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PURPOSE OF THIS PROCEDURE

Provide training personnel with instruction on how to develop training courses in Lectora.

MATERIALS/PRE-REQUISITES NEEDED

Lectora
Lectora Title Information Sheet (will provide link once it is published)

Access to the following network folders:

· ESHQ Public Drive
· ESHQ Public Drive/Online_Training
· ESHQ Public Drive/Online_Training/Web Based Training Projects
· ESHQ Public Drive/Online_Training/Templates
REFERENCES:
· Online Training Folder = ESHQ Public Drive/Online_Training
· Web Based Training Folder = ESHQ Public Drive/Online_Training/Web Based Training Projects
· Templates Folder = ESHQ Public Drive/Online_Training/Templates
· Draft Training folder = ESHQ Public Drive/Draft_training
· Course Title folder = ESHQ Public Drive/Online_Training/Course Title
DEFINITIONS
Lectora – Software used to create online Fermilab training courses

Learner – Person taking the training course.

Client – The person requesting the course and whom you are working with to do develop the training.

Title – Each individual training project/file within Lectora.
RESPONSIBILITIES
Training personnel is responsible to develop the training title using the correct template and standards as detailed in this procedure.
DETAILED PROCEDURE:
1. Working in Lectora, choose the correct template to build the training class.  The templates are located in the Templates folder (refer to the ‘Material’ section for the location of the folder).   The different template colors are based upon the type of training.  The color codes are as follows:
Blue = Industrial Hygiene
Teal = Radiation
Orange = Safety
Black = Quality
Green = Environmental

Training personnel may be asked to develop training that falls outside of the standard template categories.  Templates for classes such as the Fermilab Functions series and other lab-wide training are also in the Templates folder.  You may create a new template for any other category that falls outside of the standard templates.  Be sure to use the approved Fermilab colors palette.
2. Create a Course Title Folder inside Web-based training folder using the name of the course for the new title.  See example:

[image: ]



a. Create another folder inside the New Course Title Folder and label it “Course Title” Lectora title.  (Example: ESHQ Public Drive/Online Training/Web-based training/Course Topic/Course Topic Lectora title.  Picture example below) 
i. Save the new title in that folder.  This will help with organization.  If updating an existing class, see the procedure for Updating an Existing Lectora Title.  
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3. Fill in the assigned Fermilab course number in the reserved field in lower right corner of the template.  Pre-existing courses will already had an assigned course number.  If this is a new course, see the procedure Assigning Course Numbers. 
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4. [image: ]Add the course title to the reserved field “Class name here” which is located on the left side of the grey bar.  




5. [image: ]There is a drop menu located on the right side of the grey bar.  This will help during the editing stage.  It can be left in the title to help the learner navigate.  It should be deleted if it is not acceptable for a learner to be able to move ahead in the training before completing particular pages or tasks.  You may need to “unlock” the menu in order to delete it.   




6. Begin the title with a page that introduces the course.  Include a “start training” button and remove the next and back buttons (from this page only).
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7. The 2nd page should be a navigation page which explains how to move around in the training.  Explain the next, forward, and pause buttons, as well as any other special features you build in to the title.  This page can be skipped if navigation is not needed.
8. The 2nd to last page of the title should advise the learner how to ask questions or seek more information.  E-mail addresses or links to webpages work well for this.
9. The last page should state that it is the conclusion of the training and offer a link to the test if one is necessary.  Be sure to remove the next button from this page.
10. When you have finished building your draft version of the training, publish it to the Draft Training folder.  Using the course title, create a folder within the Draft Training folder.  This is the folder where you publish the draft training title.  See the example below.  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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11. During publishing do not change the default name of the first page of your title.  Leave it at index.html.
12. The draft training URL will be https://www-esh.fnal.gov/Draft_Training/Name of folder/index.html
13. Send the training URL to the client and ask him/her to review it.  The easiest way to receive feedback is to ask the client to list the page number and make comments.
14. Work with the client to make changes and finalize the training.
15. [bookmark: _GoBack]Complete a Lectora Title Information Sheet (will link when published) for the new title and save it in the Course Title Folder.  Include all important information for the title including what is requested on the sheet and anything additional.
16. When ready to publish the final version of the training, delete the word Draft at the top of the title.  You may also consider removing the page number at the bottom of the title and the menu bar.  
17. See the Publishing Lectora Training procedure for information on how to publish the training.
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