « ,,,,,,,

View Content Communication Log

Edit Return to Repository *‘ 30

Office of Human Reso




Task 3: Import the SCORM Package

After the package has imported successfully, the Production Repository page will display your imported
content as a file link in the Contents table that appears on the upper right-side of the page as shown
below.

Production Repository

Production Repository Now Sub Folder

Edit Folder

'l+|l 'l‘,ll

Item Actions
Add To Interest List | My Interest List

(MUl

= Production

Contents Impart
-+ 2017 FEA and Core
Curriculum Name Version Format Actions
P 2017-FEA and Core Also the
Curriculum name of your SCORM
course Package

" HHS U

This figure depicts the top portion of the Production Repository page.

ional Institutes of Health Office of Human Reso
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Task 3: Import the SCORM Package

After successfully importing your online course content, you may view and edit content file details as
necessary.

IMPORTANT: Online course content that has already been attached to a course or a course offering

cannot be deleted. However, it may be disabled by setting a date in the Expiration Date field on the
Content Details tab.

To view or edit the course content details, do the following:

Production Repository

m _ Step 31. Click the online course content link.
Browse

Production Repository

% New Sub Folder

Item Retiohe 3) Edit Folder

3| Add To Interest List | My Interest List
= Production

Contents Import
“++ 2017 FEA and Core
Curriculum Name Version Format Actions
.- 2017-FEA and Core Also the
Curriculum "...31.._.» name of your SCORM
""" course friaee

"B HHS U

m National Institutes of Health Office of Human Resources
(& -  Manggarmant




Task 3: Import the SCORM Package

After selecting the online course content link, the Content Inventory Details page will display the
Content Details tab.

Mame*

Security Domain®

Content Format

GContent Format \ersion
Player Template*

Maobile Device Compatibility
Status

Version Number

Available From

Expiration Date

Parent Folder*

Content Provider
Delivery Vendor

External Content ID

Zip File
Content Server*

Use as Survey, Evaluation, or
Multi-Raler Assessment

Is Scoring

Owner

Mo items found

Preview Content

Content Inventory Details: Also the name of your course (SCORM Package)

(oI IAEEIEY  Current Subscriptions ! Content Metadata _

Also the name of your course
MNIH “’I
SCORM Package
SCORM 1.2

|
Empty Player &)
Not Compatible [v]
Published Edit

03/14/2016
&

The Name of Your Course

&

Saba

SCORM Online Content.zip

l— Browse. ..
Staging Content Server ﬂ
O

O

View Content Communication Log « 33

Cancel

Return to Repository

D o

4’

Office of Human Besources

Step 32.

Step 33.

Step 34.

Click the Add Owner link, search for the

person, and designate him/her as the content
owner.

NOTE: Defining a course content owner is
recommended to ensure that other
Administrators know whom to contact with
questions. Multiple owners may be added
and we recommend that you establish
yourself as one of the owners.

Click the View Content Communication
Log link if you wish to view the list of
communications that have passed between
the LMS and the content while you were
previewing it.

NOTE: If your content item was not SCORM
compliant, you will not see a View Content
Communication Log link.

Edit the other content details as appropriate.




Task 3: Import the SCORM Package

The Current Subscriptions tab on the Content Inventory Details page will list any courses and offerings
to which a piece of content is connected.

NOTE: The PartNo column displays the unique course ID or the 8-digit offering ID for the course or
offering to which the content has been associated and the Name column displays the name of that
course or offering.

Content Inventory Details: Also the name of your course (SCORM Package)

Current Subscriptions Print | Export

Showing 1 out of 1 resulis

PartNo Name Subscribed On Subscribed By Subscription Type
00143251 Bhe Mame of Your Course 05/31/2017 nih2001779880  Learning
ering
Return to Repository

ional Institutes of Health Office of Human Reso
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Task 3: Import the SCORM Package

The Content Metadata tab on the Content Inventory Details page will allow you to add metadata that
may help others find your content more easily.

NOTE: Adding data to the Content Metadata tab is optional and NOT required.

Content Metadata Details: Also the name of your course (SCORM Package)

(o417, -1 | @S0G Sl Content Metadata _

Content Format SCORM Package

Content Type Learning Objects

Author

Description Course Description Goes
Here

Language

Keywords The Name of Your Course

Competency

Add Competency

Mo items found

Save Return to Repository Cancel

ional Institutes of Health Office of Human Reso
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Task 4: Create the Course and Set Delivery

After completing the task of importing your online course content to the Production Repository,
you need to create the course in the LMS and set the online training delivery type for the
course.

HHS Learning Portal e,

Y The Joy of Learning Enabled Through Access! L] * i 1

To create a course, do the following:

s Courses
Step 1. Select the Admin icon. The left-hand %l
Learning menu will display with the Subscrpion Orders s ) I E—
Courses menu option selected and the Subscrton OrderHiory D | W eeemeene| 0
Courses page defaulted. o P e Configure | Save Search Query o
NOTE: If the Learning menu does not e — T —
automatically default and display for you Hak 2
as shown here, click the Learning admin Tasks
tab and the Learning menu will display T
as shown here. Categories
Certifications
Step 2. Click the New Course link. pmr

Blended Programs

Resources

Continuing Education Plans
Learning Administration
Legacy Assessments
Knowledge Base
Production Repository
Content Tools

Pricing

Reports

m National Institutes of Health Office of Human Resources
Office of Managernant




Task 4: Create the Course and Set Delivery

The New Course page will display organized into six sections: Course Details, Recurring Course,
Availability Information, Pricing Information, Registration Information and Other Information.

I Availability Information I
Available From* 06/28/2016 @
.@w

Discontinued From

Other Information|

Display for Call Center Certificate Information
New Course ,
Display for Learner Training Accreditation
Organization Type (1103)
For information on EHRI values, please refer to the OPM Guide Allow Ratings Course ID From Vendor (1105)

*EHRI: Training Credit (1126)

*EHRI: Training Credit T
Course Details Designation Type Code (1127) -Select One- El

Pricing Information

Title* *EHRI: Training Delivery Type
ne-click Launch Enables Code (1129) -Select One-
Course ID* C US Dol
ARIETCY, ollars *EHRI- Training Credit Type = i
Version e Code (1131) Select One- £2
Domain* NIH Multi-Currency Pricing ® This Course is available only in the currency | Instructor Competencies (1200)
O This Course is available in the currency selef —
Abstract efaull curency, US Dallars, cysele] Multiingual Course (1201)
This Gourse is available in all the active curr¢
Int | or Ext I C
Note: Prices are only calculated for currencies i) (:285;? SEERETEILOUE -Select Dne—E
Character Limit: 1000 rates defined in the system
Description Training Units Training Certification Type (1211)
Course Development Cost (1220)
CharacterRimit1 (00 *EHRI: Training Source Type _Select One- E‘
Caurse: DeeplinkcURL I Registration Information I Sode(li20)
Course Deeplink URL for Private Min Count ’ﬂ_ﬁl Training Type Sub Code | gojact One- EI
e Max Count : :
*EHRI: Training Accreditation = o7
Waitst Max Indicator (1102) Select One- [V
endor *EHRI: Continued Service
Recurring Course Gustomer Service Representative agzr;e;’nent Required Indicator
Mark Course as Recurring O
Course Target Completion Duration 0
Allow Drop Before Days 0 Save Cancel

m National Institutes of Health Office of Human Resources
Office of Managarnaent




Task 4: Create the Course and Set Delivery

In the Course Details section, do the following:

Step 3. Enter the title for the course in the Title
field.

Step 4. Enter a unique course ID in the Course
ID field.

NOTE: The unique course ID should
always follow a standardized,
structured sequence that is defined by
your organization.

Step 5. Click the Domain pick icon and select
NIH Common as the domain.

Step 6. Enter a course abstract in the Abstract
field (optional).

Step 7. Enter a course description in the
Description field (optional).

m National Institutes of Health
ON;  Manggarmant

Course Details

Title® Name of Your Course = 3 :
Course ID* Unique_ID_1014—{ 4
verson 7 . )
Domain* NIH Common - « 5
Abstract ' Al g
& 6
Character Limit:1000
Remaining character count: 370
Description FoY
LAl

Character Limit:1000
Remaining character count: 920

Course Deeplink URL

Course Deeplink URL for Private
View

Recurring Course

IMark Course as Recurring H
Course

Office of Human Besources




Task 4: Create the Course and Set Delivery

In the Other Information section, do the following:

Other Information

Certificate Information

Training Accreditation
Organization Type (1103)

Step 8. Enter all required Other Course ID From Vendor (1105)
Information (required fields have “EHRETraitiog Cost 126 |0 ‘\
names in red font and an asterisk). - _
RI: Training Credit Other
. . . . Designation Type Code (1127)*
NOTE: Six of the eight required fields rETT——
automatically populate with default Code (1120) it
values. (The six fields are highlighted (EHR Trana CredtTIRe on appicable
yellow in the screenshot
example.) However, if a default value ARt clnr S0 DRI CEIR
does not work for your course, you Multiingual Course (1201)
may Change it. :I;ll;[g;;cllor External Course Select One-[v] e
If each EHRI required field is not Training Certfication Type (1211) 8
Completed, you will not be able to save Course Development Cost (1220)
your new course information. EEJI;FQ{;a‘l;gg;ing Source Type T T T
Step 9- CIICk the Save button. E1E.:_|2§|};Training Ty’pe Sub Code _Seled One_
;rl‘iggt:o":'r{ii?gz%fccreditation Mon Applicable
*EHRI: Continued Service
Agreement Required Indicator Non Applicable
(1231)* /

9 » Save Cancel

of Human Re




Task 4: Create the Course and Set Delivery

Once saved, the New Course page becomes the Course Details page that includes several
important tabs and course owner information. It also includes navigational buttons to view all
offerings or create new versions of the course.

Course Details;)Name of Your Course, #UNIQUE_ID_101

Other Information

For information on EHRI values, please refer to the OPM Guide to Data Standards. ’
Certificate Information

*EHRI: Training Accreditation Non Appl\cabIeE

Indicator (1102)
=1/ Learning Assignments | Related Info Delivery Types | Notifications | Ratings
Training Accreditation

Organization Type (1103)

Course ID From Vendor (1105) NIHTCLMS_M|M1 100

Course *EHRI: Training Source Type
peaisenline Code (1120) Govemment Internal v
Title™ ame of Your Course X # - Traini =

N (152*2'3') Training Type Sub Code 10 41cal and Health [v]
Course ID*  UNIQUE_ID_101

" .

S EHRI: Training Credit (1126) 0
Domain® | NIH Common 7] sEMHL Traning Sredit Graduate Credit [v]

Designation Type Code (1127)

Abstract [Abstract about your course

"EHRI Training Delivery Type 2 ditional Classroom (na technology)| v |

Code (1129)
Character Limit: 1000 s .
*EHRI: Training Credit T
Description [PeScription of your course Code (1131) 9 ype Non applicable

Instructor Competencies (1200)

Character Limit: 1000
Multilingual Course (1201)

guur::_e K https://staging.learning.hhs.goviSaba/Web/Main/goto/GuestCourseDetailURL?

DAY otld=cours000000000516095&callerPage=/learning/offering Template Details_xml Internal or External Course T
URL (1202, Internal [v]
g::lsli:k Training Certification Type (1211)

URLpf htips://staging.leaming.hhs.goviSaba’Web/Main/goto/GuestCourseDetailURL?

Pliuat:r otld=cours000000000516095&callerPage=/learning/offeringTemplateDetails xmi&privateView=true Course Development Cost (1220)

View B
*EHRI: Continued Service
Agreement Required Indicator NA
(1231}

Owner Add Owner

No items found

View All Offerings Create New Version Save Cancel

m National Institutes of Health Office of Human Resources
Office of Managarnaent




Task 4: Create the Course and Set Delivery

Adding a course owner is always a best practice. To add an owner to the course, do the

following:
Course
BeRipflmk https://staging.learning.hhs.gov/Saba/\Web/lMain/goto/GuestCourseDetail URL?
. F’n’vatgr otld=cours000000000497917 &callerPage=flearning/offeringTemplateDetails xm|&privateView=true
Step 1. Select the Add Owner link on the View
Course Details page. As shown here, o
the Search Person, Internal screen Owner i1 = pdd Owner
W|” dISplay e .
Step 2. Enter the search criteria for the owner in _—
the search fields. Search Person, Internal {2
Step 3. Click the Search button. Supervisors: you can easily display all ofyou.l:l't.aff by entering your login ID into the "Manager" field, clic
Step 4. Click the checkbox to the left of the first ,
name Of the owner Population*  Internal [v] First Name |:|
' Last Name smith Person ID I:I
Step 5. Click the Select button. The name of the vemame [ ] Manager [ |«
course owner will appear under Owner ogmzaion [ |& Location [ &
Name on the Main tab of the Course boman [ & Person Type Seidcie. 1
Detalls page_ Security Roles  -Select One- El Include All Suborganizations [ ]
3 » Search
Select « 5
e 12345 Next[]
People Print | Export

Showing first 25 out of 235 results

O First Name Last Name Username Person Type Person|D Organization Location Manager

:.. 4 #D ADAM SMITH NIH2001323330 Fellow 003756676  HN76L8 00033429

National Institutes of Health

of Managarmaent



Task 4: Create the Course and Set Delivery

Now that the course is created, you must set the Online Training delivery type. To add the Online
Training delivery type to the course, do the following:

Main = Learning Assignments | Related Info | Policies B=CUNEL"RGTCCES Notifications | Ratings

...... Step 1. Click the Add Delivery Type link on the

Delivery Types Add Delivery Type «. Delivery TypeS tab of the Course Details
Ko items found e screen. The Add Delivery Type screen
will open.
Step 2. Click the radio button for the Online
1.5elect Delivery Type 2.Define Details Training deIivery type you need.
Step 3. Click the Next button at the bottom of
the screen.
) Book
)} Coaching
) Conference Session
O ovDicD

) Instructor led

O Mentoring .
® Online Training « 2
) Onthe Job Training .
) Recorded Training

) Seminar

) Tailored ILT

3 —} Next Close

m MNational Institutes of Health Office of Human Besources
O fanagarment




Task 4: Create the Course and Set Delivery

The Online Training Delivery Mode screen will display after the delivery type is selected.

Delivery Mode
Information
Title Name of Your Course ...
ID UNIQUE_ID_101 UNIQUEID_101 =i 4 ¢
e ———t o 7, :.. ..':
Domain INIH Common x & €= 3 ;
Description
] 7 1
Character uimt255 T
Course Description Description of your course
Duration(HH:MM)* 01:00 € 6
e Finish

Step 4.

Step 5.

Step 6.

Course Details: Name of Your Course, #UNIQUE_ID_101

m Learning Assignments | Related Info m Delivery Types

Delivery Types Add Delivery Type | Print | Export
Delivery Types New Offering
Delivery Mode Details: Online Training New Online Training Offering

Step 7.

Copy the Course ID that appears just to
the right of the ID field into the ID field.

Ensure that the Domain field is set to
NIH Common.

Set the Duration field to the total
amount of time it will take a learner to
complete your training.

NOTE: In the example shown here, it
will take learner’s 1 hour to complete the
training.

Scroll to the bottom of the page and
click the Finish button.

The new delivery type will appear on the
Delivery Types tab, as shown in image

m National Institutes of Health Office of Human Resources
(& of Managarmaent
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Task 5: Create the Course Offering

After creating the course and setting the delivery type in the LMS Staging Environment you
must create the one course offering you will need.

To create the course offering, do the
following:

Step 1. Select the Admin icon. The left-hand
Learning menu will display with the
Courses menu option selected and the
Courses page defaulted.

NOTE: If the Learning menu does not
automatically default and display for you
as shown here, click the Learning admin
tab and the Learning menu will display
as shown here.

Step 2. Click the Offerings menu option. The

Offerings page will display.

Step 3. Click the New Offering link on the
Offerings page. The New Offering
screen will display.

Step 4. Click the Pick Course pick icon for the
Based on Course field.

m National Institutes of Health
Office of Managarnaent

& HHS Learning Portal o

Y The Joy of Learning Enabled Through Access!

Catalog
Courses i
Subscription Orders - .
Subscription Order History
Easy Entry Templates
Session Templates
Audience Types
Catalog Guide
Packages
Tasks
Certificate Templates
Certificate Template Keywords
Categories

Certifications

1 X 1
Offerings

® Public Offerings
O Private Offerings

O e—

I Offering Type

[ ]

New Offering

Create New

Based on Course”

Delivery Type*

ooran [ 6 meeresawe [ |&
R T S
Delivery -Select One- V]
Configure | Save Search Query
Search
Offerings jmml-Nev Offering
1.Select Offering Type 2.Define Offering
Offering
& 4= 4
-Select One- V] e
Next Cancel




Task 5: Create the Course Offering

The Select Course screen will display.

(=2 https;//staging.learning.hhs.gov/ - HHS Lear‘i‘.' ..... __4:- Internet Explorer = m] X
Select Course *
. S ] Step 5. Enter the course search criteria on
I the Select Course screen.
v [ ] Step 6. Click the Search button.
You have a saved query.
Contaure | Save Somh Quory | oot Sarad Cuery 6 Step 7.  Click the select box to the left of
L the course title.
Courses Pint | Export | Modity Table Step 8. Click the OK button to confirm
Showing 1ot of 1 results course selection. The New Offering
_ HesegeBommelnans = screen will display with the course
Pelact [Tt ronson Fourssl) selected in the Based on Course
] Name of Your Course UNIQUE_ID_10 f|e|d .
antites | Name of Your Course Selected
A Step 9. Select the delivery type from the
e Delivery Type drop-down menu.
New Offering . _
1 g NOTE: The delivery type option
1.Select Offering Type 2.Define Offering o available in the drop-down menu
is inherited from the course level
Create New Offering settin g
Based on Course” Name of Your Course &
Delivery Type* -Select One- ettt
Y9
- Next Cancel

of Human Re




Task 5: Create the Course Offering

After the Delivery Type field is set, the Easy Entry Template field will display.

Step 10. Do NOT select a value from the
Easy Entry Template drop-down
menu.

Step 11. Click the Next button.

m National Institutes of Health
O fanagarment

New Offering

1.Select Offering Type 2.Define Offering

Create New Offering

< %
Based on Course Name of Your Course x &
,,,,,, Delivery Type* Online Training
1 0 ::*Easy Entry Template None
11 * Next

Cancel

Office of Human Besources




Task 5: Create the Course Offering

The New Offering screen becomes the New WBT Offering screen. To complete the offering, do

the following:

New WBT Offering

1.Select Offering Type

Course Description

Delivery Mode Description

Scheduling Details

Language*

Duration{HH:MM)*

Pricing Information

One-click Launch Enabled
Base Price

Currency

Offering Price

Multi-Currency Pricing

Offering Details

Name MName of Your Course

Course ID UNIQUE_ID_101

D ey 00166434

Domain® {12 = NIH Common &

Description e ' [pescripticn of your offering (epwiomall] .| 10

2.Define Offering

Character Limit:1000 T i
Remaining character count: 961

Description of your course

=14
01:00 e
4]
0.00 (Inherited from Course)

(]
US Dollars &

® This (Offering is available only in inherited currencies and currency
selected above

O Tnis Offering is available in inherited currencies, the currency

ional Institutes of Health

Office of Human Reso

 Manggarmant

Description of your ocffering (cpticnalll

Step 12.

Step 13.

Step 14.

Verify that the correct Domain is
specified in the Domain field and verify
that it is the same Domain specified for
the course level delivery type.

Enter an offering description in the
Description field.

NOTE: This is optional. If entered, this
description will exist in addition to the
description displayed at the course level.

Click the Pick Language pick icon.




Task 5: Create the Course Offering

=2 https;//staging.learming.hhs.gov/ ..

Select Language

Name |english

Configure | Save Search’

Languages

Showing 1 out of 1 results

Select Name

English

1 61» Search

Print | Export | Modify Table

m National Institutes of Health
O fanagarment

Message from webpage pd

| English Selected

Office of Human Besources

Step 15.
Step 16.
Step 17.

Step 18.

Enter English in the Name field.
Click the Search button.

Click the select box to the left of the
name English.

Click the OK button on the confirmation
popup.




Task 5: Create the Course Offering

New WBT Offering

1.Select Offering Type

Offering Details
Name

Course 1D

[[n]

Domain®

Description

Course Description

Delivery Mode Description

Scheduling Details

Language™

Duration{HH:MM}*

Pricing Information
One-click Launch Enabled
Base Price

Currency o
Offering Price

Multi-Currency Pricing

2.Define Offering

Name of Your Course

UNIQUE_ID_101

00166431

NIH Common @

Description of your offering (opticnal)

Character Limit: 1000
Remaining character count: 961

Description of your course

®

English
01:00

v
0.00 ({Inherited from Course)

US Dollars &

1 9 =9-0.00) x

(® This Offering is available only in inherited currencies and currency
selected above.

O This Offering is available in inherited currencies, the currency

of Human B

Finish

Step 19.

Step 20.

Enter 0.00 in the Offering Price field.

NOTE: All offerings need a price set for
it, even if it is just $0.00.

Click the Finish button that appears at
the bottom of the page.
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Task 6: Add Content to the Offering

After creating the course offering in the LMS Staging Environment, your final task will be to add
the online course content that you imported during Task 3 to that course offering.

Y& HHS Learning Portal o

Catalog

Courses ~ Laatee.

Subscription Orders -
Subscription Order History
Easy Entry Templates
Session Templates
Audience Types

Catalog Guide

Packages

Tasks

Certificate Templates
Certificate Template Keywords
Categories

Certifications

Y The Joy of Learning Enabled Through Access!

R 1
Offerings

® Public Offerings
O Private Offerings

T — ]
T 4

I Offering Type

Domain

e L B
T e R
Delivery -Select One- V]
Configure | Save Search Query
Search
Offerings New Offering

m National Institutes of Health
Office of Managarnaent

To add your online course content to
the course offering, do the following:

Step 1.

Step 2.

Select the Admin icon. The left-hand
Learning menu will display with the
Courses menu option selected and the
Courses page defaulted.

NOTE: If the Learning menu does not
automatically default and display for you
as shown here, click the Learning admin
tab and the Learning menu will display
as shown here.

Click the Offerings menu option. The
Offerings page will display.




Task 6: Add Content to the Offering

== Title

Offerings

Offering Type

{®! public Offerings

O Private Offerings

|name of your course | ID |00166450 .
Domain | |\z Audience Type/Subtype | E T
Start Date >= | |[E EndDate <= | &
Course ID | | Language | ‘LE
Delivery -Select One-
Configure | Save SearchQuery an= s
4 =P scarch
Offerings New Offering | Print | Export | Modify Table

Showing 1 out of 1 results

Title Version ID Course ID Delivery Language StartDate End Date Actions
Nae Online

of Your 00166450 UNIQUE_ID_101 Training English

Course

m MNational Institutes of Health
O

Step 3. Search for the course offering you
created in Task 5 by entering the
offering title in the Title field or offering
ID in the ID field.

Step 4. Click the Search button.

Step 5. Click the offering Title link that appears
in the search results.




Task 6: Add Content to the Offering

After selecting your course offering from the search results,
Details page will display with its series of tabs.

Online Training Offering Details: Name of Your Course,#UNIQUE _

Offering Details
Name Name of Your Course
Course ID UNIQUE_ID_101

ID

00166450

your Online Training Offering

Step 6. Click the Learning Assignments tab.
The Learning Assignments tab will
display.

Step 7. Click the Add Learning Assignments
link that appears in the Learning Content
section of the tab. The Add Learning

Assignments action bubble will open.

Click the Add Content link that appears
in the Add Learning Assignments action
bubble.

Step 8.

Optional Tasks to Complete |:|

Pre Class Assessment

Mo items found

Learning Content

No items found

{8 mp/d

Add Learning Assignments

d Content
Add Checklist

NIH

National Institutes of Health Office of Human Resources

(& of Managarmaent



Task 6: Add Content to the Offering

After selecting the Add Content link, a content module search window will open. NOTE: Content
module refers to the online course content you imported in Task 3.

Select content modules to add as leamning assignments to Name of Your Course
Search [=1{J"] .
EIE. oo oo the name of your online course
e content into the Name search field.
Folder Type -Select One- Ezl Name 9 :»iAlso the name| x | .
Version Number | | Content Format s g -Select One- :El Step 1 0. CIICk the SearCh bUtton '
Content Type -Select One- [v] Language | | Step 11. Click the checkbox that appears to
Author | | Keywords | | the left of the name of your online
Folder Name | | Available From == | | @ course Conte nt.
s ams | [ G tines i | g@ Step 12. Click the Add Assignment Details
et Nmte | | B o | | button that appears at the bottom of
Owner | |&J Content Provider -Select One- [v] the window
Delivery Vendor -Select One- ll—l Include non-scoring content modules
10 » Search

Contents

Showing 1 out of 1 results

Select Name Version Number Content Format Folder Name

O ‘ Configure the LMS Homepage 03102016 0853 SCORM Package Configure the LMS Homepage 12 Add Assignment Details Close

1 1 3 T

m National Institutes of Health Office of Human Res

Office of Managarnaent



Task 6: Add Content to the Offering

After selecting your online course content, the Add Learning Assignments: Add Content window
will open to allow you to establish important course completion details.

Add Learning Assignments: Add Content

1.Select Content Modules 2.Add Assignme

Add assignment details for the selected modules.

nt Details

Name Type Attempts on Content  Mastery Score
Sample SCORM package  Training Content Unlimited |:|
Use the pre-class assessment content as post-class assessment
Save Back

Details

Enabled
Required
Test Out
[] sign Off
Consider
For Cverall
Score

Close

MNational Institutes of Health Office

of Human Reso

Step 13. Set the Mastery Score by entering
the minimum passing score Learners
must receive for the course completion
test.

NOTE: Complete this step if your
SCORM package includes a test that
determines the completion status and
will pass a score back to the LMS. If
your SCORM package does not
include a test like this, leave this field
blank.

f Managarmant



Task 6: Add Content to the Offering

Add Learning Assignments: Add Content
1.Select Content Modules 2.Add Assignment Details

Add assignment details for the selected modules.

Name Type Attempts on Content  Mastery Score
Also the name of Training Content | Unlimited | v/| ]
your course \ - \

i14;: i15;

16 » Save Back

Details

Enabled
Required
Test Out
[] sign Off
Consider
For Cverall
Score

Close

MNational Institutes of Health

 Manggarmant

Office of Human Besources

Step 14. Set the Attempts on Content drop-
down field to:

Unlimited: If you want the Learner to
have as many attempts as needed to
meet the Mastery Score, let this field
stay defaulted to Unlimited. Also let this
field stay defaulted to Unlimited if your
course does not include a Mastery
test.

Limited: If you want the Learner to
have a fixed number of attempts to
meet the Mastery Score.

Step 15. Set the specific fixed number of
attempts a Learner has to meet the
Mastery Score in the text field that
appears to the right of the Attempts on
Content drop-down field.

NOTE: If you set the Attempts on
Content drop-down field to Unlimited, skip
this step and proceed to step 16.

Step 16. Click the Save button.




Task 6: Add Content to the Offering

After Learning Assignments course completion details are saved, you will return to the offering’s
Learning Assignments tab with your online content appearing as attached in the Module Name
column.

Learning Content Add Learning Assignments | Change Status | Print | Export

Up Down Type Module Name Details Requirement Actions

Aftempts on Content Allowed: Unlimited
@ - - Sign Off:
& @ Training Content  Configure the LMS Homepage Status: Enabled

Mastery Score: N/A

Required Actions

Post Class Assessment Add Postclass Assessment | Change Status Ste p 1 7 . Cl |Ck th e Save an d P u bl is h b utto n.

Mo items found

Note: Override Offering Completion Policy from Policies Tab as Auto-completion, so as pre and post assessment can be
enforced to leamer

Launch evaluation on completion
Evaluation Add Evaluation

No items found

Learning Assignment Sequencing

=

'® Suggested - learner need not previous assil it before ing the next assignment in the sequence.

) Enforced - leamer must complete (successfully o unsuccessfully) the previous assignment before attempting the next assignment in the sequence

) Enforced with successful completion - learner must complete the previous assignment before the next i in the
sequence.

Resources
Add persons required for this offering.

Resources Add Resource

No items found

m National Institutes of Health Dffice of Hurman Resources
Office of Managarnaent




Task 6: Add Content to the Offering

After clicking the Save and Publish button the Push Learning Assignments window will open.

= https://staging.learning.hhs.gov/?callback=callback1090 - HHS Learning Portal - Intemet E..  — O

Push Learning Assignments

Changes to the learning assignments and their sequence, and to evaluation have been saved. Please select any of
the following options to make these changes available to the existing registrations for learners.

" Future Registrations : 1 8

i..i Existing registrations where the offering is In Progress.
| Registrations where the offering is completed and moved to the completed course.

19 » Save Close

x

Office of Human Reso

m National Institutes of Health
(& -  Manggarmant

Step 18. Click the select box that meets your
course needs:

Future Registrations: Select this option
if you want the newly published content to
only be available for future registrants.

Existing registrations where the
offering is In Progress: Select this
option if you want the newly published
content to be available for current
registrants where the offering has a
status of In Progress.

Registrations where the offering is
completed and moved to the
completed course: Select this option if
you want the newly published content to
be available for registrants who have
completed the course offering.

Step 19. Click the Save button.




Task 6: Add Content to the Offering

After saving your learning assignment push details, the following message will appear at the top
of the page:

Changes to the learning assignments and their sequence, and to the evaluation are currently
being published to learners. While this process is in progress, do not make any changes to the
learning assignments or evaluation.

To continue, click any course offering tab that appears at the top of the page. The page will
refresh and the following final message will appear at the top of the page:

I Changes to learning assignments and their sequence, and to evaluation
have been successfully published to learners.

m National Institutes of Health Office of Human Resources
(& of Managarmaent




Support Resources

0 HRSS Help Desk

Submit a help desk ticket:
https://intrahr.od.nih.gov/wits/index.aspx

HRSS Hours of Operation: Monday through Friday: 8:00 AM to 4:30 PM

U HRSS LMS Support website (Quick Reference Guides (QRGs), Videos, Online
Manuals, LMS Resources, etc.)
https://intrahr.od.nih.gov/hrsystems/benefits/Ims/Imssupport.htm

m MNational Institutes of Health Office of Human Besources
Office of Managarnaent
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