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PURPOSE OF THIS PROCEDURE

Provide training personnel with instruction on how to archive and update existing Lectora training.

MATERIALS/PRE-REQUISITES NEEDED


Access to the following network folders:

· ESHQ Public Drive/Online_Training/Web Based Training Projects/Archived Training
REFERENCES:
· Archived Training Folder = ESHQ Public Drive/Online_Training/Web Based Training Projects/Archived Training
DEFINITIONS
Lectora – Software used to create online Fermilab training courses

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 archive existing training before making any updates to it.  They should label the training as being “under construction” while they are updating the title.  The label should be removed on the update is complete and published.
DETAILED PROCEDURE:
Archiving the original title
Before make any changes to an existing Lectora title, it must first be archived.   

1. There is an “Archived Training” folder where all archived training should be stored.  See the references section for its location.
2. Within the Archived Training folder, make a folder for the training topic if one does not already exist.
3. Open up the folder for the training topic you are updating and create a sub-folder.  Title the sub folder with the training topic, the word “retired” and the month and year you are updating the training.  See example below:
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4. Save the title into the folder you just created.  The best way to save the title is to open it and do a “save as” to that location.  Copying and pasting is risky because Lectora publishes files outside of the main “.awt file” that is used to launch the program.


Working with the file
1. Change the name of the Lectora title (.awt file) so that it begins with “UNDER CONSTRUCTION”.  This will alert other training personnel that this title is being revised and is not what is currently active.  The active version is saved in the archive file.  See example:
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2. Make the required changes in the title and verify with client that changes are correct.
3. Publish the title to the appropriate location.
4. Remove the “Under Construction” phrase that was added to the name of the file.
5. If needed, edit the title of the sub-folder created in the Archived Training Folder to reflect the actual retirement date of the training.  For example, one might start updating a title in April so the archived file was labeled “Training Topic retired April 2016”.  If the updated title was not published until May 2016, the folder name should be changed to “Training Topic retired May 2016”.  
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