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Introduction

How do you improve performance, reduce costs and strengthen compliance? Give your team the
knowledge they need to excel at their jobs. Training is perhaps the greatest source of untapped value
and competitive advantage available to any organization. Training, however, can be expensive,
complicated and frustrating. When arranging training, your organization can come up against all manner
of logistical difficulties, which can cost both time and money. With training budgets shrinking and
expectations rising, finding cost-effective yet feature-rich solutions should be your objective.

eleaP eliminates any such problems. The eLeaP learning management system (LMS) takes the headache
out of organizing training, and enables your organization to make big financial savings. eLeaP gives you
exactly what you need, at a price that you can afford, and with a level of support and accessibility
unparalleled in this industry.

The eLeaP LMS empowers you to rapidly and easily create intuitive online learning courses from your
own existing files. With eLeaP online learning software, you can incorporate PowerPoint, PDF, pictures,
audio, video, Microsoft Office, SCORM and many more file types into your own personalized courses. Or
if you find that your busy schedule leaves you unable to find the time to create your courses, you can
even send us the files, and we'll use our vast course creation experience to build courses for you to your
specifications.

The eLeaP learning management system can save you a vast amount of both time and money, while
enabling you to create sophisticated training packages custom-built for the precise needs of your
organization.

The purpose of this document is to describe all of the functionality within the eLeaP system that an
administrator has access to and how the administrator can easily configure this functionality to have the
system up and running quickly and efficiently.

g
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Logging in to the System

Entering the URL for the eLeaP application (your specific account URL) into your browser’s address bar
displays the Login screen, illustrated below. Simply enter your email address within the Name field,

]

enter your password in the Password field, and then click to access the system. If you get an
error message or [THIS ACCOUNT HAS BEEN DISABLED] message, check your account website URL
to make sure it is correct. Contact eLeaP if necessary.

eleal

eLeaP Demo
Training & E-Learning System

) | can’t access my account
Login

Click the I can’t access my account link if you forget your password. The Login screen expands,
displaying a field into which you can enter your email address for retrieval of your password. Once you

| .
have entered your password, click . The system will send you your password.
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eleal

eLeaP Demo
Training & E-Learning System

can't access my account

Enter your email address o receive a new password:

Send password l cancel |

Welcome Screen

The Welcome screen, illustrated below, is the first screen you will see each time that you log in to the
system. Each Assigned Course that you create will be displayed on an Assigned Course list, and you can

filter which courses are displayed by selecting a Category from the Category list and clicking .
You can also select the Download Completion Report link to download all of the Assigned Courses that
have been completed. Additionally, you can click the Hide Completed link in order to display only those
Courses that have not been completed at the current time. Each Assigned Training Path that you create
will be displayed on an Assigned Training Paths list. Click the [Help] icon for additional information.

V.
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e eap m COURSES ~USERS USERGROUPS  TRAINING PATHS  QUIZRESULTS FORUM  REPORTS  ECOMMERCE D rons Pauie

Welcome to eLeaP Demo Training System

Add info about your organization. Edit this information from your Company Frofile page. Test

Special Instructions:

Test

Assigned Courses

Course Category [ Y Filter

No. Name = Status Deadline Category Instructor

1 Jser none Sales R, Vinod

Total Courses: 1 ) Hide Completed

Assigned Training Paths

No. Name Status No. Courses Instructor

1. Don's Aulo Repair Course 4 Weabong, Don

Total Training Paths: 1

eLeaP™ Inbox

With eLeaP™ LMS, you have a comprehensive notification and electronic communications system which
enables you to set up rules for auto notifications to be sent to your users.

As System Administrator, you can also access your eLeaP™ INBOX to receive updated email notification
and communications regarding various activities in your eLeaP account. You can receive Quiz completion
notifications, notifications on Course Assignments, Pending Deadline notifications. In short, eLeaP™ has
developed the tools needed to enable and empower you to do your job in a more effective way. Now
you have 360-degree overview and control over all aspects of your e-learning and employee training
programs.

When you receive a Notification Email, the Email icon to the left of your User Name will indicate that. As
shown in the following illustration, clicking on that icon displays the messages in your Inbox. You can
select a message and click the remove selected messages link to delete those Emails. Inbox messages
are automatically deleted after thirty (30) days. Remember that notification emails also do get sent to
your regular email.

""\
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e]ga_/lj HOME ~ COURSES USERS USERGROUPS  TRAININGPATHS  QUIZRESULTS FORUM  REPORTS

ECOMMERCE o

Parks, Paul
Home
No. [] Read Subject Date
1. W You have been assigned to: Users 11122013
X remove selected messages

Total Inbox Messages: 1

Modifying Your Personal Profile

Selecting the PROFILE option on the drop-down menu at the upper right-hand corner of the screen, as
shown in the following illustration, allows you to modify your Personal Profile information.

e]ga_/lj m COURSES ~ USERS  USERGROUPS  TRAININGPATHS  QUIZRESULTS  FORUM  REPORTS  ECOMMERCE P, Paul=

PROFILE
P COMPANY PROFILE
Welcome to eLeaP Demo Training System LocouT
Add info about your organization_ Edit this information from your Company Profile page.

Assigned Courses

& Download Completion Report

Course Category [v]

There are no Assigned Courses

Total Courses: 0

[ Hide Completed
Assigned Training Paths

You have no Assigned Training Paths

Total Training Paths: 0

The User Profile screen, illustrated below, is displayed. To associate a picture with your Profile, click the
upload picture link in the upper right-hand corner of the screen, as shown in the illustration.

.
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e@ HOME COURSES USERS USERGROUPS  TRAININGPATHS  QUIZRESULTS FORUM  REPORTS  ECOMMERCE Puta, Pasl >

Home =~ Users

User Profile

M
Paul
& ypioad picture

Parks

Paul_A_Parks(@cox net

Administrator
Steel Blue
English

YES

& edit profile & change password
€ back o Users

The screen expands, allowing you to navigate to a location on your computer where the picture that you

want to associate with your Profile is stored by clicking M

e@, HOME ~ COURSES  USERS  USERGROUPS  TRAINING PATHS  QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Pracks, Poul >

Home  Users
User Profile

Mr
Paul

& upload picture
Parks Upload File

| Browse...

Paul_A_Parks@cox net & Upload File 3 cancel

Administrator
Steel Blue
English

YES

& edit profile @ change password
< backo Users

A Choose File to Upload dialog, illustrated below, is displayed. Select the file that you would like to

Cpen

associate with your profile and click

.
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@ = 1 || v Libraries » Pictures »

Organize » New folder

0 Favorites

B Desktop
& Downloads
| Photo Stream

o
| Recent places

4 Libraries
@ Documents

J’ Music

[l Pictures
E Videos

@ Hemegroup

~ MName

|| granicusvideo13
|| granicusvideo14
|| granicusvideo15
|| granicusvideo16

& image for white pa...

|| iPhone5 Order Conf...
|| IR5 2013 Estimated ...
|| sdge_payment_con...
|| sdge_payment_con...
|| sdge_payment_con...

|| sdge_payment_con...

Date

2/19/2013 3:25 PM
2/19/2013 3:32 PM
2/19/2013 3:41 PM
2/19/2013 3:46 PM
8/16/2013 12:36 PM
9/20/2013 10:40 AM
472872013 12:50 PM
8/9/2013 7:41 AM
7/8/2013 811 AM
6/3/2013 813 AM
5/10/2013 5:47 AM

| & that_picture

3/10/2013 4:46 PM

w & that_picture2

3/10/2013 4:48 PM

File name: |that_p|cture v| |P\ctures (*.gif:* jpg:* jpeg:*.png V|

| Open ‘ | Cancel ‘

As shown in the following illustration, the image file is added to your Profile.

Home = Users
User Profile

Title Mr
First Name Paul
Middle Nam

Last Name Parks.

Ema Paul_A_Parks@cox net

oss Level Administrator

Theme Steel Blue

Languag English

& edit profile & change password

E]é\aE HOME ~COURSES USERS USERGROUPS  TRAININGPATHS  QUIZRESULTS FORUM  REPORTS  ECOMMERCE Parks. Paul >

X delete picture & upload picture

£ back to Users

To edit your Profile Details, select the edit profile link located in the bottom left-hand corner of the
screen. The Edit User Profile screen, illustrated below, is displayed. Make any modifications necessary
within the Title, First Name, Middle Name, Email, Description, Access Level, Language and

Active/Inactive settings.
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e@ HOME COURSES USERS USERGROUPS  TRAININGPATHS  QUIZRESULTS FORUM  REPORTS  ECOMMERCE Puta, Pasl >
Home  Profle
Edit User Profile
Title. Mr v
First Name * Paul
Middle Name
Last Name * Parks
Description
Theme Steel Blue v
Language English v
-
” 3 Tetani $
a reprodus i cof it e n

Additionally, you can make a selection from the Theme drop-down, if desired, as shown in the following

illustration.

e@ HOME  COURSES  USERS  USERGROUPS  TRAININGPATHS — QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Pk, Poel >
Home  Profle
Edit User Profile
Title Mo v
First Name * Paul
Middle Name
Last Name * S
Default
Forest Green
Description Royal Blue
Medium Taupe
Cerise Pink
Theme Steel Blue:
Charcoal
Amethyst
Language Olive
Crimson
* cancel
right Tek
ot e

Save
Click - to save any changes to the system. As shown in the following illustration, the changes to
your profile have been saved.

.
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e@/l HOME COURSES USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS ECOMMERCE Parks, Paul =

Home  Users
User Profile

¥ Help
Mr. I 7]
!
Paul
% delete picture & upload picture

Parks

Paul_A_Parks@cox net

Administrator
Steel Blue
English

YES

& editprofile & change password
€ back to Users

Changing Your Password

Clicking the change password link allows you to reset your password. As shown in the following
illustration, the Change Password screen is displayed. Enter your old password in the Old Password
field, enter your new password in the New Password field, re-enter the new password in the Confirm

§ i Change Password
New Password field, and then click .

e@ HOME COURSES USERS USERGROUPS  TRAININGPATHS  QUIZRESULTS FORUM  REPORTS  ECOMMERCE Puta, Pasl >

Home
Change Password

Old Password
New Password *

Confirm New Password *

.
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As shown in the following illustration, the system confirms that the password has been changed.

e]é\aE HOME  COURSES USERS  USERGROUPS  TRAININGPATHS  QUIZRESULTS FORUM  REPORTS  ECOMMERCE Parks, Paul =

Home  Users
User Profile

The password has been changed

t e i ]
First Name Paul

X delete picture &% upload picture
Last Name Parks

Ema Paul_A_Parks@cox net

ess Level Administrator
J Steel Blue
Languag English

Active YES

& edit profile @ change password
€ backto Users

Modifying Your Company Profile

Selecting the COMPANY PROFILE option on the drop-down menu at the upper right-hand corner of the
screen, as shown in the following illustration, allows you to modify your Company Profile information.

e@E m COURSES ~ USERS ~ USERGROUPS  TRAININGPATHS ~ QUIZRESULTS ~FORUM  REPORTS  ECOMMERCE Parks. Paul=
PROFILE
COMPANY PROFILE
Welcome to eLeaP Demo Training System LocouT
Add info about your organization. Edit this information from your Company Profile page.
& Download Completion Repart
Assigned Courses
ourse Name Course Category [v|
There are no Assigned Courses
Total Courses: 0 [ Hide Completed
Assigned Training Paths
You have no Assigned Training Paths
Total Training Paths: 0
g Telania in esern
- 1 i !
itps//eleapdema.eleapdev.com/account/ 3

The Company Profile screen, illustrated below, is displayed. This screen consists of four tabs: Company

AW
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Profile (displayed by default), Billing, Receipts and API. Clicking the edit profile link, located in the
bottom left-hand corner of the screen, allows you to modify the Company Info, Instructions, Theme,
Notification email, Language and Date format settings for your account. Clicking the Upload logo link
allows you to upload your company’s logo, which will be displayed within the upper left-hand corner of

the screen.

e]g—];—‘) HOME  COURSES USERS USERGROUPS  TRAININGPATHS  QUIZRESULTS FORUM  REPORTS  ECOMMERCE Parie, Paul~

Home

Company Profile

COUPHIPROFLE mn

Add info about your organization. Edit this information from your Company Profile page

Medium Taupe
help@eleapsoftwara com
English

MM-DD-YYYY

eleaP

& upload logo (& edit profile

Editing Your Profile Fields

As mentioned above, clicking the edit profile link on the Company Profile screen allows you to make
changes to your Company Profile’s settings using the Edit Company Profile screen, as shown in the
following illustration. Use the steps below to successfully make changes to your Company Profile using

this screen.

V.
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e]’@_/lj HOME  COURSES USERS USERGROUPS  TRAININGPATHS  QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Fatks, Paul=

Homa

Edit Company Profile

FOUPAY PROFLE mﬂ

Company Info:

BIU AW - xESEEIS

Add info about your organization, Exdit this information from your Company Profile page -~

Instructions:

BrU AW «xEFIEE|S

Default theme Medium Taupe |
Date format: MM.DD-YYYY v
Language: English hd |
::',\‘:-:,wlim help@eleapsoftware com
m % cancal

1. Use the Company Info Editor to add information about your Company.
Use the Instructions Editor to add Instructions.
Make a different selection on the Default Theme list to change the look of your instance of the
elLeaP application.

4. Make a different selection on the Date format list to use one of the other available date
formats.

5. Change the Email Address within the Notification email field to change the address to which
Notification Emails will be sent.

6. Click m to save your changes to the system.

Using the Custom Theme Option

You can use the Custom Theme option to match your organization’s color scheme, if desired. Simply
select the Custom option on the Theme drop down, as shown in the following illustration.

V.
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e@ HOME  COURSES USERS  USERGROUPS  TRAINING PATHS  QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Parks, Paul *

LHome

Edit Company Profile

[TV RGN BILLING | RECEIPTS n

Company Info:

y Prot

BJU A% ===

Add info aboul your organization. Edit this information from your Company Profile page. Test A

Instructions:

et e eson S|

Date format: [— g
Language: English E
Notification i

email: help@eleapsoftware.com

EEI % cancel

oacier tELANLA
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To change the color scheme for your profile, click - to display the color picker, as shown in
the following illustration.

e]&a'I) oM COURSES  USERS  USERGROUPS  TRAINING PATHS  QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Parks, Paul ~

Home v

Edit Company Profile

company prorie  [ETTTRCR EETESEEUS P

Company into:

» s

Aad page Test ~
~

Instructions

B U A -
~
~

v —

ate tormet: MMDD-YYYY = ' '- ,
Language

Engiish v

help@@elapsoftware com

Select a new color for your Custom Theme. As shown in the following illustration, our new selection is
quite different than the color scheme currently in place.

e]@lD WOME COURSES USERE USSRGROUPE TRAMNGPATHS OUZRESILTS FORUM  WEPGRTS  ECOMMERCE P

Home v

Edit Company Profile

COMPANY PROFILE

Company into:

By A =

A0Q o about your organzaton EH ths Yormaton rom your Company Profile pege Test =,
~

Instructions.

B U A-R-xEEEE;
~
~

Detautt therme.

Date format t MM_DO-YYYY < ' v- il
Congua Enghish

R, help@@eleapsoftware com

AW
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Click m As shown in the following illustration, the tab colors change to the new color.

Note: When you set up a Custom Theme before creating Trainees, those Trainees inherit the custom
settings. However, the system also allows your end users to set their own theme by making a selection
on the Theme list within their Profile.

For users who selected a different Theme prior to you customizing the color scheme, they will need to
select the Organization on their Theme list in order to see and enjoy the organization-wide color Theme.

Auto Logout Time

elLeaP has an auto logout feature for companies who need to comply to 21 Part 11 and other
compliance regulations. By default, the auto logout is set at 0 or unlimited. Changing this number
activates the auto logout feature.

For example, if you want to set an auto logout setting for 60 minutes, this is how:

4»

Language: English
Notification email:

Logout users after: 60 minutes of inactivity (set 0 to disable)
E * cancel \

Note that for auto logout to work, the users have to maintain inactivity for the duration of the auto
logout time frame. Moving their cursor resets the clock.

Uploading your Company Logo

Clicking the upload logo link on the Company Profile screen allows you to incorporate your company
logo into the theme of your instance of the eLeaP application. As shown in the following illustration, the
Company Profile screen expands to include an Upload File portion of the screen.

.
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P a
e]@/ HOME COURSES USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS ECOMMERCE Parks, Paul =

Home | Company Profile

Company Profile

COMPANY PROFILE RECEIPTS n

Help @
Company Info Add info about your arganization. Edit this information from your Company Profile page. Test
Instructions Test
Default theme Medium Taupe
Notification email  help@eleapsoftware com
Language English
Date format MM-DD-YYYY

& upload loge (& edit profile

2005 - 2013 Telania, LLC ANl fights reserved

Copyrig
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Click u to navigate to the location on your computer where your logo file is stored using the

Open

File to Upload dialog, shown in the following illustration. Select the logo file and click

* 1 v Computer » Local Disk (C:) » eleap » images v & Search images

Organize = New folder

[ Documents ~ MName Date modified Type
J’ Music || import_users2 10/31/2013 &:56 AM  PNG File
[E=] Pictures || instructors_added 10/31/2013 3:00 PM  PNG File
E Videos || instructors_screen 10/31/2013 2251 PM PNG File
|| lesson_added 11/4/2013 2:01 AM  PNG File
@ Homegroup || lesson_content_added 11/4/2013 9:08 AM PNG File
|| lesson_settings_saved 11/5/2013 3:01 PM PMG File
18 Computer || leszon_title_changed 11/4/2013 8:30 AM PNG File
é- Local Disk (C:) || login_button 10/31/2013 827 AM  PNG File
(s RECOVERY (D) | login_dialog 1/7/2013 731 AM - PNG File
o Toshiba Canvio b || login_dialog2 1/7/2013T:33 AM - PNG File
|| logo 1043172013 813 AM PNG File
€ Netwark [ lago2 1/T/2013 81T AM  PNG File
W || manage_courses_screen 10/31/2013 8:36 AM  PNG File

File name: |logoz2 v |AnFies )

Lo |

As shown in the following illustration, the file that you’ve selected now populates the Upload File field.

& Upload File

Click to upload the file to the system.

AW
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cTear

HOME COURSES USERS USER GROUPS

Home ' Company Profile

Company Profile

COMPANY PROFILE RECEIPTS ﬂ

Company Info Add info about your organization. Edit this information from your Company Profile page. Test

Instructions Test

Default theme Medium Taupe
Notification email  help@eleapsoftware.com
Lenguage English

Date format MM-DD-YYYY

mpany Loge e]@ll)

& upload loga [ edit Emﬁ\e
Upload File

[ceLeapi 2 png Browse...
& Upload File % cancel

Powered by

Telania, LLC. All ights
e or regroduction is prohibited by

pyright laws and intemational treaties.

TRAINING PATHS

‘QUIZ RESULTS

FORUM

REPORTS

ECOMMERCE

Parks, Paul =

oacier tELANLA
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As shown in the following illustration, the logo file is added to the Theme of your instance of the eLeaP
application.

~
e@ HOME  COURSES USERS USERGROUPS  TRAININGPATHS  QUIZRESULTS FORUM  REPORTS  ECOMMERCE Padks, Pl

Home
Company Profile

COUPHIPROFLE m“

Add info about your organization. Edit this information from your Company Profile page

Medium Taupe
help@eleapsoftware com
English

MM-DD-YYYY

eleal

& ypload logo (& edit profile

Billing

Selecting the BILLING tab on the Company Profile screen displays the Billing screen, as shown in the
illustration below. The Current users and the Number of users fields are pre-populated based on the
Users associated with your account. You can change the Contract Period associated with your account
by making a different selection from the Contract period list. When you make a change here, be sure to

X Calculate fee . .
click to recalculate the fee associated with your account, based on the new Contract
Period.

V.
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e]e\a];’ HOME ~COURSES  USERS  USERGROUPS  TRAININGPATHS  QUIZRESULTS FORUM  REPORTS  ECOMMERCE Parks, Paul =

Home = Company Profle ' Eiling

Billing

COMPANY PROFILE BILLING RECEIPTS ﬂ

Billing
Please enter the number of users and select your desired contract period and click ‘calculate fee’
Current users 23

HNumber of users. 23

Contract period

3 Months v

& Dovmload price list

As shown in the following illustration, selecting 1 Year rather than 3 Months has the system recalculate

the fee associated with your account. You can then click to process your payment,
which will take you to eLeaP’s Secure Payment page.

e@‘_E HOME COURSES USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS ECOMMERCE Pories. Poul =

Home  Company Profle  Eiling

Billing
COMPANY PROFILE BILLING RECEIPTS ﬂ
Billing

Please enter the number of users and select your desired contract period and click ‘calculate fee”
Current users 23

HNumber of usars 23

Cantract period 1 Year \i
Pricing plan Basic 25

Period 09-01-2011 to 09-01-2012

Monthly fee $125.00

Tolal fee $1,500.00

Process my payment

Pressing the Process my payment button below will take you to our secure payment page:

& Download prics list

AW
oacier tELANLA



eleaP Administrator’s Manual

Click the Download price list link to download the current price list to a local drive on your computer. As
shown in the following illustration, the price-accounts.pdf file opens in your browser, where you can use

the Bookmark function to always have access to this information.

Mtelania

Learning Technology Web Applications Recurring Billing Software
eLeaP™ LMS Pricing | 1,000+ Users? Call 877-624-7226
Easy monthly or annual usage fees are based on the number of individual users in your account.

Our popular accounts include the following however you can select your desired level of
usage. Contact us sales@eleapsoftware.com for custom quote:

Large 1000

UPTO

1,000

Large 500

UPTO

Medium 300

Basic 25

UP TO

Medium 100

UPTO

300

USERS
$712/mo

UPTO

100

USERS

$314/mo

500

USERS

USERS

$1361/mo

25

USERS

$125/mo

RECO ENDED

$1011/mo

Receipts

Selecting the RECEIPTS tab on the Company Profile screen displays the Receipts screen, illustrated
below. This screen will show all of your payments received on a Receipts list.

e&_{l HOME COURSES USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS ECOMMERCE

Home = Company Profile = Recel
Receipts

COMPANY PROFILE m RECEIPTS ﬂ

You dan't have any receipts in the system

Parks, Paul =
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Upon payment, the Customer will receive a Receipt similar to the following example.

Ptelania eleal

Date: 03-02-2011 Demo
Type: Receipt 173 Sears Avenue, Suite 282
Invoice: 2011030216250302883 Louisville, Kentucky, 40207
Date Due: 10-13-2006 USA

Thank you for your payment!

Date Description Amount
09-13-2006 Basic 25 $125.00
TOTAL: $125.00
Date Description Amount
03-02-2011 Payment #2011030216250302883 $125.00
Balance: $0.00

Need Assistance?

Questions about your account? Need help with your courses or reports? Our Customer Solutions Team is
here to help!

Call 1-877-624-7226

Remember, you can access your account any time at https://demo.2leap.comy.

API

Selecting the API tab on the Company Profile screen displays the API screen, illustrated below. This
screen shows the API Token associated with your account. If you feel that your account has been
compromised in any way, click the regenerate link to regenerate this Token.
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e]é\aE HOME ~COURSES ~USERS  USERGROUPS  TRAININGPATHS  QUIZRESULTS FORUM  REPORTS  ECOMMERCE Parks, Paul =

Home = Company Profile P

API

COMPANY PROFILE BILLING RECEIPTS AP

Your API TOKEN is
dbcbef31b9db8b76a825b90bd68493437ddacdfs
H you think your token has been compromised in any way, please & regenerate it

[# API Documentation

Povered oy

The system displays a warning message, illustrated below, before performing this action to ensure that

. . . . OK . . . Cancel
is your intention. Click to proceed with the regeneration process or click

to cancel it. Please note that if you proceed, you will need to replace the existing token with the new
one in your application.

0 Are you sure? You will need to replace the token with the new cne in

your application,

Cancel

Clicking the APl Documentation link takes you to eLeaP’s online APl documentation at
http://www.eleapsoftware.com/api/, as shown in the following illustration, which you can either read
through online or click the DOWNLOAD API USER Guide link to download it to your computer.
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e[gzlp Home Festures MowltWorks cCommercelMS  TlningCourses Demo  Reseach Comat Biog  togin [T

elLeaP LMS API Documentation If you want to automate interac-
tions with the LMS

Methods

Overview

The eleaP API consists of a set of callable methods. To perform an action using the API, send a request to an
API endpoint and a response will then be sent back to you. If you don't have an API account, contact eLeaP 1o
register and activate your API account.

s (previously Career Paths)

The request can either be GET or POST. We recommend you use POST requests.
The response you'll get will be a ISON encoded object.
Authentication

All requests to the API must contain the parameter api_token. You can get this key from your eLeaP account, if
you are an administrator, You'll find the api_token in COMPANY PROFILE > AP!.

If you think the key has been compromised, you must reset it from COMPANY PROFILE > API > Reset AP Key.
Methods

Users

List
ACTION:
- returns the list of users (trainees and instructors) from the company.
URL:
- httpsy//[company].2leap.com/api/users/ (replace [company] with your 2leap subdomain)

ARGUMENTS:
- apl_token (Required)

- order (Optional, ‘asc’ or ‘desc’)

Audit Trail

The Audit Trail tool is a log which keeps a record of important actions occurring in your account. You can
use the Audit to investigate certain changes and actions performed by you and your team.

COMPANY PROFILE BILLING RECEIPTS APl AUDIT TRAIL

Module ID tem Action IP Y Filter

You can filter your Audit Trail logs by Module, ID of Item, Action (performed) or IP (address).

Note that the ID’s shown for specific items can be added to long form URL’s to identify the specific
records. For example:

This is the user of the
No. Date User Module lemID  Action assigned user(s) Raw Data
1. 12/08/2017 11:21:25 System 268362  Comnelius, Awesome logged in
2 12/09/2017 11:07:17 System 268362 Sam, Pete logged in 74.131.84.85
3. 12/08/2017 12:01:09 Cornelius, Awesome Courses 82000 Users were assigned to Feedback required 74.120.241.69 Show/Hide

Users assigned: [268362],

4. 12/08/2017 12:00:40 Comelius, Awesome Courses 82900 Feedback required was edited 74.129.241.69
5. 12/08/2017 12:00:24 Comelius, Awesome Courses 82800 Biomedical products 101 : DUPLICATE was created 74.129.241.69
6. 12/08/2017 12:00:24 Cornelius, Awesome Quiz Questions 656918 A question was created in Biomedical products 101 : DUPLICATE 74.129.241.69

The above screenshot indicates the Course ID for the assigned course as well as the User ID of the
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assigned users. To go to the item id, use this convention:
https://youraccounturl.2leap.com/courses/view?id=xxxxxx . For example
https://trainingprovider.2leap.com/courses/view?id=82900 or

https://trainingprovider.2leap.com/users/activity?id=268362

Courses

Selecting COURSES on the menu bar displays the Manage Courses screen, illustrated below. The
MANAGE COURSES tab displays the Courses that you have created with the Name, Category, Instructor
and Date Created details shown for each Course on the Courses list. You can change a Course’s Status to
Inactive by clicking the icon within that Course’s Active column.

A
e@ Home WGGUCUSM USERS  USERGROUPS  TRAININGPATHS  QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Pata, P

Home
Manage Courses

MANAGE COURSES MY ASSIGNED COURSES MANAGE CATEGORIES

Tutorials v T Filter

Q add new course

No. Name Category Instructor Date Created « Active

1. Apother scom simple . DUPLICATE : DUPLICATE Tutorials Weobong. Don 1-06-2013 [
2. Another scorm simple . DUPLICATE Tutorials Weobong, Don 11-05-2013 ]
3. Another scorm simple Tutorials Wesbong, Don 1-01-2013 ]
4, Testing RM - DUPLICATI PLICATI Tutorials Weobong, Don 1-01-2013 e
5. Testing SCORM . DUPLICATE Tutorials Weabong, Don 1012013 ]
6. Testing SCORM Tutorials Weobong, Don 1012013 (]
7. Technical Writing 101 Tutorials Ssystems, John ; Parks, Paul 10-31-2013 e

Total Courses: 7

You can filter the Courses displayed on the Courses list by selecting either a Course Name from the
Course Name list or a Course Category from the Course Category list, or both, and then by clicking the

button.

“\\
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Adding a New Course

Selecting the add new course link on the Manage Courses screen displays the Add Course screen, as
shown in the following illustration. Use the steps below to successfully add a new Course to the system.

e]@E HOME m USERS ~ USERGROUPS  TRAININGPATHS  QUIZRESULTS FORUM  REPORTS  ECOMMERCE Pasks, Poul =
Home
Add Course
Name *
Category
Description *
B J UM EEEE|Fomt = Fontsize = [ Qe |IE |=
Objectives
BJ7 UM EFEEEE| Fomat - Fontsze - |fQwm = |=
Assignment Notifications
YES &
Active Feedback
NO &4
Active White Board
NO 54|
Deadline
NO v
Available After Completion
YES v should a user have access 1o this course after cowrse completion?
% cancel
1. Enter a Name for the new Course in the Name field.
2. Select a Category with which to associate the new Course from the Category list.
3. Enter a Description for the new Course (30 characters minimum) within the Description editor.
4. Enter the Objectives for the new Course within the Objectives editor.
5. Select the YES option from the Assignment Notifications list if you would like to send email

notifications to Users assigned to the new Course; otherwise, select the NO option.
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6. Select the YES option from the Active Feedback list if you want to enable the Active Feedback
function; otherwise, select the NO option.

7. Select the YES option from the Active White Board list if you want to add a Forum-specific
White Board for the Course; otherwise select the NO option.

8. Select the YES option from the Deadline list if you want to impose a deadline for completion of
the new Course; otherwise, select the NO option.

9. Select the YES option from the Available After Completion list if you want to allow Users who
have completed the new Course continued access to it; otherwise, select the NO option.

10. Click to create the new Course. It will now be displayed on the Courses list on the
Manage Courses screen.
The Course Details screen for the newly created Course is displayed, as shown in the following
illustration. Click the edit course details link to make any modifications necessary to the Course. You can
also click the duplicate course link to make a copy of the Course, which is especially useful if a majority
of the Course’s details will be similar to any additional Courses that you want to create. Clicking the
more link will display the additional details pertaining to the Course that you just created.

I ) Parks, Paul~
e@ HOME m USERS  USERGROUPS  TRAINING PATHS  QUIZRESULTS  FORUM  REPORTS  ECOMMERCE ks, Fol

Home  Cour

Technical Writing 201

IR nm
Technical Writing 201

NO X delete course

Tutorials

esson [V at the end V| | Addlesson | @ import scom

Chapters & Lessons

NO LESSONS OR CHAPTERS REGISTERED. Enter the title of a lessons/chapter and press add

< back to Courses

Importing SCORM Content

Sharable Content Object Reference Model (SCORM) is a collection of standards and specifications for
web-based e-learning. It defines communications between client side content and a host system (called
"the run-time environment"), which is commonly supported by a learning management system. SCORM

V.
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also defines how content may be packaged into a transferable ZIP file called "Package Interchange
Format.”

To add a SCORM lesson, click & import scorm . Clicking the import scorm link expands the screen, so

that you can click % in order to navigate to the location on your computer where the existing
SCORM content in zip format is stored. A Choose File to Upload dialog, as shown in the illustration
below, is displayed. Simply navigate to the location on your computer where the file is stored, select it,

. Open
and then click

Name ate

Azimio |
eld 1
eyefaceprotection 1
If 1
Medieval Times Pre...  6/27/2013 12:27
RM 2772013 1227 AM
Scaffolding 1
Scaffolding-flash i
Sup: 1

!

1

1

L Certificate -

L centificate-example....

X Imperting_Flash_fil.. 1

T lendingbrochure20.. 9 1

L nusinghome-samp... & | AM

T recei pt_3847411377.... | M

|_] 14-samplelogo.psd 1

| hostanalytics.psd 7713720
p) lovelms.psd 1/28/20

mm-logo. psd 10/28/20

moronge.psd 4/ 1:01 PM
L_| morongp.psd 4/6 1251PM
L| yourbeautifullogo.p... 12PM

ETLITON i the discussion.zip) w| (Al Files (=) v

Open Cancel

As shown in the following illustration, the file you’ve selected now populates the File to Upload field.

& Upload File
Click " -°

your new lesson will automatically be created.

to upload the file to the system. Note that when your SCORM import is completed,

Adding Chapters and Lessons to a Course

Any courses that you create need to consist of Chapters and/or Lessons. Chapters serve as a table of
contents, or outline, for the Course, while Lessons contain the Course’s content. Adding Chapters and
Lessons is accomplished using the Course Details screen, described above.

""\
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Adding a Chapter to a Course

To create a Chapter, make that selection from the Chapter/Lessons list, enter a Title for the Chapter in
the Title field, select whether to place the Chapter at the beginning or at the end of the Course, and

. Add chapter . L .
then click , as shown in the following illustration.
e@_E HOME USERS  USERGROUPS  TRAINING PATHS  QUIZRESULTS FORUM  REPORTS  ECOMMERCE e, Payl~

Home  Courses

Technical Writing 201

COURSE HOME INSTRUCTORS ASSIGNED USERS ASSIGNED USER GROUPS COMPLETION REPORT mm

it (Z edit course details
Technical Writing 201 (Z edit cour: ait

) duplicate course
— * delate course

Tutorials

Assigned Users 0

L Ol

more
Chapter[v| Chapter One atthe end v Add chapter | & import scom

Chapters & Lessons

NO LESSONS OR CHAPTERS REGISTERED. Enter the title of a lessons/chapter and press add

< back 1o Courses

As shown in the following illustration, the Chapter has been added to the Course.

e@ vome [WEVIEESN USERS USERGROUPS  TRAINING PATHS — QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Pk, Penul =

Technical Writing 201

COURSE HOME INSTRUCTORS | ASSIGNED USERS | ASSIGNED USER GROUPS COMPLETION REPORT Em

Name Technical Writing 201 ( edit course details

€21 duglicate course
NO ® delate course
Tutorials &)
o e

Lesson [v] Title al the end i~ & import scorm

To add content to your lesson, click the lesson name below.

Chapters & Lessons

Title Active Order
Chapter One  edittitle % delate

< back 1o Courses

Fowered b
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Editing a Chapter

You can edit the Title of any Chapter that you created by clicking its edit title link as shown in the

save
following illustration. Simply make any modifications necessary to the Chapter Title and click -

eleal

Home

Technical Writing 201

HOME

COURSE HOME

Mame

Technical Writing 201

NO

ory Tutorials

Assigned Users 0

more

Gnapterj Chapter One: Course Syllabus

Chapters & Lessons
Title
Chapter One

COURSES ~ USERS  USER GROUPS

TRAINING PATHS

QUIZ RESULTS

INSTRUCTORS ASSIGNED USERS ASSIGNED USER GROUPS COMPLETION REPORT m SETTINGS

FORUM

~
REPORTS ~ ECOMMERCE it il
(# gdit course details
£ duplicate course
X delete course
&
Order

 edittile % delets

As shown in the following illustration, the Chapter’s Title has been changed.

eleal

Home = Courses

Technical Writing 201

Manage course

COURSE HOME

Name Technical Wiiting 201
Active NO

Tutorials

Assigned Users 0

Lesson [w] itle

Te add content to your lesson, click the lesson name below.

Chapters & Lessons
Title

Chapter One: Course Syllabus

at the end

INSTRUCTORS ASSIGNED USERS ASSIGNED USER GROUPS COMPLETION REPORT n

HOME m USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS ECOMMERCE

Parks, Paul =

[# edit course details
£ duplicate course

* delete course

Ol

| [aseioson ] @ ooatacem

# edittile % delete

€ back to Courses

N
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Deleting a Chapter

You can delete a Chapter from a Course by selecting its delete link. As shown in the illustration below,
the system displays a warning message before performing the deletion to ensure that this is your

Ok
intention, before proceeding. Simply click to proceed with the deletion or click

Cancel

to cancel the deletion process.

0 Are you sure you want to delete the lesson?

Cancel

Adding a Lesson to a Course

Any courses that you create need to consist of Chapters and/or Lessons. Creating a Lesson is also
accomplished using the Course Details screen, described above. To create a Lesson, make that selection
from the Chapter/Lessons list, enter a Title for the Lesson in the Title field, select whether to place the

Add lesson
Lesson at the beginning or at the end of the Course, and then click , as shown in the

following illustration.

.
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e@ vome EWICUSM USERS USERGROUPS  TRAININGPATHS — QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Parks, Paul~

Home ' Courses = Manage

urse

Technical Writing 201

COURSE HOME INSTRUCTORS ASSIGNED USERS ASSIGNED USER GROUPS COMPLETION REPORT m

s dit course details

Home Techmical 9201 o €] duplicate course
. NO * delste course
Category Tutorials E
Assigned Users ] 0

more

Lesson [v] Test Your Knowledge at the end [v] & import scom

To add content to your lesson, click the lesson name below.

Chapters & Lessons

Title Active Order
Chapter One: Course Syllabus [ edittitle 3¢ delete
€ back to Courses
Powered by

: Copyright 2005 - 2013 Telania, LLG. All nghts rsserved
eleal Unauieosiced uae or reproducion is prohibied by LS coowioht kawes-and inlemalionl resies,

As shown in the following illustration, the Lesson has been added to the Course.

e@ vome WGGTICEM USERS  USERGROUPS  TRAININGPATHS — QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Parks, Poul ~

Home = Couses = Manage course

Technical Writing 201

COURSE HOME INSTRUCTORS ASSIGNED USERS ASSIGNED USER GROUPS COMPLETION REPORT n SETTINGS

o &dit course datails
Name Technical Witing 201 “ ) dugii
duplicate course
Active NO * delele course
Catgury T /]
Assigned Users 0 0
more
Lesson [w| Title

atthe end

& import scorm

To add content to your lesson, click the lesson name balow

Chapters & Lessons

on has be

Title Active Order

Chapter One: Course Syllabus + [ gdittitle % delete

Test Your Knowladge o * & edittile % delate
< back 10 Courses

Powered oy
. Copymght
1 Unauth

2013 Telania, LLC. Allights reserved
use cx reproduction is prohibiled by US copyrighl laws and inlemational reaies
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Adding Content to a Lesson

Selecting a Lesson Title within the Chapters & Lessons portion of the Manage Course screen displays
the View Lesson page, illustrated below. You can click upload file to add pre-existing content to a
Lesson or select the Click here to add content link to add original content using the system’s Content
Editor.

e@ vome WOVIEUEN USERS  USERGROUPS  TRAINING PATHS — QUIZRESULTS ~ FORUM  REPORTS  ECOMMERCE Parks, Pal

Home  Couses  Technical Writing 201

Test Your Knowledge

COURSE HOME INSTRUCTORS m ASSIGNED USER GROUPS COMPLETION REPORT Em
i

Test Your Knowledge
NO
11-07-2013

Fil & upioad file

Content  editlesson < back lo Course

No content present. Click here to add content

Quick Quiz

© add quiz question

.
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Clicking the upload file link expands the screen, as shown in the illustration below so that you can click

Browse... |. . . -
in order to navigate to the location on your computer where the existing content that you

want to add to a Lesson is stored.

sans e o sy

Add a lesson

COURSE HOME INSTRUCTORS ASSIGNED USERS ASSIGNED USER GROUPS COMPLETION REPORT STATS Quz SETTINGS

Content

No content present. Click here 10 800 cortent

Quick Quiz

© 2 iz et

A Choose File to Upload dialog, as shown in the illustration below, is displayed. Simply navigate to the

location on your computer where the file is stored, select it, and then click .

V.
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o Gmoe G S
Add a lesson
Oropbox
B an vy roes
CoUnSEOME  BSTRUCTORS  ASSOMEDUSEN . . o
Ay Appicatons
—
W Documents
Goroghe Drive OW
/01 & Google Drive

2011-03-00 1227000

0 gme s n Formats A4 Files B
Uptasa roe

Chasse Fie weg

Content

Mo Gontent presert. Cich here ' 00 Garmet

Quick Quiz

[ errrr—

As shown in the following illustration, the file you’ve selected now populates the File to Upload field.

& Upload File

Click to upload the file to the system. You can check the [embed] option to have your

file available to be viewed via the learner’s web browser.

Home Lowses LESA Seen

Add a lesson

COURSE HOME ORS USERS USER GAROUPS COMPLETION REPOAT STATS

Acc a esson
NO
062672017

O wicas e ac [ embed below (pdt. doc. xis. Pt “Anyone with the source link can access.
Usicad Fie
Crocss Fie  Ireligence-Aeport-NonProft (T).pot

& Upicad Fie | X cancel

Content

No comen oresent. Cicx nery 10 200 comeer,

Quick Quiz

© 230 qu Question

Hoto @

# edit iesson € bacx to Course

As shown in the following illustration, the file is added to the Files portion of the View Lesson screen.

.
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e@ HOME (WIS USERS  USER GROUPS TRAINING PATHS ~ QUIZRESULTS  FORUM  REPORTS ECOMMERCE

Home ' Courses = Technical Writing 201 = View Lesson
Test Your Knowledge

COURSE HOME INSTRUCTORS ASSIGNED USERS ASSIGNED USER GROUPS COMPLETION REPORT m

Title Test Your Knowledge

Active NO

Open Date 11-07-2013

Files + SCLO-Prsntn-0-10-13 paul docxdocx [36.45kb] % deleta fle

& upload fils

Content

No content present. Click here 1o add content,

Quick Quiz

© add quiz question

Powered by
= Copyrigh 2005 . 2013 Te
eleal Unauthorized use or repr

a, LLC. ANl ights reserved
s prohibited by US copyright laws and intemational freaties.

Parks, Paul =

(& gditlesson € back lo Course

If you chose to embed your file, you will see a temporary processing message like this:

COURSE HOME USERS USER GROUPS COMPLETION REPORT STATS Quiz SETTINGS

Help @

Title Add a lesson

Active NO

Open Date 06/26/2017

Files « Inteligence-Report-NonProfit (1).odf (1.5 MB] X delete file

@ upicad file and  embed below (pdf, doc, xis, ppt). *Anyone with the source link can access.

Content

No content present. Click here to add content,

Your i is currently ing for Please refresh in a few moments. =

Quick Quiz

© add quiz question
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Simply give the system a few seconds to process your file. You can refresh your browser to see when the

file has been processed.

Your uploaded and embedded file will look something like this:

Title Add a lesson

Active NO

Open Date 06/26/2017

Files « Intelligence-Aeport-NonProfit (1).pdf [1.58 MB] X delete fie

& upload fle and  embed below (pdf, doc, xis, ppt). *Anyone with the source link can access.

Content

No content present. Click hare 10 add content,
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elLeaP Content Editor

Click the Click here to add content link to add a synopsis or overview of the content contained within a
Lesson. As shown in the following illustration, the eLeaP Content Editor is displayed, allowing you to
create this content. You can also select the YES option on the Active/Inactive list to make the Lesson
active within the system if you haven’t already done that on the Lesson Details page.

Technical Writing Opportunities

SR ST e ene nm """ e
Technical Writing tundies

Opport

Content 2 edtiesson & print < back to Course

Quick Quiz

2d:

You are now in the heart and brain of the eLeaP™ Course Content Management System. Some of
you will recognize a familiar Microsoft Word or other CMS menu items layout. Insert your text or
content anywhere in your Content Creation space. For example to paste content you have already

created in Microsoft Word, click the “H icon. Remember, you can format your layout to your exact
specifications.

The illustration below shows the available functions on the Editor’s Tool Bar:

V.
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Bold text
Font size
Font family
HTML Source mode
A NO s
n Date 0e/26/2017
B 7 U k| BFEEEBE| fomt * Font family = sie v | | | A -%2 | 2 wm
| | & | 48 %% | E & |

Video uploading

Alignment options

Text pasting options Picture/image uploading

Insert table options

Path: p

Save X cancel
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Complex Course e-Learning Objects:

In today’s e-learning and training environment, using multimedia-rich presentations can greatly enhance
your trainees’ learning experiences. eLeaP™ supports various multimedia formats including Video,
Audio, Flash, HTML, PDF, Microsoft objects, SCORM 1.2 and SCORM 2004.

To add Graphics or Pictures

To add graphics or pictures to your learning content object, click IEI The Insert/edit image dialog,
illustrated below, is displayed.

@ hitps://eleapdemo.eleapdev.com/public/scripts/tinymce/themes/advancer @ B
| Insert/edit image

Image file (.jpa, .gif, .png, .bmp)

[ Bronee. |

Depending on your file size and connection speed, this upload may take
several minutes.

Border

Align &
Resolution :| X :l thumbnail image

Vertical space l:l
Horizontal space l:l

Before upleading your content please be sure that you have all the necessary legal rights o
distribute it, including the rights to any sounds or music being used. ¥ou are responsible for

compliance with all applicable laws and regulations.

Open
Browse your computer to locate the relevant picture or graphic, click E to upload the

graphic. As shown in the following illustration, you will see a preview of your graphic in your upload
window.

.
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[ Insert/edit image

Align
Resolution
Border

ertical space

Honzontal space I:l

Next, set your alignment if needed, add a border if necessary or even define your resolution, and
horizontal or vertical spaces, if needed. Then click Upload File to insert your graphic. As shown in the
following illustration, the image is inserted within the editor.

e]@]./j HOME m USERS  USERGROUPS  TRAININGPATHS  QUIZRESULTS FORUM  REPORTS  ECOMMERCE

Test Your Knowledge

Parks, Paul »

T Test Your Knowledge

Active

NO v
Open Date 11-07-2013
B 7 U s | ES W B | Pragraph  + Fontfamily = Fontspe = [ ¥ | |A %= 2w
Hl=m| I EE T TR RS 1O0IC)

= A

v
Path: undefinedp » undsfinedimg

LUl x cancel

To add Video to your Course:

While in the Content Creator window, click the [Video Media] button (m to add Video to your course.
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You would need to have pre-created your video in one of the following formats: .mpg, .mpeg, .mov,
.wmy, .avi, .mp4, .mdv, .flv. The Media file dialog, illustrated below, is displayed. Browse your computer

Open
to locate the relevant picture or graphic, click - to populate the Media file field, and then

click Upload File.

| NON Media file
& Secure https://eleapdemo.2leap.com/public/scripts/tinymce/plugins/...

Insert/edit media file
- Media file

Media file (.mpg, .mpeg, .mov, .wmv, .avi, .mp4, .m4y, .flv)

| choose File  No file chosen | | submit

Depending on your file size and connection speed, this upload may take
several minutes.

Before uploading your content please be sure that you have all the necessary legal rights to
distribute it, including the rights to any sounds or music being used. You are responsible for
compliance with all applicable laws and regulations.

Progress of the upload is displayed as the process begins, as shown in the following illustration.

& https://eleapdemo.eleapdev.com/public/scripts/tingmce/plugins/oldmedia/oldmedia.; @ B
" Insert/edit media file
r Media file

| 32.6%

Current position: 2 56/ 7.87 Mbytes
Time estimate: 12 seconds
Approx. speed: 463 Kbytes/Sec.

Stop Upload

Before uploading your content pleass be sure that you have all the necessary legal rights to distribute
it, including the rights ta any sounds or music being used, You are responsible for compliance with all
applicable laws and regulations.
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Once the Upload Process completes, you will see the option to [Insert] your new video into the lesson.

@ ® Media file

& Secure https://eleapdemo.2leap.com/public/scripts/tinymce/plugins/...

Insert/edit media file

Media file
The little people are processing your video. Click [Insert] to continue.
Don't forget to [Save] your lesson.

From time to time, when you click [Insert], you might get our ‘video processing’ notice.

1
H
z

Open Date 06/26/2017
BIrfU&EFESESEE fomt = Fontfamily = Fontsize = | ) A% 0w
] amalasE e s@

This video will be available for viewing
shortly.

Path: p = iframe

¥ cance

)

N,
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No need to worry. The system simply needs a few seconds to process your video and have it ready for
streaming live. Refresh your page to see your uploaded video.

As shown in the following illustration, the video file is added to the Content Editor.

Editor
NO
06/26/2017

O upload file and embed below (pdf, doc, xis, ppt). “Anyone with the source link can access.

Content back to Course

Quick Quiz

© add quiz g

e ©

Note: You can easily import FLV videos into eLeaP using the video upload icon. Got YouTube videos you
want to add to your course? Use the HTML tool to paste your embedded html code but make sure your
embed code uses https: for example:

<iframe width="853" height="480" src="https://www.youtube-
nocookie.com/embed/zZZKICkUZCo?rel=0" frameborder="0" allowfullscreen></iframe>

Note: Do you want to use PowerPoint files in your course? Check out tools for converting PowerPoint to
Flash format or even SCORM and then importing your file into eLeaP. Some Converters we have checked
out include Articulate Storyline and Articulate Presenter, Camtasia, and Adobe Captivate. See the eLeaP
Support website for more information. There are numerous benefits from converting your PowerPoint
files to SCORM formats for web based training. Check our eLeaP™ Knowledgebase in our Support Center
to learn more or email help@eleapsoftware.com .

Once you have added all the media files that you will need, use of as many of the editor’s other

V.
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save
functions, as necessary, to add additional content, and then click - to save this content to the
Lesson.

As shown in a simple example in the illustration below, the content is added within the Content portion
of the View Lesson screen. You can now also click the edit lesson link to modify this content at any time,
or click the print link to print the screen. Additionally, you can click the add quiz question link to add a
quiz question to the Lesson.

EVALUATING

LEARNING

HINT: < 10% HAVE SKILLS TO DO IT RIGHT

by Don Weobong, President Telania | eLeaP

THE 4 QUADRANTS

1. FEEDBACK
DURING TRAINING

90% use smile sheets or A |
ask for feedback during assessment or quiz D

Clicking the add quiz question link displays any quiz questions that you have already added to the
system, which you can then use as part of the Lesson. Please refer to Quiz section of the document for
details on creating Quizzes and Quiz Questions.

Editing a Lesson

Selecting the edit title link for a Lesson allows you to modify its existing Title. When you have changed

Save
the title, click , as shown in the following illustration.

.
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e]@/lj vowme WEVICUSM USERS  USERGROUPS  TRANINGPATHS  QUIZRESULTS FORUM  REPORTS  ECOMMERCE Parks. Paul=

Home = Courses  Technical Writing 201 = Test Your Knowledge ~ Edil it
Technical Writing 201

course home  TRETTe VT w ASSIGNED USER GROUPS | COMPLETION REPORT ﬂ SETTINGS.

Name Technical Writing 201 (# edi course details

. o % delele course

stogory Tutoials &
Assigned Users o (2]
Qo

Lesson [v] Technical Writing Opportunities

Chapters & Lessons

Title Active Order
Chapter One: Course Syllabus + gt itie X delete
Test Your Knowledge o + & st file % delete

The change to the Lesson’s Title is now reflected, as shown in the following illustration.

e@]z HOME WLGIEUSS USERS  USERGROUPS  TRAINING PATHS — QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Parks, Paul =

Home = Courses = Manage cour

Technical Writing 201

COURSE HOME INSTRUCTORS | ASSIGNED USERS | ASSIGNED USER GROUPS COMPLETION REPORT nm

Technical Writing 201 ¥ edit course delaism )
duplicate course
NO % dolots course

MNa

Category Tutorials

Assigned Users 0

Ol

Lesson [v] Title at the end [v] & import scomm

To add content to your lesson, click the lesson name below

Chapters & Lessons

The lesson's lille has been saved

Titke Active Order
Chapter One: Course Syllabus + [ edittile % deletz
Technical Wiiling Qpportunities o +* & edittite % delole
< back to Courses
[—
Gopymght 2005 - 2013 Telania, LLG: Al ngnts reserved
Unaushorized use or reprocuctan is prohibed by LS copyrigh laws and ifemational ireaties

Deleting a Lesson

You can delete a Lesson by clicking its delete link. As shown in the following illustration, the system

displays a warning message before proceeding with the deletion. Simply click to proceed
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Cancel
with the deletion or click to cancel the deletion process.

0 Are you sure you want to delete the lesson?

Editing Course Details

Selecting the edit course details link on the Manage course screen allows you to modify the content
currently in place for that Course using the Edit Course Details screen, illustrated below. Simply make

Submit
any changes necessary on this screen and then click - to save those changes to the system.
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eT@aﬁP vowe SR useRs  USCRGROUPS  TRANNGPATHS  GUZRESULTS  FORUM  REPORTS  ECOMMERCE [

Homa

Technical Writing 201

COURSE HOME INSTRUCTORS | ASSIGNED USERS |  ASSIGNED USER GROUPS | COMPLETION REPORT mm

MName *

Technical Writing 201

[l

Dascription *

B ooy s Fomx - Femtsae | §2e= | IS 1S

Secand of two Technical Willing Classes =

Objectives
B 7 U s BETE M| Fome - Fontsze

Advance Technical Willing Concepts ~

Assignmant Notifications

YES =]
Active Feedback

NO ~|
Active White Board

NO [~
Deadiine

NO ~|

Availabile After Completion

vES [&] | shoutd a user have accass to this coursa afer course completion?

== -

Adding an Observation Checklist Course

An Observation Checklist course is a type of course which allows Administrator and Supervisor level
users to perform in-person assessments of learners in other to document skills and proficiency.

To create an Observation Checklist course, click the O add new course |ink and enter in the name of the

course. Then scroll to the dropdown for Course Type and select [Observation Checklist].

.
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Objectives
BJ U EETE| Ffomat v Fontsze «| (2w |=

Type
+ Standard

)
b
Observation Checklist _

Assignment Notifications

Once selected, simple click the m button to begin creating your assessment statements.

Home < Courses / Manage course

Telephone Operator - Skills Assessment

COURSE HOME INST USERS ) USER GROUPS COMPLETION REPORT STATS OBSERVATION CHECKLIST SETTINGS

Heip @

The course has been added. Click here to continue

(# edit course details
@) duplicate course

X delete course

Name Telephone Operator - Skills Assessment
Active NO
Category Uncategorized

Assigned Users 0

< back to Courses

Click the link in the alert statement highlighted in green

g0 to the OBSERVATION CHECKLIST ¢4}, oy, can also click on the OBSERVATION CHECKLIST 5, ¢4

start building your Observation statements.
Add/Edit Observation Checklist Statements

To begin adding or editing your Observation Statements, click the OBSERVATION CHECKLIST 5,

AW
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Add a description

Adding a description will help the assessor performing the assessment understand and communicate to
the learner the what and why for performing this assessment. To add a description, click the link

i it Save
Add a checklist description yhen enter your description and click -

Home /' Courses  Telephone Operator - Skills Assessment

Telephone Operator - Skills Assessment

COURSE HOME INSTRUCTORS USERS IOUPS COMPLETION REPORT STATS OBSERVATION CHECKLIST SETTINGS

Description

Add a checklist description

A telephone operator represents our company and is often the first point of contact with customers and others, This assessment is designed to verify and document
the relevant skills our operators should possess)

Remember, you can always come back and edit the description. To edit the description, click the [Edit]
link next to the description.

Telephone Operator - Skills Assessment

COURSE HOME INSTRUCTORS ASSIGNED USERS ASSIGNED USER GROUPS COMPLETION REPORT STATS OBSERVATION CHECKLIST SETTINGS

Description I

A telephone operator represents our company and is often the first point of contact with customers and others. This assessment is designed 10 verify and document the relevant skills our operators should possess, (Edit

Statements

There are no statements yet.

Add new Statement

Grading Type

Binary: Yes/No :

Add an Observation Checklist Statement

.
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To add a statement for your Observation checklist, simply enter the statement into the statement box,

. ) Add statement
select the Grading Type and click the button.

Here’s an example:

Add new Statement

Active Listening - Giving full attention to what other people are saying, taking the time to understand the points being made, asking questions as appropriate, and not interrupting

at inappropriate times. .
~

Grading Type 7 Blnary: Yes/No

Star: 3¢ %3

: Scale: Excél\ént!GocdfFair}Insuﬂicient;‘Poor
Add statement Points: 0-10

Active Listening - Giving full attention to what other people are saying, taking the time to understand
the points being made, asking questions as appropriate, and not interrupting at inappropriate times.

To assess this statement using a Yes/No grading type, simply select that grading type and click

Add statement

Observation Checklist Grading Types
There are four (4) grading types for Observation Checklist statements:

1. Binary (Yes or No): The binary grading type is for when you simply need a yes or no assessment
result for a statement, i.e. can the learner do this action or not?

2. Star: Star assessments are useful if you want to award an increasing level of proficiency for an
assessment. This is simple and almost universally understood. The Star grading starts at 1 star to
a maximum of 5 stars. Typically, the higher the number of stars, the higher the value of the
assessment.

3. Scale: The scale grading type is like the Star grading type except you now have specific
descriptions for what each level or proficiency equates to. The Scale ranges from “Excellent” to
“Poor”. It also includes, “Good”, “Fair” and “Insufficient” levels.

4. Points: The points grading type is designed to allow you to customize your own level or values
for the assessment. If you prefer to award specific points for each statement, the Point grading
type works best.

.
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Activating/Editing/Ordering Statements

Your observation checklist statements are in inactive status by default. This is to give you the choice of

selecting which statements end up being used in your live assessments.

e To activate a statement, simply click on the inactive icon (% to turn it to an active v

statement.

e To re-order your statements, use the down or up arrows * ¥

e To edit or delete an existing statement, click the (£ edit % delete |inks,

Here’s an example of my list of active and inactive statements:

Description

The objective of the workplace Observation is for an Observer to observe the applicant apply the safe work behaviors learned from their training program (or from previous work experience) to the work environment and their job role. (Edit)

Statements

Statement Grading Type

Obtain & Complies with Permits Binary: Yes/No

Places signs and barriers Binary: Yes/No

Selects and wears correct PPE Binary: Yes/No

Identifies hazards of the task and surrounds Star:

Selects correct tools and equipment Star.

Uses correct tools; equipment and techniques Star.

Maintains tools and equipment Scale: Excellent/Good/Fair/insufficient/Poor
Manages Lock out and Tag out processes Scale: Excellent/Good/Fair/Insufficient/Poor
Maintains good housekeeping Scale: Excellent/Good/Fair/Insufficient/Poor
Follows work instructions Points: 0-10

Is familiar with location and use of emergency equipment and exits Scale: Excellent/Good/Fair/Insufficient/Poor
Communicates with others when undertaking work tasks to maintain safety Points: 0-10

Assigning an Observation Checklist Course

Note: Observation Checklist courses are to be used for performing physical assessments of skills and

Order

L 4
*~ v
* v
~ v
* v
*~ v
~ v
* v
* v
*d

Active

[}

0O 00 000O0CO0O0O0OO0CO0

proficiencies. This means they are going to be performed by a system administrator or a designated

Supervisor level user.

Assigning to users:

Observation checklists can be assigned to specific users. Simply click on the ASSIGNED USERS t3p,

(You will need to activate your course prior to assignment).

Then click the © 8SSian New Users |ink select the users you want to assign to be assessed.

Note: No emails are sent to individual users regarding Observation Checklist courses.

V.
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Assigning to user groups:

To assign an Observation Checklist to user groups, click the ASSIGNED USER GROUPS tab. Then click the

© assign new user groups |ink and select the relevant user groups to be assigned and assessed.

Note: While no emails are sent to individual users within the assigned user group regarding this
Observation Checklist course, if a Supervisor is assigned to manage the assigned user group, the
supervisor will receive a notification regarding a pending assessment.

How to perform an Observation Checklist Assessment

Administrator performing assessments:

As an Administrator, you can perform an Observation Checklist assessment. Once an Observation
Checklist course has been assigned to individual users or user groups, click on the
COMPLETION REPORT tab to begin performing your assessment.

Telephone Operator - Skills Assessment

COURSE HOME USERS USER GROUPS COMPLETION REPORT STATS OBSERVATION CHECKLIST SETTINGS
Summary Report: O Export to Excel
Select User Group H Select Progress H

Show custom fiekds fiters

No. Name v Email Progress O C Release Certificate Deadline Active Set Completed
1. Kempt, Jack jackk@eleapusr.com ® st ? o - Set Completed
2. Seval, Constant eleaptraining@gmail.com ® Start - - none 2 Set Completed
3. Theman, Sam nfo@whatasoftware.com ® Start - - none ) Set Completed

4. TP System, Tosting 8 com © Start - - none ) Set Completed

Total users:4
< back to Course

Click the button next to each assigned user to begin your assessment.

V.
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Observation Assessment

Telephone Operator - Skills Assessment

Kempt, Jack
Active Listening - Giving full attention to what other people are saying, taking the time to understand the points being made, asking questions as appropriate, and not interrupting at
inappropriate times.

No Yes

Speaking - Talking to others to convey information effectively.
T a0 OOd OO%Y Uvdy

Service Orientation - Actively looking for ways to help people.

Poor Insufficient Fair Good  Excellent

Social Perceptiveness - Being aware of others' reactions and understanding why they react as they do.

< back to Assessments

Click or, if on a mobile device, tab the various assessment grading options. For example, if you agree

with Yes as the appropriate assessment for the binary statement, select or tab the [Yes] option.
Active Listening - Giving full attention to what other people are saying, taking the time to understand the points being made, asking questions as appropriate, and not interrupting at
inappropriate times.

No | Yes

If you need to save the current assessment and come back later, you can. Simply click the
button. This button also works to finalize the assessment and move on to the
next learner to be assessed.

An assessment that is completed will show an assessment score (Score: 80.00%) in the Completion
Report tab. In incomplete assessment will show an In Progress status.

To continue assessing an incomplete checklist, click the In Progress |ink,

Supervisor performing assessments:

Supervisors can help Administrators manage and perform Observation Checklist assessments. However,
for a Supervisor to view and perform assessments, two conditions need to be met:

1. The Supervisor must be assigned to manage the assigned User Group(s)
The Supervisor managed user group must be assigned to the Observation Checklist course using
the ASSIGNED USER GROUPS tabs. This means even if members of a user group which is
managed by a supervisor are assigned individually to an Observation Checklist course, the
associated Supervisor will not be able to view and perform that assessment.

V.
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If the two conditions above are met, the assigned Supervisor, will receive an email notification regarding
a pending Observation Checklist course.

A Observation Checklist Course has been assigned to: Observation Group 1 inbox x SoftwareDev x s
the Easy 3:32 PM (0 minutes ago) -
to eLeaP ~
Susan,

The User Group you supervise (Observation Group 1), has been assigned to the following Observation Assessment course: Telephone Operator - Skills
Assessment.

Please go to the Observation Assessments section of your account to access and complete your assigned Observation Assessments.

Please note: This e-mail was sent from a notification-only address that cannot accept incoming e-mail. Do not reply to this message. Instead send your reply
to help@eleapsoftware.com .

If you have received this email in error, please forward it immediately to support@eleapsoftware com or contact eLeaP at www eleapsoftware com.

Sent: 06.25.2017 15:31

The supervisor can click on the Qbservation Assessments |ink to go directly to the assigned and pending
assessment.

Supervisors should also check their INBOX section of their accounts for additional notifications.

tome

Inbox

No. Read Subject Date

1 © A Ovservaton Assessment Courye needs your sftenton 06252017
2 ©  An Oosenvimon Assessmert Course neecs vour anerson 082372017
3 = An Obsenaton Assessment Course neecs your attenton 0822372017
. © A0 Oosenon Assessment Courye neecs your Joengon 081672017
s ~ A7 Oosenvaton Assessment Course needs rour atlenton 08142017
[ © Ao Ooeervon et Course neecs your aention 08132017
7 ©  An Oosenvanon Assessment Coune neecs your a0enSon 08122017
8 ©  An Qoservanon Assessment Course neeos your aDention 081272017

Once on the relevant Observation Checklist course to be assessed, the Supervisor can begin by clicking

the button next to the learners’ name.
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~
e lé\ri la HOME  COURSES m TRAINING PATHS ~ FORUM MY ACTMITY o Barer Smn. Sus

Home  Uner Grouge

Observation Assessments

MEMBERSHIP GROUPS YOU SUPERVISE OBSEAVATION ASSESSMENT

Teteprone Operator 3

No. Name Course Progress Cor Deadine Assessor
1 agtan James Teegrore Operatcr  Sasis Asseas™er? ® S rore

2 Gresel Brancer Tmegrire Operatcs Sass Assemaer ® Sun e

3 Don, Semor Teeprore Operscr - Saits Assemarer © S e

4 Center Kerveoy Toecrore Operator - Skt Assessmert @ St re

5 Mak James secrore Oparatcr  Sass Assesamert @ S rere

& Kempt Juack Tewphone Oparator - Skiis Asssssmer [ Compioted ) Soove: $0.00% %29/2017 rore Westong. Dor

The Observation Checklist tool is designed to be used on any device any time anywhere. We encourage
you to access and perform assessments on mobile devices, laptops and other devices. Once the

Supervisor clicks the button next to each assigned user, they see a mobile responsive version of
the tool to enable them easily perform their assessment.

.
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Course Telephone Operator - Skills Assessment

User Captain, James

Active Listening - Giving full attention to what other people are
saying, taking the time to understand the points being made, asking
questions as appropriate, and not interrupting at inappropriate times.

No | Yes

Speaking - Talking to others to convey information effectively.

AR A+ SR « S A 4+ SR A S A+ % S R+ 8+ # 4 4

Service Orientation - Actively looking for ways to help people.
Poor Insufficient  Fair ‘ Good | Excellent

Social Perceptiveness - Being aware of others' reactions and
understanding why they react as they do.

0123456‘7’8910

Save this Assessment

€ back to Assessments

|7

Click or, if on a mobile device, tab the various assessment grading options. For example, if you agree
with Yes as the appropriate assessment for the binary statement, select or tab the [Yes] option.

If you need to save the current assessment and come back later, you can. Simply click the

button. This button also works to finalize the assessment and move on to the

next learner to be assessed.

An assessment that is completed will show an assessment score (Score: 90.00%) in the Completion
Report tab. In incomplete assessment will show an [N Progress status.

To continue assessing an incomplete checklist, simply click the In Progress |ink.

Selecting Additional Observation Checklist Courses:

.
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To select additional Observation Checklist courses to assess, use the drop-down selector to select the
relevant course:

MEMBERSHP GAOUPS YOU SUPERVISE OBSERVATION ASSESSMENT

i

OA First course
Assessing OSHA Satety
Workpiace Observation Checaist
No. Name want 10 8ss0es my empioyess’ sidils Progress Obaervater Assessmert Compeete Deasine Asserscr

Weobong. Dor :c;:x:r:«‘ e oy st : Group 2 «c> Scons: 62.50%
2 Weobong, Dor Creste OA Course for Review : DUPLICATE [ Completed Score: 70.00%
: Wachong, Ous :“-::.é:m Otservation Checkist . Sup T
i A .:‘ .;j:’:g»::'.wrr Checiirst  Short version [ Compieted S —
s acran Jeres OA course added - Checng i pr ss [ Competed | & ..90% - aar
Direct 10 UG - compietion - not started
o Captan, same Nliiira Dnalir Sl Sovsiin «a—» -~ 02.30%
ngiace Oteervation Creckist Group 2 [ Completed | o §1.80%
&  Captain, James eate OA Course for Review [ Competed | Scons: 45.00% 06087201
B actan sares ~~e xrve tr Feeven PLCATE  —
. Captan s e Coaren o —» ~ 100000
" Cwn . e —> o 3
. Y Filter .
Once you select the relevant course, click the to see the assigned users to be assessed. Use

the ® Start button to begin performing your assessment.

Note: As a supervisor, you can also perform assessments from the User Group Activity report page for
user groups you supervise. Simply, select the relevant course and if there are pending users to be

assessed you will see the ® Start button next to their names.

Other Course Meta Features

Duplicating a Course

There may be times when you want to make use of a Course’s Chapters and Lessons, but perhaps add
additional content to it, or remove content from it, to create a new Course. The Duplication option
makes this a much quicker process than creating an additional Course from scratch. As shown in the
following illustration, the system displays a warning message before proceeding with the duplication.

. QK . L. . Cancel ..
Click to proceed with the duplication or click to cancel the duplication

process.
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o Are you sure you want to duplicate this course?
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As shown in the following illustration, the system confirms that the Course has been duplicated, and you
can click the View new course link to display the new Course.

e@_]g HOME GIEUSS USERS  USERGROUPS  TRAINING PATHS  QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Parks, Paul

Home ' Courses = Manag

Technical Writing 201

COURSE HOME INSTRUCTORS ASSIGNED USERS ASSIGNED USER GROUPS COMPLETION REPORT m

The course has been duplicated (View new course)

» (# edit course details
Name Technical Writing 201 : ) duplicate cour:
duplicate course
O *® delete course
gory Tutorials E
morg
Lesson [v| Title at the end ™ & inponscom

To add content to your lesson, click the lesson name below.

Chapters & Lessons

Title

Active Order
Chapter One: Course Syllabus +  edittitle % delete
Technical Wiiting Opportunities o »* [ edittie 3 delete

€ back 1o Courses

As shown in the following illustration, the Manage course screen for the duplicated course is displayed,
and you can now use any of the links and functionality available on this screen to modify the Course’s
details and create an additional course.
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e@-E HOME (W IS0 USERS  USER GROUPS TRAINING PATHS ~ QUIZRESULTS  FORUM  REPORTS ECOMMERCE

Parks, Paul =

Home ' Courses = Manage course
Technical Writing 201 : DUPLICATE
e [ )

Mam it (F edit course datails

ame Technical Writing 201 : DUPLICATE ) dupli

. NO ® delste course
Category Tutorials
Assigned Users L]

&
o
%

Lesson [v] itle at the end [v] & import scom

To add content to your lesson, click the lesson name below.

Chapters & Lessons

Tite Active Order
Chapter One: Course Syllabus + [ edittile % delete
Technical Wi it (-] +* [ gdittitle ¢ delate
< back to Courses
Poviered by

Additionally, the duplicated Course is displayed on the Courses list within the Courses screen, as shown
in the following illustration.
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USERS

eleal

Home  Courses
Manage Courses

MANAGE COURSES MY ASSIGNED COURSES MANAGE CATEGORIES

Course Name Course Category |v|

3

2

3. Another scorm simple | DUPLICATE | DUPLICATE . DUPLICATE - DUPLICATE
4. Another scom simple - DUPLICATE : DUPLICATE : DUPLICATE

5. Technical Wriling 201
6.

T.

8

9,

Another scorm simple - DUPLICATE : DUPLICATE

sel complated

Test-dup

SaaS cedificate . DUPLICATE
10. SaaS cerificate
1. Access Course . DUPLICATE

12, Access Course

7. 5aaS Quiz
18, Another scorm simple
19, Testi IPLICAT ICAT]

Fowered by
. Copyright 2005 - 2013 Telania, LLC. All rights reserved

eleal Unauthorized use or reproduchon is prohibdiod by US copyrght laws and infemafional freafies.
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Tutorials
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Instructor
Parks, Paul

R, Vinod
Weobong, Don
Weobong, Don
Parks, Paul
Weobong, Don
R, Vinod

R, Vinod

R, Vinod
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¥, Alex
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© add new course
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Editing a Course Title

Clicking a Course’s Title on the Courses list allows you to make modifications to that Course’s Title using
the Course Details screen, as shown in the illustration below. Simply make any necessary changes to the

Save
Title within the Title field and click
eM HOME USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS ECOMMERCE Parks. Paul »
Home = Courses
Technical Writing 201 : DUPLICATE
. Technical Wiiting 201 - DUPLICATE [ i course de“"'sﬂh dugicalo courz
NO X delete course
Tutorials &
0 (2]
more
Lesson [v] Technical Writing Opportunities at the end i~ & impor scorm
To add content to your lesson, click the lesson name below:
Chapters & Lessons
Title Active Order
Chapter One: Course Syllabus + [ edittitle % delste
Technical Writing Opportunities o -+ @ edittie % delete
¢ back to Cours

Deleting a Course

Clicking the delete link for a Course allows you to remove that Course from the system. Before
performing the deletion, the system displays a warning message, illustrated below, to ensure that is

. . . QK . . . Cancel
your intention. Click to proceed with the deletion or click to cancel the

deletion process.

.
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This will delete this course and all data associated with it:
Chapters, Lessons, Cuiz Results, Feedback, etc, Deletion is FINAL and
irrecoverable!

COMNTIMUE?

Please note that all of the data, including Chapters, Lessons, Quiz Results, Feedback, etc., will be
removed and is irrecoverable.

Creating a Glossary

A glossary is a list of terms and definitions. Traditionally, a Glossary appears at the end of a book
and includes terms within that book which are either newly introduced or are at least uncommon.

Clicking g on the Manage course screen displays the Glossary screen, illustrated below, which
allows you to add a Glossary of Terms to a Course. As shown in the illustration, click the add new term
link to add a new Glossary Term.

e@/l HOME COURSES USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS ECOMMERCE Parks, Paul =

Technical Writing 201 : DUPLICATE

me SR SRR mm
Term

I|ia||G|UbE-d[YV| MABCDEEGHIJEKELMNOPQRSTIUVYWXYZ#

© add new tem

Ne glossany terms in this Course. Click on the 'add new term’ link.

The Add New Term screen, illustrated below, is displayed. Enter the Glossary Term within the Word
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Submit
field, the Definition for the Glossary Term in the Definition field, and then click - to save the
Glossary Term to the system.

e]@/lj vome WECTEUSM USERS  USERGROUPS  TRAININGPATHS — QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Parks, Paul =

Home ~ Courses  Technical Writing 201 : DUPLICATE

Technical Writing 201 : DUPLICATE

COURSE HOME INSTRUCTORS | ASSIGNED USERS | ASSIGNED USER GROUPS COMPLETION REPORT ﬂ

Add New Term

Instructors

Users designated as Instructors Within the System

m * canced

inall Glossany[w| | [ Q search MABCDEEGHIJKLMNOPQRSTIUVWXYZS

© add new tarm

No glossary terms in this Course. Click on the ‘add new term” link

< back 1 Course

2, LLC. Al rights reserved
10 i5 pronitstod Dy US copymoht laws and intomaticnal reates

As shown in the following illustration, the Glossary Term is added to the Glossary associated with this
Course. Once you have added more than one screen load of Glossary Terms, you can quickly locate
specific terms for editing purposes by entering the term in the Term field and/or making a selection

Q, Search

from the Search Parameters list, and then clicking

e@ HOME (SliUS 0N USERS  USER GROUPS TRAINING PATHS QUIZRESULTS ~ FORUM  REPORTS ECOMMERCE Parks, Paul =

Home = Courses = Technical Writing 201 : DUPLICATE ~ Glossary

Technical Writing 201 : DUPLICATE

COURSE HOME INSTRUCTORS ASSIGNED USERS ASSIGNED USER GROUPS COMPLETION REPORT m SETTINGS

Tem in all Giossary || Ml ABCDEEGHIJKLMNOPQRSIUVYWXYZ#

The term has been added

© add new tem
Instructors (# edit % delete
Users designated as Instructors Within the System

Total Glossary Terms: 1

< back to Course

5. 2013 Telania, LLC. A8 ight

use or reproduction is protibited by LIS capyright laves and intemational treasies.
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You can also quickly locate all of the Glossary Terms that begin with the same letter by selecting that
letter on the Letter bar. As shown in the following illustration, clicking the letter I displays the Glossary
Term that we just added.

e@ HOME m USERS ~ USERGROUPS  TRAININGPATHS  QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Parks, Paul
Home = Courses  Technical Writing 201 : DUPLICATE

Technical Writing 201 : DUPLICATE

mm S S Em

: I YZ#
atletter | vl Q search MABCDEEGHIJKELMNOPRQRS Uuvwix 4
© add new term
Instructors @ edit % delete
Users designated as Instructors Within the System
Total Glossary Tems: 1
< back to Course

You can click add new term as many times as necessary to add additional Glossary Terms, and you can
click the edit link for a line on the Glossary Terms list to modify a term’s Word or Definition, or click the
delete link to remove that term from the Glossary.

Creating an FAQ Database

Clicking 9 on the Manage Course screen allows you to create a database of FAQ information
associated with the Course using the FAQ screen, illustrated below. As shown in the illustration, this
screen is blank as you begin to create your FAQ material. Click the add new faq link to create a new
Frequently Asked Question.

.
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e@ HOME (SeliUS 0N USERS  USER GROUPS TRAINING PATHS QUIZRESULTS  FORUM  REPORTS ECOMMERCE

Parks, Paul =
Home ~ Courses = Technical Wiking 201 : DUPLICATE ~ FAQ
Technical Writing 201 : DUPLICATE
e
‘© add new fag
NO FAQ CREATED. Ciick on the ‘add new faq{link
< back to Gourse
bk Copyn 2013 Telania, LLC. ANl ights reserved.

The Add New FAQ screen, illustrated below, is displayed. Simply add your question in the Question box,

+ submit
enter the answer to that question in the Answer box, and then click -

e@/l HOME COURSES USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS ECOMMERCE

Home = Courses =~ Tachnical Writing 201 - DUPLICATE = FAQ

Technical Writing 201 : DUPLICATE

COURSE HOME INSTRUCTORS ASSIGNED USERS ASSIGNED USER GROUPS COMPLETION REPORT mm

Add New FAQ

Parks, Paul =

How Do | Delete a Chapter

You delete a Chapter by selecting its delete link on the Course: 4]
Details screen. The system displays a waming message before -

LT % cancel

© add new fag
NO FAQ CREATED. Click on the ‘add new faq link

£ back lo Course

As shown in the following illustration, the system confirms that the FAQ has been added and displays it
on an FAQ list.
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e@E HOME (SeliUS 0N USERS  USER GROUPS TRAINING PATHS QUIZRESULTS  FORUM  REPORTS ECOMMERCE Parks, Paul =

Home = Courses gchnical Writing 201 : DUPLICATE = FAQ
Technical Writing 201 : DUPLICATE

COURSE HOME INSTRUCTORS ASSIGNED USERS ASSIGNED USER GROUPS COMPLETION REPORT m SETTINGS
The faq has been added

© add new fag
| @ edit % delete
Total FAQ: 1
< back to Course
Powered ty Copyright 2005 - 2013 Tel
Unauthorized u reprod

Clicking the Question on the FAQ list displays the answer beneath it, as shown in the following

illustration.

e@/l HOME COURSES USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS ECOMMERCE Parks, Paul =

Home ~ Courses  Technical Wiiting 201 |DUPLICATE  FAQ
Technical Writing 201 : DUPLICATE

COURSE HOME INSTRUCTORS ASSIGNED USERS ASSIGNED USER GROUPS COMPLETION REPORT m SETTINGS

© add new fag
G:: How Do | Delete o Chapler #adt % dolete
A: You delete a Chapter by selecting its delete link on the Course Details screen. The system displays a waming message before proceeding with the deletion
Total FAQ: 1
€ back 1o Course

Powered by
2013 Telania, LLC. Al ights reserved.

or reproducian is prohicite by LS copyright ks and infemafional ireaies

You can now click the add new faq link to add additional FAQs, click the edit link to edit the currently
selected FAQ, or click the delete link to delete the currently selected FAQ.

Resources

Clicking % on the Manage course screen displays the Resources screen, illustrated below, which you
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can use to associate various Resources with a Course via that Resource’s URL. This screen will be empty
the first time that you access it. You will need to click the add new resource link to add Resources to a

Course.
e]é\aE HOME COURSES USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS ECOMMERCE Parks, Paul =

Home  Courses  Technical Writing 201 : DUPLICATE

Technical Writing 201 : DUPLICATE

m e @ S SR mm

NO RESOURCES CREATED. Click on the ‘add new resource’ link.

© add new resource

< back to Gourse

The Add New Web Resource screen, illustrated below, is displayed. Enter the Resource’s Title in the

Title field, its URL in the URL field, and then click .

e@/l HOME COURSES USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS ECOMMERCE Parks, Paul =

Heme = Courses  Technical Writing 201 : DUPLICATE

Technical Writing 201 : DUPLICATE

mmw SR SRR mm

Add New Web Resource

Saociety for Technical Communicators

hitp:/Awww.stc.org

© add new resource

NO RESOURCES CREATED Click on the "add new resource’ link_

< back to Course

As shown in the following illustration, the system confirms that the Resource has been added to the
Resources list. You can now click the add new resource link to add an additional resource, click the edit
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link for the Resource to make modifications to its details, if necessary, or click the delete link to remove
the Resource.

e@/l: HOME WEGIZESE USERS  USER GROUPS  TRAINING PATHS  QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Parks, Paul v

Technical Writing 201 : DUPLICATE

SR @@ ASSIGNER USERGROPS | COMPLETION REPORT mm
The resource has been added

© add new resource

Soclety for Technical Communicators & adit % delete
hitp/Aweew sic org

Total Web Resources: 1
< back to Course

Feedback Assessment Tool

When the Feedback function is activated when you create a course, the , icon will appear at the
right of the screen, as shown in the illustration below, providing you with access to the Feedback
Assessment Tool. Post-Course Assessment or Feedback is a great tool to measure how well your e-
learning or training program is achieving its objectives. Do you want to know which areas of your course
need improvement? How about how effectively you are training and testing your trainees? Can you

improve your use of multimedia presentations?

These are important questions. Use the eLeaP™ system feedback option to gather critical intelligence
that will enhance your e-learning and training program.

eLeaP™ wants you to succeed so we have created this simple yet powerful Post-Course Feedback
assessment tool.

.
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elealP

Home Courses M

Technical Writing 201 : DUPLICATE

HOME w USERS  USERGROUPS  TRAINING PATHS  QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Parks, Paul v

[SILE TN  INSTRUCTORS

m ASSIGNED USER GROUPS | COMPLETION REPORT | QUIZ

Technical Wrifing 201 : DUPLICATE

)

Tutoriats

(# edit course details

@) duplicate course

X delete course

Hep ©

°

9L OMm

sgt
ek
)
more
Lesson [v] at the end v Add lesson | & import scom
To add content to your lesson, click the lesson name below.
Chapters & Lessons
Title Active Order
Chapter One: Course Syllabus + # odit fitle X delete
Technical Writing Opportunities o * (# edittitle X delete

< back to Courses

Clicking l will display the Feedback Form screen, illustrated below. To construct a Feedback Form,
begin by clicking the add new field link, as shown in the following illustration.

eleal

Home ~ Cowses ~ Techeieal Wriing 201 : DUPLICATE = Fecdback

Technical Writing 201 : DUPLICATE

COURSE HOME | INSTRUCTORS | ASSIGNED USERS | ASSIGNED USERGROUPS | COMPLETIONREPORT | QUIZ | SETTINGS

Feedback Form

HOME m USERS  USERGROUPS  TRAINING PATHS ~ QUZRESULTS FORUM  REPORTS  ECOMMERCE PFarks, Paul =

© 2dd new fiskd

There are no feedback fields yet. Click on the ‘add new fiekd” ink.
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The Add Field screen, illustrated below, is displayed.

Home Coumses Te 01 | DUPLICATE

Technical Writing 201 : DUPLICATE

mm i s e il nm

Add New Field

Field Name*

Feedback Form
0 add now fieks

There are no feedback fields yet Click on the ‘add new fieid' ink.

1. Enter a name for the new Field in the Field Name field.
2. Select a type for the new Field from the Type list.

Types of Feedback Form Fields

1. Title: for user title such as Mr., Mrs., Ms., Dr., etc.
Text Area: for comment or short essay type feedback

3. Check Box: if you want your users to be able to check the relevant option(s).
Example of feedback options include: Yes or No, True or False, Will you take this
course again, Which of these answers apply to you?

4. Combo List: To allow your users to select from several options. Simply separate the
various options using comma (,). For example, if you want your users to rate your
course:

a. Field name: Please rate your experience with XYZ course.
b. Type: Combo List
¢. Required: Checked
d. Value list: | really loved it, Not bad, Ok | guess, Horrible, Don’t want to ever
take this course
e. Placeit: Where ever you like!
f. [Add Field]
3. Select the Required check box to make the new Field a required field.

V.
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4. Make a selection from the Place it list to indicate where the new field will be placed.
Additional options will be available here once you have added a number of fields. Let’s say
you have created 20 feedback fields and then you realized you needed to ask for some more
demographic information in the field number 5; simply create the necessary new field, use the
[Place it] tool to insert the new feedback question or field in the relevant position.

Submit

5. Click . The system confirms that the new Field has been added. You can now re-use
the add new field link to add as many additional fields as you need to complete the
Feedback Form.

mmm e e ﬂm

Feedback Form

© 244 now fiekt

Fulinome * @ edit X g

Tatal Form Fieids: 1
€ back 1o Course

Note: Make sure you set (on your Course Details page) [Active Feedback] to [YES]. This will make your
feedback assessment available to your users.

White Board/Course-Specific Forum

When the Whiteboard function is selected during the creation of a Course, the icon will appear at
the right of the screen, as shown in the following illustration, providing you with access to a course-
specific whiteboard for the Course. Informal learning is a powerful yet under-appreciated asset. Many
organizations can benefit from providing a forum for discussions and exchange of ideas. Why don’t you
set the ball rolling, break the ice so to speak, by creating a topic of conversation.

.
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e]e\a/l) wowe EEE Lcns  USCRGROUPS  TRAWNGPATHS  QUIZRESULTS FORUM  REFORTS  ECOMMERCE ——

tome  Couses M

Technical Writing 201 : DUPLICATE

counse nowe [ [ R e e

Technical Writing 201 - DUPLICATE
 edit course details

no @) dupiicate course

Tutoriats X delete course

VPLO0NM

o
more
Lesson v Title at the end v Add lesson | O import scorm

To 804 content 1o your lesson, Cck he esson name below.
Chapters & Lessons

Tite Active Order

Chapter One: Course Syllabus + # gditfitle % delete
Technical Writing Opportunities o * Z edittile X delele

< back to Courses

[

1
Clicking S will display Whiteboard screen, illustrated below. To work with the Whiteboard feature,
begin by clicking the add new topic link, as shown in the following illustration.

e@lj nome WOGIEEZE USERS  USERGROUPS  TRAINING PATHS  QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Parks, Paul =

Home ~ Courses = Techaical Wriing 201 : DUPLICATE = V/hile Boarc

Technical Writing 201 : DUPLICATE

COURSE HOME | INSTRUCTORS | ASSIGNED USERS | ASSIGNED USERGROUPS | COMPLETIONREPORT | QUIZ | SETTINGS

Topics © 2dd new lopic:

NO topics CREATED. Ciick on the “ad new topic’ lnk.

< back

The Add New Topic screen, illustrated below, is displayed.
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~
e]é\a/lj vom: WECILEZM USERS  USERGROUPS  TRAINING PATHS  QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Parks, Paul =

Home ~ Cowses  Techeical Wriling 201 : DUPLICATE

Technical Writing 201 : DUPLICATE

COURSE HOME INSTRUCTORS ASSIGNED USERS ASSIGNED USER GROUPS COMPLETION REPORT n SETTINGS

Add New Topic

Topic *

Comment *

Type Public i~
-
Topics O.xidumiond
NO topics CREATED. Chick on the “add new topic’ lnk,
< back

1. Enter the new Topic’s name in the Name field.
Enter a Comment pertaining to the new Topic in the Comment field.

3. Select a Type for the new Topic from the Type drop down. Available options are Public (access
to students and the instructor(s) or Private — goes to your instructor only.

Submit

4. Click - This will get your users started on sharing ideas, strategies, and best practices.
This is how to get your informal learning system started. The system confirms that the new
Topic has been added to the Whiteboard, as shown in the following illustration.

e@/lj nome WOGIEEZE USERS  USERGROUPS  TRAINING PATHS — QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Parks, Paul =

Home ~ Courses ~ Technical Wriing 201 : DUPLICATE

Technical Writing 201 : DUPLICATE

COURSE HOME | INSTRUCTORS m ASSIGNED USER GROUPS | COMPLETION REPORT n SETTINGS

2 0 new topie
Topics © ad new topie.
No. Topic Started By Posts Gpen Date Type Action
1. Technical Wriing Qpportuniies Parks, Paul 1 11472013 Public  adit X dolete

Total White Board Tapics: 1
< back
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As shown in the following illustration, the Topic is now on the Topic list and you can continue to add
additional Topics, as necessary, by re-using the add new topic link.

Home = Cowses = Techeical Wriing 201 : DUPLICATE

Technical Writing 201 : DUPLICATE

COURSE HOME | INSTRUCTORS m ASSIGNED USER GROUPS | COMPLETION REPORT m SETTINGS

‘ Q, Search

© 2dd new logic

Topics
No. Topic startea By Fosts Open 0ate Tvpe Action
1 Teehnical Witing Opporunities Parks, Paul 1 11.17.2013 Public o adit % gelete

Total White Board Topics: 1

Additionally, clicking on the Topic Name displays the Topic Details screen, as shown in the following
illustration.

e]’%_/lj vom: JECILEEM USERS  USERGROUPS  TRAINING PATHS  QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Parks, Paul

Home ~ Cowses  Techaical Wriing 201 : DUPLICATE = While Board j&w While Boas

Technical Writing Opportunities

COURSE HOME | INSTRUCTORS m ASSIGNED USER GROUPS | COMPLETION REPORT m SETTINGS

0 29d your comment

User Comment
posted on 11172013 by Lefs share our ideas on the lechnical wiiing oppartunibies are oul there for us

Parks, Paul - renly O oot

Total Posts: 1 < back

Now your users can select the add your comment link to add their comment(s), and other Users and/or
the Instructor can use the reply link to respond, expanding the dialog between those with access to the
Topic.
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elLeaP™ wants to help you succeed. Use these powerful tools to enhance the learning experience of your
users or trainees.

Instructors

Selecting the INSTRUCTORS tab on the Course menu bar displays the Instructors screen, as shown in the
following illustration. An Instructor’s Name, and Email and Insert Date details are displayed for each
Instructor on the Instructors list. Clicking an Instructor’s email address allows you to send an email to
that Instructor.

e@ HOME m USERS  USERGROUPS  TRAINING PATHS  QUIZ RESULTS  FORUM  REPORTS  ECOMMERCE Parks, Paul

Home = Courses ~ Technical Wiiting 201

Technical Writing 201

pTRETORs m S S mm

© add new instructor
No. ] Name Email Insert Date
1. [ Griesel, Brandon userd@eleapuser. com 11-08-2013
X delele selecled instruciors
Total: 1
< back 1o Course

Adding an Instructor

Selecting the add new instructor link on the Instructors screen displays the Add Instructor screen, as
shown in the following illustration. Simply select an Instructor from the Instructors drop down and click

ch add to course
to add that Instructor to the course.

.
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Parks, Paul

e@E HOME (SeliUS 0N USERS  USER GROUPS TRAINING PATHS QUIZRESULTS  FORUM  REPORTS ECOMMERCE

Technical Writing 201

COURSE HOME INSTRUCTORS @ ASSIGNED USER GROUPS COMPLETION REPORT m SETTINGS

Add Instructor

Ssystems, John [ | @addtocourse | % cancel
© add new instructor

No. [ Name Email Insert Date
1. [0 Griesel Brandon userd@eleapuser com 11-08-2013
+ X delela selecled instuclors
Totak: 1
« back to Course
Powered b
——)

7y US copyright laws and inlemational reaties.

The new Instructor will be added to the Instructors list on the Instructors screen, as shown in the

following illustration.

e@/l HOME COURSES USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS ECOMMERCE

Home = Couses = Technical Wriling 201 ~ Instuctor
Technical Writing 201

COURSE HOME INSTRUCTORS w ASSIGNED USER GROUPS COMPLETION REPORT m SETTINGS

Parks, Paul =

The instructor has been added 1o the course

© add new instructor
No. [] Name Email Insert Date
1 ] Griesel, Brandon userS@eleapuser com 11-08-2013
ensysslems@eleapsuser.com 11-08-2013

2. [ Seystems, John

«  delete selected instructors
< back lo Course

Povered by
Copyght 2005 - 2013 Telania, LLC. A
Unnstharized use o reproductan i

Deleting an Instructor

Selecting an Instructor check box, or multiple Instructor check boxes, on the Instructors list, as shown in
the following illustration, and then clicking the delete selected instructors link, allows you to

disassociate/delete Instructors from a Course.
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e@E HOME (SeliUS 0N USERS  USER GROUPS TRAINING PATHS QUIZRESULTS  FORUM  REPORTS ECOMMERCE Parks, Paul =

Home  Courses  Technical Writing 201 Instructs
Technical Writing 201

COURSE HOME INSTRUCTORS ASSIGNED USERS ASSIGNED USER GROUPS COMPLETION REPORT m SETTINGS

© add new instructor
No. [ Name Email Insert Date
1. [ Gresel, Brandon userS@eleapuser. com 11082013
2. M Ssystems, John ensysslems@eleapsuser.com 11-08-2013
- delete selected instructors
Total 2
< back lo Course

Copyrignt 2005 - 2013 Telania, LLG. Al ights reserved
Inauthorized yse or reproduction is prohitited by US copyrig

As shown in the following illustration, the system displays a warning message to ensure that is your

OK
intention before performing the deletion. Click to proceed with the deletion or click

Cancel

to terminate the deletion process.

e Areyou sure?

Cancel

Assigned Users

Selecting the ASSIGNED USERS tab on the Manage Course screen displays the Assigned Users screen,
illustrated below. This screen is used to assign Users within the system to a Course. To begin the

process, click the assign new users link.
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e@ HOME COURSES USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS ECOMMERCE Parks. Paul =

Home = Courses = Technical Writing 201 = Assigned Users

Technical Writing 201

COURSE HOME INSTRUCTORS ASSIGNED USERS ASSIGNED USER GROUPS COMPLETION REPORT m SETTINGS

There are no assigned users fo this course. Click on the ‘assign new users' link

© assign new users

<€ back to Course

Powered by
Gogyright 2005 - 2013 Telania, LLG. Allrights reserved

d uge or reproduction is prohibied by US copyright laws and inlemational ireaties.

The Assign Users screen, illustrated below, is displayed. You can filter the Users displayed here by
entering a Name in the Name field, selecting a User Type from the User Type list, and/or selecting a

. Lo T Filter
User Group from the User Group list, and then clicking .

e@ HOME COURSES USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS ECOMMERCE Parks. Paul =

Home = Courses = Technical Wriing 201 = Assigned Users = Assign Users

Technical Writing 201

COURSE HOME INSTRUCTORS ASSIGNED USERS ASSIGNED USER GROUPS mm

Name Trainee ] Select User Group  [w| Y Fiiter

No. [] MName~ Level Email Insert Date Active
1. 4 Captain, James Traines donatus@telania.com 11-08-2011 @
2. [ Ho, Tracy Traines userT@eleapuser.com 12132011 ]
3. M Knowles Paul Trainee userb@eloapuser com 12132011 L]
4. [0 One, User Trainee user! @eleapuser com 12413201 L]
5. [ Pascu John Traines userb@eleapuser.com 12-13-2011 @
6. [J Peters, Lazarus Trainee donatus@ppspublishers.com 02-21-2012 L]
7. O rev, vinod Trainee vinodrev@gmail com 10-292013 L]
8. [ Samson, Don Jones Trainee samson(@eleapsoftware.com 12413201 L]
9. [J Stoken, Michelle Trainee userl1@eleapuser.com 12-13-2011 @
10. [] Stram, Robert Traines userd1@eleapuser.com 12-13-2011 L]
11. [J Susan, Yahoo Trainee telaniaweb@yahoo.com 02-21-2012 o
12. [ Sweeney, CPP, Charles Traines: support@eleapsoftware com 11-10-2011 o
13. [J test, api Trainee apitesi@basalic ro 08-24-2012 (=]
14, [] Three, User Trainee userd@eleapuser com 10-06-2011 ]
5. [] Two, User Trainee userd@eleapuser com 10-06-2011 o
+ add selected
Total Users: 15 € back 10 Assigned Users
Powered &
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To assign Users to the Course, select their check box on the Users list, and then click add selectad As
shown in the following illustration, the system confirms that the Users have been added. You can click a
User’s Email link to send them Notification Emails pertaining to the Course at any time. Additionally, you
can once again select the assign new users link to add additional Users, or select Users on the Users list
and click unassign selected users to remove them from the Course.

e@/l HOME COURSES USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS ECOMMERCE Parks, Paul =

Home  Couses  Technical Wriling 201

Technical Writing 201

i m I e mm

© assign new users

No. [ ] Name Level Email

Insert Date «
1. L captain, James Trainee donatus@telania,com 11-08-2013
2 O Kaowles, Paul Trainee userS5@eleapuser.com 11-08-2013
3. [ samson Don Jones Trainee samson@eleapsoftware com 11082013
X unassign selected users
Total Assigned Users: 3
< back to Course

The User who has been assigned to the Course will receive a Notification Email similar to the following
example.

Paul,
You have been assigned to the following Course: Users

Please go to vour account at https:/eleapdemo_eleapdev.com/ to access this Course.
g b mo.eleap

Please note: This e-mail was sent from a notification-only address that cannot accept incoming e-mail. Do not reply to this message.
Instead send vour reply to help@eleapsoftware com.

If vou have received this email in error, please forward it immediatelv to support(@eleapsoftware.com or contact eLeaP at
www_eleapsoftware.com.

Sent: 11.12.2013 15:34

Assigned User Groups

Selecting the ASSIGNED USER GROUPS tab on the Manage course screen allows you to assign User
Groups to a Course. As shown in the following illustration, the Assign User Groups screen is displayed.

.
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To begin the process of assigning User Groups to a Course, click the add new User Groups link.

e@];) HOME WGIEUSS USERS  USER GROUPS  TRAINING PATHS  QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Parks, Paul =

Home = Courses = Technical Wiiting 201 = Assigned User Grouy

Technical Writing 201

m SRR m ISSIGNED USERGROUPS SRR mm

There are no assigned User Groups to this course. Click on the 'assign new user groups’ link.

© assign new user groups

<€ back to Course

As shown in the following illustration, the Assign User Groups screen is displayed. You can filter what is
displayed on the User Groups list by entering a User Group Name in the Name field and clicking

e@ HOME m USERS  USERGROUPS  TRAINING PATHS ~ QUIZRESULTS ~FORUM  REPORTS  ECOMMERCE Parks, Paul »

Home Courses  TechnicslWiling 201  Assigned User Groups

Technical Writing 201

COURSE HOME INSTRUCTORS ASSIGNED USERS ASSIGNED USER GROUPS COMPLETION REPORT mm

T Fiter

No. [J Name Description No. Of Members Date Created Active
1. [ Apeil Students 9 12072011 (]
2. - Ciyof Hamisonburg 0 1215-2011 o

3. - Engineers 1001 3 14-10-2011 -]
4. [ Final yew BE Test 2 10-29-2013 L]
5. B Hired 11-16-2011 4 11-16-2011 L]
6. [ Lovisville - KY 2 09-23-2011 (]
7. Managers 0 1282011 o
B[] MewHire- Louisvile 2 11-09-2011 ]
5. - November Students Students Enrolled in the Technical Writing Course 7 11012013 -]
10, [ secondug 3 10-21-2011 ]

+ add selected
Total User Groups: 10 < back to Assigned User Groups

Select the check box for any User Group(s) that you want to assign to the Course and then click

add selected

As shown in the following illustration, the system confirms that the User Group(s) have

AW
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been assigned to the Course, with the Group’s Name, No. of Members, Overall Progress, Quiz
Completion and Insert Date details displayed. You can now click the assign new User Groups link to
assign additional User Groups, or select User Group check boxes and click the delete selected User
Groups link to remove those User Groups from the User Groups list assigned to the Course.

e@_E HOME m USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS  ECOMMERCE Parks, Paul

Technical Writing 201

m S w pesenEn R m“
These user groups have been assigned o this course

O assign new user groups

No. [] Name No. of Members Overall Progress Quiz Completion Insert Date
1. O Hired 11162011 4 Not started: 4 [100%] Uncompleted: 4 [100%] 11-08-2013
In Progress: 0 [0%] Passed. 0 [0%]
Completed: 0 [0° Failed: 0 [0%]
x delete selected user groups

Total Assigned User Groups: 1
< back to Course

Completion Report

Selecting the COMPLETION REPORT tab on the Course screen displays the Completion Report screen, as
shown in the illustration below. This screen displays all Completion Reports on a Completion Reports
list, with the Name, Email, Progress, Quiz, Quiz Completed, Release Certificate, Deadline,
Active/Inactive status and Set Completed status details shown for each report on the list. You can filter
the results displayed on this screen by making a selection from the User list and/or the User Group list,
entering a date range within the From and To fields (or using the Calendar icon to select those dates)

-
and clicking .

.
a product of te I.a n I.a



eleaP Administrator’s Manual

e@ HOME m USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS ECOMMERCE Parks, Paul =

Home = Courses  Technical Writing 201

Technical Writing 201
wm fe—— COMPLETONRERORT Em

Summary Report; @ Export to Excel

Select User Group |
There are no assigned Users
£ back to Course

Selecting the QUIZ tab on the Manage course screen displays the Quiz screen for that Course, as shown
in the following illustration. eLeaP™ encourages you to create pre- and post-course assessments.
Measuring trainee performance enables you to evaluate the full impact of your e-learning training
program. Tracking trainees or users also enables you to measure the return on investment (ROI) of
your training programs.

You can filter the results displayed on the Quizzes list by making a selection from the Type list, making a
selection from the User Groups list and/or entering dates within the From and To fields (or using the

T Filter
Calendar icon to select those dates), and then clicking .

.
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e@ HOME m USERS  USERGROUPS  TRAINING PATHS  QUIZRESULTS  FORUM  REPORTS  ECOMMERCE

Home = Courses  Technical Writing 201

Technical Writing 201

mm ASSIGNED USERS ASSIGNED USER GROUPS COMPLETION REPORT auz m

Select Type v Is Active?[w| T Filter

Parks, Paul

© add new question & export & seftings
There are no registered questions.

< back to Course:

As shown in the following illustration, the following Quiz Types are available: Multiple Choice/True

False, Sequence/Sort/Order/Ranking, Essay/Short Answer/Explanation, Multiple Choice with
Explanation and Hotspot, Find Errors.

e@l: HOME EGIEESS USERS  USERGROUPS  TRAINING PATHS  QUIZRESULTS  FORUM  REPORTS  ECOMMERCE

Home  Courses  Technical Writing 201

Technical Writing 201

mww SR SRR e m

pe Is Active?[w| T Filter
Multiple Choice/True/False

Sequence/Sort Order/Ranking
Essay/Short Answer/Explanation
Multiple Choice with Explanation
Hotspot, Find Errors

Parks, Paul =

© add new question & export & settings

There are no registered questions.

Once you have selected a Quiz Type, you can begin to add questions to it by selecting the add new
qguestion link, as shown in the following illustration.

The Add new question screen is displayed, as shown in the following illustration. Use the steps below to
successfully add a new question to a Quiz.

.
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eL’I: HOME @ USERS  USER GROUPS  TRAINING PATHS ~ QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Parks, Paul =

Home

Tech

F.

il

Writing 201

COURSE HOME INSTRUCTORS ASSIGNED USERS ASSIGNED USER GROUPS auiz m

Add new question

Difficulty e w5

Image & upigad image

[ & ypioad imags
& ypioad imas
& up 1
(] O up 0
] & ypioag imag
& upl Ut

If Cormect answer is selocted, Feedback is I incorect answer is selected, Foedback is

=]

Eal S

Select a Question Type from the Question type list.

Enter the question in the Question box.

Upload an image for each option, if desired, by clicking the upload image link.

Select the degree of difficulty for the Question from the Difficulty list. Available options are
Easy, Medium or Hard.

Click the upload image link to upload an image associated with the Question. eLeap provides its
users with the opportunity to use images within Questions and Answers. For example, if the
Question was “Which of these two images represents the small intestines,” they could upload
an image of the large intestines as Option A and an image of the small intestines as Option B.
Enter as many options as necessary with the Options boxes. In our example, only two would be
necessary; one for if the answer is True, and another for if the answer is False.

Select the Correct checkbox for the option that represents the correct answer to the question.
Enter any Feedback desired when an answer is correct within the If correct answer is selected,
Feedback is box.

Enter any Feedback desired when an answer is incorrect within the If incorrect answer is
selected, Feedback is box.

V.
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i Submit .
9. Click to create the question.

The system confirms that the question has been added, as shown in the following illustration, and you
can add additional questions, if desired.

e]g_/l: Home WEVILEZE USERS  USER GROUPS  TRAINING PATHS  QUIZRESULTS ~ FORUM  REPORTS  ECOMMERCE Parks, Paul »

Home ~ Tachnical 1 Quiz  Ad

Technical Writing 201

Add new question

The question has been added

Question type: -
@ Muliple ChoiCeITrua/F alse
O SaquencerSort OrderRanking
O Essayrsnon AnswesExpianation Difficulty PP
O mutiple Choice witn Explanation o
- 2 upload image
O Hotspot. Find Errors Imane oo
Options Comect Image
A (=] @ uplosd imags
B. [m] & upload image
[ [m] @ yninad imane
o. (] & upioad image
E. [m} @ upioad imago
F. o @ upload image
Wt cormect answer Is selected, Feedback is It incormect answer is selected, Feedback is

< back 1o questions

Re-selecting the QUIZ tab shows that the Question has been added to the Quiz, as shown in the
following illustration.

AW
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e]é\a’l: HOME m USERS  USER GROUPS  TRAINING PATHS ~ QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Parks, Paul =

Home  Courses

Technical Writing 201

COURSE HOME INSTRUCTORS m ASSIGNED USER GROUPS COMPLETION REPORT Quiz m

Help @
Select Type ~ Is Active?[~| T Filter

© add new question & export & settings

No. Question Type Date Created Active Action
1. lsthe sky green? Mulliphe Chaice/True/False 11-11-2013 (] X dalste

Tolal Quiz Questions: 1

€ back lo Course

You can now click the add new question link to add an additional Question, click the export link to
export the Quiz, and/or click the settings link to.

Clicking the export link will export a Quiz in .PDF format. As shown in the illustration below, you are
given the option of Opening or Saving the Quiz.

ehl: HOME m USERS  USER GROUPS  TRAINING PATHS ~ QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Parks, Paul >

Home  Courses

Technical Writing 201

COURSE HOME INSTRUCTORS m ASSIGNED USER GROUPS COMPLETION REPORT Quiz m

Help @
Select Type ™ Is Active?|[w| T Filter

© agdnew question 4B export @ seltings
No. Question

Type Date Created Aciive Action
1. s the sky reen? Multipie Choice/True/False 11112013 L ® gelete
Total Quiz Questions: 1
« back o Course
1k
< duct and it
Die you want te open or save Technical Writing 201_quizpdf (644 KB) from eleapdeme.eleapdev.com? Open Save - | Camcel |

Selecting the Open option will open the Quiz in your .PDF Reader, as shown in the following illustration,
where you can save it to a location on your computer using the Reader’s Save option on the File menu.
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File Edit View Window Help

@E}@@I_@:” Jm|—+'ﬂs%v|b:g-]‘gy@‘." Tools = Sign . Comment
~ SignIn
» Export PDF
v Create PDF

Quiz: Technical Writing 201
9 Adobe CreatePDF o
113 he sy graen? Convert files to POF and easily combine
P — th her file types with a paid
B ver su

Select File to Convert to PDF:

Select File

» Send Files

» Store Files

Quiz Question Facts
elLeaP™ currently has five (5) question types or formats:

e Multiple Choice/True/False,

e Sequence/Sort Order/Ranking,

e Essay/Short Answer/Explanation,

e Multiple Choice with Explanation, and

e Hotspot, Find Errors
To create Multiple Choice or True or False quiz questions, select that Question option, enter your
guestion, assign a Difficulty Level, and upload an Image if needed. Next you will proceed to add the
possible Answer options. You can add up to six (6) possible Answers. If you need to upload images as
part of your answers, click the button next to the relevant question. You are almost done. Next, you
need to pre-select the correct Answer so that the eLeaP system can automatically grade your Quiz. Click
to submit your question!

Quiz Feedback: You can include feedback rules based on correct and incorrect answers. Simply input the
relevant feedback options in the bottom boxes provided in eLeaP™.

Repeat this process as many times as needed to create other Multiple Choice or True or False questions.

Select “Sequence, Sort Order or Ranking” type questions if you want to create Quiz questions that test
the ability of your Users to correctly Rank, Sequence or Sort different answer options. An example of

.
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such a question would be “arrange the planets in the correct order starting from the nearest to the
sun”. You would then add the correct order sequence as Mercury, Venus, Earth, Mars, Jupiter ...”

The eLeaP™ system would automatically unscramble the answer sequence when your quiz is deployed
so that your users would have to re-arrange them in the proper sequence.

Remember, click E to submit your question!

If you want to create quiz question that asks for a short answer or an essay, click the Essay/Short
Answer/Explanation question option. All you have to do is type in your question and select the relevant

Submit
Difficulty Level (if applicable) and then click to submit your question!

You can ask a Multiple Choice question but also require your Users or Trainees to explain their answer
choice. Select the Multiple Choice with Explanation option for this type of question. You need to enter
your question in the Question box, select the Difficulty level that is needed, upload a picture or image if
needed, and type in the answer options. You will then pre-select the correct response or answer and
also check the Explanation Needed box for the relevant answer you have selected. If one of the possible
answers is an image or picture, go ahead and upload the relevant picture from your computer. Click

ﬁ to submit your question!

The last question type in the eLeaP™ Quiz Creator system is the Hotspot or Find the Error Question
Type. Do you have a map you need correctly identified or a schematic diagram you need to have
correctly analyzed? Select the [Hotspot, Find Errors] Question Type, enter the question, select the
Difficulty level, click the upload image link to find and upload the relevant image into the eLeaP™
system. Note: if this is a schematic diagram that you need analyzed, you would need to have pre-created
it as such.

If you are satisfied with your question and you have uploaded the relevant image(s), it is time to click

ﬁ to save your new quiz question.

Quiz Settings

Selecting the settings link on the Quiz screen displays the Settings screen for the Quiz, as shown in the
following illustration. Use the steps below to successfully navigate the Settings screen.

"*‘\
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fting 201

Technical Writing 201

m s A R m

Quiz Settings

Time Limit

Advanced settings

Difficulty level No_of Questions

1. Enter a Time Limit for the entire Quiz in the Time Limit field, in Minutes.
Enter the number of Questions that you want to have in the No. of Questions field.
Enter the Total Score or Percentage necessary to pass the Quiz in the Passing Score/Percentage
field, selecting points or percentage as the basis for passing the Quiz.

4. Enter the number of retries available for students who don’t pass the Quiz in the No. of Quiz
Retries field. If greater than 0, users get multiple retry attempts. To display answers, see below.

5. Select the YES option or the NO option to indicate whether or not to display answers before a
retry from the Display Answers before retry list.

6. Select the YES option or the NO option to indicate whether you want to randomize the quiz
guestions or not from the Randomize Quiz Questions list.

7. Select the YES option or the NO option to indicate whether you want to randomize the quiz
answers or not from the Randomize Quiz Answers list.

8. Select the YES option or the NO option to indicate whether or not the Quiz is Active or Inactive
from the Active list.

Submit
9. Click - to save the Quiz to the system. The system confirms that the Quiz Settings have

V.
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been saved, as shown in the following illustration.

eleal

Quiz Settings

Time Limit
No. of Questions

Passing Score/Percentage
No. of Quiz Retries

Display Answers before retry
Randomize Quiz Questions
Randomize Guiz Answers.

Active

Advanced settings

Difficlty level

Easy

Medium

Hard

Total Quiz Questions

| submit

Home = Technical Wriing 201 = Quiz

Technical Writing 201

m INSTRUCTORS m ASSIGNED USER GROUPS | COMPLETION REPORT [PTTFS m

30.00

1

1000

paints

No. of Questions

0

minutes (0 = uniimited) time limit for the entire quiz
1 -how many questions, from a tolal of 1 aclive questions, do you wanl the quiz to have?

w|  The tatal score or percentage neede

Panks, Paul v

® preview quiz

The seftings have been saved

< back to Quiz

10. Within the Advanced Settings portion of the screen, enter the number of Questions with a

difficulty level of Easy, Medium or Hard, and then click .

Quiz Settings Explained

a. Time Limit: Assign a time limit for Quiz completion. Just type in the number of minutes you

want to assign for your quiz.
b. No. of Questions: Do you want to use a 1/3 of the questions you have available in your Question
Bank? Then type in the relevant number of questions (to be deployed) out of the Total Quiz

Questions available to you. For example, if you had 30 questions in your Question Bank but only

wanted to use 25 of them, then you will type in 25 in the [No. of Questions] box.

c. Passing Score: What is the minimum score a user would have to achieve to pass your quiz
assessment? From the example above if you need your users to correctly answer 20 questions
out of 25 total questions to pass your quiz then type in 20 questions in the [Passing Score] field.
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d. Passing Percentage: You can alternatively select the percentage passing value and eLeaP will
automatically calculate it based on the number of questions used.

e. Number of Quiz Retries: Give your users more than one quiz attempt. Use the Quiz Retries
option to set the number additional retry opportunities.

f. Display Answers before Retry: Because of the retry options above, you may choose to block
answer feedback during the retry effort. This way, users will only see the correct answers when
they accept their final quiz scores.

g. Randomize Quiz Questions: Use this option to let eLeaP automatically randomize how it serves
up your quiz. This works best if you use fewer questions than your total number of created quiz
questions.

h. Randomize Quiz Answers: In addition to randomizing the order of the quiz questions, you can
also randomize the order in which your Quiz answers are displayed. For example the correct
answer might not be option B, it could be moved to option C.

i. Ready to launch your quiz? Choose option [YES] in the [Active] field and then click [Submit] to
launch your Quiz.

Quiz Advanced Settings

eLeaP™ makes it easy to automatically set and assign different difficulty levels of quiz questions to
your users. Let’s say out of a total of 30 questions in your Question Bank, you want the eLeaP™
system to designate 10 questions as Easy, 10 questions as Medium and 10 questions as Hard or

ubmit
Difficult. Click . The eLeaP™ system would then automatically assign these questions to
your users.

As shown in the following illustration, the system confirms that the Advanced Settings have been saved.

F.a

Q.
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e‘[&a_/P vome [GEIITD| feeita USPRGHDARS  TRANNGRATRS  CNRESLTS  rCRuM  RERGRIS  ECoMMERCE [

Home L i | Setings

Technical Writing 201

U | — w U —— . .

Quiz Settings

Tome Limit 30.00 minutes [0 = unlimited) fme limi# for the entire quiz

No. of Questions

1 1 ow many queskons, from a I0tal o 1 a€live questons, do you want 1he quiz 1o have?
Passing Seorel Percan

a s tane 10.00 points [W]  The total scors or percentags nesded fo pass your quiz
He. of Quiz Retries 0 if greater than 0, users get mulighe relry aflempts. To isplay answers see beiow.

Display Answers before retry "o
Randomize Quiz Questions ves =

Randomize Quiz Answers

Active NO ~

Advanced settings

The number of 6a%y qUESIoNs Mus! have 3 Ve Detween 0 and B

Difficutty level No. of Questions
Easy 1 e
meaum N B
nara N o
Total Quiz Queations 1

Submit |

€ back to Guiz

Settings

Selecting the SETTINGS tab on the Manage course screen displays the Settings screen for the Course, as
shown in the following illustration. Use the steps below to successfully navigate the Settings screen.
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Home  Courses  Technical Writing 201

Technical Writing 201

mmm ot st | o ke te®

Advanced Settings

Auto Re-Assignment

NO v =
Non Completion Notification NO [ V] ,
Require Feedback "o =
Nososton Contest Select instructor v|

Lesson Settings

[J Trainees to complete lessons in pre-formatted order.
Title Active Time* [min:sec]
Chapter One: Course Syllabus

+ Technical Wriing Opportunities

°

+ Test Your Knowledge o

| * for unlimded time, Jeave blank or 2
save for unlimded e, leave blank or zero

< back to Course

Advanced Settings
Within the Advanced settings portion of the screen:

1. If you need to re-assign your course sometime in the future — like annual training, etc., you can
use the Auto Re-Assignment feature to easily set this. First select YES for Auto Re-Assignment,
and then click the Calendar logo to display the calendar, as shown in the following illustration.

~
e]é\a/lj HOME m USERS  USERGROUPS  TRAININGPATHS  QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Parks, Paul

Home ~ Couses  Technical Writing 201 eHing:

Technical Writing 201

COURSE HOME mw ASSIGNED USER GROUPS COMPLETION REPORT ﬂ SETTINGS

Advanced Settings

Auto Re.Assignment

YES ! | -
Non Completion Notification NO = November 2013
= - = Today -
R s [ oo .
ne : o - 2 1 2
- 3 4 5 6 8 8
Hotfication Contact: Select instructor 2 7]

40 11 12 13 14 15 18

47 1 19 20 21 2 23
[ oo | Bl

You can then advance the calendar to select the relevant date for auto re-assignment.

2. If you have this feature activated, you can select the YES or NO option from the Non Completion
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Notification list to indicate whether or not Users not completing the Course will be notified via
Email. Sometimes you are required to notify certain individuals or departments about the
status of your training results. Use the Non Completion Notification option to enter the
email recipients for this summary report, as shown in the following illustration. The system
will send an email showing users who have not completed their training when the course
deadline expires.

l ) ~
e@ HOME USERS USER GROUPS TRAINING PATHS QUIZRESULTS  FORUM  REPORTS ECOMMERCE Parks, Paul =

Home = Courses  Iechnical Writing 201

Technical Writing 201

S S E e

Advanced Settings
Auto Re-Assignment _ S

Non Completion Notification

YES 52
Require Feedback NO =

Notification Contact:

Select instructor A

If you don’t see this feature in your account but would like to have it activated, send an
email to help@eleapsoftware.com (include your eLeaP account URL).

3. Select the YES or NO option from the Require Feedback list to indicate whether or not Feedback
will be required for the Course. Select YES to make users have to complete the feedback form
as part of their course completion requirements. Until they complete the feedback form,
the course will not be set as Completed.

4. If multiple instructors are present in this course, use the Notification Contact setting to
select the default contact for notification emails going out from the system. Select an
Instructor from the Instructor list to indicate who the Notification Contact is for the Course.

5. Click m to save these settings to the system. The system confirms that the settings have
been saved, as shown in the following illustration.
Within the Lesson Settings portion of the screen:

6. Select the Trainees to complete lessons in pre-formatted order check box if the Course will
require that the Trainees taking it must complete the Lessons within the Course in a pre-
formatted order. This prevents users from ‘skipping’ around in your course. This means that
users will be required to complete each lesson sequentially. They can’t go to lesson ‘C’
without first viewing lessons ‘A" and ‘B’.

V.
a product of te l.a n l.a


mailto:help@eleapsoftware.com

eleaP Administrator’s Manual

7. Use the Advanced Settings to set minimum time requirements for each lesson or set a pre-
determined navigation for your course, as shown in the illustration below. Why is this
important? Sometimes you are required to enable training for a specific amount of time; i.e., 32
hours. You can use the Advanced Settings option to enter the number of minutes a user needs
to spend on each of your lessons (which will total 32 hours). If you only have one lesson, then
enter the total number of hours (as minutes) and eLeaP will make sure your user does not
circumvent your requirements.

COURSE HOME | INSTRUCTORS | ASSIGNED USERS | ASSIGNED USERGROUPS | COMPLETION REPORT | QUIZ SETTINGS

Advanced Settings

Auto Re-Assignment NO

K3

Non Complation Notification NO -

Require Feedback O

K3

Notification Contact:

Lesson Settings

[ Trainees to complete lessons in pre-formatted order,

Select instructor

[€

Tite Active Time* [min:sec]
Chapter One: Course Syllabus
« Technical Writing Opportunities 2
* for unlimited time, leave blank or zero

€ back lo Course

8. Click to save this change to the system. The system confirms that the Lesson Settings
have been saved, as shown in the following illustration.
Note: To make the minimum time requirement feature work well, combine it with a quiz assessment.
elLeaP will not allow a user to access the quiz without spending the requisite amount of time on your
course.
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Ecommerce

Selecting the SETTINGS tab within the Advanced Settings portion of the Settings screen displays the
Ecommerce screen, illustrated below. Select the | want to sell this course on my eLeaP e-catalog check
box if you want to sell this Course on your eLeaP e-catalog.

e@];) HOME m USERS  USERGROUPS  TRAINING PATHS  QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Parks, Paul =

Home = Couses = Ecommerce  Technical Wiiling 201 Advanced Setlings

Technical Writing 201

m ASSIGNED USERS ASSIGNED USER GROUPS 'COMPLETION REPORT m SETTINGS

Ecommerce

[J1 want to sell this course on my eleaP e-catalog

The screen expands, as shown in the following illustration, so that you can configure the necessary
settings to accomplish this task. Use the steps below to successfully configure these settings.

.
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e@,l HOME m USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS ECOMMERCE Parks, Paul v
Home Couses Ecommercs  Technical Wriing 201  Advanced Settings

Technical Writing 201

ARSI m PEree

Ecommerce
11 want to sell this course on my eLeaP e-catalog
Your course will be available or listed on your website: hitp //eleapdemo eleapcourses comvbetal

Category Tags

Use tags to describe your course (alphanumeric characters only, comma separated. e.g /T, web, programming; use dashes to separate multiple words in the same tag, e g Personal-development)

Prices

Tha course prics for a single user is: §

& upload picture

4150, the price

Tiered O Volume

Calculate upgrade pricing using. O Sum of previous order and new order total O Only new order total

For a total number of users between 1 and 9999999  the price peruseris § 000 add price }

Sample File

eleaP raquires a course sample for display and marketing purposes. Samples can be in PDF format

ample file

@ ugi

Extend Your Reach

W Yes, |
Yes. 12

E < back to Advanc

i@ for purchase on the eLeaP e-leaming catalog hitp /iwwv eleapcourses com (Rec

Within the Category Tags portion of the screen:

1. Use tags to describe your course (alphanumeric characters only, comma separated, e.g. IT, web,
programming; use dashes to separate multiple words in the same tag, e.g. Personal-
development).

Within the Prices portion of the screen:

2. Enter the price for a single user to take a Course; for example, $10.
Note: You can create your own multi user price based on the number of users below. For
example, for a total number of users between 1 and 150, the price per user is $50. You can also
change to Volume-based multi-license pricing.

3. Select either the Tiered or Volume radio button for the Multi-license pricing calculation.

4. Select either the Sum of previous order and new order total or the only new order total radio
button as the Calculate upgrade pricing using method option, as appropriate to this Course.

5. Enter the upper range value in the Upper Range field for the number of Users and then click

add price
. The pricing will be added to the Pricing Structure. Once pricing has been added, you

can click the delete link to remove it.
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Note: Since pricing is cumulative, deleting a single price level will void all other price levels.
Within the Sample File portion of the screen:

6. Click the upload sample file link. eLeaP requires a course sample for display and marketing
purposes. Samples can be in PDF format. The screen expands to display an Upload File field.

Click w to navigate to the location on your computer where your sample file is

Open

stored and, using the File to Upload dialog, click to populate the Upload File

field, and then click & Upload File

to upload the File

Create account & Log in

Article | Talk Read Edit Viv [2o4 U

T

WIKIPEDIA : :

The Free Encyclopedia The quick brown fox jumps over the lazy dog
From Wikipedia, the free encyclopedia

Main page

Contents

Featured content

"The quick brown fox jumps over the lazy dog"isan
English-language pangram~—a phrase that contains all >
of the letters of the English alphabet. It has been used
to test typewriters and computer keyboards, and in
other applications involving all of the letters in the
English alphabet. Owing to its brevity and coherence, it
has become widely known

Current events
Random article
Donate to Wikipedia
Wikimedia Shop

+ Interaction

7. Select the Yes, | want this course to be available for purchase on the eLeaP e-learning catalog
http://www.eleapcourses.com (Recommended) check box and/or the Yes, | am ready to sell

this course check box, as appropriate to your circumstances.
8. Click the upload picture link to associate an image with the Course. The screen expands to

display an Upload File field. Click M to navigate to the location on your computer

O
where your sample file is stored and, using the File to Upload dialog, click = to

& Upload File

populate the Upload File field, and then click to upload the File.

.
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save
9. Click - to save your changes to the system.
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Certificate Template

To create and deploy completion certificates, click T . The Certificate Template screen, illustrated
below, is displayed. Use the steps below to create a Certificate Template.

e@_E HOME W USERS  USERGROUPS  TRAINING PATHS  QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Parks, Paul =

Home = Courses = Technical Writing 201 = Advanced Seftings

Technical Writing 201

INSTRUCTORS ASSIGNED USERS ASSIGNED USER GROUPS E SETTINGS

Certificate Template

Paper format (resolution) Orientation Background Image
Ad [842 x 595 px] vl landscape v a gl load background image

© Add <TraineeName>

© Add <InstuctorName>
© Add <CourseName>

© Add <ReleaseCertifyDale
© Add <Address>

© Add <QuizGrade>

© Add text

Text align

L-left
C - center
R -right

Color
Click (g to change color

Bold / Unbold
Ciick on tha [ B] button

Font size

To change font size, edit the px value

Certificate template ready for download: NO ~ Release Cerificate Manually v
Copy certificate from
Select course ™

< Advanced Settings

1. Click Upload background image to upload your own background design for your certificate of
completion. Follow the on-page instructions to add in your certificate background, insert
database values like trainee name, course name, release date and so on to personalize the
certificate for each user.

.
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2. Select the appropriate page size from the Paper format (resolution) list

3. Select the appropriate orientation from the Orientation list.

4. Use the following options, as appropriate, for your Completion Certificate:
e Add <Trainee Name>

Add <Instructor Name>

Add <Course Name>

Add <ReleaseCertifyDate>

Add <Address>

Add <QuizGrade>

Add <Text>

When a field is added to the Template, as shown in the following illustration, you can modify its

appearance using the available options. You can set the text alignment as Left (L), Center (C) or Right (R),

set the Color for the text by clicking “’, make the text Bold by clicking LB/, and set the Font Size for the
text by modifying the px value.

"'"‘\
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Home  Courses  Technical Writing 201 : DUPLICATE ~ Advanced Seftings

Technical Writing 201 : DUPLICATE

mm S it il n T

Certificate Template

Paper format (resolution) Orientation Background image

fae o @ ypload backoround image
[842 x 595 dscape < o £
A4 [842 x 595 px] landscape v/

[<

Textalign

L-tent
C - center

8|[L[V] [i2]ex @ R - right

Color

Click (o change color

Bold / Unbold

Click on the | B | button

Font size

To change font size, edd the px value

Centificate template ready for download: ~ NO v Release Certificate  Manually 2

Copy certificate from

Select course 2

Copy

Parks, Paul v

Help @

5. Select YES OR NO from the Certificate Template Ready for Download drop down, to indicate

whether or not the Certificate Template is ready to be downloaded.

You can then set the rules for your certificate to be deployed. For example: you can manage this

process manually or issue certificates after a course is completed. You can also set eLeaP to

automatically release a certificate if a user has successfully completed a quiz assessment.

6. Select either the Manually, After course completion, or After course and quiz completion

option from the Release Certificate drop down.

7. Once you have added all of the Fields that you are going to use, click ‘—pmwew
Preview of the Certificate.

.
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Save
8. Once you are satisfied with the options/selections you have chosen, click - As shown in
the following illustration, the system confirms that your changes have been saved.

e]é\a/l: HOME m USERS  USERGROUPS  TRAINING PATHS  QUIZRESULTS FORUM  REPORTS  ECOMMERCE Parks Paul

Home  Courses  Technical Wrling 201 - DUPLICATE ~ Advanced Seftings

Technical Writing 201 : DUPLICATE

m INSTRUCTORS m ASSIGNED USER GROUPS | COMPLETION REPORT ' U SETTINGS ey

Certificate Template

Paper format (resolution) Orientation Background Image
A4[842x 595 px] vl landscape v O misslosdasniioneg
© 4dd <TraneeName>
© Add <instructorName>
Add <CourseName>
ReleaseCerttyDate>
Text align
Lottt
- center
3 1) [([¥] izl @ R-right
<TraneeName> i

Color
Click (1o change color
Bold / Unbold
Click on the [ B |button
Font size
To change font size, edi the px value

Certificate template ready for download: NO v Release Certificate Manually v

Copy cenificate from
Select course v|
Copy
| B

€ back fo Advanced Seffings

Note: If your certificate is set to release upon a successful Quiz completion, you need to make sure you
have created and set up or activated your quiz.

To quickly create a new Certificate, you can copy one that was created for another course by selecting
that Course on the Copy certificate from drop-down, as shown in the following illustration, and clicking

AW
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e@/P wowr [P Uscns  uscRGROUPS  TRANNGPATHS  QUZRESULTS FORUM  REPORTS  ECOMMERCE cate ot

Mome Courses  Technical Wiiing 201 DUPLICATE ~ Advanced Selings  Cesiicate Tamplate

Technical Writing 201 : DUPLICATE

COURSE HOME | INSTRUCTORS | ASSIGNEDUSERS | ASSIGNED USERGROUPS | comPLETIONREPORT | quiz (ST e R

Certificate Template

The certificate template has been saved

Paper format resotution) Orientation Backoround image
; ot Shieund by
A4 (842 x 595 px] vl landscape ) [ e

Text align
Loten

- conter

R right

Color
Giick (1o change color

Bold / Unbold

Click on the |8 | button

Font size

To change font size, edi the px value

Certificate template ready for download: NO v Release Certificate  Manually vl

Copy cenificate from

[Seloct course ~

[Lcow |
< back to Advanced Settmgs

The system displays a warning message before performing the copy function to ensure that is your

QK
intention. Click to perform the copy function.

9 Are you sure?
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The illustration below shows a completed Certificate Template:

Home Courses  Technical Writing 201 - DUPLICATE = Advanced Seftings

Technical Writing 201 : DUPLICATE

Certificate Template

Paper format (resolution) Orientation Background Image

1 [t upioad Dackoround image
A4 [842 x 595 px] v landscape vl -

* Reset Backaround

COURSE HOME | INSTRUCTORS m ASSIGNED USER GROUPS | COMPLETION REPORT | Guiz [SRITTEN

e]&a_/l) woue PP Uicos  USERGHOUPS  TRANNGPATHS  QUZRESULTS FORUM  REPORTS  ECOMMERCE

g

eleal
s ettt b fepint 8

[<Traineetiames

For excellence in meeting all the reguirements of

g

=5

Replace with cedtificate from

Select course Iv|

Certificate template ready for download: |~ YES &] Release Certificate Manually

Oagd<

© 4gd nstructorName:

© Add <CourseName>

© 4d¢ <RelesseCertifyDate>
© Agd <Address>

© Agdd <QuizGrade>

© add text

Text align
L-len

C - center
R-right
Color

Click 9 to change color

Bold / Unbold

Ciick on the [B | bution

Font size

To change font size, edd the px value

Parks, Paul v

Hep @

The certificate has been copied

< back to Advanced Seftings

AW
oacier tELANLA




eleaP Administrator’s Manual

Categories

Categories are an important way to manage your course content. Think of categories as specific sections
that will contain specific types of courses. Say you want to have your content organized by Leadership
Training, Compliance, Orientation, Safety and so on, then use the category system to organize them.
Course categorization is also a great way to create Training Paths made of specific courses from specific
groups of content.

To create a category, you can go to the MANAGE CATEGORIES tab and enter the name of the new
category you want to add.

Add new Category

New category name|

Edit Categories

To edit categories, click the (£ edit |ink to edit the name of the category. Please note that the name of
the category can change and does not impact the category ID.

Delete Categories

To delete categories, click the * delete link. Confirm the deletion by clicking the [Ok] button on the popup

message.

Note: You can also create course categories during the course creation process.

Events

Use Events to manage classroom training or Instructor-led training. If you need users to self-enroll for
upcoming classes or courses, the Events system will deliver.

Selecting the MANAGE EVENTS from the COURSES menu, displays the Events you have created with
Name, Created By, Date Created and Action details shown for each Event on the Events list.

"""\
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te la_n la HOME  COURSES  USERS  USERGROUPS  TRAINING PATHS  QUIZRESULTS  FORUM  REPORTS Walker, Linda »
Home
Events
MANAGE COURSES MY ASSIGNED COURSES MANAGE EVENTS e
e

© add new event

No. Name Created By Date Created »

Action

Jedia Policy Class Walker, Linda

Samuel

NN W
.

Samuelson, Donald

)

Samuelson, Donald

1
2
3.
4,
5,
6.

Q

Samuelson, Donald

x
x
x
edit X gelete
x
x

&
@

T Filter
You can filter Events displayed by entering Event name and clicking .

Event Courses

elLeaP Events require you to prepare a simple eLeaP course to be attached to your Event. A simple
course can be created in 2 minutes. Here’s what do to do:

Add Event Course

Go to [COURSES] or click on [MANAGE COURSES] if you are already in the Events section. Click [add new
course] to start adding in your new course.

IMPORTANT: Event courses should not have deadlines set. Also make sure to set Assignment

Notifications to No. This will ensure that users are not getting conflicting email messages. See an
illustration below:
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Assignment Notifications

P

NO ¥

Active Feedback

NO v

Active White Board

NO v

Deadline
NO v A

Available After Completion

YES ¥ should a user have access to this course after course completion?
You can also duplicate your existing course to make a new course.

Adding a New Event

Selecting the © add new event |ink from the Manage Events screen displays the Add Events screen as
shown in the following illustration. Use the steps below to successfully add a new Event to the system.

.
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.
te la n La HOME COURSES USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS Walker, Linda

Home

Add Event

wanGE EVeNTS

Attach a course v ol - -
Select course

Name *

Description

Location

Seats

Starting
Ending

Public

1. Use the drop down selector to select a Course to attach to your new Event. Please note that
courses are required for Events in order for eLeaP to properly track and document completions.
Plus you can issue certificates, assign quizzes and distribute documents and handouts using the
courses. Check the course settings to make sure Assignment notifications are turned off and
deadlines are not set.

Enter a Name for the new Event in the Name field.

Enter a Description for your new Event. Descriptions are not mandatory.

Enter a Location for your new Event

vk wnN

Enter the number of available Seats for your new Event. You may leave this field blank or 0
(zero) for unlimited seats.
6. Select whether your event starts Now or at some future date and time. For a future date and
time, select the Fixed time option
a. Should you select Fixed time, use the calendar to select the date and then use the hour
selector to select the hour the event starts.
b. Use the minutes selector to select the minute the event starts. For example, an event
that starts at 8:45, you will select 8 for hours and 45 for minutes.
c. Use the AM/PM selector to indicate if your event starts in the morning or afternoon.
7. Select the Ending time for your Event using the same procedure as in (6) above. You may leave it
as Never if you don’t wish to enter an Ending time.
8. Use the Time Zone selector to indicate in which time zone your event starting and ending time

""‘\.
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occurs.
9. Select the option to make this event available for self-enrollment in your Events Calendar.

Publi
ublic ‘ No v

Yes. Altendees can self-enroll

a. To make the event available, select Yes. Attendees can self-enroll.

10. Click to create the new Event. It will now be displayed on the Manage Events

screen.

The Events details screen for the newly created Event is displayed in the following illustration. You can

click & 2dit to make modifications to the Event.

tela‘nLa HOME ~ COURSES  USERS  USERGROUPS  TRAINING PATHS  QUIZRESULTS  FORUM  REPORTS Walker, Linda »

Home ' Evenls

Social Media Policy Class

MANAGE EVENTS ASSIGNED USERS

Social Media Policy Cla:

& edit

How to postto social media

Classroom 005

08-13-2014 9:00 AM (America/Mew York)
Walker, Linda
08-26-2014

Yes - Enroliment page: hitps:itelania sleapdev comienroll’?e=dfe866cfb189651 75e8d7falf2ic3cdT

Invite others by copying and pasting URL into your email program

hitos:/Aelania eleapdev comienrolliupcoming

You can also click on the Course link to see the details of the Event-associated course. You can make
modifications to your course including adding materials, setting up quizzes or even adding in certificates
and many other features.

Edit Event

To edit an Event, go to the Manage Events screen and click on ' edit next to the Event you want to
edit. You can then proceed to change any existing information or setting of the Event you are editing.

.
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When done, click the m to make your changes permanent or ¥ C20CEl to |eave the edit screen
and go back to the Events listing page.

Delete Event

To delete an Event, click the ¥ d2/2t2 |ink in next to the Event in your Event listing.

You will need to confirm your delete attempt by clicking [OK] on the confirmation window.

The page at https://telania.eleapdev.com says:

This will delete this event and all data asscciated with it.
Deletion is FINAL and irrecoverakle! CONTIMUET

Note: Delete is final and irrecoverable. Your Event data will be lost and we cannot retrieve. Please use
only if you are sure you want to delete your Event.

Self-Enrollment

elLeaP has made it easy to invite attendees to your event(s). Simply click on the Public link displayed to
see the specific Event registration page. You can copy and paste this link into your favorite email
program to invite attendees to register for your event.

Another option is to share your Events Calendar link on your website, intranet or via email. Simply copy
the link provided and add it to any location your attendees can go to register for your event(s). Your
Events Calendar link will be something like https://youreleapaccount.2leap.com/enroll/upcoming

Event Registration page

When your attendees go to an Event registration, they will see the option to either log in to register (for
users who already have an account in your company), or to enter their name and email as well as
password to create an account to register.

V.
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.
telania
Enrollment for Travel Policy Review Class

for all employees

06-26-2014 1:00 PM {America/New York)

173 Sears Avenue, Suile 282, Louisville KY 40207
Samuetson, Donald

06-25-2014

Register for this event
fyou already have an account with Telania | eLeaP, please Login to register for this event, else complete form below

First Name *

Last Name *

Email *

Password *

Confirm New Password *

€ Events Calendar

If your event is full, the following message will appear:

We're sorry this event is full. You can however still register to be put on the waiting list.

Subsequent registrations will be held in Pending status. See more about Event statuses
below.

You should see your existing attendees or assigned users in your Event.

Event Assignment

While you can enable the public self-enrollment option for your attendees, you can also directly assign
your existing users to your events. A direct assignment is quick and ensures that only the right attendees
show up for your Event.

To assign users to your Event, click the ASSIGNED USERS tab from the Event details screen.

V.
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te la n .la HOME COURSES USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS Walker, Linda v

Home = Events = Sexyal Harassment Prevention Class
Sexual Harassment Prevention Class
MANAGE EVENTS ASSIGNED USERS

© assign newusers & Exportto Excel

There are no Assigned Users to this Event.
Click on 'assign new users' link

< packto Event

To assign users to your new Event, click the @ 25510 NEW USETS |ink You can then filter your list by user
Name, Access Level or User Group membership.

te la n .la HOME COURSES USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS Walker, Linda »

Home Events  Sexyal Harassment Prevention Class
Sexual Harassment Prevention Class

MANAGE EVENTS ASSIGNED USERS

Select Level v Sexual Harassment Class v Y Filter

No. Name v Level Email Insert Date Active
1. Camey, Suadis Trainea don@captureleave.com 06-16-2014 (]
2 Demo, Demo Administrator demo@telania.com 03-18-2010 (V]
3. Griesel, Brandon Traines telaniaweb@yahoo.com 05-26-2014 ]
4. Johnson, Andrew Trainee telaniam7@gmail.com 06-22-2014 ()
5. Johnson, Ben Trainee stbenedictschoolcomplex@gmail.com 06-17-2014 ]
6. Moss, Kate Trainee eleapm7@gmail.com 06-18-2014 ]
7. Samsam, Dees Trainee prmdeals@gmail.com 06-11-2014 (]
8. Samuelson, Donald Administrator telania@gmail.com 02-02-2006 (V]
:
Total Users: 8 < backto Event

Check the boxes next to the names you wish to add to your Event and click Bfdasiecked to add

attendees to your Event.

Once added, your attendees will receive an Event confirmation message like:

.
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Event confirmation: You have been registered for Social Media Policy Class Ibox [
Telania | eLeaP via captureleave com 4:33 PM (32 minutes ago) L v
to Suadis |~
Suadis,

Thank you for registering for: Social Media Policy Class

In case your event is full, you'll be placed on a waiting list. You'll be notified of any subsequent changes.
Should you have additional questions, contact your instructor Walker, Linda

When: August 13 2014, 9:00AM (America/MNew York)
Location: 173 Sears Avenue, Suite 282, Louisville KY 40207

Feel free to contact your instructor (Walker. Linda ) if you have any questions.

Thank you,

Walker, Linda (Instructor)
eleapsupport{@gmail com
Telania | eLeaP

Please note: This e-mail was sent from a notification-only address that cannot accept incoming e-mail. Do not reply to this message. Instead
send your reply to telania@gmail.com.

If you have received this email in error, please forward it immediately to support@eleapsoftware com or contact eLeaP at

www.eleapsoftware. com.

Sent: 06.26.2014 16:33

Note: Most modern email programs will enable users to click on the Event Date to add the Event
reminder to their own calendar.

Thank you for registering for: Social Media Policy Class

In case your event is full, you'll be placed on a waiting list. You'll be notified of any subsequent changes.
Should you have additional questions, contact your instructor Walker, Linda

When: August 13 2014, 9:00AM {America/New York)
Local - . e ——
Event confirmation: You have WWed, Aug 13, 2014

Feel f i

Thank & Wed, Aug 13, 2014

Walka

eleap @ 9:00am -

Telani 8 (2

Pleas 3t accept incoming e-mail. Do n
If you ut@eleapsoftware.com or contz

Event Status

The Events System has two main statuses: Registration Status and Event Completion Status.

Event Registration Status

Event Registration status indicates the current status of a user’s registration for the specific event. Event
registration can be:

V.
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° (Approved):

0 An Event user is automatically approved if their registration occurs before the Event
Start time and if the registration did not occur after the maximum number of seats
allowed has been reached. For example if you create an event with 5 seats, the first 5
users you add to the event or self-register for the event will automatically be approved.

0 The 6 registrant and subsequent ones will be held in a wait list with the word ‘waiting’
added to their names -

0 You can move a user from the Waiting list to Approved by clicking on the [Pending]
status to reveal a drop down with options to select Approved, Withdrawn or Pending -
Pending

Approved
| Withdrawn

Note: Please be careful with changing Event Statuses as this triggers an email notification to

the specific user.

° (Pending):

0 A Pending Event status indicates that there have been more registrations than allowed
number of seats. All Pending registrations will have been warned about the event being
full.

0 An attendee in the Pending status will receive an email notification indicating their
Event status.

0 Any changes to the Pending event status will trigger an email alert the specific users. For
example if you change a Pending user to ‘Approved’ or even ‘In Progress’, eLeaP will
send an email alerting the user as to their new status.

0 You must first change a user’s Pending status to ‘Approved’ or ‘Withdrawn’ before you
or the system can automatically assign a course to them for completion purposes.

° m (Withdrawn):

0 A Withdrawn status is when you need to leave a user in the list of registered users but
yet indicate the user as no longer part of the active attendees.
0 You can change the ‘Withdrawn’ status to ‘In Progress’ or ‘Approved’.

Event Completion Status

Event Completion status refers to what happened to the registration and subsequent event attendance
and completion. Now that a user has registered for your event, are they:

""\
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° (In progress):

0 eleaP automatically assigns the associated Event course to your assigned users on the
day of the Event. This is how the system can help you track and document your Event
attendance and completion.

0 You can force the [In Progress] status change by clicking on the Status field and using
the drop down selector to choose the relevant new status; in this case In Progress.

Approved ¥

Pending

In progress
Withdrawn
Mo show

m (No show):

0 A No Show designation means the registered attendee failed to show up at the Event.
Use this to conduct your Roll Call.

0 You can change a No Show status to In Progress or even Completed should you decide
it is needed.

(Completed):

0 Setting a Completed designation or status is the final goal of your Event manager. Once
attendees complete the class and course, you may choose to finalize their status by
selecting the [Completed] design from the status option.

0 Ifacourse is created with a certificate of completion, a course completion certificate
can trigger a certificate release. Depending on the individual certificate settings in your
associated course, you might have to manually release certificates by clicking the red
icon € in the Certificate column.

= Please note that eLeaP will send a certificate release notification to the
completed user.

""‘\
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Sample Event Status
The illustration below shows a sample Event with the various statuses we discussed above.

. .
te la n La HOME COURSES USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS ECOMMERCE Samuelson, Donald »

Home | Events ' Social Media Policy Class

Social Media Policy Class

MANAGE EVENTS ASSIGNED USERS

© assign new users & Exportto Excal

No. Name Level Email Status Course Completion Certificate Insert Date
1. Eight, Crazy Trainee don@telania com [ Approved ] 06-26-2014
2. Griesel, Brandon Trainee telaniaweb@yahoo.com [ completea ] o 06-26-2014
3. Johnson, Andrew Trainee telaniam7@gmail.com [ Completed ] [ competes ] (] 06-26-2014
4. Johnson, Ben Traines stbenedictschoolcomplex@gmail.com 06-26-2014
5 Camey, Suadis Trainee don@captureleave.com 06-26-2014
6. Samsam, Dees Trainee prmdeals@gmail.com [ Withdrawn ] 06-26-2014

X unassiqn users from event

Total Users: 6
< backto Event

Event Reports

Your Event status displayed (see above) can also be downloaded or exported out of eLeaP. To download
your Event report, click € Exportto Excel from your Event Assigned Users screen.

Your Excel download will look something like:

A B | C | D E F
Full Name Level Email Event Status Certificate Date
Carney, Suadis Trainee Completed  NO 06-24-2014
Eight, Crazy Trainee Withdrawn NO 06-24-2014
Basalic, Adrian Instructaor Mo show MO 06-25-2014
Bass, Mihai Administrator In progress  NO 06-25-2014
Stafie, Silviu Administrator Approved NO 06-25-2014
Samuelson, Donald  Administrator Pending MO 06-25-2014
Griesel, Brandon Trainee Pending NO 06-26-2014

.
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Users

Selecting the USERS link on the menu bar displays the Users screen, illustrated below. Each user created
is displayed on a Users list, with their Name, Level, Email, Description and Date Created details shown.
You are also given the capability of setting a User’s Status as Active or Inactive. Users can be added to
the system manually, or imported from your computer, and you can export User Activity details from
the system to a local drive on your computer.

e@lj HOME  COURSES m USERGROUPS  TRAININGPATHS ~ QUIZRESULTS ~ FORUM  REPORTS  ECOMMERCE Parks, Paud >
Home Users
Users
DISPLAY USERS IMPORT USERS
Trainee v Select User Group  [w] Is Active? || T fitter
© add new user & Expont User Activity
No. [] Name~ Level Email Description Date Created Active
1. [ Captain, James Trainee  donatws@telania.com EE9299 11-08-2011 L
2 [J Ho Tmg Trainee ser7 @eleapuser com 1213:2011 o
3. [ Koowles Paul Trainee  userS@elespuser com 12-13:2011 )
4. [ One Uses Trainee userl@eleapuser.com mehow1 121132011 -]
5. [ Pascu John Trainee serf@eleapuser com 12132011 (]
6. [ Peters Lazarus Traines donatus@ppspublishers com Tst 02-21-2012 ]
7. [ rev vinod Trainee vinodrevi@gmail. com test trainer 10-29-2013 ]
8. [J Samson Don Jones Traines 1991-For Sample Course 12-13-2011 L
9. E Stoken_Michelle Trainee userl1@eleapuser com 12-13-2011 ]
10. [J Stram Robert Trainee  userd1@eleapuser com 12-13-2011 ]
1. [J Susan. Yahoo Trainee 02212012 o
12 O s y. CPP._ Charles Trainee 11-10-2011 (]
13 O Trainee  apitest@basalic ro 08-24-2012 o
" [ Traines  user4@elaapuser.com mehow3 10-06-2011 L
15. O Tw Trainee userd@eleapuser com mehow?2 10-06-2011 (]
Total Users: 15

You can filter which Users are displayed on the Users list by selecting a Level from the Levels list,
selecting a User Group from the User Group list, and or selecting either Active or Inactive from the Is

Active? list, and then clicking .
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Adding a New User

Clicking the add new user link on the Users screen allows you to add additional Users to the system. As
shown in the following illustration, the Add User dialog is displayed. Use the steps below to successfully
add a new User.

Home  Users

Add User

oy usER

v

Your User will immediately be sent their login information via email. Please make sure they have whiteksted office@eleapsoftware com

1. Select a title for the new User by making a selection from the Title list. Available options are Mr.,
Mrs., Ms.

Enter the new User’s first name in the First Name field.

Enter the new User’s middle name, if applicable, in the Middle Name field.

Enter the new User’s last name in the Last Name field.

Enter the new User’s email address in the Email field.

o v, wN

Select the new User’s access level by making a selection from the Access Level list. Available
options are Trainee, Supervisor, Instructor.
Enter a description for the new User, if desired, within the Description field.

% N

If you have set up Custom Fields for your account (see Custom Fields section), enter values for

these fields for the new User.

.
9. Click to add the new User to the system.
The new User will be added to the Users list on the Users screen. Additionally, a welcome email is
generated from office@eleapsoftware.com to your new user. This welcome email will contain

information for the new user to log into your training website. Please be sure to white list email
coming from ELEAPSOFTWARE.COM as vital information can be blocked or dumped in your bulk or

""\
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SPAM folder.

Note: You can create as many instructor, supervisor, and/or trainee accounts as you like. Just be sure to
assign the relevant Access Level to users when you create their accounts. Remember, you can also edit
user accounts later and change their Access Level settings.

Instructor Users

The INSTRUCTOR level is a secondary level whose functionality is very similar to that of an
Administrator.

INSTRUCTORS are, however, unable to access the COMPANY PROFILE menu or user group and course
information that they themselves have not created, or been granted access to by an Administrator.

INSTRUCTORS do have the ability to create additional users, including additional INSTRUCTORS. They
can also manage their own quizzes and courses in every detail.

For course collaboration, multiple INSTRUCTORS can be added to a single course.
Supervisor Users

The Supervisors account level enables organizations to provide management oversight for User Groups
and teams. When a Supervisor is created and associated with a User Group, they are able to access
completion reports for members of that User Group.

To access the User Groups they manage, Supervisors will need to click on [USER GROUPS] from the main
top navigation area. The Supervisor can then click on any listed User Groups to view completion and
tracking reports for members of that User Group.

Supervisors are able to download completion reports into Excel documents. They will also receive
notifications via email when course deadlines for managed Users and User Groups are expiring or have
expired.

F.a

Q.
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Home ' User Groups

User Group Activity: SUP Group 3

MEMBERSHIP

No. User Groupis)
1. SUP Group 3
2. SUPGroup 3
3. SUPGroup3
4. SUPGroup 3
5. SUPGroup3d
8. SUPGroup 3
7. SUPGroup 3
8. SUPGroup 3
9. SUPGroup 3
10. SUP Group 3

11, SUP Group 3

Name

Four, User
Four, User
Four, User
Four, User
Four, User
Four, User
Four, User
Four, User
Four, User
Four, User

Four, User

Editing Users

Select Course j

GROUPS YOU SUPERVISE

Course

Directly {course - user)
Via UG {course - ug)

TP - Directly (cp — user) - 1

1

o

- Directly (cp - user) - 2

TP - Directly Via UG (cp - ug) -
TP - Directly Via UG icp - ug) -
TP - Directly Via UG (cp - ug) -

TP - Directly Via UG icp - ug) -

1

2

1

2

Select Progress

: Fixed Deadline

: Fixed Deadline

Directly {course - user) : Fixed Deadline

Directly (course - user) : TP

Directly {course - user) : TP : another

Select Training Path j

Progress

‘BEELELLEELEELE

Quiz

 Passed

Uncompleted
NO Quiz
NO Quiz
NO Quiz
NO Quiz
NO Quiz
NO Quiz
NO Quiz
NO Quiz

NO Quiz

& Export to Excal
Quiz Completed Release Certificate Deadiine

02-10-2014 L

Clicking a User’s Name on the Users list within the Users screen displays the User Activity screen for
that User, as shown in the following illustration. As shown in the illustration, this screen displays the
Courses Created, Assigned Courses, Completed Quizzes, Completed Quizzes (SCORM), Assigned User
Groups and Assigned Training Paths for that User. You can filter what is displayed here by entering a
date range, either entering dates in the From and To fields, or using the Calendar icon to select those

»
dates, and then clicking .

N

Q0.
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Home = Users ~ Parks Paul = View actvily

Paul Parks - User Activity

user proFILE  ITHZRTS (V)4

Courses Created
No. Name

1. Technical Wrling 101
2. Techmicsl wiing 201

3. Technical wiling 201 : DUPLICATE

Assigned Courses

No. Name Created by Status
1. Access Course R, Vinod

2. Gefting Started With eLeaP Weobong, Don

3. Miresofl Word Training Weobong, Don

4. Technical Writing 101 Parks, Paul

5. Users R, Vinod

Completed Quizzes

There are no Compieted Quizzes

Completed Quizzes (SCORM)
There are no compleled SCORM courses
Assigned User Groups

No. Name Created by

1. November Students Parks, Paul

Assigned Training Paths

No. Name Created by
1. Don's Auto Repair Course Weobang. Don

TRAINING PATHS

Deadiine

nane

01-12-2014

none

none

QUIZRESULTS  FORUM

Quiz
NO Quiz
Uncompleted
Uncomplated
NO Quiz

Uncompleted

REPORTS  ECOMMERCE

Quiz Finished

Ma. of Members

4

Mo, of Courses.

4

Parks, Paul v

Help @

Last Login: 11.17:2013 & Downioad User Actrity

Number of Date Created  Active
Lessons
1 o 10-31-2013 L
2 (=] 11072013 L
1 (=] 11082013 o
Number of Lessons Date Assigned
2 1122013
1 1122013
2 1122013
1 1422013
2 11422013
Date Created
1-12:2013
Date Created
12:07-2011
< bask to Users

oacier tELANLA




eleaP Administrator’s Manual

Clicking the Download User Activity link allows you to download this information to your computer as

an Excel file. As shown in the following illustration, you can use the Open option to open the file

immediately, and then save it within Excel, or you can use the Save option to save the file to your

computer.

eleal

Home Users  Parks Paul

m v

wowe counses [[EERY vsencrours Tmammceaths  auzmesuts ronw  RepoTs  ecommence

Paul Parks - User Activity

Last Login: 11-17-2013

Parks, Paul v

Hop @

Courses Created
No. Name Number of Quiz Date Created  Acti
Lessons Available
1. Iechnical Wifing 101 1 o 10-31-2013 ]
2 I 1 1 2 o 11-07-2013 o
3. Technical Wriling 201 - DUPLICATE 1 o 11-08-2013 o
Assigned Courses
No. Name Created by Status Deadline Quiz Quiz Finished Number of Lessons. Date Assigned
1. Access Course R, Vinod noa 2 114122013
2. Getling Started With cleaP Weobong, Don 01122014 Uncompleted n 11-12-2013
3. Microsofl Word Training Weobong, Don none Uncomplated 2 11422013
o el D you want to apen o1 save Users Activity.ds (500 KE) from eleapdemo.eleapdev.com? Open || e Concel | x ! i)
The following illustration shows the file open in Excel.
icrosoft Excel
Home | Insert  Pagelayout  Formulas  Data  Review  View  Addins  Acrobat &
= [ —
I - 0 .. = T = X AutoSum ~
4 - A = Wrap Text General - L | I
B R IE T EEE s .
Paste - . = A SE B G .o «@ .00 Conditional Format Cell  Insert Delete Format Sort & Find &
- & @ 71 J i ElMerge & Center $ % ¢ [ W5 Formatting = as Table = Styles = - - - &2 Clear ~ Filter = Select =
Clipboard 1 Font F Alignment 5 MNumber IF] Styles Cells Editing
Al - Jx | No. v
@Copy_of_Users_Activity—S [Compatibility Mode] o B R
A B c [ E F G H ] =
1 [ No. Course Full Name Email Description Assigned Date  Deadline Progress [%] Completion Date Quiz G
2 1 Microsoft Word Training : DUPLICATE Ho, Tracy user7@eleapuser.com EE2154 CA 10-31-2013 - In Progress [23 %]
2] 2 Another scorm simple - DUPLICATE Ho, Tracy user/@eleapuser.com EE2154 CA 11-05-2013 12-25-2013 Completed 11-06-2013
4 3 Another scorm simple : DUPLICATE : DUPLICATHo, Tracy user7@eleapuser.com EE2154 CA 11-06-2013 - Completed 11-06-2013
5 4 Another scorm simple - DUPLICATE - DUPLICATHo, Tracy user7@eleapuser.com EE2154 CA 11-07-2013 05-07-2014 Quiz not completed [100 %]
6 5 Another scorm simple : DUPLICATE : DUPLICATHo, Tracy user7/@eleapuser.com EE2154 CA 11-07-2013 - Completed 11-07-2013
7
8
9
10
11
12
13
14 L
15
16 |
71 =
4 4 » ¥| Report 2 HER| m » [
Ready |EOom e 00— |
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Selecting the USER PROFILE tab displays the View profile screen for the currently selected User, as
shown in the following illustration. In addition to the options described within the Editing Your Profile
Fields section of the document, you can add Notes, and upload a File to attach to those Notes for the
User, set a new Password for the User, and resend Email Confirmation for the User. You can also delete

the picture associated with the Profile, replace that picture with another, or edit the User Profile fields.

e]é\a/lj HOME counszsm USER GROUPS  TRAINING PATHS ~ QUIZRESULTS FORUM  REFORTS  ECOMMERCE Parks, Paul v

Home  Users

Paul Parks - User Profile

usen pronLE m e

Paul

Farks

Paul_A_Parks@cox net

Adminisirator
Steel Biue

VES

Notes for Paul Parks
Add documents, fles or notes for Paul Parks. You can make these fems visible to the user.

& ypigad 3 file with this note

11s visible to the user

v Add note

Set new password for

Ta set a new password for Parks, Paul , complete the form below. You need to communicate this new password to Parks, Paul

« Set password

Resend email confirmation

Ta ro-send or email account access information fo this user, chck the Resend Email Confimmation bistion below. Piease nol that this aciion wil resull in @ new password being generaed for tis user.
Make sure your users have whilelisted our emad office ele apsofiware. com

+ Resend email confirmation

€ back to Users
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Deleting Users

Selecting the check box for a User on the Users list, and then clicking * remove selected users g)lows you
to remove that User from the system, as shown in the following illustration.

e&_dl3 HOME  COURSES m USERGROUPS  TRAININGPATHS ~ QUIZRESULTS ~ FORUM  REPORTS  ECOMMERCE Parks, Paud >

Home = Users

Users

DISPLAY USERS IMPORT USERS

Trainee ﬂ Select User Group ﬂ Is Ar:livr:’?ﬂ T filter

© add new user & Expont User Activity

No. (] Name~ Level Email Description Date Created Active
1. [0 Captain, James Trainee donatus@elania.com EES299 11-08-2011 (]
2. [J Ho Tracy Trainee i r.com 12-13-2011 (]
3. [ Knowles Paul Trainee userS@eleapuser com 12132011 []
4. [ One User Trainee userl@eleapuser.com mehow1 121132011 (]
5. [0 B hn Trainee el Lcom 12132011 (]
6. [ Psters Lazarus Traines  donatus@ppspublishers com Tst 02212012 L]
7. [ rev vinod Trainee vinodrevi@gmail. com test trainer 10-29-2013 L]
8. [ Samson Don.Jones Trainee mson@ el Ware com 1991-For Sample Course 12-13-2011 (]
9. [0 Stoken. Michelle Trainee  userll@eleapuser com 12-13-2011 ]
10. [J Stram Robert Traines  userd1@eleapuser com 12-13:2011 L]
1. [ Susan Yahoo Traines  lelaniaveb@yahoo com 02212012 (]
12. [ Sweeney. CPP. Charles Trainee  supporiffieleapsofiware com 11102011 ]
13 B test api Trainee apitest@hasalic ro 08-24-2012 o
14. [] Three User Trainee userd@elaapuser.com mehow3d 10-06-2011 [-]
15. [] Two.User Trainee ser Jeapuser.com mehow2 10-06-2011 (]
* remove selected users
Total Users: 15

Before performing the deletion, a warning message is displayed to ensure that is your intention, as

QK
shown in the illustration below. Click to proceed with the deletion, or click

Cancel .
to cancel the deletion process

.
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0 Are you sure you want to delete the selected Users? You will loose all

tracking data asscciated with deleted Users! Continue?

AW
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Importing Users

Do you have to create user accounts for multiple users? With eLeaP™, you don’t have to go through
the hassle of creating each account one at a time. Use the Import Users feature to accomplish this
task. Selecting the IMPORT USERS tab on the Users screen displays the Import Users screen, as shown
in the following illustration.

e@lz HOME  COURSES m USER GROUPS  TRAINING PATHS ~ QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Farks, Paul ¥

Home  Users

Import Users

DISPLAY USERS IMPORT USERS

To import users into your account, click here to download our easy to use template (Excel format)

Complete and save this template, then click "upload batch file” to import your users.
Your Users will immediately be sent their login information via email. Please make sure they have whitelisted office@eleapsoftware.com

@ upioad baich fle

To import users into your account, select the click here link to begin the Import Process. As shown in the
following illustration, you are presented with a dialog that allows you to either Open, Save or Save As
the bulk_users.xls file.

V.
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What do you want to do with bulk_users.xls?

Size: 23.0 KB
From: eleapdemo.eleapdev.com

< Open

The file won't be saved automatically.
& Save

% Save as

Selecting the Save option will download the file to your computer, where you can open it in Excel to add
the Users that you would like to import. As shown in the following illustration, the bulk users file
provides you with First Name, Last Name, Middle Name, Email and Is instructor columns of potential
User information. Enter each User’s information in their respective fields, changing the Is instructor
column data from 0 to 1 if the User will be an Instructor. If you have enabled Custom Fields for your
account, you can also import the data for these fields. Simply add the names of your fields as additional
headers in the import file, and the respective values for your Users. When finished, save the file for
uploading to the system. Since the file opened in Read-Only mode, click OK when Excel displays the
Save a Copy dialog, and then name file within the Save as dialog and click Save.

.
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icrosoft Exce

File Home Insert Page Layout Review View Add-Ins Acrobat

= 4 R
L_j : Arial T A A=
Pn‘sle -\; B I U~ G- O - A. =

Clipboard % Font

Formulas Data

S Wrap Text General

oo
%

=42 EMergeacenter § v % o

Alignment Number

R LS

+8 49 | Conditional Format

Tie =0

Formatting * as Table  Styles ~

Styles

Sort & Find &
<27 Fiter~ Select~

Cells Editing

Cell Insert Delete Format

Al i - J | First Name

& bulk users [Read-Only] [Compatibility Mode]
4] A B =
1 [Grst Name  lLast Name Email
2 il Jones Lbjones@yourcompany com
Smith jsmith@yourcompany.com

Green 2green@yourcompany com

D E

Middle Name Description

F
Is instructor

cococococococoococoococoocooo0 4

To make User an Instructor, change to 1

e R O ———

Now you can return to the IMPORT USERS tab and select the upload batch file link, as shown in the

following illustration.

eleaP

Home = Users
Import Users

DISPLAY USERS IMPORT USERS

To import users info your account, click here fo download our easy to use lemplate (Excel format)

Impont users

Complete and save this template, then click “upload batch file” to import your users.

@ upioad baich fle

Fowered by
Leal’

Your Users will immediately be sent their login information via email. Please make sure they have whitelisted office@eleapsaftware.com

HOME  COURSES m USER GROUPS ~ TRAINING PATHS ~ QUIZRESULTS  FORUM  REPORTS  ECOMMERCE

Parks, Paul >

As shown in the following illustration, the screen expands to display an Upload File field. Click

Browse...

AW
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Home = Usefs  Impo
Import Users

DISPLAY USERS IMPORT USERS

To import users info your account, click here fo download our easy to use lemplate (Excel format)

Camplete and save this template, then click “upload batch file” to import your users.

@ upload balch file
Upload File

[ Biowse...

& Upload File % cancel

gt aws and internas

TRAINING PATHS ~ QUIZRESULTS ~ FORUM  REPORTS  ECOMMERCE

Your Users will immediately be sent their login information via email. Please make sure they have whitelisted office@eleapsoftware.com

Parks, Paul =

The Choose File to Upload dialog, illustrated below, is displayed. Navigate to the location on your

computer where the file is located, select it, and then click

@ = 1 . » Computer » Local Disk (C:) » eleap

Organize = New folder

" MName

4 Libraries

J images
@ Docurnents . ?

Open

v G

Date modified

11/12/2013 7:56 AM
11/6/2013 11:19 AM

Search eleap

Type

File folder

Microsoft Word 8...

3,518 KB

J‘ Music admin-guidad

bulk_users

[ Pictures

11/12/2013 7:50 AM

Microsoft Excel 97...

31 KB

ecommerce-admin-guide3
eleap Users Manual
@ eleaplmsadministratorguide
@ eleaplmsinstructorguide
Table of Contents

B8 videos

& Homegroup

18 Computer
£, Local Disk (C:)
s RECOVERY (D:)
o Toshiba Canvio b

trainee-guided

w

11/6/2013 11:21 AM
11/12/2013 7:57 AM
11/4/2013 11:13 AM
117472013 11:20 AM
11/4/2013 12:45 PM
11/6/2013 11:20 AM

Microsoft Word 8...
Microsoft Word D...
Adobe Acrobat D...
Adobe Acrobat D...
Microsoft Word D...
Microsoft Word ...

2,358 KB
13,004 KB
1,969 KB
2,820 KB
12 KB
2211 KB

File name: | bulk_users

v ‘ | Al Fites )

oacier tELANLA
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As shown in the following illustration, the file now populates the Upload File field and you can now click

& Upload File .
to upload it to the system.

e@/l: HOME  COURSES m USER GROUPS  TRAINING PATHS ~ QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Parks, Paul»

Home = Users

Import Users

DISPLAY USERS IMPORT USERS

To import users into your account, click here to downlaad our easy to use template (Excel format)

Complete and save this tempiate, then click “upload batch file” to import your users,

Your Users will immediately be sent teir login information via email. Please make sure they have whitelisted office@eleapsoftware.com

& upioad batch fle
Upload File

[ceLeaptouik_users xis Browse..
& Upload File % cancel

The Processed Users screen, illustrated below, is displayed, confirming that your imported Users have
been added. If importing these users has pushed you past the maximum number of Users based on your
price plan, as shown in the message on this example screen, please contact billing@eleapsoftware.com.

e@/l: HOME  COURSES m USER GROUPS ~ TRAINING PATHS ~ QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Parks, Paul >

Home

Processed Users

DISPLAY USERS IMPORT USERS

You have feached the maximvum number of Users Tor your pricing pian. Contact Billng at biling@eleapsomware com of call 502-439-3267

* cancel

No. Name Level Email Description
1. Jones Bl Instructor  bjones@yourcampany com

2. Smith Jane Trainee  jsmith@yourcompany.com

3. Green Allan Tranee  agreen@yourcompany com

.
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Updating Users through Import

When importing users, if the “update info for existing users from the list” box is checked, then you can
update information for many existing users at once.

Note: if a field is left blank in the import file, it will make that field blank in the system. If you do not
wish to overwrite existing data for a user, make sure that data is included in your import file!

Custom Fields

Selecting the Custom Fields tab on the Users screen will allow you to manage custom profile fields in

your account. Use the © add new field [ink on the right side of the page to create a new Custom Field.

Submit
Simply enter the name of the new field into the text box, then click - to save your work.

After adding a Custom Field, you will be able to populate that field through the Add New User, Edit User
Profile, and/or Import Users functions.

Filtering

You can use your Custom Fields to filter lists of Users. On the main Users screen, for example, you can
click on the “Show custom fields filters” link below the Name field in the filtering area to access these
filters. Select which field you want to filter by, the condition you want to use in your filter, and then
enter a value for the filter. Press the Filter button to apply. You may use multiple filters at one time. You
will find these filters on most reports and assighment pages.

e@/l HOME COURSES m USER GROUPS TRAINING PATHS QUIZRESULTS  FORUM  REPORTS ECOMMERCE o Bougher, Jamie

Home Users

Users

DISPLAY USERS IMPORT USERS CUSTOM FIELDS SMART ASSIGNING Help ©

Select Level v Select User Group v s Active? v T filter

Custom Filters:

Region v Is equal to v North America
Job Title v contains v Tester
Select Custom Field v is equal to
© add new user & Export User Activity
No. Name - evel Email Description Region Job Title Date Created Active
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Smart Assigning

The Smart Assigning feature is a powerful tool that allows you to micro-target your Course, Training
Path, and User Group assignments based on the contents of your Custom Fields.

After you create your first Custom Field, the Smart Assigning tab will appear on the Users screen.
Clicking on the tab will open up the Smart Assigning menu. The page is divided into two areas: at the top
are menus and fields that will let you design a new Smart Assigning Rule. Below that are listed any
already-existing Rules.

e@/l HOME COURSES USERS USER GROUPS TRAINING PATHS QUIZRESULTS FORUM REPORTS ECOMMERCE Bougher, Jamie »

Home Users

Assigning Rules

DISPLAY USERS CUSTOM FIELDS SMART ASSIGNING Help @

Add new Assigning Rule

The User has Select Custom Field v s equal fo Assign this Select type

No. IF THEN Active Date Action
1. Users Reglon contains “america Assign this user group: All Current Empioyees o 03/10/2016 ® execule X gelste
2. User's Job Title is equal to “Tester Assign this course: Training 101 o 03/18/2016 ® axecute X delete

[ 2

Creating a Smart Assigning Rule

Every Smart Assigning Rule has two components: an “IF” part and a “THEN” part. The “IF” part of the

Rule tells eLeaP the conditions that the Rule applies to. The “THEN” part of the Rule tells eLeaP what to
do when the IF conditions are met.

Step One: Create Your IF

s Select Custom Field v
e Use the “Select Custom Field” drop-down menu to select a Custom Select Custom Field

Field whose contents you want to use as a condition for your Rule. & 75
e Select the strength and direction of the condition. By default this v|| Isequalto "
field displays “is equal to”, but you can also choose “is not equal to”,

“contains” and “does not contain” when creating your Rule.

is equal to
is not equal to

does not contain
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e Enter the value you want the system to look for.

North|
Example: | choose my “Region” Custom Field, “contains”, and then enter
“North” for my value. So the IF part of my rule says “User’s
Region contains ‘North’”. This Rule would catch Users with both Users Region contains "North”
“North Carolina” and “North Dakota” in their Region field.
Step Two: Create Your THEN
Assign this Select type v
e Use the “Select type” drop-down menu to choose between
«“ ” ow A ” “ ” Course
Course”, “Training Path”, and “User Group” for what type of Training Fath
assignment action you want the Rule to do for you. | User Group
e After you select a type, a new drop-down menu will appear
with the list of existing Courses, Training Paths, or User Groups in your Select course v
. [ Select course
system (depending on what type you chose). Our First Course
;
e Select an item from the new drop-down menu. I g
e Click the “Add Rule” button to finish the process. ?2%2%;31031
Example: | choose “Course” from the first drop-down ey Lraining 201

menu. Then from my list of available, active Courses that appears, | choose “Getting Started With
elLeaP”. So the THEN part of my rule says “Assign this
course: Getting Started With eLeaP”. Assign this course: Getting Started With eLeaP

Step Three: Using Your Rule

There are two ways a Rule can run. It can run in the background, checking every new User and edited
User to see if they qualify for its conditions. Or, it can be run on a one-time, “check everyone” basis. Or
you can use these two ways in tandem.

e To have your rule run in the background on new and changed Users, make it Active by

O
clicking the “Activate” icon next to your rule (it looks like a little red circle with a white “x”
through it).
e To have your rule check all existing Users on a one-time basis, use the “execute” link ® ;
execute

for that Rule.
If there are large numbers of Users in your account (1000 or more), clicking the “execute” link make take
a few minutes. The page will refresh and display a notification when the process is complete.

Advanced: Multiple IFs/THENs

If you’ve already created one or more Rules, you probably noticed that when you choose a Custom Field
or assignment Type, another set of drop-downs appear automatically. This is so that you can create
more complex Rules.

.
a product of te l.a n l.a



eleaP Administrator’s Manual

eleal’

Home

Assigning Rules

DISPLAY USERS IMPORT USERS CUSTOM FIELDS SMART ASSIGNING

Add new Assigning Rule

HOME COURSES USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS ECOMMER

Users

IF THEN
The User has Job Title v | isequalto v || Value Assign this Course v Getting Started W~
| AND v || Select Custom Field v || isequalto ¥ || value And this Select type v x
No. IF THEN Active Date
1. User's Region contains "america” Assign this user group: All Current Employees (] 03M10/2¢C

On the IF side of your Rule, you have the option to determine whether your additional conditions use
“AND” or “OR” when they are evaluated by the system. Let’s look at some examples to see how this
works:

Using AND

For our first example, let’s set up a Rule that has two conditions
User's Region contains "North”

AND
Users Job Title is equal to "Tester”

on the IF side, with the second one added as an “AND” condition
— this just means | make sure that the first drop-down menu on
the second condition shows “AND” (which is the default). I'll use
“Region contains North” for my first condition, and “Job Title is equal to Tester” for my second
condition. This means the IF part of my Rule reads like this:

User’s Region contains North AND User’s Job Title is equal to Tester.
So this Rule will only apply to Users who meet both of the specified conditions.
Using OR

To demonstrate “OR”, I'll use the same conditions. What I'll do differently is select
“OR” from the drop-down menu at the front of the second condition. Once again, I'll

The User has R

use “Region contains North” for my first | AND v | Se
User's Region contains "North” condition, and “Job Title is equal to Tester” for
OR

OR
User's Job Title is equal to "Tester”

User’s Region contains North OR User’s Job Title is equal to Tester.

OV

my second condition. So now the IF part of my
Rule reads like this:

Q0.
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So this Rule will catch Users who meet either of the specified conditions.

That’s really all there is to it. Try mixing and matching ORs and ANDs for some really micro-targeted
Rules.

Exporting User Activity

Selecting the Export User Activity link on the Users screen allows you to export all User Activity for
Users displayed on the Users list to your computer. As shown in the following illustration, you are
presented with the option to Open or Save the Users Activity.xls file to a local drive on your computer
(this prompt can look different depending on your browser, or you may see no prompt at all if you have
your browser set up to take an action automatically).

A
e@l: HOME  COURSES m USERGROUPS ~ TRAINING PATHS ~ QUIZRESULTS ~ FORUM  REPORTS  ECOMMERCE Parks, Paul»
Home  Users
DISPLAY USERS IMPORT USERS
Heo @
Select Level [V Select User Group || Is Active? v T filter
© add new user @ Exporl User Aciivty
No. [] Mame~ Level Email Description Date Created Active
1. [ Basslic Adrian Agministrator adrisn@hasalic 1o tester 12082011 ]
2 [J Captain. James Trainee donatus@telania com EE9299 11-08-2011 (]
3. [0 Guesel Brangen nstructor  userdi@eleanyser com 12432011 o
4. [ HoTrag Trainee user7@eleapuser.com 12132011 ©
5 [0 Knowles, Paul Trainee userS@eleapuser.com 12132011 ]
O Trainee useri@eleapyser.com mehovr1 12:43:2011 ®
[ Administralor Paul A Parks@coxnst 10312013 e
Trainee userb@eleapuser.com 12132011 ©
Trainee donatus@ppspublishers com Tst 02-21-2012 ]
10. [ aex instructor _testimsims@vahoo.com 11-05:2013 ®
1. O B.Vinod D you want to apen or save Users Activity.xs from eleapdemo.eleapdev.com? Open Save v Cancel 10:28-2043 e v

Once you have downloaded the file, it is displayed within Excel, as shown in the following illustration.
The Course, Full Name, Email, Description, Assigned Date, Deadline, Progress, Completion Date, Quiz
Completed, Quiz Score, Quiz Pass Score, Quiz Max Score, Quiz Status, Quiz Completion Date, User
Groups(s) and Active/Inactive details for each User/Course combination on the User Activity list is
displayed.

""\
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Microsoft Excel

Home  Inset  Pagelsyout  Formulas  Data  Review  View  Addns  Acrobat o'
AL - £ Mo, 2
@] Users Activity [Protected View] = @ B
A B c ] E F G H E
T | Course Full Name Email Description  Assigned Date  Deadline Progress [%] Comp ™
2 1 Another scorm simple Basalic, Adnan adnan@basalic ro tester 11-01-2013 - Not started
3 2 Instant HR Policies Employee Handbook Captain, James donatus@telania com EE9299 05-24-2012 - In Progress [8 %]
4 3 Testing SCORM Captain, James donatus@telania com EE9299 11-01-2013 - Completed 11
[ 4 Testing SCORM : DUPLICATE Captain, James donatus@telania.com EE9299 11-01-2013 - Quiz not completed [100 %]
6 5 Testing SCORM : DUPLICATE : DUPLICATE  Captain, James donatus@telania com EE9299 11-01-2013 - Quiz not completed [100 %)
7 & Another scorm simple Captain, James donatus@telania.com EE9299 11-01-2013 - Quiz not completed [100 %] E
8 7 Getting Started With eLeaP R. Vinod vinod_rev@yshoo.com 10-29-2013 12292013 In Progress [100 %]
9 8 SaaS R, Vinod vinod_rev@yahoo.com 10-29-2013 11-01-2013 Completed 10
10 9 SaaS - DUPLICATE R, Vinod vinad_rev@yahoo com 10-31-2013 11-01-2013 Completed 10
n 10 SaaS rev, vinod vinodrev@gmail com test trainer 10-23-2013 11-01-2013 Completed 10¢
12 11 Saa$S - DUPLICATE rev, vinod vinadrev@gmail com test trainer 10-31-2013 11-01-2013 Completed 104
13 12 Getting Started With el eaP Susan, Yahoo telaniaweb@yahoo com 11-01-2013 01-01-2014 Quiz not completed [100 %]
" 13 Testing SCORM Susan, Yahoo telaniaweb@yahoo. com 11-01-2013 - Completed 11
15 14 Tasting SCORM : DUPLICATE Susan, Yahoo telaniaweb@yahoo.com 11012013 - Quiz not completed [100 %]
16 15 Another scorm simple Susan, Yahoo telaniaweb@yahoo.com 11-01-2013 - Completed 11-
17 16 Instant HR Policies Employee Handbook Weobong. Don demo@eleapsoftware.com 06-11-2012 - Completed 0=
W 4 » M| Report M« (20}
Ready | | [EI0 0 too% (o) O

User Groups

Use our simple User Groups feature to organize your users into manageable groups. Selecting USER
GROUPS on the menu bar displays the User Groups screen, illustrated below. User Groups that you
create are displayed on a User Groups list, with a group’s Name, Description, Created by, Members,
Date and Active details shown. The User Groups list can be filtered by entering a User Group Name from

T Filt
the User Group Name list and then clicking .You can add additional User Groups by clicking the

add new User Groups link at the right-hand side of the screen. Clicking on a User Group Name allows
you to add members to the User Group. Additionally, you can edit an existing User Group by clicking the
edit link within the Action column. You can also delete an existing User Group by clicking the delete link

within the Action column.

.
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e&a—‘l/) HOME  cOURSES  USERs IDSHCGITER TRAINING PATHS  QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Parks, Paul »

Home

User Groups

DISPLAY USER GROUPS USER GROUP ACTMITY

Help @
T Filter

© add new user qroup

No. Name = Description Created by Members Date Created Active Action
1. April Students Weobong, Don 9 12072014 ] # edit x dalete
2. Cliy of Harmisonburg WWeobong, Don 0 12152011 o & odit % gelele
3. Weobong, Don 3 11-10-2011 (<] Z edit % gelete
4 Test R, Vinod 3 10-20-2013 L] O gdit % dalste
5 WWeobong, Don 4 11-16:2011 ]  odil % dalele
6 Wecbong, Don 2 08-23-2011 L]  edit X delete
7. Weobong, Don [ 11-28-2011 -]  edit % dalele
12 i5VIBE Weobong, Don 2 11-09-2011 ]  gdit % gelete
8. Novem Students Enrolled in the Technical Writing Course Parks, Pau 7 11012013 -] o edit x delete
0. gecondug 'Weobong, Don 3 10-21-201 ] & gait % gdeiete

Total User Groups: 10

Note: You can add and delete members to/from a User Groups. Just click on the specific User Groups
you want to manage or edit.

Note: Create a test User Group for your courses and quizzes. First deploy your courses, assessments,
etc., to this User Group before deploying it to the entire company or learning group. This way you can
make changes if needed.

Note: You can ‘reuse’ an existing User list to create new User Groups. While the system won’t re-create
new accounts for re-uploaded names, the system will add the names to the new User Group. So if you
want to create a new User Group using an existing list, simply upload the list into the new User Group.
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Adding a New User Group

Clicking the add new User Groups link on the User Groups screen displays the Add User Group screen,

as shown in the following illustration. Use the steps below to successfully add a User Group to the

system.
e]@l/—) HOME  COURSES  USERS TRAINING PATHS ~ QUIZRESULTS ~ FORUM  REPORTS  ECOMMERCE Peta, Paul
Home

User Groups

DISPLAY USER GROUPS USER GROUP ACTIVITY

Add User Group

Y Fiiter

Description Created by
Weobong, Don
Weobong, Don
Weobong, Don

Test R, Vinod
Weobong, Don
Weobong, Don
Weobong, Don
Weobong, Don

Students Enrolled in the Technical Writing Course Parks, Paul

Weobong, Don

Total User Groups: 10

Members

W NN e N A N oW

12-07-2011
12-15-2011
11-10-2011
10-29-2013
11-16-2011
09-23-2011
11-28-2011
11-09-2011
11-01-2013

10-21-2011

Active

(<]

0 00 000O0CO0O0

N

N

N

N

N

N

N

N

N

B

® Pl P e e | | |p
E B B B EBEEBIEIR B

1. Enter a name for the new User Group within the Name field.

2. Enter a description for the new User Group within the Description field.

Submit
3. Click . The new User Group will be added to the User Groups list, alphabetically.
Note: To activate your new User Groups, you can either select the [Active] is [Yes] option in the

User Group Details screen or just click on the red [x] in the Active column in the User Groups

screen to turn it into a green active checkmark.

.
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Adding Members to a User Group

Once you have created a User Group, you will need to add members to the group. This is accomplished
by clicking the User Group’s name on the User Groups list. The User Group Details screen, shown in the
following illustration, is displayed. Use the steps below to successfully add a member to a User Group.

e ea I) HOME  courses users [IESEUGIELM TRAINING PATHS  QUIZRESULTS  FORUM  REPORTS  ECOMMERCE

Home (™

November Students

(SPLAY USER GROUPS user GRoup ACTIVITY

Members

1. Click the add new members link in the bottom right-hand corner of the screen. A list of available
Users is displayed, as shown in the following illustration. Select the check box for each User on

the Users list that you want to add as a Member to the User Group, and then click .

V.
a product of te I.a n I.a



eleaP Administrator’s Manual

e]@a_/lj nowr  coumscs  ustRs | CSTIEID | TRAMMLEATUS  QUZRCSULTE  fOMUM  REFORTS  CCamMERCE [

November Students

LIUPITE PN MEMBERSHIP | USER GROUP ACTIVITY

Name Select Access Level[w] Select User Group [v]

o [ Mame~ Level Email Insen Date Active
1. B Basalic Adian Adminisirator adrian@basalic 1o 12.08-2011 ©
z O un, Jamm Tranes donams@eiania com 11-08-2011 °
3. [ onesel Arangon Instructor userageleapuser com 12-13-201 °
4 [0 o Tracy Traines user7@eieapuser com 12432001 ©
5. [ Koowes Pay Tesinee users@eieapuser com 12-13-201 °
6 [ Oneuse Tesinee useri@eleapuser com 12.13:201 ©
7. o Pams Pau Administrator PaULA_Parks@cox net 10-31-2013 L
8 [ PascuJonn Trainee users@eiespuser.com 12-13-201 L
9. [ Petar L Trainee donatus @ppspublishers com 02-21-2012 <
10 [ A Instructar testimsime@yahaa com 11-052013 L
1. [ R.Vined Administrator wnod_rev@yaheo com 10282013 ©
12. [ rev. vinod Trainee vinodrevi@gmail com 10-29-2013 o
13. [ Samsoe Don Jones Traines samsang@eleapsatwara com 12132011 <
14. B4 ssvstems John Instructor lonsysstems@eleapsuser com 06-04-2012 <
15, [ sStokon michaie Trainoo usert1@eleapusar com 12132011 L
16, [ Stam Rober Trainea userd1@eleapuser com 12132011 o
17. [0 Susan. Yahoo Trainee telaniaweb@yahoo com 02-21-2012 <
8. (] Sweeney CPP_Chares Trainee suppon@eleapsonware com 1102011 °
8. [ testapi Trainee apitest@basalic o 08242012 o
. O m . Tranes user4geleapuser com 10-06-2011 °
add seiected
Total Users: 23
< Previous 2 Mext ¥

< pack to Usar Group

As shown in the following illustration, the Users you have selected are added to the User Group.
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e]@lz HOME  COURSES USERs [IDSHCGITEN TRAINING PATHS — QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Parks, Paul =

Home = UserGroups v P

November Students

LEVARTE LGN MEMBERSHIP | USER GROUP ACTIVITY

Nevember Students

Stugents Enrolied in the Technical Writng Course
YES

Parks, Paul

11-01-2013

Import Users.

To import Users into this User Group, click here to download our easy to use tempiate (Excel format)
Complete and save this template, then click ‘upload batch file’ to import your users.
Your Users wil immediately be sent their login information via email. Please make sure they have whitelisted office @eleapsofiware com

@ upload batch file

Members

The selected users have been added lo this group

Name Select Level [v] Is Active?[v]

© add new mambers

No. [] Mame~ Level Email Description Member From
1. O pasaiic agrian Administrator adrian@basalic.ro tester 11-12-2013
2 O Parks, Paul Adminisrator Paul A Parks@cox net 1122013
3. O peters, Lazarus Trainee gonatus@ppspublishers com Tt 11-12-2013
4. U soystems, jomn Instructor onsyssiems Peleapsuser com 1122013

% (emove users from group

Total Members: 4
< back o User Groups

You can remove Members from the User Group at any time by selecting their check box on the
Members list and clicking the remove users from group link. Additionally, you can send an email
to any of the Members of the User Group by clicking their Email link.

2. Optionally, you can import users/members by selecting the click here link within the Import
Users portion of the screen. Please refer back to the Importing Users section of the document

for details on how to import users into the system.

AW
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Editing a User Group

To edit an existing User Group, click the edit link for the group on the User Groups list within the User
Groups screen. The Edit User Group screen, illustrated below, is displayed. Simply make any

modifications necessary within the Name and/or Description field and then click E to save your
changes to the system.

e@ll) HOME COURSES USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS ECOMMERCE Parks, Paul v
Home User Groups
User Group
DISPLAY USER GROUPS USER GROUP ACTIMITY
Edit User Group
November Students
Students Enrolied In the Technical Writing Course
m e

Deleting a User Group

To delete an existing User Group, click the delete link for the group on the User Groups list within the
User Groups screen. As shown in the following illustration, the system displays a warning message

before performing the deletion. Click to proceed with the deletion or click

Cancel .
to cancel the deletion process.
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0 Are you sure you want to delete this user group?

Membership

Selecting the MEMBERSHIP tab on the User Groups screen displays the Your Membership screen,
illustrated below. This screen will show you any User Groups that you are a Member of. You can filter
what is displayed on the list, if necessary, by entering a group’s name within the Name field and clicking

T Filter
e‘l@E HOME COURSES USERS TRAINING PATHS QUIZ RESULTS FORUM REPORTS ECOMMERCE Parks, Paul v
Home = UserGroups = Membershiy
Your Membership
DISPLAY USER GROUPS MEMBER SHIP USER GROUP ACTIVITY
No. Name Description INSUUCIONs Members Date Created
1. November Students Students Enrolled in the Technical Writing Course Parks, Paul 4 11-01-2013
You belong to 1 User Groups
User Group Activity

Selecting the USER GROUP ACTIVITY tab on the User Groups screen displays the User Group Activity
screen, illustrated below. This screen displays the current activity for each Member of User Group on a

AW
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User Group Activity list. A User’'s Name, Course, Progress, Quiz, Quiz Completed, Release Certificate
and Deadline details for a User and Course. You can filter what is displayed on the User Activity list by
selecting a User Group from the User Group list, selecting a Course from the Course list, or by defining a
date range using the Calendar icon to select the beginning and end date for the range or by manually

entering those dates, and then clicking .

N
Hame User Groups
User Group Activity
e
Select User Group [] Select Course ﬂ TFilter

& Expor o Excel

No. User Groupls) Name Caurse Frogress Quiz Quiz Completed Release Certificate Deadline
1. Hired 11-16-2011 Weobeng Don Instant HR Policies Employee Handbook m NO Quiz - - none
Louisvs Ky
second ug
2. Hired 11-16-2011 Weobong, Don Microsoft Word Training [ cCompleted ] [ Passed ] 10-29-2013 - none.
Louisvisi - KY
second ug
3. Hired 11-18-2011 Weobeng, Don Getling Staried With eleaP [ Completed ] [ Passed ] 10-31-2013 L 01-01-2014
Louisville - KY
second ug
4. Hired 11-16-2011 Wesbong, Don 5228 [ completes ] HO Guiz
Lousisvie - KY
second ug
5. Hired 11182011 Weobong, Don Technical Wiiting 101 NO iz none
Louiwvlle - KY
socond ug
6 Hied 11182011 Woobong, Don Aaother scom simpla P Compieted [Possed 11042013 - none
Lousisvie - KY
nnnnn d vg v

Exporting User Group Activity

Selecting the Export User Activity tab on the User Groups screen allows you to export all User Activity
for the User Groups displayed on the Users Groups list to your computer. As shown in the following
illustration, you are presented with the option to Open or Save the User Groups Activity.xls file to a
local drive on your computer.
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~
e@E HOME COURSES USERS TRAINING PATHS QUIZ RESULTS FORUM REPORTS ECOMMERCE Parks, Paul v
Home  User Groups 3H0UpS Act
User Group Activity
DISPLAY USER GROUPS MEMBERSHIP USER GROUP ACTWITY
Select User Group [w] Select Course v From = To
No. User Group(s) Hame Course Progress Quiz Quiz Completed Release Certificate
1. Hired 11162011 Weobong, Don Instant HR P my Hi NO Quiz - - none
Loutsville - KY
second ug
2. Hired 11-16:2011 Weobong, Don Microsof Ward Training P Passed ) 10202013 . none
Loutsville - KY
second ug
3. Hired 11-16-2011 Weabang, Don Gaffing Started With el eaP Completed [ Passed ] 10-31-2013 L] 01-01-2014
Louisville - KY
second ug
4. Hired 11-16-2011 Weabong, Don Saas NO Quiz - - 1
Louisville - KY
second ug
5. Hired 11-16-2011 Weobong, Don Technical Writing 101 NO Quiz . - none:
Louisville - KY
second ug
6. Hired 11162011 wcaoonu.l De you want te open or save User Groups Acti eleapd Open Save v | Camcel | x none “
Louisvile - KY

Once you have downloaded the file, it is displayed within Excel, as shown in the following illustration.
The Course, Full Name, Email, Description, Assigned Date, Deadline, Progress, Completion Date, Quiz
Completed, Quiz Score, Quiz Pass Score, Quiz Max Score, Quiz Status, Quiz Completion Date, User
Groups(s) and Active/Inactive details for each User Activity/Course combination on the User Activity

list is displayed.

Insert Re ew  Addins  Acrobat

B b - To - KN e - = ' B B E sosn Ay o

B F " 0 AN = = S wrap Test General }gj ﬁ Normal Bad | 3_1 Fen- I.r lﬁ

Pt g romatpainter | B 4 U - | E- [ B-A- = iE e RMergeaCenter- | $ - % v | %l ;;2‘:':;51?‘ o | [ Neutral 5] | e Deiee fomat | o Sota fnad

Clipboard a Font 2 Alignment 0 Humber 0 Stytes Cells Editing
A2 - £ 1 v
@] User Groups Activity [Compatibility Mode] o B =
A B c D = F G H I J ~

1 _No. Course Full Name Email Description Assigned Date Deadline Progress [%] Completion Date  Quiz Completed Q¢

2 1linstant HR Policies Employee Handbook ~ Weobong, Don demo@eleapsoftware.com 06-11-2012 - Completed 10-29-2013 NO Quiz

3 7 Microsoft Word Training Wieobong, Don demo@eleapsoftware.com 06-11-2012 - Z not completed [100 %] NO

4 3 Getting Started With eLeaP Weobong, Don demo@eleapsoftware.com 11-01-2013 01-01-2014 Completed 10-28-2013 YES -

5 4 SaaS Weabong, Don demo@sleapsoftware com 11-01-2013 11-01-2013 Not started NO Quiz i

6 5 Another scorm simple Weobong, Don demo@eleapsoftware com 11012013 - z not completed 100 %] NO

7 6 Microsoft Word Training : DUPLICATE Two, User userd@eleapuser.com mehow2 10-31-2013 - Not started NO

8 7 Microsoft Ward Training : DUPLICATE Three, User userd@eleapuser.com mehow3 10-31-2013 - Not started NO

9 8 Instant HR Policies Employee Handbook Captain. James donatus@telania.com EE9299 05-24-2012 - In Progress [8 %] NO Quiz

10 9 Microsoft Word Training Captain, James donatus@telania com EE9299 05-24-2012 - Not started NO

1 10 Getting Started With eLeaP Captain, James donatus@telania.com EE9299 11-01-2013 01-01-2014 Not started NO

12 11 SaaS Captain, James donatus@telania com EE9299 11-01-2013 11-01-2013 Not started NO Quiz

13 Captain, James donatus@telania com EE9299 11-01-2013 - Completed 11-01-2013 YES

" . Captain, James donatus@telania.com EE9299 11-01-2013 - Z not completed [100 %] NO

15 14 Testing SCORM : DUPLICATE : DUPLICATE Captain, James donatus@telania com EE9299 11-01-2013 - z nat completed [100 %] NO

16 15 Another scorm simple Captain, James donatus@telania.com EE9299 11-01-2013 - z not completed [100 %] NO

17 16 Getting Started With eLeaP Sweeney, CPP, Charles fty com 10-29-2013 12-29-2013 Not started NO -

“ 4 » M| Report /%2 M4l u (08
Ready | |[EE @ 1o0% ) 0 (+) e

Training Paths

Selecting TRAINING PATHS on the menu bar displays the Training Paths screen, with the MANAGE
TRAINING PATHS tab selected, as shown in the following illustration. A Training Path is a collection of
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courses that the student must pass in order to achieve the defined Training Path’s certification. Each
Training Path that you create is displayed on the Training Paths list, with the Name, Created By, Date
Created and the Active/Inactive status details shown for that specific Training Path.

eI@E HOME  COURSES  USERS  USER GROUPS m QUIZRESULTS ~ FORUM  REPORTS  ECOMMERCE Parks, Paul »

Home

Training Paths

MANAGE TRAINING PATHS IR R pETTEETA TS
T Filter

© 200 néw Yaining pain

No. Name Created By Date Created Active Action
1. Available Courses for Self ENroliment Weobong, Don 05-01-2012 (] O edit % gelete
2. CPfor Self Enroliment ‘Weobong, Don 05-17-2012 e & edif % gelete
3. CPTest 070312 ‘Weobong, Don 07-03-2012 L] # sdit % galste
4. Don's Auto Repair Course ‘Weobong, Don 12-07-2011 °©  edit % galete
5 Hml R. Vinod 11-09-2013 L] & edff % gelele
6. New Career Path for New Hires ‘Weobong, Don 11-28-2012 °  edit x gelete
7. NewHies Weobong, Don 11-08-2011 L  gdif % delete
&  PreandPostTest CP Weobong, Don 11-08-2011 o  edit % gelste
9. Sales Training ‘Weobong, Don 09-23-2011 o & edit X gelete
10. Test Griesel, Brandon 11-16-2012 o & edif X gelete
11, Testing CP Weobong, Don 1032011 L] & edit x gelste
12. Tiaining Path R, Vinod 11-09-2013 °©  adit % golete

Total Training Paths: 12

Adding a New Training Path

Clicking the add new training path link within the Training Path screen’s Manage Training Paths tab
displays the Add Training Path screen, as shown in the following illustration. Use the steps below to add
a Training Path to the system.

.
a product of te l.a n I.a



eleaP Administrator’s Manual

e&lj HOME  COURSES  USERS  USER GROUPS m QUIZRESULTS ~ FORUM  REPORTS  ECOMMERCE Parks, Paul v
Home
MANAGE TRAINING PATHS ASSIGNED TRAINING PATHS
Hein @
Add Training Path
Name *
Description
A
ctive N =
Pre-set Navigation "o = (Pre-set Training Path navigation to prevent Users from continuing to next Course(s)
> in Training Path unt they completeipass previous Courses
Sell-Enroliment (I sel, "Nol Started’ Courses won't be listed in Users' Activity Reports|
NO v y
 Filter
10 adi vew raining paify
No. Mame = Created By Date Created Active Action
1 g0 Waegbong, Don L]
2 ‘Weobong, Don 05-17-201 [}
% Weobong, Dan o7 L]
4. Don's Auo Repair Course Waobong, Don 12 L]
5. Himi R, Vinod 11-09-2013 L]
6. New Career Palh for New Hites ‘Weobong, Don 11-28-2012 =]
7 Weobong, Don 11-08-2011 ®
& Weobong, Don 11-00-2011 L]
9. Sales Training Waeobong, Don 09-23-2011 L]
10. Test Brandon 1-16-2012 o
11, Testing CP Weobong, Dan 11-03-201 L]
12. Tiahing Path R Vinod 11-08-2013 L]
Total Training Paths. 12

Enter a Name for the new Training Path in the Name field.

Enter a Description for the new Training Path within the Description box.

Select YES from the Active list to make the new Training Path Active, or select NO to make it
Inactive.

Select YES from the Pre-Set Navigation list to prevent Users from continuing to the next
Course(s) in Training Path until they complete/pass previous Courses, or select NO to not
implement this restriction. This is a powerful tool for combining Courses into larger modules.
Select YES from the Self-Enroliment list to ensure that 'Not Started' Courses are not listed in
Users' Activity Reports, or select NO to ensure that those Courses are listed. Use the Self-
Enrollment option to create internal Course Catalogs which your assigned Users can then
select from. The Self-Enroliment system does not penalize users for not viewing Courses and
they can select which Courses they are interested in. Your Users will benefit from the
knowledge centers you can create, and you will save time because you don’t have to ‘micro

V.
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manage’ the course assignment process.

Submit
6. Click - to create the new Training Path. It will be displayed on the Training Paths list, in
alphabetical order.

Adding Courses to a Training Path

Selecting a Training Path’s Name on the Training Paths list displays the Training Path Details screen,
illustrated below. Selecting the add new courses link on this screen allows you to build a list of Courses
that the student must successfully complete before they can be certified as having satisfied all of the
requirements necessary for that Training Path.

e@l: HOME  COURSES  USERS  USER GROUPS m QUIZRESULTS ~ FORUM  REPORTS  ECOMMERCE Parks, Paul »

Home = Iraining Paths

Don's Auto Repair Course

RORMNHLEION . iouco uscrs | ASSioNED useR Groups

Dan's Auto Repair Course

Weobong, Don

12-07-2011

Courses

When you click the add new courses link, the Add New Courses screen is displayed, as shown in the
following illustration. You can filter the Courses list by entering a Name in the Name field and by

T Filter
selecting a Course Category from the Course Category list, or both, and then clicking . Use the

steps below to successfully add new Courses to a Training Path.

On this screen, select the check box for each Course that you want to add to the Training Path, and then

add selected

click

V.
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eleal

Home  Traning Paths ~ Don's Aute Repair Course

Don's Auto Repair Course

Add New Courses

Tolal Courses: 30

HOME  COURSES USERs  USERGROUPS [RETUTLTNINIEE QuUIZ RESULTS ~ FORUM  REPORTS — ECOMMERCE

TRAINING PATH DETAILS m ASSIGNED USER GROUPS | COMPLETION REPORT

Name Select Course Category v/
Neo. [] Name = Description Instructor
1. [ Access Course test 1. Alex ; R, Vinod
2 [0 Access Course : DUPLICATE 1. Alex
3. [ Another scorm simple Testing scorm course fest igest Weobang, Don
4. [J Anomer scom simple | DUPLICATE Testing scorm course test igest Weobong, Don
5. [ Another scom simple | DUPLICATE - DUPLICATE Testing scorm coursa fest igest Weobang, Don
6. [ Another scorm simple : DUPLICATE : DUPLICATE : DUPLICATE Testing scorm course fest igest Weobang, Don
7. O Another scom simple | DUPLICATE : DUPLICATE : DUPLICATE Testing scorm course test Igest Weobang, Don
DUPLICATE
& [ Getling Started With eLeaP This course is designed lo help you get started using Weobang, Don
9. [ instant HR Policies Empioyee Handoook Instant HR Policies includes 69 model policies addressing such employee Weabong, Don
10. B4 Microsoft Word Training Train Employees to be proficient in using MS Word for Weabang, Don
1. [ MicrosoR Word Training : DUPLICATE Train Employees lo be proficient in using MS Word for Weobang, Don
12. [] sass This s a test left align cenlre allign right allign test tst tact R, Vinad
13. [ Saa$: DUPLICATE This is a test left align centre align right allign test test test R. Vinod
14. [ Saas certificate This is a fest left allign centre allign right allign test test test R, Vinod
15. [] SaaS cerificate  DUPLICATE This is a test left allign centre allign right align test lest test R, Vinad
16. [ SaaS Compietion Thisis a tes! left align cenire allign right allign test lest tact R, Vinad
17. [ $sa$ Compietion : DUPLICATE This s & test left align centre allign right allign test fest test R, Vinad
18. [ Saas Instructor test This is @ test left align centre allign right allign test test fest Ssystems, John 1, Alex R,
Vined
18. [ SsaS Cuiz Thisiis a test left align cenlre allign right allign test test test R, Vinad
2. D et completed Descripbon Description Description Descriphon Descnption Description Description Descnption Description Description Descnption Descnption R, Vinod
= add selectad

£ Frevious 2 hNext ¥

09-01-
201
08-01-
201
1031
2013
10-29-
2013

1031
2013

11-05-
2013
11-05-
2013
1-05-
2013
11-05-
2013
1-05-
2013
1-04-
2013
1106+
2013

Parks, Paul »

Active

< back lo Training Path

As shown in the following illustration, the Courses that you selected are added to the Training Path

Details screen.

oacier tELANLA




eleaP Administrator’s Manual

eIQ_,IJ HOME  COURSEs useRs userGrours [RETVIGEJNIEN QUIZRESULTS — FORUM  REPORTS — ECOMMERCE Parks, Paul »

Home  Yraming Patns

Don's Auto Repair Course

TR IR m el eatad

YES
YES
NO
Weobons 9. Don

12-07-2011

Courses

The selected Courses have been added 1o this Training Path
] Name

Don't forget to set [Active] to [Yes] if you want to activate your New Training Path. Or just click on the
red [x] in the Active column in the Career Paths’ screen to turn it into a green active checkmark.

Note: You can edit your Career Path, add and delete courses and also assigh mandatory Quiz or
assessments for the individual courses in that Training Path.

Assigned Users

Selecting the ASSIGNED USERS tab on the Training Path Details screen displays the Assigned Users
screen, illustrated below. This screen displays all of the Users associated with this Training Path. You can
click the assign new users link to add additional Users to a Training Path, and you can select the check
box for any existing Users on the Assigned Users list and then click the unassign users from training
path link to remove them from the list.

.
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e]’e&E HOME COURSES USERS  USER GROUPS m QUIZRESULTS ~ FORUM  REPORTS  ECOMMERCE Parks, Paul =

Home  Training Faths  Don's Aue Repair Course

Don's Auto Repair Course

TRAINING PATH DETAILS ASSIGNED USERS ASSIGNED USER GROUPS COMPLETION REPORT

© assign new users

Ne. [ Mame = Level Email Insert Date Active
1. O captain, James Trainee donatus@telania com 14-08-2011 -]
2 1) wacbong, Don Administrator demo@eleapsoftware.com 09012011 ]

- % unassign users from braining path
Total Users: 2

< back to Training Paths

Assigned User Groups

Selecting the ASSIGNED USER GROUPS tab on the Training Path Details screen displays the Assigned
User Groups screen, illustrated below. This screen displays all of the Users associated with this Training
Path. You can click the assign new User Groups link to add additional User Groups to a Training Path,
and you can select the check box for any existing User Group on the Assigned User Groups list and then
click the unassign User Groups from training path link to remove them from the list.

e@/l: HOME  COURSES USERS  USER GROUPS m QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Parks, Paul »

Home  Training Paths  Don's Aule Repair Course

Don's Auto Repair Course

TRAINING PATH DETAILS m ASSIGNED USER GROUPS IR TN (26T g

© assign new user groups

No. [] Mame~ Description Insert Date Active
1. O Loutsvite - kv 05-16-2012 <
® UNassIan user Qroups from iraining patn

Total User Groups: 1
< back to Training Paths

.
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Completion Report

Selecting the COMPLETION REPORT tab on the Training Path Details screen displays the Completion
Report screen for the Training Path, as shown in the following illustration. A Summary Report bar is
presented, with a numerical representation of the progress that has been made on this Training Path.
You can filter the list of Training Paths displayed on this screen by making a selection from the Training

T Filt
Paths drop down and clicking . You can also send an email to any of the Assigned Users for the
Training Path by clicking on their Email link.

e@/lz HOME  COURSES  USERS  USER GROUPS m QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Parks, Paul v

Home  Traming Paths  Don's Auto Repair Course

Don's Auto Repair Course

TRAINING PATH DETAILS ASSIGNED USER GROUPS. COMPLETION REPORT

Summary Report:

© Export to Excel

No. Name Email Progress v User Group(s)

1. Captain, James donal

Louisville - KY, Engineers 1001

Hired 11-16-2011, Louisville - KY, =

2. Weobang, Don

Additionally, you can click the Export to Excel link to export the Completion Report to a local drive on
your computer. As shown in the following illustration, you are presented with the option to either Open
or Save the Training Path Completion — Training Path Name.xsl file.

V.
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e]é\a/l: HOME  COURSES USERS  USER GROUPS m QUIZRESULTS ~ FORUM  REPORTS  ECOMMERCE Parks, Paul =

Don's Auto Repair Course

TRAINING PATH DETAILS ASSIGNED USERS ASSIGNED USER GROUPS COMPLETION REPORT

Summary Report:  Completed 0% (0 of 2

v | (o]

{0 Expont to Excef
No. Name Email Proqress « User Group(s)
1. Captain, James donatus¢Btelania com Louisville - KY, Engineers 1001
2. Weabong, Don demo@eleapsofiware com “ Hired 11-16-2011, Lovisville - KY, <»
Tolal Users: 2

« back to Training Paths

D you want te open or save Training Path Completion Report - Donf_039:s Auto Repair Course.uls (450 KE) from eleapdema.eleapdev.com?

Open Save = Cancel

As shown in the following illustration, when the report opens in Excel, you can see the First Name, Last
Name, Email, Progress (%), Progress status and User Groups details for each user who has been
assigned to the Training Path.

licrosoft Excel
Home | Inset  Pageloyout  Formulas  Dsta  Review  View  Add-ns  Acrobat @
= 4 - | = = f 1 a2 4, F=Eh  E AutoSum - 3
Q.. Arial o c A = =] e SiwnpTet General - HQ ﬁ Normal Bad | 3 _E_[ . ﬁ( lﬁ
Puste o Format Puinter III U~ g~ - A~ EEE EE EMegescenter- $ - % » | W8 f;::-:;:;-\vufa';nsla: Good Neutral - | Insett Delete Format o :?t:.&f ;;"I:n&'
Ciipbaara a Font 2 Alignment O Humber a Stytes Ceils Editing
AL .0 £ no.
@) Training Path Completion Report - Don&_039;s Auto Repair Course [Compatibility Mode] = B =
A B c D E F G =

1 [No. First Name Last Name Email Progress [%]  Progress status. User Groups =

2 1 James Captain donatus@telania com 0 Not started  Louisville - KY, Engineers 1001

3 2 Don Weobong demo@eleapsoftware.com 100 Completed  Hired 11-16-2011, Louisville - KY, second ug

4

5

6

7 L

B =

9

10

"

12

13

"

15

16

17 -

W 4 » M| Don&#039;s Auto Repair Course .~ ¥ M« m » .8
] [N e ———

Editing a Training Path

Clicking the edit link for a line on the Training Paths list on the Training Paths screen displays the Edit
Training Path screen, illustrated below. Use this screen to make any modifications necessary to the

Save
Training Path’s details and then click - to save your changes to the system.
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eleal

Home

Edit Training Path

Name *

Description

Active

Pre-set Navigation

Selt-Enroliment

[ vFier |

for Seif ENroliment

Total Training Paths: 12

MANAGE TRAINING PATHS  IREEETEITEVE BTN T

- z

in Training Path untd they complete/pass.

0 set, ‘Not Started’ Cour

Created By
Weobong. Don
Weobong, Don

Weobong. Don

Weobong. Don
R. Vinod
Weobong, Don
Weobong, Don
Weobong, Don
Weobong. Don
Griesel, Brandon
Weobong, Don

R, Vinod

ious Courses.

Tbe

Users® Activity Reports)

Date Created Active Action
05-01-2012 © @ ean X delete
05-17-2012 °
07-03-2012 o

L]
(]
o
©
11-00-201 ©
00-23-2011 ©
11-16-2012 (-]
11-03-2011 ©
11-09-2013 ©

You can also click the add new training path link to add an additional Training Path to the system, or
select the edit or delete link for any of the existing Training Paths on the Training Paths list to either edit
or delete that specific Training Path.

Deleting a Training Path

Selecting the delete link for a line on the Training Paths list within the Training Paths screen allows you
to remove that Training Path from the system. The system displays a warning message, as shown in the
following illustration, before performing the deletion to ensure that is your intention. Click

OK

to proceed with the deletion or click

V.
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o Are you sure you want to delete this Training Path?

Assigned Training Paths

Selecting the ASSIGNED TRAINING PATHS tab on the Training Paths screen displays the Assigned
Training Paths screen, illustrated below. This screen displays the Training Paths that you have been
assigned to, with the Name, Status, No. Courses and Instructor details for the Training Path Displayed.
You can filter the Training Paths listed here, if necessary, by enter a Training Path Name in the Name

. L T Filter
field, and then clicking
e@ HOME COURSES USERS USER GROUPS m QUIZ RESULTS FORUM REPORTS ECOMMERCE Parks, Paul v

Home ~ Teaining Pains

Assigned Training Paths

MANAGE TRAINING PATHS  [IEEETSITR ERV ML ATV

Help @

No. Name Status No. Courses Instructor

1. Don's Auto Repair Corse 4 Weabong, Don

Total Training Paths: 1

Your Assigned Training Paths will be displayed within the Assigned Training Paths portion of the Home
screen, as shown in the following illustration.

AW
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e@E E COURSES  USERS  USERGROUPS  TRAINING PATHS ~ QUIZRESULTS  FORUM  REPORTS  ECOMMERCE Parks, Paul

Welcome to eLeaP Demo Training System

Add info about your organization. Edit this information from your Company Profile page. Test

Special Instructions:

Test

& Download Completion ReportHelp @
Assigned Courses

Course Category v

There are no Assigned Courses

Total Courses: 0 ] Hide Completed

Assigned Training Paths

No. Name status No. Courses Instructor
1. Don's Auto Repair Cowrse 4 Weabang, Don

Total Training Paths: 1

Additionally, you will receive a Notification Email similar to the example below when you are assigned to
a Training Path.

Paul,

You have been assigned to the following Training Path: Don's Auto Repair Course.

Please go to vour account at https:/eleapdemo.eleapdev.com/ to access this Training Path.
Feel free to contact vour instructor (Don Weobong) if you have any questions.
Thank vou,

Don Weobong (Instructor)
demo(@eleapsoftware com

Please note: This e-mail was sent from a notification-only address that cannot accept incoming e-mail. Do not reply to this message.
Instead send vour replv to help@eleapsoftware.com.

If vou have received this email in error, please forward it immediately to supporti@eleapsoftware com or contact eLeaP at
www_eleapsoftware com.

“\\
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Quiz Results

You can access your Quiz Results and Grading and Assessment Center to learn how well your
trainees/employees or students are doing. The Grading Center allows you to manually grade certain
types of Quiz questions such as short essays, Hotspot type questions and other subjective
questions. Selecting QUIZ RESULTS on the menu bar displays the Quiz Results screen, illustrated below.
This screen consists of three tabs, QUIZ RESULTS, GRADING CENTER and SCORM RESULTS, with the
QUIZ RESULTS tab displayed by default. You can filter the Results displayed on the Quiz Results list
based on a date range, either by manually entering dates in the From and To fields, or by using the

Calendar icon to display a Calendar where you can select them, and then clicking . Each Quiz
Result on the Quiz Results list shows the Name, Instructor and No. Quiz details displayed for each Quiz
Result.

e@l HOME  COURSES USERS USERGROUPS  TRAINING PATHS [CITPLESTREN FORUM — REPORTS — ECOMMERCE Parks, Paud

Home

Quiz Results

QUIZ RESULTS SCORM RESULTS

T Filter

Instructor No. Quiz

Wesbong, Don 2

ng, Don
Waeobong, Don

R. Vinod

R, Vinod

LICATE R. Vinod

1, Alex ; Ssystems, John - R. Vinod
R, Vinod

R. Vinod

R, Vinod

Waebong, Don

Total Quiz Results: 11

Selecting a Quiz Result on the Quiz Results list displays the Quiz Results Details screen for that Quiz
Result, as shown in the following illustration. The Name, Points Earned, Date and Time and Pass/Fail
details are displayed for this Quiz Result. You can click the Export to Excel link to export the Quiz Result
to your computer, as well as click the quiz results summary link to view a summary of the Quiz Result.
Additionally, you can select the Quiz Results check box and then click the delete selected results link to
remove this Quiz Result from the system.

The system will automatically assign a temporary grade to employees, trainees or students. You

"'"\
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would use the Grading Center to grade subjective questions and answers and assign the final

grade.

HOME

eleal

Home  Quiz Results

Getting Started With eLeaP

QUIZ RESULTS ‘GRADING CENTER SCORM RESULTS

Name Select User Group ] Fron - To

No. [] Name~ Points Earned

1. [0 Weobong. Don
% delete selected resulls

Total Results: 1

opyight laws and infemational reaties.

COURSES USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM

REPORTS ~ ECOMMERCE Parks, Paul ~
& Export to Excel [l quiz results summary
Date & Time Pass
10-31-2013 15:07 (]

< back to Quiz Results

Exporting Quiz Results

Selecting the Export to Excel link on the Quiz Results Details screen will allow you to export the Quiz
Results to your computer as an Excel file. As shown in the following illustration, you are presented with

the option to either Open the file, or Save the file.

eleal

Home  Quiz Resuits ~ Getling Star

Getting Started With eLeaP

QUIZ RESULTS ‘GRADING CENTER SCORM RESULTS

HOME COURSES USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS ECOMMERCE

Parks, Paul =

Name Select User Group |V Fro = Te
#8 Export to Excef [l quiz results summary
No. [] Name~ Points Earned Date & Time Pass
1. [0 Weobong. Don [ 515 ] 10-31-201315:07 []
- % delete selected results
Total Resubs: 1
€ back to Quiz Results
ot LC. ANl rights
" on bitea a i
D you want te apen or save Getting Started With eleaP.xls (3.50 KE) from eleapdema.eleapdev.com? Open Save v | Cancel

R
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Selecting the Open option opens the file in Excel, as shown in the following illustration. You can then use
the File->Save option within Excel to save the file.

Microsoft Excel
Insert  Page Layout View  Add-Ins  Acrobat
= R = . r T =m = E Autosum © Ap
B Jrp Arial ] =.rNaolcx| General = t:jl ‘ Fjjd' Normal 8ad o= n_i’\ r!'] - LT& L?a
Fromatpanter B 4 U I i EMergeacenter - $ - % v | 0 Conghcasi s Fosmai Good Neutral kst RO s P ot & rad &
Clipboard - Font = Alignment - Number 5 Styles Cetls Editing
Bl6 - fe -

&) Getting Started With eLeaP [Compatibility Mode] = B B

[T A B I B D E F =

1 Name Date & Time No. of Questions Points Earned Percent Pass

2 Weobong. Don 10-31-2013 15:07 5 5 100 YES

3

4

5

6

7

8 =

9

10

1

12

13

14

15
18] ————

17 -

4 4 b b Sheetl 73 [l .
Reagy | [E@@m 100 (= v )

Viewing the Quiz Results Summary

Selecting the quiz results summary link on the Quiz Results Details screen displays the Summary screen,
illustrated below. This screen presents a summary of how your Users scored on this Quiz. Each Quiz
Question is displayed on a Quiz Questions list, with the No., Question, Level, Correct/Total and Percent
details shown for each Question. You can filter what is displayed on this screen, if necessary, by entering
a date range, if necessary, either by manually entering dates in the From and To fields, or by clicking the

T Filter
Calendar icon to use the Calendar to select those dates, and then clicking .

.
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Home = Guiz Results  Getling Stared With eleaP ~ Summary
Getting Started With eLeaP

From = o 5|

‘This is a summary of hew your Users scored on this Quiz.

No. Question

1. Putthese dates in the comect order starting from the earfiest
2. Inwhat year was the Constitution written?

3. How many stripes are there on the U.S. flag?

4. How many Supreme Court juslices are there?

5. Please identify the state of Kentucky. (Place your cursor aver the appropriate state and type in your answer)

Total Questions: 5

Powered by
Capyright 2005 - 2013 Telania, LLC. Allrights reserved.

e‘I&a_/I HOME COURSES USERS USER GROUPS TRAINING PATHS IZ RES! FORUM REPORTS ECOMMERCE

Level Correct/Total

1.00/1
100/1

10071

100/1

medium 1.00/1

Percent

100%
100%
100%
100%

100%

Parks, Paul = &

O Export to Excel

100%

< back to Quiz Results details
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Exporting the Quiz Summary

You can click the Export to Excel link to export the Quiz Summary to your computer as an Excel file. As
shown in the following illustration, you are presented with the option to either Open the file, or Save
the file.

e@lj HOME  COURSES USERS USERGROUPS  TRAINING PATHS [VITEESTREN FORUM — REPORTS  ECOMMERCE Parks, Paul »

Home  Quiz Results  Gefling Stared With eleaP ~ Summary

Getting Started With eLeaP

From = To = T Filter

This is a summary of how your Users scored on this Quiz.

No. Question Level CorrectTotal Percent

1. Pulthese dates in the correcl order starting from the earliest medium 100/1 100% m
2. Inwhat year was the Constitution witten? medium 10071 wox (T
3. How many stripes are there on the U.S. flag? medium 1.00/1 100% m
4. How many Supreme Court justices are there? madium 10041 100%
5. Please identify the state of Kentucky. (Place your cursor over the appropriale stale and lype in your answer) medium 100/1 100% m

Total Questions. 5

< back to Quiz Results details
De you want te open or save Quiz Result Summary - Getting Started With 50 KB) from eleapdemo.eleapd 7

Powered by . Open Sove < | Coned

Copyright 2005 - 2013 Telania, LLC

Selecting the Open option opens the file in Excel, as shown in the following illustration, the file opens in
Excel. You can then use the File->Save option within Excel to save the file.

Home | Inset  Pagelayout  Formulas  Data  Review  View  Addlns  Acrobat

= 4 cut

- - f 1 B E==h  E autasum v
Arial o - A A = B =5 Wrap Text General - ﬁ :ﬁ Normal Bad - || } ﬁ

S 33 copy - = . B .|| B8 ? :,J - I

P Fromarame Bl UL S-A- = ¥ | Elvmpeacener - | 8 - % - | W) SRoRee I S e W] O RT Game R S

Clipboard A Font 2 Alignment A Number A Styles Cells Editing
AL ML £ Question
Quiz Result Summary - Getting Started With eLeaP [Compatibility Mode] o B =
A 8 E D E =

1l Quesion | Level Total answers Comect answers Percent

2 Put these dates in the correct order medium 1 1 100

3 _In what year was the Consitution w medium 1 1 100

4 How many stripes are there on the |medium 1 1 100

5 How many Supreme Court justices medium 1 1 100

6 Please identify the state of Kentuck medium 1 1 100

L -

8 =

5

10

1

12

13

u

15

16

1 -

W < » 0| Sheetl ~FJ nEN! 1 1 ]
Ready |[EH M 100% (=) L}
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Deleting Quiz Results

You can delete the Quiz Results by selecting the check box and then clicking delete selected results, as
shown in the following illustration.

e@ HOME COURSES USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS ECOMMERCE Parks, Paul =
Home = Quiz Resuts  Getiing Started With eLeaF

Getting Started With eLeaP

QUIZ RESULTS GRADING CENTER SCORM RESULTS

Name Select User Group ] From e To =
& Export to Excel (@l quiz results summary
No. [] Name~ Points Earned Date & Time Pass
1. B Weobong, Don [ 515 ] 10-34-2013 15:07 []

+ % delete selected resulls
Total Results: 1

< back to Quiz Results

S - 2013 Telania, LLG. All ights reserved
e of reproduction is prohibiled by US copyright 1aws and infemational reaties.

The system displays a warning message, as shown in the following illustration, before performing the

QK
deletion, to ensure that is your intention. Click to proceed with the deletion, or click

Cancel

to cancel the deletion process.

sure?

0 You are deleting the Cuiz Results for the selected Course(s). Are you
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Grading Center

Selecting the GRADING CENTER tab on the Quiz Results screen displays the Questions and Answers
screen, illustrated below. This screen displays the Questions associated with a Quiz, with the Question
No., Question, Type and Course details for each Question on the Questions list. You can filter what is
displayed on this screen, if necessary, by making a selection from the Select Question Type list, making a

T Filter
selection from the Select Course list, or both, and then clicking .

e ecl Ij HOME  COURSES  USERS USERGROUPS  TRAINING PATHS [JGUTLETIREN FORUM — REPORTS  ECOMMERCE Parks, Paul~

Home  Quiz Results

Questions and Answers

QUIZ RESULTS GRADING CENTER SCORM RESULTS

Select Question Type v‘ Select Course v Y Filter

Type Course

Essay/Short Answer/Explanation Microsoft Waord Training

Essay/Short Answer/Explanation Test-dup

Clicking the Question link on the Questions list displays the Question Details screen, illustrated below.
This screen shows the Question and correct answer for that Question. You can assign a grade to the
Answer by making a selection from the Give a score list. Available options are 1.0 as the highest grade to
0.0 as the lowest. Additionally, you can provide feedback on the answer by entering text within the

Submit
Feedback box. When finished, click - to save these settings to the system.
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a product of te l.a n l.a



eleaP Administrator’s Manual

e@l} HOME  COURSES USERS USERGROUPS  TRAINING PATHS [RCUTATESIREN FORUM — REPORTS  ECOMMERCE Parks. Paul~

Question Details

QUIZ RESULTS GRADING CENTER SCORM RESULTS

Design a Resume
Answer:
Just testing the quiz on iPad

Give a score:
10 |v

Feedback:

€ back to Grading Center

SCORM Results

Selecting the SCORM RESULTS tab on the Quiz Results screen displays the SCORM Results screen,
illustrated below. This screen displays any SCORM Quiz Results on a SCORM Quiz Results list, with the
Quiz’s Name, SCORM COURSE, Instructor and Total details for these Quiz Results. You can filter what is
displayed on this screen by entering the name of a SCORM Course within the SCORM Course field or by
defining a date range, either by manually entering the dates in the From and To fields or by clicking the

T Filter
Calendar icon and using the Calendar to select those dates and then clicking .

e]re\a/lj HOME COURSES USERS USERGROUPS  TRAINING PATHS [OUTEGETREN FORUM — REPORTS  ECOMMERCE Parks, Paul ~

Home  Quiz Results

SCORM Results

QUIZ RESULTS ‘GRADING CENTER SCORM RESULTS

Y Filter

No. Name SCORM Course Instructor Total
1. Another scorm simple lesicourse Weobong, Don 3
2. Another scorm simple - DUPLICATE tesicourse Weobong, Don 3
3. Another scorm simple . DUPLICATE . DUPLICATE tesicourse Weobong, Don 1
4. Gefling Started With el eaP Stategic Impact Training Weobong, Don 1
5. Tesling SCORM PTM-Fealures & Benefils of eLeaP Weobong, Don 2
6. Testing SCORM . DUPLICATE PTM-Features & Benefits of eLeaP Weobong, Don 2
7. Testing SCORM ; DUPLICATE . DUPLICATE PTM-Features & Benefits of eLeaP Weobong, Don 1

Total SCORM Courses: T

.
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Selecting a SCORM Course on the SCORM Course Results list displays the details for the SCORM COURSE
results for Students who have taken the Course, as shown in the following illustration. You can filter
what is displayed here by entering a Student’s Name, making a selection from the Select User Group list
or by entering a date range, either by manually entering the dates in the From and To fields, or by

clicking the Calendar icon and using the Calendar to select those dates, and then clicking . Each
line on the Students list shows the Student’s Name, Progress, Points Earned, Pass, Session Time and
Date & Time details for this particular Course

e]e¥/|: HOME COURSES USERS USERGROUPS  TRAINING PATHS [IDAESTRSM FORUM  REPORTS — ECOMMERCE Parks, Paul =

Home  Quiz Resuts  Scorm Results

Strategic Impact Training

QUIZ RESULTS SCORM RESULTS

Select User Group ] { Y Fitter ]

& Export to Excel
No. [] Name= Progress Points Earned Pass Session Time Date & Time

1. [ Susan, Yahoo N/A /A m17s 10-28-2013 09:41
X delete selected resulls
Total Resuhs: 1

< back to SCORM Results

Exporting SCORM Results
Selecting the Export to Excel link on the SCORM Results Details screen will allow you to export the

SCORM Results to your computer as an Excel file. As shown in the following illustration, you are
presented with the option to either Open the file, or Save the file.

V.
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e@/lj HOME  COURSES USERS USERGROUPS  TRAINING PATHS [VITLESTREN FORUM — REPORTS  ECOMMERCE Parks, Paul »

Home  Quiz Resulis  Scorm Resulls eiing Started With eleal

Strategic Impact Training

QUIZ RESULTS 'GRADING CENTER SCORM RESULTS

Name Select User Group |V From = To .

B Export lo Excel
No. [] Name~ Progress Points Earned Pass Session Time Date & Time
1. [ Susan, Yahoo Completed NA NIA miTs 10-29-2013 09:41
+ % delete selected results

Total Results: 1
£ back to SCORM Results

D you want te apen or save Steategic Impact Training - SCORM 00 KB) frorn eleapdema.eleapde Open Swe v | Camcel | x |

Selecting the Open option opens the file in Excel, as shown in the following illustration, the file opens in
Excel. You can then use the File->Save option within Excel to save the file.

licrosoft Excef
Home | Insert  Pagelayout  Formulss  Data  Review  View  Addins  Acrobat

— 5 - = = .

& cu . A = . - . E autosum * A

e Arial 0 A | S wrap Text General El Normal Bad : == 3-\ | - Z‘r lﬁ

. . -A- EEE = Eue . . : it - i

Pt promaraeee Bl £ U - | 0| - L | SET | e Ewocacenac| $ - % 0 |83 onomom T [Good st o | PR Game e e

Clipboard A Font 5 Alignment 0 Number , Styles Cells Editing

AL ~ 8 £ Name
B Strategic Impact Training - SCORM results [Compatibility Mode] o B =2
A B G [] E F 6 o

1 Email Progress Pass  Poinis eamed Session Time Date & Time
2 Susan, Yahoo telaniaweb@yahoo.com Completed - - im17s 10-29-2013 09:41
3
4
5
&
7 =|
8 =
9
10
1
12
13
u
15
16
17 | -
W b M| Sheetl %3 4l i (0%
Ready | |[EHT M 100% (=) L

Deleting SCORM Results

You can delete a Student’s results by selecting their check box on the Students list and then clicking
delete selected results. The system displays a warning message before performing the deletion, as

Ok
shown in the following illustration, to confirm that is your intention. Click to proceed

Cancel
with the deletion or click to cancel the deletion process.
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sure?

o You are deleting the Cuiz Results for the selected Course(s), Are you
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Forum

Selecting the FORUM tab on the menu bar displays the Forum screen, illustrated below. Each Forum
Category on the Forum Category list shows the Forum Category Name, Topics, and Date Created details
for the Forum Category. Additionally, you can click the edit link to edit a Forum Category or the delete
link to delete it. eLeaP™ believes that informal learning can be a vital part of designing powerful learning
and training programs. After all, the experts tell us that “80% of workers get their job know-how
informally” Jay Cross (June 2006 TD Magazine).

Forums are a great way to foster this informal and unorthodox learning. Forums allow for users to share
ideas, best practices and even develop new methods of problem solving or generating ideas. That
million dollar idea could come from your training portal’s forum site. We encourage you to use these
interactive tools in your eLeaP package. Next, we'll create a new Forum Category.

e]@) HOME  COURSES USERS USERGROUPS  TRAINING PATHS  QUIZ RESULTS m REPORTS ~ ECOMMERCE Farks, Faul =

Home

Forum Categories

© add new forum category
No.

e

Category Topics  Date Created Action

Wide 0 12122011 @ gdit X delate
p ny wide dis

2 MyNew Foru
A Forum Using Defined Access Rules

1 11042013 [ edit X dalete

Total Forum Categories: 2

Adding a New Forum Category
Clicking the add new forum category link on the Forum Categories screen allows to you add additional

Forum Categories to the system using the Add Forum Category screen, as shown in the following
illustration.

"'"‘\.
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e@._{la HOME ~ COURSES USERS USERGROUPS  TRAINING PATHS  QUIZ RESULTS m REPORTS ~ ECOMMERCE Parks, Paul >

Home

Forum Categories

Add Forum Category

Name *

Description *

Access Rights *

All users ™
* el
© 3dd new forum category
No. Category Topics  Date Created Action
1. Company Wide 0 12122011 [ gdit X delete
Far company wide discussions
2. My New Forum 1 11-04-2013 [ edit % delete

A Forum Using Defined Access Rules

Total Forum Categories: 2

1. Enter a name for the new Forum Category in the Name field.
Enter a description for the new Forum Category in the Description box.
Select either the All users option or the Defined Access Rules option from the Access Rights list.

Submit
4. Click - to add the new Forum Category to the system. The new Forum Category is
displayed on the Forum Category list, as shown in the following illustration.

e@dlj HOME  COURSES USERS USERGROUPS  TRAINING PATHS  QUIZ RESULTS m REPORTS ~ ECOMMERCE Parks, Paud >

Home

Forum Categories

Add Forum Category

Name *

Description *

Access Rights *

All users v
* cancel
© add new forum category
No. Category Topics  Date Created Action
1. Company Wide 0 12122011 [ edit % delete
For company wide discussions
2. My New Forum 1 11042013 [ gdit X delete

A Forum Using Defined Access Rules

Total Forum Categaries: 2

.
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Editing a Forum Category

Clicking the edit link for a Forum Category on the Forum Category list allows you to make modifications
to that Category using the Edit Category screen, as shown in the following illustration. Simply modify the

Name, Description and/or Access Rights options and then click E to save your changes to the
system.

e@lj HOME COURSES USERS USERGROUPS  TRAINING PATHS  QUIZ RESULTS m REPORTS  ECOMMERCE Fas Pa
Home
Edit Category
Name My New Forum
Description A Forum Using Defined Access Rules
Access Rights * Defined access rules 4
m * cancel

No. Category Topics  Date Created
1. Company Wide 0

12-12-2011
Far company wide discussions

2. My New Forum 1

11-04-2013
A Forum Using Defined Access Rules

Total Forum Categories: 2

Deleting a Forum Category

Clicking the delete link for a Forum Category on the Forum Categories list allows you to remove a Forum
Category from the system. The system first displays a warning message, as shown in the illustration

Ok
below, to ensure that is your intention, before performing the deletion. Click to proceed

. . . Cancel .
with the deletion or click to cancel the deletion process.

V.
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0 Are you sure?
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Adding a Forum Topic

Selecting a Forum Category on the Forum Categories list allows you to add Topics to that Forum
Category using the Forum Category Details screen by clicking the add new topic link, as shown in the
following illustration.

e]'e\all: HOME COURSES USERS USERGROUPS  TRAINING PATHS  QUIZ RESULTS m REPORTS  ECOMMERCE Parks, Paul =

Home  Forum

My New Forum

FORUM TOPICS USER ACCESS USER GROUP ACCESS

© add new topic

No. Topic Started By Posts Open Date Action
1. eleap Functionality Parks, Paul 1 11-04-2013 (% edit % delete
Total Topics: 1

< back to Forum Categories

The Add Topic screen, shown in the following illustration, is displayed. Use the steps below to add a new
Topic to a Forum Category.

~
e@ HOME  COURSES USERS  USERGROUPS  TRAINING PATHS  QUIZ RESULTS m REPORTS  ECOMMERCE Parks, Paul »

Home = Fomm

My New Forum

FORUM TOPICS m USER GROUP ACCESS

Add Topic

Forum Topic *

elLeap Functionality

Comment A discussion of the eLeap User Interface

© add new lopic

No. Topic Started By Posts Open Date Action
1. Technical Wiiting Parks, Paul 1 11-06-2013  edit % delete
Total Topics: 1

< back 1o Forum Categories

.
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1. Enter a name for the new Forum Topic in the Forum Topic field.

2. Enter a Comment pertaining to the new Forum Topic in the Comment field.

3. Click Submit.
As shown in the following illustration the Topic is added to the Topics list, with its Name, Started By,
Posts and Open Date details displayed.

e]@E HOME  COURSES USERS  USERGROUPS  TRAINING PATHS  QUIZ RESULTS m REPORTS  ECOMMERCE Farks, Paul v

Home  Fomm

My New Forum

FORUM TOPICS m USER GROUP ACCESS
The fopic has been added

© a0 new topic
No. Topic Started By Posts Open Date Action

1. gleap Funclionality Parks, Paul 1 11-12-2013 # edit % gelele
2 Technical Willing Parks, Paul 1 11-06-2013 # edit % delele

Total Topics: 2
« back to Forum Categories

Editing a Forum Topic

Clicking the edit link for a Forum Topic on the Forum Topics list allows you to make any necessary
modifications to that Topic using the Edit Topic screen, as shown in the following illustration. Simply
make any necessary changes to the Forum Topic Name and/or the Forum Topic Description and then

Save
click - to save those changes to the system.

.
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e@ll: HOME ~ COURSES  USERS USERGROUPS  TRAININGPATHS  QUIZRESULTS [EWGUTN REPORTS — ECOMMERCE Paris, Paul =
Home  Forum

My New Forum

FORUM TOPICS USER ACCESS USER GROUP ACCESS

© add new lopic
No. Topic Started By Posts Open Date Action
1. Technical Writing Parks, Paul 1 1-06-2013 (# edit % delete
2. gleap Funclionality Parks, Paul 1 11-04-2013 (# edit % delete

Total Topics: 2

Deleting a Forum Topic

Clicking the delete link for a Forum Topic on the Forum Topics list allows you to remove a Topic from
the system. The system first displays a warning message before proceeding with the deletion, as shown

OK C |
in the following illustration. Click to proceed with the deletion or click anee to

cancel the deletion process.

0 Are you sure?

Assigning User Access to a Forum Category

Selecting the USER ACCESS tab on the Forum Category Details screen allows you to assign Users within
the system access to that Forum Category using the User Access screen, as shown in the following

AW
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illustration. To begin, click the assign new users link.

EI@E HOME COURSES USERS USERGROUPS  TRAINING PATHS  QUIZRESULTS m REPORTS  ECOMMERCE Parks, Paul -

Home  Forum My New Forum
My New Forum

FORUM TOPICS USER ACCESS USER GROUP ACCESS

© assign new users
No. [] Name Level

Email Insert Date
1. O Griesel, Brandon Instructor userd@eleapuser.com
2. O ssystems, Joha Instructor

jonsysstems@eleapsuser com
X unassign selected users
Total Users: 2

€ back to Forums

copyright laws and imtemational treaties.

The Add users screen, illustrated below, is displayed. To assign Users access to the Forum Category,

add selected

select their check box on the Users list and then click

e@/l: HOME  COURSES USERS USERGROUPS  TRAINING PATHS  QUIZ RESULTS m REPORTS ~ ECOMMERCE Parks, Paul =

Home  Forum = MyNewFomm = UserAccess

My New Forum

FORUM TOPICS USER ACCESS USER GROUP ACCESS

Name Administrator ~| Select User Group || T Filter
No. [] Name Level Email Insert Date Active
1. [J Basalic. Adian Administrator adrian@basallc.ro 12-08-2011 L
2. [0 Weobong, Don Administrator demo@eleapsoftware com 09-01-2011 L
3. Parks, Paul Administrator Paul_A_Parks@cox net 10-31-2013 ©
4. [ vasyuiin, Roman Administrator reman. vasyutin@anahoret. com 10-31-2013 L]
5. [ R, Vinod Adminisirator vinod_rev{@yahoo.com 10-28-2013 L]
- add selected

Total Users: & € back to User Access

ered by

As shown in the following illustration, the Users are now assigned access to the Forum Category.
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Parks, Paul =

e@/l HOME COURSES USERS USER GROUPS TRAINING PATHS QUIZ RESULTS REPORTS ECOMMERCE

Home  Foum = MyNew Foum = User Access
My New Forum

FORUM TOPICS USER ACCESS USER GROUP A L1

No. [] Name Level Email Insert Date
1. O Griesel, Brandon Instructor userd@eleapuser com
2 m] Ssystems, John Instructor onsysstems@eleapsuser com
3. U parks, Paul Administrator Paul_A_Parks@cox net
% unassign selected users
Total Users: 3
< back to Forums
Powered by

Gapyright 2005 - 2013 Telania, LLC. ANl rights reserved.
Unauthorized use or reproduction fs prohibited by U'S

yright laws and inlemational treaties.
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Unassigning User Access to a Forum Category

Selecting the USER ACCESS tab on the Forum Details screen, as shown in the illustration below, allows
you to remove a User’s access to that Forum. As shown in the illustration, select the check box for a User
on the Users list and click the unassign selected users link.

e&/l: HOME  COURSES USERS  USERGROUPS  TRAINING PATHS  QUIZ RESULTS m REPORTS  ECOMMERCE Parks, Paul >

Home  Forum My New Forum

My New Forum

FORUM TOPICS. USER ACCESS USER GROUP ACCESS

Ne. [ Mame Level Email

© assion new users

Insert Date

1. O Griesel, Brandon nstructor wserdgeleapuser com
2. B ssystems, sonn Instructor ionsysstems@elaapsuser.com
3 m] Parks, Paul Administrator Paul A Parks@caox net

R UNBSSHON SERCIRD USETS

Tolal Users. 3
£ back Io Forums

As shown in the following illustration, the system displays a warning message before unassigning the

OK
User to ensure that is your intention. Click to proceed with the unassignment, or click

Cancel

to cancel the deletion process.

0 Are you sure?
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Assigning User Group Access to a Forum Category

Selecting the USER GROUP ACCESS tab on the Forum Category Details screen allows you to assign User
Groups within the system access to that Forum Category using the User Group Access screen, as shown
in the following illustration. To begin, click the assign new User Groups link.

e@/l: HOME  COURSES USERS  USERGROUPS  TRAINING PATHS  QUIZ RESULTS m REPORTS  ECOMMERCE Parks, Paul >

Home  Fomm My New Forum

My New Forum

FORUMTOPICS USER ACCESS USER GROUP ACCESS

There are no assigned User Groupe to this Forum Calegory. Click on the ‘assign new user groups’ ink.

© assign new user groups

< back 1o Forums

The Add User Groups screen, illustrated below, is displayed.

e]@l/) HOME  COURSES USERS  USERGROUPS  TRAINING PATHS  QUIZ RESULTS m REPORTS  ECOMMERCE Parks, Paul »

Home  Forum = My NewForum  User Group Access

My New Forum

FORUM TORICS w USER GROUP ACCESS

No. [ wName Description No. Of Members Date Created Active
1. - Engineers 1001 3 11-10-2011 (-
2 City of Hamisonburg o 1215201 o
3. M April Students 9 12:07-2011 (]
4 Managers ] 11:28-2011 (-
5 [ Louisville - KY 2 08:23-2011 ]
6. [ secondug 3 10-21-201 (]
7. [ MNew Hire - Louisville 2 11:08-201 ]
&[] Hired 11162011 4 11-16-2011 L]
9. [ Finalyear BE Test 3 10-28-2013 (-]
10. B4 November Students Students Enrolled in the Technical Writing Course 4 11012013 ®
add selected

Total User Groups: 10

.
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To assign User Groups access to the Forum Category, select their check box on the User Groups list and
add selected

then click

As shown in the following illustration, the User Groups are now assigned access to the Forum Category.

e@ HOME  COURSES USERS  USERGROUPS  TRAINING PATHS  QUIZ RESULTS m REPORTS  ECOMMERCE

Home  Fomm My New Forum

My New Forum

FORUM TOPICS m USER GROUP ACCESS

These user groups have been assigned to this course

Farks, Paul v

© as6ign new user aroy
Ne. [] Mame

No. of Members Insert Date
1. O g swaents

9
2 [ november Students 4
delele sedeciad user groups

Tolal User Groups: 2

£ back Io Forums

Unassigning User Group Access to a Forum

Selecting the USER GROUP ACCESS tab on the Forum Details screen, as shown in the illustration below,
allows you remove a User Group’s access to that Forum. As shown in the illustration, select the check
box for a User Group on the User Groups list and click the delete selected user groups link.

.
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e]éi’l: HOME  COURSES USERS  USERGROUPS  TRAINING PATHS  QUIZ RESULTS m REPORTS  ECOMMERCE Parks, Paul =

Home  Fomm My New Forum

My New Forum

FORUM TOPICS USER ACCESS USER GROUP ACCESS

Ne. [ Mame

No. of Members Insert Date

1. ™ i Stugents

2 1 november Students

< back io Forums

As shown in the illustration below, the system displays a warning message before performing the

OK
deletion, to ensure that is your intention. Click to proceed with the deletion process or
. Cancel
click to cancel the process.
0 Are you sure?
Cancel
Reports

Selecting REPORTS on the menu bar displays the Reports screen, illustrated below. In addition to
graphic representations of your Daily User Count, Course Completion Percentages and Quiz Results
Percentages shown across the top of the screen, there are also a number of Report Type statistics
displayed over the rest of the screen. Those Report Types are covered over the next few pages of the

document.

.
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6@3 WOME COURSES USERS USERGROUPS TRAMNGPATHS  QUERESULTS  FORUM ecommence
Homs
Reports
- -
H
=
h -
Users & User Groups Report Active Inactive Total
Numbser of In 3 o 3
To download Completion Reports lor one course go to COURSES > Course Detail » Completion Reports. You can even segment your reporis by User Groups.
12 39 164
Number of Training Paths 8 2 10
1" 78110 kb
o 0 kb

1

User and User Group Reports

The Users and User Groups portion of the screen displays statistics for and links to the following

Reports:
e Number of Users
e Number of Administrators
e Number of Instructors
® Number of Trainees
e Number of User Groups

Each Report Type displays the number of Active, Inactive and Total number of that User Type at the
right-hand side of the screen.

Clicking a User Type Report’s Name displays a Registered User Type screen for that Report Type. For
example, clicking the Number of Administrators Report Type displays the Registered Administrators

.
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screen, as shown in the following illustration.

arks, Paul =
e@ HOME COURSES USERS USERGROUPS  TRAININGPATHS  QUIZRESULTS  FORUM ECOMMERCE Padks, Pl

Home  Repors

Registered Administrators

& Export 1o Excel

No. Name Level Email Description Date Created Last Login Active
1. Weobong, Don Administrator  demof@eleapsoftware com - 08-01-2011 11-06-2013 ]
2. Basalic Adian Administrator adriani@hasalic ro tester 12-08-2011 05-02-2012 (]
3. B.Vined Administrator vinod_rev@yahoo com 10-28-2013 11-06-2013 L]
4. Vasyulin, Roman Administrator roman. vasyutini@anahorel.com - 10-31-2013 11-05-2013 L]
5. Parks Paul Administrator Paul_A_Parks@cox net - 10-31:2013 11-06-2013 L]

Total Users: 5

€ back to Reports

Additionally, you can select the Download Complete User Activity link to download all of the
information contained within these reports to your computer as an Excel file.

Courses Reports

The Course Reports portion of the Reports screen displays statistics and links to the following Reports:

e Number of Courses
e Number of Lessons
® Number of Training Paths

Each Report Type displays the number of Active, Inactive and Total number of that Course Type at the
right-hand side of the screen.

Clicking a Course Report Type Report’s Name displays the Report Course Type screen for that Report
Type. For example, clicking the Number of Training Reports Report Type displays the Training Paths
screen, as shown in the following illustration.

.
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e]eka P JOME  COURSES  USERS  USERGROUPS  TRAWNGPATHS | QUIZRESULTS  FORUM JEE— Parks. Paul -
Home  Reports

Training Paths

& Export 10 Excal
No. Name Created by Date Created Courses Users User Groups Active
1. New Carcer Path for New Hires Weobong, Don 11282012 o o 0

2 Weobong, Don 12.07-2011 z 2 1 ©
3 We Don 11-03-2011 o 1 o (-]
4 Weobong, Don 09232011 o o 2 ©
3 Weobong, Don 11-09-2011 o a o L]
6. NewHires Weobong, Don 11-08-2011 2 1 0 ©
7. Available Courses for Self ENrollment Weobong, Don 05-01-2012 2 2 [ ©
8. CP for Self Enrolimant Weobong, Don 05-17-2012 2 2 o <
9. CPTesoroaiz Weobong, Don 07-03-2012 2 3 0 ©
10, Test Griesel, Brandon 11-16-2012 o a o

€ back to Reports

Clicking the Export to Excel link allows you to export this information to a local drive on your computer,
when necessary.

Forum Reports

The Forum Reports portion of the Reports screen displays statistics and links to the following Reports:

® Number of Forum Categories

e Number of Forum Topics

e Number of Forum Posts
Each Report Type displays the number of Active, Inactive and Total number of that Forum Type at the
right-hand side of the screen.

Clicking a Forum Report Type Report’s Name displays a Report on screen for that Report Type. For
example, clicking the Number of Forum Categories Report Type displays the Report on Forum
Categories screen, as shown in the following illustration.

V.
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e@P HOME  COURSES USERS USERGROUPS  TRAININGPATHS  QUIZRESULTS  FORUM ECOMMERCE Parks. Paul=

Home  Repors

Report on Forum Categories

& Export 1o Excal

Description Topics Date Created

For company wide discussions ] 12412201

A Forum Using Defined Access Rules 2 11-04-2013

< back to Reports

Clicking the Export to Excel link allows you to export this information to a local drive on your computer,
when necessary.

HDD Reports

The HDD Reports portion of the Reports screen displays statistics and links to the following Reports:

Files in your Lessons

Media Files in your Lessons

Files used in your Quizzes

SCORM Files

Files in My Stuff

Files in Profile Notes

Each Report Type displays the number of Number of Files and the Space taken up for that Forum Type

at the right-hand side of the screen.

Clicking a Course Report Type Report’s Name displays a Report screen for that Report Type. For
example, clicking the Files in your Lessons Report Type displays the Report: Files in your lessons screen,
as shown in the following illustration.

""\
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e]@l 3 HOME  COURSES  USERS  USERGROUPS  TRAININGPATHS  QUIZRESULTS  FORUM ECOMMERCE Packs, Peul
Home ' Reports

Report: Files in your lessons

& Export 1o Excel

N Les: e Course’s Title File Sire Delete
1 o v C inal, History Saa$ Quiz 69.92 kb % delate
2 Microsoft Waord Toolbars Microsoft Word Training 9262kb x delste
3. History SaaS 69.92 kb *® delete
s History SaaS | DUPLICATE 69.92kb % delete
5. eleapsofiware_Tesi_Cases_V_Final.decs History Saa§ Instnuctor test 69.92 kb ® delete
6. imageipg Microsoft Word Toolbars Microsoft Word Training : DUPLICATE 9262kb x delete
7. sc Technical Witing Opportunities Technical Wriing 101 36,45 kb % delote
8. ol software_Tast C V7_Final X History SaaS Completion 6992 kb x dolota
9. eleapsofiware Test Cases V7_Final.docx History SaaS Completion : DUPLICATE 69.92kb x delete
10. eleapsofiware_Test_Cases V7 Final docx Histary Saa§ certificate 69.92 kb ® delete
1. sloapsofiware Tesi_Cases V7_Finaldocx History Saa$ certificate : DUPLICATE 69.92 kb X delste

Total Files: 11
< back o Reports

Clicking the Export to Excel link allows you to export this information to a local drive on your computer,
when necessary.

Feedback Reports

The Feedback portion of the Reports screen displays statistics and links to the following Reports:

e Courses with Active Feedback Forms
o Feedback from your Users
Each Report Type displays the Total details for each Report Type at the right-hand side of the screen.

Clicking a Course Report Type Report’s Name displays a Report screen for that Report Type. For
example, clicking the Courses with active Feedback Forms Report Type displays the Courses with active
feedback screen, as shown in the following illustration.

V.
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Home  Reports

Courses with active feedback

£ Export to Excel
No. Course Created by Feedback
0

0

0

< back to Reports

Clicking the Export to Excel link allows you to export this information to a local drive on your computer,
when necessary.

Ecommerce Courses

Selecting ECOMMERCE on the menu bar displays the eCommerce courses screen, as shown in the
following illustration. Each eCommerce course that you create is displayed here on an eCommerce
Courses list, with the Course’s Name, Total Sales, Status and Date Created details shown. The Status for
the Course indicates whether or not you have activated the course, whether or not eLeaP has activated
the course, and whether or not the course is ready to sell. You can filter the Courses displayed on this
screen, when it becomes necessary, by entering a Course Name in the Name field, and then clicking

-.You can also click the access course link within the Action column to access the eCommerce
Course details.

""‘\
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e@_/l HOME COURSES USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS ECOMMERCE

Home Ecommerce  Courses

eCommerce courses

ECOMMERCE COURSES YOUR ECATALOG SALES REPORT COMPLETION REPORT REFERRERS REFERRERS PERFORMANCE PROMOTIONAL CODES

No. Name

1. How to Sell Software.as.a.Service (SaaS): Why your current Saa$ Strategy Won't Work
Tags: software-as-a-service, saas. software

2. New course
Tags: saas

Total eCommerce Courses: 2

Powered by
Copynight 2005 - 2013 Telania, LLC. Al ights ressnved.

elealP Unautharized use or reproduction is prohibiled by US copyright laws and inlemational treaties

Total Sales:

Status

$5436.65 @ You have activated this Course

@ el eaP has activated this Course
© Course s ready to sell

© You have activated this Course
@ eleaP has activated this Course
© Courseis ready to sell

eCommerce, Documentation v

Help @

Date Created Action

08-24-2008 & access course

01122011 B access course

oacier tELANLA
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eCommerce Course Details

Selecting the access course link for an eCommerce Course on the eCommerce Courses list displays the
ECOMMERCE COURSES tab/screen for that Course, as shown in the following illustration. This screen is
where you will configure an eCommerce Course’s settings. Use the steps below to successfully configure
an eCommerce Course.

e@_/l HOME COURSES USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS ECOMMERCE eCommerca, Documentation v

Home  Ecommerce  How to Sell Software-as-a-Service (SaaS) Why your Advanced Settings

How to Sell Software-as-a-Service (SaaS): Why your current SaaS Strategy Won't Work

ECOMMERCE DETAIL SALES REPORT m COMPLETION REPORT QUIZ RESULTS SCORM RESULTS GRADING CENTER

Ecommerce

» | want to sell this course on my eLeaP e-catalog

Your course will be available or listed on your website: hitp//saas eleapcourses com/betal

% delete picture & upload picture
Category Tags
Use tags ta describe your course (alphanumeric characters only, comma separated, e g. IT, web, programming; use dashes to saparale multiple words in the same tag, e g. Persanal-development)

software-as-a-service, saas, software

Prices
The course price for a single useris: § 79.95

§ 79.95

You can create your own mulli user price based on the number of users below
For example: for 2 fotal number of users between 1 and 150, the price per user is $50. You can also change to Volume-bssed mult-icense pricing

Multi-license pricing calculation: ® Tiered ) Volume

Calculate upgrade pricing using: @ Sum of previous order and new order total ) Only new order total

For a total number of users batween 1  and 9999999 | the price peruseris § 0.00 | add price

Sample File

eleaP requires a course sample for display and marketing purposes. Samples can be in PDF format
How_to_Sell_SaaS-Intro pdf (0 kb)

X delete file &8 upload sample file

Extend Your Reach

1 Yes. | want this course to be available for purchase on the eLeaP e-leaming catalog hitp:/iwww eleapcourses com
M Yes, | am ready to sell this course

E < back to Advanced Seftings

Within the Ecommerce portion of the screen:

1. Select or deselect the | want to sell this course on my eLeaP e-catalog check box, depending on
whether or not you want to offer the Course via your ECatalog.
Within the Category Tags portion of the screen:

2. Use tags to describe your course (alphanumeric characters only, comma separated, e.g. IT, web,
programming; use dashes to separate multiple words in the same tag, e.g. Personal-
development).

.
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Within the Prices portion of the screen:

3.

Enter the price for a single user to take a Course in the Course Price for a single user is field.
Note: You can create your own multi user price based on the number of users below. For
example, for a total number of users between 1 and 150, the price per user is $50. You can also
change to Volume-based multi-license pricing.

Select either the Tiered or Volume radio button for the Multi-license pricing calculation.
Select either the Sum of previous order and new order total or the only new order total radio
button as the Calculate upgrade pricing using method option, as appropriate to this Course.
Enter the upper range value in the Upper Range field for the number of Users and then click

add price
P . The pricing will be added to the Pricing Structure. Once pricing has been added, you

can click the delete link to remove it.
Note: Since pricing is cumulative, deleting a single price level will void all other price levels.

Within the Sample File portion of the screen:

7.

Click the upload sample file link. eLeaP requires a course sample for display and marketing
purposes. Samples can be in PDF format. The screen expands to display an Upload File field.

. Browse... . . -
Click to navigate to the location on your computer where your sample file is

0O
stored and, using the File to Upload dialog, click = to populate the Upload File

field, and then click el flis to upload the File.

Select the Yes, | want this course to be available for purchase on the eLeaP e-learning catalog
http://www.eleapcourses.com (Recommended) check box and/or the Yes, | am ready to sell

this course check box, as appropriate to your circumstances.
Click the upload picture link to associate an image with the Course. The screen expands to

display an Upload File field. Click M to navigate to the location on your computer

]
where your sample file is stored and, using the File to Upload dialog, click = to

& Upload File

populate the Upload File field, and then click to upload the File.

10. Click E to save your changes to the system.

F.a

Q.
a product of te la n l.a
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Your ECatalog

Selecting the YOUR ECATALOG tab on the eCommerce screen’s menu bar displays the Your eCatalog
screen, illustrated below. This screen allows you to add a description and miscellaneous information
about your business/organization. You can also add a company motto, choose the color scheme for your
eCatalog and select a favorite theme for this screen. Use the steps below to successfully configure these
elements of your eCatalog.

e]’e\a];) HOME COURSES USERS USERGROUPS  TRAININGPATHS  QUIZRESULTS  FORUM  REFORTS Parks, Poul~

Home  Ecommerce
Your eCatalog

SomEE— rouREcaTALoS e

Add/edit a short

BIrU A-¥-«<xEFEINIZ

Addledit about your busin i below:

BI/U|A Y- «xESEEEIE

Test. Thanks. rs

Addledit your own motto.
Title:

We sell
Moto:

Sea shells al the sea shore!

Choose your color scheme for your eCatalog hutp:fieleapdemo.eleapcourses.com/betal:
Favorite theme:
Steel Blue ﬂ

1. Add a short description of your business/organization within the Add/edit a short description of
your business/organization box. Use any of the functionality within the Content Editor to
format this information, if desired.

2. Add any additional miscellaneous information about your business/organization within the
Add/edit information about your business/organization below box. Use any of the
functionality within the Content Editor to format this information, if desired.

3. Within the Add/edit your own motto portion of the screen, enter a Title and a Motto within

a product of te l.a n I.a
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their respective fields to synopsize what your business/organization stands for.
4. Use the Choose your color scheme for your eCatalog link to select a color scheme for it.
5. Select a different Theme for your eCatalog from the Favorite Theme list, if desired.

6. Click m to save your changes to the system.
Sales Report

Selecting the SALES REPORT tab on the Ecommerce screen displays the Sales Report screen, shown in
the following illustration. This screen shows the Course, No. of Licenses, No. of Sales and Total Amount
details associated with a Course’s sales. Filter what displays on this screen by entering From and To

T Filter
dates, either entering the dates manually, or using the Calendar to select them, and clicking .

e]&a_{lj HOME  COURSES  USERS  USER GROUPS  TRAINING PATHS  QUIZRESULTS  FORUM  REPORTS [SERIVIERES eCommerce, Documentation *

Home  Ecommerce

Sales Report

ccommence counses | voun ecaraioc U ot erion erorT S [ ———

T Filter |

& Expori to Excel
No. Course No.of Licences Mo. of Sales Total Amount «

1. How lo Sell Software-as-a-Service (SaaS) Why your curient Saas Stcategy Won'l Work 95 12 $5,436.65

TOTAL 95 72 $5,436.65

Total Courses Sald: 1
€ back to eCommerce

Viewing Course Details

Clicking on a Course Name on the Courses list displays the Course Details screen for that Course, as
shown in the following illustration. This screen displays the Portal, Organization, Full Name, Email,
Date, Number of Licenses and Amount details for each sale of that particular Course.

a product of te l.a n I.a
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e@:[’) WoWE CoURsEs usERs ustRoRowss, TRANENGPATHS ouigsirs onie  rerorrs DD sommerce, ocumsstain =

Home Ecommerce  Howlo Sell Softwars-as-a-Service (SaaS) Why your ales Ropart

How to Sell Software-as-a-Service (SaaS): Why your current SaaS Strategy Won't Work

ecommerce DETAn  [ERVSEIRTTINMN  STUDENT USERS | COMPLETION REPORT ‘ QUIZRESULTS | SCORMRESULTS | GRADING CENTER

03/26/2011 PES 07-29-2011 S [ Y Fitter

& Expont 1o Excel

No. Portal Organization Full Name Email Date ~ Neo. of Licences Amount
1. Course Portal BAL Information Systems Warren, Sandy swarren@blinfo.com 07-29-2011 1 $79.95
2. Course Portal Blue Sky Consulting Reavell, Dylan dylan@bluesky co za 07-26-2011 1 $79.95
3. Course Portal Eskimo Hut Morgan. Kevin Kevin@eskimohut com 07212011 1 $79.95
4. Course Portal Flury, Sebastien sflury@sysco.ch 07-12-2011 1 $79.95
5. Course Portal Odan Mor Pty Ltd Friday. Doug doug friday@odan-mor com 06-27-2011 1 $79.95
6. Course Portal Maximizer Software Inc easton, john jeaston@maximizer.com 05-17-2011 1 $79.95
7. Course Portal Convergenius Pty Lid Stitt, Laurence laurence@convergenius com 05.08.2011 1 $79.95
8. Course Portal Intetlicom Toncic. Davor davor toncie@intellicom se 05-04-2011 1 $79.95
9. Course Portal Documant Guard Waebster. Dana dwabstar@documentguard com 04262011 1 $79.95
10. Course Portal Zycus Nadar. Vijay vijay nadar@zycus com 04.18.2011 1 $79.95
11, Course Portal Syncada from Visa Bru, Cedric cedric bru@syncada com 03-25-2011 1 $79.95
12. Course Portal Afel Information Systems Fadili. Mohammed mohammed fadiigdajiel com 01272011 1 $79.95
13. Course Portal Radhakrishna, Sanjay sradhak@hotmail comn 01.20.2011 1 $79.95
14 Course Portal oLeaP Test Buyer, Don testbuyer@eleapsoftwara com 01192011 1 $0.80
15. Course Portal Lyons, Jeff Jiyons@bigtimesoftware net 01.04-2011 1 $79.95
16. Course Portal Thomas, Justin Mrjustintgdgmail com 12-17-2010 1 $79.95
17. Course Portal Donaldson, Charyl charyl@hrmasap com 11-19.2010 1 $79.95
18. Course Portal al-jaar. robert robert_aljasr@silanis com 10-24-2010 1 $79.95
19. Course Portal Tassell. Aaron asaront@sdisystem com 09-29-2010 1 $79.95
20. Course Portal Ovarfeh, Read read_overfelt@hotmail com 08-29-2010 1 $79.95

TOTAL (overall) $1.519.85

Total Salas: 63

< Previous 2 3 4 Next >

< back 10 Previous Page

Exporting Sales Details

Click the Export to Excel link on the Sales Details screen to export Sales Details to a local drive on your
computer. As shown in the following illustration, you are presented with the option to either Open or
Save the Excel file.
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l ) ~
e@_{ HOME COURSES USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS ECOMMERCE eCommerce, Documentation v

Home How to Sell Sofiv i Why your Sales Report

How to Sell Software-as-a-Service (SaaS): Why your current SaaS Strategy Won't Work

ECOMMERCE DETAIL SALES REPORT STUDENT USERS COMPLETION REPORT QUIZ RESULTS SCORM RESULTS GRADING CENTER

From = 11-29-2013 =

No. Portal Organization Full Name Email Date = No. of Licences Amount
1. Don-Testing-Corporate-MuhiLic test, test don@testtest com 09-14-2012 1 $0.00
2.  Course Portal Amacheba Group, LLC Welb, Don dong@azimiosystems com 05-17-2012 1 $0.00
3. Some Big Two Jones, Peter eleapm7@gmail com 05-10-2012 10 $0.00
4. Course Portal Aanes, Eric aanese@yahoo com 02-09-2012 1 $79.95
5. Some Big Two Jones, Peter eleapm7@gmail com 10-31-2011 15 $0.00
6. Course Portal Marketwire Milana, Paolina pmilana@marketwire com 10-18-2011 1 $79.95
7. Course Portal fast web media fiynn, michael mike flynn@fastwebmedia com 08-16-2011 1 $79.95
8. Course Portal 1 §79.95
9. Course Portal Do you want to apen of save Sales Report - How 1 $79.95
10. Course Portal 1 §79.95 “

licrosoft

Insert Page Layout Formulas Data Review View Add-Ins Aaobat

S0 A A= ‘[:‘ b S5 Wrap Text General - ﬁ] ﬁ g E- ?‘ [E:[I ;:‘msum' ﬂ ﬂ
i -

- | ~ EXE X ES Merge & Center = | § = % » | %8 ;% | Conditional Format Cell Insert Delete Format Sort & Find &
- 4 l— EE Hven o Formatting = as Table = Styles = - - - (2 Clear ~ Filter = Select =

Clipboard Alignment a Number e Styles Cells ‘ Editing
Al

] Sales Report - How to Sell Software-as-a-Service (SaaS)_ Why your current Saa$S Strategy Won't Work - 11-12-2013 [Compatibility Mode] o B =
A B c [ b [ E F G | H ] J K | L M N o P Q R E
1 [ Portal_lrganizaticFirst NameLast Name Email Telephone Address City State  Zip Code Country Course >tal Amou Discount aid Amoul Licences Date  Referrer
2 Don-Testing-Corporat test test don@testt ttest none none none none none Howto Se'$79.95 57995 5000 109-14-2012
Course Po Amacheba Don Welb don@azim 5.02E+09 173 Sears Louisville KY 40207 USA Howto Se$79.95  '579.95  50.00 1 05-17-2012
‘Some Big Two Peter Jones eleapm7@ 5.02E+09 none none none none none How to Se'$799.50 579950 50.00 10 05-10-2012
Course Portal Eric Aanes  aanese@y415-509-12411 Borel , San Matec CA 94402 USA How to Se'$79.95  50.00 '§79.95 1 02-09-2012
Some Big Two Peter  Jones  eleapm?@ 5 02E+09 none none none none none How to Se'$1,199.25 "$1,199.25 "50.00 15 10-31-201°
Course Po Marketwire Paolina  Milana  pmilana@: 310-765-32 100 N. SejEl Segund CA 90245 USA How to Se’$79.95  '50.00 '§79.95 1 10-18-201"
Course Po fast web m michael  flynn mike flynni 7.TAE+09 1, Parksidi Nottinghan Notts ng8 2nqg UK How to Se'$79.95  "50.00 §79.95 1 09-16-201°
Course Portal douglas mallach  yelsaeb@:415 383 2¢300 mill avsausalito ca 94965 usa How to Se’$79.95  50.00 '$79.95 109-16-201"
Course Po dex technc udi broyer ubroyer@y 9 T3E+11 16/6 Aharc Ness Zion:israel T4057 Israel Howto Se$79.95  "50.00 579.95 108-01-201"
| 11 Course Po B&L Inforrr Sandy ~ Warren  swarren@1 269-465-624707 Raml| Bridgman Ml 49106 USA How to Se$79.95  "50.00 "§79.95 1 07-29-201°
| 12 Course Po Blue Sky (Dylan Reevell  dylan@blu 2.78E+10 Big Bay Cape Towr Westem C 7441 South AfricHow to Se'579.95  "50.00 579.95 1 07-26-201"
| 13 Course Po Eskimo Ht Kevin Morgan  Kevin@esl281-859-1£4026 Trey Houston Texas 77084 USA Howto Se'$79.95  "50.00 "§79.95 1 07-21-201°
| 14 Course Portal Sebastien Flury sflury@sy:+41 78 82 Sur le Crét Corgémoni Beme 2606 Switzerlan How to Se’$79.95  "50.00 579.95 107-12-201°
15 Course Po Odan Mor Doug Friday doug fiday 4 22E+08 60 Coughl:West Pertl Australia V 6005 Australia How to Se'579.95  "S0.00 579,95 1 06-27-201°
16 Course Po Maximizer john easton  jeaston@n604 601 8(1000 1090 vancouver bc vBe2n7 canada Howto Se$79.95 '50.00 '$79.95 1 05-17-201°
17 Course Po Convergen Laurence  Stitt laurence@ 6.14E+10 PO Box 2:Wandal  Queenslan 4700 Australia  How to Se’$79.95  "50.00 '$79.95 1 05-08-201°
W (> ¥ Sheet1 /¥ 4]
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oacier tELANLA



eleaP Administrator’s Manual

Student Users

Selecting the STUDENT USERS tab within the Ecommerce screen displays the Student Users screen,
illustrated below. This screen displays the Name, Email, Date Purchased and Date Assigned details for
each Student on the Student Users list who has purchased this particular Course.

Home Ecommarce How to Sell Software-as-a-Service (SaaS) Why your

How to Sell Software-as-a-Service (SaaS): Why your current SaaS Strategy Won't Work

ECOMMERCE DETAIL SALES REPORT STUDENT USERS COMPLETION REPORT QUIZ RESULTS mm

(o]

& Export to Excel
Email Date Purchased Date Assigned

1 10-24-2010 10-24-2010
2. olando 03-26-2009 03.26-2009
3. Baxter. David 04-28-2010 04.28-2010
4. Begley Shawn 12-08-2008 12.08-2008
5. 01-24-2010 01-24-2010
6 01-11-2009 01-11-2009
7 08-01-2011 08-01-2011
8 03-25-2011 03-25-2011
o 10-23-2008 10-23-2008
06-01-2011 01-19-2011
07-12:2011 07-12:2011
03-16-2010 03-16-2010
s com 07-11:2010 07-11:2010
03-09-2010 03-09-2010
10-09-2008 10-09-2008
04-26:2011 04.26:2011
17. Weib. Don 05172012 05172012
Total Student Usars: 17
< back to sCommerce

Viewing Student User Details

Selecting a Name on the Student Users list displays the Student User Details screen for that Student
User. In addition to the Student User’s First Name, Last Name and Email details, this screen shows you
the User Activity, Assigned Courses and Completed Quizzes associated with that Student User.

.
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e‘@lz HOME  COURSES  USERS  USERGROUPS  TRAINING PATHS  QUIZRESULTS  FORUM  REPORTS [NEVTSTES eCommerce, Documentation =

Home ~ Ecomr

How to Sell Software-as-a-Service (SaaS): Why your current SaaS Strategy Won't Work
al-jaar, robert 1

First Name robert
Last Name aljaar
Email

User Activity

Last Login: 10-24-2010

Assigned Courses
No. Name Created by Status. Deadline Quiz Quiz Finished Number of Lessons Date Assigned

1. How to Sell Software-as-a-Service (SaaS): Why your current SaaS Strategy Won't Work al-jaar, robert m none NO Quiz - 2 10-24-2010
Completed Quizzes
There are no Completed Quizzes

back to Student Users

Exporting Student User Details

Selecting the Export to Excel link on the Student Users screen allows you to export all of this datato a
local drive on your computer. As shown in the following illustration, you are given the option to either
Open or Save the Excel file.

e@_/lj HOME  COURSES USERS USERGROUPS  TRAININGPATHS  QUIZRESULTS FORUM  REPORTS [EsiTI=te eCommerce, Documentation

Home How to Sell Softy i Why your Student Users

How to Sell Software-as-a-Service (SaaS): Why your current SaaS Strategy Won't Work

ECOMMERCE DETAIL SALES REPORT STUDENT USERS COMPLETION REPORT QUIZ RESULTS SCORM RESULTS GRADING CENTER

b T Fliter

A Export o Exeok

No. Name = Email Date Purchased Data Assigned
1. aljaar. robert rober_aljaar@sllanis.com 10-24-2010 10-24-2010
2. Barberis. Rolando arbers@gmall com 03-26-2009 03-26-2009
3. Baxer, David dnbaxter@comeast net 04-28-2010 04-28-2010
4, Begley Shawn shegley@mitchellhumphrey com 12-08-2008 12-06-2008
5. Binkhorst, Olle nkhorsti@hotmail 01-24-2010 01-24-2010
6. Bowman, Keith in@sh: m 01-11-2009 01-11-2009
7. broyer, udi ubroyer@yahoo.com 08-01-2011 08-01-2011
8. B Cediic edric hu@syncada com 03252011 03-25-2011
9. Bums, Bob De you want to open or Users - How to -Service (SaaS)_ Why your legy "toaels (6.00 KE) from saas.eleapdev.com? x 10-23-2008
0. eleaP Test Buyer. Don Qpen Save = | Cancel 01-19-2011

~

As shown in the following illustration, all of your Student User Details are now available within Excel.

AW
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icrosoft Excel

Acrobat

Home Insert Page Layout Formulas Data Review View Add-Ins

e - . pw——y B
[ B :: S Yo At ==l ¥ SiwapTed General . Hil ﬁ ] 3— j [ﬂ_” 5:‘:“5‘“'" ﬁ? Lﬁ
. - . . EiE - = = . o
Pate o (Bl u- - & A EEE R Evegeacene-| $ - % 0 | WY e e e e e s
Clipboard & Font ] Alignment ] Number ] Styles Cells Editing
A1l C fe| No.
Student Users - How to Sell Software-as-a-Service (SaaS)_ Why your current SaaS Strategy Won't Work - 11-12-2013 [Compatibility Mode] o B3R
A B Cc 1] E =

1 | Ne. name Email Date Purchased Date Assigned —

2 1 aljaar, robert robert_al-jaar@silanis.com 10-24-2010 10-24-2010

3 2 Barberis, Rolando rbarberis@gmail.com 03-26-2009 03-26-2009

4 3 Baxter, Davd dnbaxter@comcast.net 04-26-2010 04-28-2010

5 4 Begley, Shawn sbegley@mitchellhumphrey.com 12-08-2008 12-08-2008

6 5 Binkhorst, Olle obinkhorst@hotmail.com 01-24-2010 01-24-2010

7 6 Bowman, Keith keith.bowman@sharefile.com 01-11-2009 01-11-2009

8 7 broyer, udi ubroyer@yahoo com 08-01-2011 08-01-2011

9 8 Bru, Cedric cedric.bru@syncada.com 03-25-2011 03-25-2011

10 9 Bums, Bob rbums@evergreen-data.com 10-23-2008 10-23-2008

1 10 eLeaP Test Buyer, Don testbuyer@eleapsoftware.com 06-01-2011 01-19-2011

12 11 Flury, Sebastien sflury@sysco.ch 07-12-2011 07-12-2011

13 12 Jenkins, Brad bjenkins@docufree.com 03-16-2010 03-16-2010

14 13 Schreiber, Howard howard e schreiber@accenture.com 07-11-2010 07-11-2010 L

15 14 Van den Berghe, Karel karel vandenberghe@globis be 03-09-2010 03-09-2010

16 15 van Eerden, Bermie bemie.van.eerden@logica.com 10-09-2008 10-09-2008

17 16 Webster, Dana dwebster@documentguard.com 04-26-2011 04-26-2011 -

M 4+ ¥ Sheetl %3 gl [ ] » .5

Completion Report

Selecting the COMPLETION REPORT tab within the Ecommerce screen displays the Completion Report
screen, illustrated below. Each Completion Report on the Completion Reports list displays the Name and
Users details for that Report.

e@I/) HOME  COURSES USERS  USERGROUPS  TRAININGPATHS  QUIZRESULTS  FORUM  REFORTS [NEeelllSiied eCommerce, Documentalion =

Home  Ecommerce mpletion Report

Completion Report

ECOMMERCE COURSES | YOURECATALOG | SALESREPORT [ lETaiLIIc il REFERRERS | REFERRERS PERFORMANCE | PROMOTIONAL CODES
No. Course >

Users.

a2z

€ back 1o eCommerce

Clicking on the Completion Report Name displays the Completion Report Details screen, listing each of
the Course’s registered Students, including the Name, Organization, Progress, Quiz, Quiz Completed
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and Deadline details for that Student.

e]é\a__]:j HOME COURSES USERS USERGROUPS  TRAINING PATHS ~ QUIZRESULTS  FORUM  REPORTS [EeGlUTZle eCommarce, Documantation =
Home Howto Service (SaaS) VWhy your Completion Report
. . .
How to Sell Software-as-a-Service (SaaS): Why your current SaaS Strategy Won't Work
ECOMMERCE DETAIL | SALESREPORT | STUDENTuseRs [VVZTIINIEZGTIMN QuUIZ RESULTS | SCORMRESULTS | GRADING CENTER
Summary Report:  Completed 28 05% (23 of &
& Export to Excal
No. Name~ Organization Progress Quiz Quiz Completed Deadiine
1. Aanes, Eric EE - NO Quiz nane
2. aljaar, robert “ - NO Quiz - none
3. Alkharrat, Samer NO Quiz - nens
o shagaer paut v cus : nons
5. Barberis, Rolando [ so% | - NO Quiz - nane
6. Baxter, David [ s | % NO Quiz - none
7. by, snawn o cuz : rons
8.  Binkhorst, Olle [ 0% | - NO Quiz - nans
5. bowman, kekn ho cus : nana
0. broyer, udi dex technologies [ 5o | - NO Culz - none
11, Bru, Cedric Syncada from Visa m - NO Guiz . none
12. Bums, Bob [ 50w | - NO Quiz - nane
13. Chai Chang, Janice m - NO Quiz - none
14. Chiripurapu, Ravi NO Quiz - none
15, Derwael, Petra [ 5o | B NO Quiz . none
16. Diaz, Daniel - NO Quiz - nane
17. Donaldson, Cheryl - NO Quiz - nana
18. easton, john Maximizer Software Inc m - NOQ Quiz - nene
19. Edwards, David - = NO Culz - none
20. eLeaP Test Buyer, Don Completed NO Quiz - nane
Total Student Users: 82
< Pravious 2 03 4 5 Next ¥
< back my !
B
' temstional b

Exporting Completion Reports

Clicking the Export to Excel link on the Completion Report Details screen allows you to export this
information to a local drive on your computer. As shown in the following illustration, you are presented
with the option to either Open the file or Save it.
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eleal

Home ~ Ecommerce  Howto Sell Sofware-as-a-Service (SaaS) Why your ..

Summary Report:  Completed 28 05% (23 of 82)

Completion Report

Progress Quiz
- o e
I Mo e
N i
o oz
GO 0w
- Mo iz
o e
GO 00w
o
G oo

HOME  COURSES USERS  USERGROUPS  TRAINING PATHS  QUIZRESULTS  FORUM REPORTS ECOMMERCE

How to Sell Software-as-a-Service (SaaS): Why your current SaaS Strategy Won't Work

ECOMMERCE DETAIL SALES REPORT STUDENT USERS ‘COMPLETION REPORT QUIZ RESULTS SCORM RESULTS GRADING CENTER

Quiz Completad

No. Mame~ Organization
1. Aanes, Eric

2. aljaar, robert

3. Alkharrat, Samer

4. allegaert, paul

5. Barberis, Rolando

6. Baxter, David

7. Begley, Shawn

8. Binkhorst, Olle

9. Bowman, Keith

10. broyer, udi dex technologies
11, Bru, Cedric

12__Bums Boh

| Do you want to apen of save Completion Report.ls from saas.eleapdev.com?

Open Save v Cancel x

eCommerce, Documentation ~

& Export to Excel
Deadline

~

Once you’ve downloaded the file, it opens in Excel, as shown in the following illustration. You now have

local access to the Completion Report data for all of the Students in that Course.

Home Formulas Data Review

EE * Arial
Paste - B I -
) L

Clipboard

Insert Page Layout

10 v AT AT --[:| o

Font I

Alignment

View
(S} Wrap Text

i~ S~ A El?‘ IEEE 5 Merge & Center -

Microsof

Add-Ins Acrobat

General M

%8 % Conditional Format  Cell
Formatting ~ as Table = Styles ~
Styles

$ - % o

F Number &

Insert Delete Format
- . -

Cells |

I AutoSum ~

] Fiti ~
2 Clear =

7 &

Sort & Find &
Filter = Select~

Editing

Ko

K14 ~ &

Completion Report [Compatibility Mode]

B Cc

D E [ F G

H

g

Course Full Name
1 How to Sell Software-as-a-Senvice (SaaS): Why y Aanes, Eric
2 How to Sell Software-as-a-Semvice (SaaS). Why y al-jaar, robert
3 How to Sell Software-as-a-Service (SaaS): Why y Alkharrat, Samer
4 How to Sell Software-as-a-Senvice (SaaS): Why y allegaert, paul
5 How to Sell Software-as-a-Service (SaaS): Why yBarberis, Rolando
6 How to Sell Software-as-a-Service (SaaS): Why yBaxter, David
7 How to Sell Software-as-a-Service (SaaS): Why yBegley, Shawn
8 How to Sell Software-as-a-Service (SaaS): Why yBinkhorst, Olle
9 How to Sell Software-as-a-Semvice (SaaS): Why yBowman, Keith
10 How to Sell Software-as-a-Semvice (SaaS). Why y broyer, udi
11 How to Sell Software-as-a-Senvice (SaaS): Why yBru, Cedric
12 How to Sell Software-as-a-Senvice (SaaS): Why yBums, Bob

14 How to Sell Software-as-a-Senvice (SaaS): Why y Chiri Ravi

Email Description Organization Deadline
aanese@yahoo.com
robert_al-jaar@silanis.com
sam@liveroute.net
paul allegaert@babelway.com
rbarberis@gmail.com
dnbaxter@comcast.net
sbegley@mitchellhumphrey.com
obinkhorst@hotmail.com
keith.bowman@sharefile com
ubroyer@yahoo.com
cedric_bru@syncada com
rburns@evergreen-data.com

dex technologie
Syncada from \

13 How to Sell Software-as-a-Senvice (SaaS): Why y Chai-Chang, Janice riopalmajc@yahoo.com

ravi il.com

15 How to Sell Software-as-a-Service (SaaS): Why y Derwael, Petra
16 How to Sell Software-as-a-Service (SaaS): Why ) Diaz, Daniel

(b ¥| Report /€3

EEEECEeCCTe

petra@brandnewday eu
daniel. diaz@titantech.net

Progress [%]

In Progress [50 %]
In Progress [50 %]
Completed
Completed
In Progress [50 %]
In Progress [50 %]
Completed
In Progress [50 %]
Completed
In Progress [50 %]
In Progress [50 %]
In Progress [50 %]
In Progress [50 %]
Completed
In Progress [50 %]

In Progress [50 %]
|

Completion Date
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Referrers

Selecting the REFERRERS tab on the Ecommerce screen displays the Referrers screen, as shown in the
following illustration. This screen displays a list of individuals or companies that have been referred as
potential customers of the eLeaP system on a Referrers list, and shows the Name, Email, Commission,
KEY and Date Created details for each Referrer on the list.

Referrers

ECOMMERCE COURSES YOUR ECATALOG SALES REPORT COMPLETION REPORT REFERRERS REFERRERS PERFORMANC E PROMOTIONAL CODE S

T Filter

KEY Date Craated Actve

o2

@ 00

Adding a Referrer

Selecting the add new referrer on the Referrers screen displays the Add Referrer screen, as shown in
the following illustration. Follow the steps below to successfully add a Referrer to the system. Please
note that the Key is a system-generated value.

V.
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Home

Add Referrer

m RETERE

First Name

Enter a First Name for the new Referrer in the First Name field.

Enter a Last Name for the new Referrer in the Last Name field.

Enter an Email Address for the new Referrer in the Email field.

Enter a Phone Number for the new Referrer in the Phone field.

Enter a Fax Number for the new Referrer in the Fax field.

Enter a Street Address for the new Referrer in the Address field.

Enter a City Location for the new Referrer in the City field.

Enter a State/Region location for the new Referrer in the State/Region field.

W O N R WD

Enter a Zip or Postal Code for the new Referrer in the ZipCode field.

=
o

. Enter a Country Location for the new Referrer in the Country field.
. Enter a Web URL for the new Referrer in the Web (including http://) field.
. Enter a Commission Percentage for the new Referrer in the Commission (%) field. You are

[
N

required to add a value within this field; it cannot be left set at 0.

.
13. Click to create the new Referrer.

As shown in the following illustration, the Referrer has been added to the Referrers list on the Referrers
screen

V.
a product of te I.a n I.a



eleaP Administrator’s Manual

e]ga_/lj HOME  COURSES USERS  USERGROUPS  TRAINING PATHS  QUIZRESULTS  FORUM  REPORTS MERCE Parks, Paul =

Home ~ Ecommerce ~ Referers

Referrers
YOUR ECATALOG SALES REPORT "OMPLETION REPORT REFERRERS REFERRERS PERFORMANCE PROMOTIONAL CODE S
Name

There are no registered referrers

Fowered by

eleaP

5 copyrght lamws and inlermatiansl restes
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Referrers Performance

Selecting the REFERRERS PERFORMANCE tab within the Ecommerce screen displays the Referrers’
Performance screen, as shown in the illustration below. Each line on the Referrers list displays the
Name, Email, Commission, Total Amount and Ref.Com details for that Referrer.

dosns | Ecommencs /| Ralsmer

Referrers' Performance

ECOMMERCE COURSES YOUR ECATALOG SALES REPORT COMPLETION REPORT REFERRERS REFERRERS PERFORMANCE PROMOTIONAL CODES

No. Name = Email Commission Total Amount Ref.Com,

Clicking a Referrer’s Name allows you to view that Referrer’s Detail information, as shown in the
following illustration.

Home

ECOMMERCE COURSES YOUR ECATALOG SALES REPORT COMPLETION REPORT REFERRERS REFERRERS PERFORMANCE PROMOTIONAL CODES

Referrers > Telania Company

KEY

First Name

LastName

Email o -
Phone

Fax

Country

State/Region

Address

City

ZipCode

Web

Commission 50%

edit delete Referrer | back to Referrers

V.
a product of te l.a n l.a



eleaP Administrator’s Manual

Exporting Referrer Performance

Selecting the Export to Excel link on the Referrers’ Performance screen allows you to export this
information to a local drive on your computer. As shown in the following illustration, you are provided
with the option to either Open or Save the file.

As shown in the following illustration, the file is displayed within Excel so that you now have local access
to this information.

A [V N— c D E F
1 No. Name Email Commission percentage Total Amount Referrer Commission
2 1
3 2 1
4 3
5 4 o
6

.
a product of te l.a n l.a



eleaP Administrator’s Manual

Promotional Codes

Selecting the PROMOTIONAL CODES tab within the ECOMMERCE group of tabs displays the

Promotional Codes screen, illustrated below. Each Promotional Code on the Promotional Codes list
displays the Promotional Code, Discount, Quantity, Expiration Date, Insert Date and Active/Inactive

status details for that Promotional Code.

Home  Ecommerce

Promotional Codes

No. (] Promotional Code Discount

X delete selected codes

Total Codes: 3

1O test 100.00 % off price
2. [ pewcode 100.00 % off price

3. 0Ow 50.00 % off price

Quantity

(07127)

ECOMMERCE COURSES YOUR ECATALOG SALES REPORT COMPLETION REPORT REFERRERS REFERRERS PERFORMANCE PROMOTIONAL CODES

Expiration Date
05-31-2012
05-31-2012

06-30-2012

e@/l HOME COURSES USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS ECOMMERCE

Insert Date
11-03-2011
05-15-2012

05-17-2012

Active
L]
L]
(-]

Parks, Paul v

© add new code

& gdit

[ edit

# edit

< back to eCommerce

Adding a Promotional Code

Selecting the add new code link on the Promotional Codes screen displays the Add New Promotional

Code screen, as shown in the following illustration. Use the steps below to successfully add a

Promotional Code to the system.

.
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eleal

Home Ecommerce

Promotional Codes

Add New Promotional Code

Promotional Code

% off standard

Expiration Date

save promotional code  [EEFSUES]

No. (] Promotional Code
1. O test

2. [0 newseds

HOME  COURSES

price

™

100.00 % off price
100.00 % off price

50.00 % off price

USERS

TRAINING PATHS ~ QUIZ RESULTS  FORUM

YoUR ECATALOG compienionneport | merennens | mereanens penrormance [t R

Quantity Expiration Date
05.31.2012
05:31:2012

0/127) 06-30-2012

REPORTS m Parks, Paul ~

11.032011 © # edit
05-15-2012 ° @ edit

05-17-2012 © (# et

Enter a name for the new Promotional Code in the Promotional Code field.

Select a Discount Type for the new Promotional Code from the Discount Type list.

Enter a percentage value within the Value of Discount field to indicate the percentage off the
standard price that the discount promises.

4. Enter a quantity amount within the Quantity field, if applicable, and leave this field empty if the

quantity is unlimi

ted.

5. Enter an Expiration Date within the Expiration Date field, either by entering that date manually
or by using the Calendar icon to display the Calendar for selecting the date.

. |
6. Click to save the new Promotional Code to the system.

Editing a Promotional Co

de

Clicking the edit link for a line on the Promotional Code list displays the Edit Promotional Code screen, as
shown in the illustration below. Simply make any modifications to the Promotional Code, Discount
Type, Value of Discount, Quantity and/or Expiration Date settings for the Promotional Code, and then

. save promoctional code
click to save your changes to the system.

D
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e@]z HOME ~COURSES USERS USERGROUPS  TRAININGPATHS  QUIZRESULTS  FORUM  REPORTS Parks, Paul
Home Ecommerce Codes
Promotional Codes
OMMERCE COURSES | YOUR ECATALOG ESREPORT | COMPLETIONREPORT | REFERRERS | REFERRERSPERFORMANCE [ VellittiRsvial
Edit Promotional Code
Promotional Code
lest
Discount Type Value M
Value of Discount 10000
$ off standard price
Quantity
leave ampty for unlimited
Espiration Date 05.31.2012 7
save promotional code
© add new code
No. (] Promotional Code Discount Quantity Expiration Date Insert Date Active
1. 0O test 100.00 % off price 05-31-2012 103201 [] (# edit
2. [ pencode 100,00 % off price 05312012 05-16-2012 o # edil
3 0% 5000 % off price (01121 06-30-2012 05-17-2012 ] # el
% delete selecled codes
Total Codes: 3
€ back to eCommerce
Y Copyright 2005 - 2013 Telania, LLC. Al rights reserved
eleal Unauorized use of reproducton is prohitiled by US copynght 1aws and nlemationl reates
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Deleting a Promotional Code

Selecting the check box for a Promotional Code on the Promotional Codes list and clicking the delete
selected codes link, as shown in the following illustration, will remove a Promotional Code from the

system.

eleal

Home  Ecommerce — Codes

Promotional Codes

No. ] Promotional Code Discount

1 O test 100.00 % off price
2. [0 pewcode 100.00 % off price
3. 50 50.00 % off price

- % delete selected codes

Total Codes: 3

Tetania, LG, AN

OpyTIGht I3ws and intemationl reaties.

Quantity

(01127)

HOME COURSES USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS ECOMMERCE

Expiration Date

05-31-2012
05-31-2012

06-30-2012

Parks, Paul =

ECOMMERCE COURSES YOUR ECATALOG SALES REPORT COMPLETION REPORT REFERRERS REFERRERS PERFORMANCE PROMOTIONAL CODES

© add new code
Insert Date: Active
11-03-2011 L] & gdit
05-15-2012 -] [ edit
05172012 L] & edit

€ back to eCommerce

As shown in the following illustration, the system displays a warning message before proceeding with

the deletion, to ensure that is your intention. Click

.
to cancel the deletion process.

oK

to proceed with the deletion or click

e Are you sure you want to delete the selected Promotional Codes?
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Support/Help Center and eLeaP™ Knowledgebase

eLeaP™ has an incredibly helpful online support center. To access support and help 24 hours a day, go to
http://support.eleapsoftware.com.

At the Support Center, you can:

® Access our eLeaP Knowledgebase: This is a specialized library of articles and reports and
powerful how-to tips on how to maximize your eLeaP learning and training system.

o Submit-a-Ticket: Do you have a particular question or need help with a feature in eLeaP? Submit
a ticket to our helpful staff and you will receive answers. This is an incredibly useful feature. We
encourage you to make good use of it.

e Downloads: If you need special reports, White Papers or even user guides or manuals, access
our Downloads section to get this material.

e Troubleshooter: Step-by-step tour to find help for your problems.

e News: Visit our news section to learn about latest happenings in eLeaP and our parent company
Telania, LLC. You can also access our blog at www.eleapsoftware.com/blog to learn more about

the world of eLeaP™.

""‘\.
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