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Course Events - Add 
 
To create a new course, enter the name of the course in the open field and click the 
“Start” button. 
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In the open field, enter the lesson name and click on the “Add” button. A thumbnail 
image of the new learning screen will display along with the lesson name. To edit the 
lesson, click on the learning screen. A series of icons will appear below the lesson 
name that allow you to edit, view and delete the lesson. 
 

 
 
To edit the name of the lesson, test or assignment, click the name and a text box will 
appear that allows you to change the name. This change is automatic once the new 
name is entered. 
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To edit the learning screen, click on the “Pencil” icon to edit the contents of the lesson, 
test or assignment. 
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To add another screen, click on the “plus” icon. 
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The “Exercise” tab provides a template to add an optional Learner Exercise to the 
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Sample Text Plus screen: 
 

 
 







FlexTraio
ng Management Guide  The Text Font drp ]down bx [offers  a default and addiiogTal font opiogTs 
 
The Foreground and Background colors[offer a default palette (Black/White) and a 
variety[of other combnatiogTs that can be selectd [from t
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Use the blue arrows to move lessons, tests and assignments. Moving a test above all 
lessons makes it a pre-test. Moving the test above all pre-tests makes it a pre-test-out, 
which allows a student to exempt the course based upon passi0.002Tc 0.04ske
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Settings for This Test 
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Each student's test will then contain a randomly-drawn set of questions equal to the 
number you specify. For example, if there are 20 questions total, and you want to offer 
students 10 random questions on this test, choose “10” from the drop down box.  
 
The optional “Additional Learning URL” will direct the students to a web site or page 
after completing the test. To activate, enter the complete URL in the open field. 
 
To establish a time limit for students to complete the test, enter the total number of 
minutes in the “Minutes to Finish” field. 
 
To send a warning message to students advising the number of minutes remaining in a 
timed test, enter the number of minutes in the “Warning Minutes” field. 
 
Choose the test placement within the course 
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Three test question options are available: 

1) Multiple Choice 
2) Fill-in-the-blank 
3) True / False 

 
Click on the icon to select the type of question. 
 
Multiple Choice 
In the “Question” field, 
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Click the “Save Question” button to add it to the test. 
 

 

Test Question Duplicator 

 
You can create a duplicate set of test questions, in the same course or in a different 
course, by selecting a Source Course and a Source Test from t
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Next, choose a Destination Course and a Destination Test from t h e  d r o p  d o w n  b o x e s .  
 
Once your Source and Destin a t i o n  c o u r s e s  a n d  t e s t s  a r e  s elected, you have the option 
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In this instance, the new assignment comes after the Personal Time Management 
lesson. 
 

 
 
Use the blue arrows to move lessons, tests and assignments. Moving an assignment 
above all lessons makes it a pre-assignment. Moving the assignment below a lesson 
attaches it to that lesson. To preview a lesson or assignment, click on the “eye” icon. 
The assignment will appear in a popup screen or you may be prompted to download the 
document. 
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Click on the trash can to delete the assignment of any of the course events. 

 
Utilities For This Course 

Edit Course Properties 
 
Course properties, such as course descriptions, credit hours and pre-requisites, can be 
modified using this screen. 
 
The “Course Name” field will automatically populate with the course name.  
 
To create a detailed description of the cour
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You can edit, view and delete the guide using the correlating icons. 
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Max Students  
If you want to limit enrollment in the course, enter the number of students in the open 
field. 
 
Tuition 
If you are charging tuition, the amount entered in the open fiel
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Enter the Evaluation question(s) in the open field, and enter the answers in the Answers 
section. Enter your own response text for each possible answer, or use the pre-
populated text in the system. All Evaluations will have one free form text area for 
students to write additional comments; this field displays in the Student Menu. 
 
Click on the “Save Evaluation” button. 
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Certificates 
 

 
 
The optional Certificates function allows you to define, create and modify course 
completion Certificates that students or system administrators can download and print 
once all course sections, assignments and tests are completed.  
 
The Certificate section allows you to choose from three integrated template styles, 
choose the font, create text, load a com
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“Choose a Certificate Template” and click on the “Continue” button.  
 

 
 
Choose a “Font” and enter optional “Text” in the open field. Click on the “Choose Image” 
button to select the Company Logo. Click on the “Choose Image” button to select a Seal 
Image, if desired. These images are maintained in the Media Library Images section. 
 
Type in the name of the company representative in the “Signee Name” open field, and 
enter the person’s title in the “Signee Title” open field. Finally, click on the “Choose 
Image” button to select the signee’s “Signature Image,” if desired. All images are 
maintained in the Media Library Images section. 
 
Once your Certificate has been designed, click on the “Save Certificate” button. You will 
receive a message that the 




