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Purpose of This Procedure

This procedure advises Training Personnel how to publish Lectora training titles to HTML.
Materials/Pre-requisites Needed

Access to the following network folders:

· ESHQ Public Drive

REFERENCES:

· Draft Training Folder = ESHQ Public Drive/Draft_Training

· ESH&Q Lectora Folder = ESHQ Public Drive/ESH&Q_Lectora

· Lectora Folder = ESHQ Public Drive/Lectora

· Lectora Onsite Folder = ESHQ Public Drive/Lectora/onsite

DEFINITIONS

Client – The person who requested the training be developed.

Classroom only title – this is a version of a Lectora title that was designed to only be used in the classroom and not for learners to view online.  The audio is often removed.  It is designed to be used by an instructor.

Learner – Person taking the training course.

Lectora – Software used to create online training courses.
Title – Each individual training project/file within Lectora.
RESPONSIBILITIES

Training Personnel shall publish the training to HTML in the proper designated areas and use the correct naming conventions as described.
DETAILED PROCEDURE:

Locations for Publishing Lectora Titles

There are four locatons to publish Lectora titles.  Requirements for each location are described below:
· Draft Training folder – 
· Publish to this folder when you are working with the client on finalizing the content of a title.  
· The word “draft” should always appear in the template of the title.
· ESH&Q-Lectora folder – 
· Use this folder when content of a title is finalized. 

· Use this folder when publishing a title that can be viewled both on-site and off-site.  
· This folder is also used for training that does not have tests that will not feed into TRAIN to give course credit.

· Lectora folder – 
· Use this folder when content of a title is finalized.

· Publish to this folder when you are using a test in the title that when passed will tie to TRAIN to give course credit.  
· See the procedure entitled “Creating Lectora Titles that communitcate with TRAIN to award course credit.”
· Lectora Onsite folder – 
· Use this folder when content of a title is finalized. 
· Use this folder when a title should only be allowed to be viewd on-site.  This may happen when there is a licensing issue with a video used in the training.  Anything published in this folder is not viewable off-site.

Naming Conventions for Lectora Titles
When publishing to a folder, be sure to create a sub-folder for each title.  Use the following naming conventions in the following folders.

· Draft Training folder – Be be sure to use the course title and create a sub-folder within the Draft Training folder.  This is the folder where you publish the draft training title.  See the example below.  
· You must use capital letters for each word.  
· Make sure to use underscores in spaces when naming the folder.  If you do not, the URL will have the % symbol in the spaces.
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· ESH&Q Lectora folder – The naming convention for the sub-folders should be in the following format:  course number_course type_revision number.  For example: FN000014/CR/01.  If you are publishing a classroom version of a course and you already have an online version published used the naming convention described above, you can name the folder with the Course title, being sure to used underscorse ( _ ) instead of spaces.  See the exampled below:
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· Lectora folder – Use the same naming convention as the ESH&Q Lectora folder.  You should not have any classroom only versions of Lectora titles in this folder.
· Lectora Onsite folder – Use the same naming convention as the ESH&Q Lectora folder.  You should not have any classroom only versions of Lectora titles in this folder.
Publishing Lectora Titles via HTML
To publish a Lectora title to HTML click the “Publish” button which is located on the home tab.
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Click “publish” when the following box pops up.


The box shown below will appear.  Click on the “Choose Folder” button to find the folder you want to publish to.  Be sure to leave the default of “index.html” in the “File name of first page” field.  Click the “OK” button.


If the resulting window has any warnings in red as seen below, you must fix them or your title will not publish.  To find out the problem you can click on the red text.  The curser will move to the proplem area in the title explorer.  You should then fix the problem and continue to the next red warning if there is one.  When finished click the “done” button.




Your title is now published.  The URLs will vary depending on which folder you published to see.  See below to see the URLs based on which folder you published to.

· Draft Training folder – The draft training URL will be https://www-esh.fnal.gov/Draft_Training/Name of folder/index.html   Example: https://www-esh.fnal.gov/Draft_Training/SQA/index.html
· ESH&Q-Lectora folder – The URL for this folder is http://www-esh.fnal.gov/ESH&Q_Lectora/Course_Code-Course_Type-version_number/index.html.  For example:  http://www-esh.fnal.gov/ESH&Q_Lectora/FN000241-CR-01/index.html
· Lectora folder – The URL for this folder is  https://www-esh.fnal.gov/Lectora/ Course_Code-Course_Type-version_number Example: https://www-esh.fnal.gov/Lectora/WDRS0138-CR-01

· Lectora Onsite folder – An example of the URL for this folder is http://www-esh.fnal.gov/Lectora/Onsite/FN000297/index.html
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