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Introduction

About the HealthStream Authoring Center

The HealthStream Authoring Center enables subject matter experts and clinical educators
to rapidly develop custom content from their computer desktop and deliver it to their
learners via the HealthStream Learning Center (HLC) — without being technology
experts.

With HealthStream’s Authoring Center it is easy to assemble and deploy meaningful
courseware, using familiar tools, then seamlessly publish that content to your learning
library within the HealthStream Learning Center.

Your subscription to the Authoring Center provides:

e An intuitive browse/edit interface: Authors who are accustomed to browsing the
Internet via Microsoft’s Internet Explorer will instantly identify with the Authoring
Center’s functionality and will be able to create new and exciting courseware.

e A library of templates and images: To help our subscribers get started developing
their content quickly, HealthStream provides access to a library of templates and
images.

e The Courseware Exchange: Not only can you develop authored content from the
ground up, but you also have access to complete courses (including online content
and assessments) other subscribers have shared via the Courseware Exchange.

e Storage space: Subscribers receive access to save their authored content on
HealthStream’s servers.

As part of the Authoring Center, HealthStream provides its subscribers with licenses of
Adobe Contribute. Install Contribute on your workstation to assemble the assets of your
authored content and save them to your Authoring Center account — located on
HealthStream’s servers. With Contribute, you can create and view your web-based
content just as you would through any other web browser, and easily add and edit content
and images on-the-fly. You can also import content from other documents (e.g. Word,
Excel), as well as drag-and-drop audio and animation files you might wish to include that
enhance the interactivity of your authored learning activity.

NOTE: Contribute allows you to create HTML pages of subject content. All of the
HTML content pages for a single authored topic are housed in a folder as an Authoring
Center learning activity. Authored online activities can be added to HLC courses for
delivery to HLC students as assigned and/or elective courses. An HLC course can include
more than just the Authoring Center activity. A course can include a single activity or
any combination of the following:

e Authored online activities

e Tests

e Evaluations
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e (Classroom activities (HLC customers only)
e Virtual class activities (Virtual Class customers only)

System Requirements

For Adobe Contribute

500+ MHz Intel Pentium processor or equivalent
Windows 2000 or later operating system
Internet Explorer 5.5 or later

256+ MB of available RAM

200 MB of available disk space

1,024 x 768 pixel resolution or better

For Your Authoring Center Account

e Open port (21) on your network for standard FTP and port (22) for SFTP, and port (80)
and (443) for Contribute. Note: This does not apply to HCA facilities.

Updated February 2007 5
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Where to Perform Tasks for Your Online
Course

This is a guide to help you determine where to perform certain tasks. In general, you will
design your online content (online learning activity) in Contribute and create and publish a
course that includes the online learning activity through the HealthStream Learning Center
(HLC). You may also add other learning activities to the course, such as classroom events
and assessments prior to publishing,

Task Where to Perform Task

Contribute Authoring HLC
FTP

Designing Online Content

Building content from templates

Creating content folders

Creating content pages

Formatting authored pages

Adding images

Adding links

Adding pop up pages

Adding quizzes

Adding audio

ANERNERNERNEANEA AR B NERN BN

Importing PowerPoint slides converted to JPGs

Editing Online Content

<

Editing page content

<

Rolling back to a previous page version

Deleting authored pages v

<

Renaming authored pages

Renaming a content folder v

Previewing

Previewing single pages v

Previewing authored online activities v

Managing Courses

Previewing completed courses v

Adding tests or evaluations to course v

Having other Authoring Center administrators review courses v
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Task Where to Perform Task
Contribute Authoring HLC
FTP

Publishing courses v
Versioning courses v
Retiring courses v
Accessing courses from the Courseware Exchange (Next Gen) v
Accessing courses from the Courseware Exchange (Classic) v

Assigning courses v
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Getting Help

For assistance with the HealthStream Authoring Center, please click the Support link located
on your Authoring Center Homepage. This link will provide access to Authoring Center

documentation, frequently asked questions with answers, and resources to access Customer
Service.

Updated February 2007
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Accessing Your Account

Your HealthStream Implementation Specialist will provide you with the information
necessary to download and install Contribute, get you connected to your Authoring Center
account, and schedule training. (NOTE: Talk to your IT staff about installing the software.)

o

1. Double-click the shortcut on your desktop labeled Contribute, contribute
or click the Start menu, and select Contribute. The Welcome page appears.

|@ Macromedia Contribute - [HealthStream Authoring Center] g
File Edit Wiew Bookmarks Insert Format Table Help
[ Edit Page | {3 New Page Bock = Forward @ stop [E] Refresh 1 Home Pages C
address: | http:ffauthordey. healthstream.comfcontent/reeves/indesx . html V ‘.:-;))GD _j‘ﬂchoosem

Home | My Account | Support

- Welcome to the
ﬂ§ HealthStream Authoring Center!

To edit a learning activity you have already created and saved to your account, please select
the "Choose” button from the browser navigation menu at the top right-hand corner.

To access the HealthStream Learning Center, please select the "My Account” link and you
will be directed to the log-in page.

2

To obtain product support documentation, please select the "Support” link and then select
the applicable topic under "Authoring Center.”

emsum' Copyright 2006 HealthStream, Inc. All Rights Reserved.

This is where you will begin building and/or editing your own authored content. Here
you will find links that will access HLC Course Builder workspace (My Account), help
you find answers to Frequently Asked Questions (FAQs), provide you with training
materials (under Support), and access to HealthStream Customer Service.
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Assembling Your HTML Content Pages

Start with a Storyboard

Before beginning the content assembly process for your Authoring Center learning activity,
we encourage you to develop a storyboard with the script and layout in Microsoft Word or
PowerPoint (using Notes view for detailed text). Also, save all of your project assets
including photographs, animations, and audio in an accompanying folder. With all of your
development completed, you are ready to begin assembling your learning activity.

For your convenience, we have made a storyboard template available for download in the
Training section of the Authoring Center website. To access the Authoring Center web site,
follow the steps in Accessing Your Account on Page 9.

Selecting a Design Theme

As you prepare to assemble your content and save it to your Authoring Center account, you
may want to select a template, or a design theme. HealthStream has created some templates,
located in the Courseware Exchange Community directory to help you with this process.
The Courseware Exchange Community directory is also where you can find images that
can be incorporated into your content pages, as well as courses other Authoring Center
subscribers have completed and made available for others to customize and use (see
Accessing the Next Generation HL.C Courseware Exchange, Page 62).

After you publish your first page to your content folder based on a template, you can treat

your published page as a template, and follow the process outlined below to make a copy of
the page and publish it.
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Creating Pages for an Authoring Center
Learning Activity

Overview

We recommend that you base all pages in your authored learning activity on a template. You
can use any page for a template: a page in the Templates directory provided by
HealthStream, one provided by your facility or corporate office, or a page that you have
already created.

The flowchart below shows the general steps for creating a page based on a template.

Choose a Have you Create new
template published content folder
other pages?
Create new page Save page in Save page in
from copy of existing content new folder
current folder
Edit new page
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Creating the First Page of the Authoring Center Learning Activity

Follow these general steps to create the first page of the activity:
1. Choose an HTML template.

2. Make a copy of the template page and edit it.
3. Publish the page to a new folder named for your activity.

1. Click Choose. You will see your Authoring Center account and the basic file structure.
Browse to locate templates and other assets.

=
=

=

ChGo 9 Choose.. < ———

2. Select the Courseware Exchange Community directory and click Open.

Choose File on Website

[ Customer_Shared_Courses
| |_HealthStream_Provided_Assets

2 —m— 3]

WWeb address: httpe/fauthordey. healthstream. comjconkentfreeves)Courseware_Exchange_Communiby)

[ Cpen ] [ Cancel

3. Select the HealthStream Provided Assets directory and click Open.
4. Select the Templates directory and click Open.

5. Select the template you would like to use and click OK.

6. Click New Page and then Copy of Current Page.

[Q’ Edit Page | [ Mew Page K:

Address: | httpeffauthordey . healthstrearn. com)
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Mew Page
Create new page for: Previgw:
79 Authoring Center M & .
= :_'ﬂ HealthStream Authoring Center Mgl Z2t Arkal e v s

[ Blank Weh Page =
(] Copy of Current Page <:|
th|C7)  Starter Web Pages

2 Templates
Ir_‘g My Compuker

3

Create a new weh page bazed on the page you'te currently
brovising.

Page title: 010_intraduction|

[ Help ][ Refresh Templates ] [ Ok H Cancel ]

7. Type a Page title, without spaces or special characters, beginning with a multiple of 10
and an underscore to indicate its order in your course. Example: 010_Introduction. For
more information, see Naming Your Pages on Page 19.

8. Click OK. Contribute changes from a browser to an editor (notice the menu near the top
of the application). Using this editor, delete the text and image placeholders and add your
own text and images. For more information on adding content to your pages, see
Formatting Pages beginning on Page 20.

9. Click Publish from the Contribute menu.

[53 Publish 5 d for Review Save For Laker | &€ Cancel] | é

I Mormal j I.ﬁ.rial

wah

Header 22pt Arial Subheader 130t Arial

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx -
Title
Depending on the actual age of the patient, it might be helpful to give the

older child & choice of having his parent or caregiver present. | iz ezsertial
to provide az much privacy as possible. Alwvays speak directly to the child,
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Note: The first time you publish, you will be asked if you would like to publish this page

without linking. HealthStream takes care of linking your pages for you, so select “Don’t
warn me again” and click Yes.

10. Click the Choose Folder button.

Publish Hew Page

{ "= Please enter a filename For this new page, The filename will become part of
“‘!J*) the page's web address on wour website,

Page title:  010_jntroduckion

N
Filename: | 010 introdiction. htmi [ j Zhoose FDldEr..%l_ —

Web address: http:jfauthordey healthstream. comjcontentreeves)
Courseware_Exchange Comrmuniky [
HealthStream_Provided AssetsiTemplates010_introduction. bl

[ Publish ][ Zancel
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11. Browse back to the root level of your Authoring Center account
(http://authordev.healthstream.com/content/Hospital XYZ) by clicking on the drop-down
arrow next to the Look In box. You will know you are back in the root level of your

account when you see the folder for the Courseware Exchange Community displayed in
the folder display window seen below.

Choose Folder ” @

Look in: J http:,I',I'authordev.healthstream.com,l'cniV'»! ﬁ? "j <:|W:
O1Mext_Gen_Overyiew [~
ADAM Cantent Demo
ADAM tesk

Courseware_Exchange_Community
55

oooom

g w ) @)

Folder: http:ifauthordey. healthstream.comfontent/reevesy

[ Select ", .eam.com/contentireeyes]” ]

12. Click the New Folder button and name the folder with the title of your activity using an

underscore between words (e.g. Fire Safety) and click OK. For more information, see
Naming Your Content Folder on Page 19.

Hew Folder

Mew Folder name:

.ﬁ._Test_CDurse<::l
(4 l [ Cancel
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13. Click the button that begins with Select, followed by your new folder name in quotes.

Choose Folder

rm T—1 s 8 :
Lookin: | 7] A_Test_Course 1] Eﬂ 5 Bg) Preview:

(2]

Folder: httpsffauthordey.healthstream. comfcontent/reeves)f_Test_Course/

’ Select "A_Test_Course” Qper

Cancel

14. Click the Publish button.

Publish New Page

+“= % Please enter a filename For this new page. The filename will become part of
1 the page's web address on your website,

Paqge tithe: 010_jnkroduction

Filename: | 010_introduction. htrl

Web address: httpiffauthordey healthstream, comfcontentreeves)
A_Test_Course010_introduckion, hkml

Choose Folder, ..

]

[ Publsh Sl

Contribute

Zongratulations! Your new page "010" has been

@ published ko the wehsite,

[ Don't show me this message again.

84 |

X

NOTE: Contribute’s “Publish” function sends the page from your computer to the content
folder in the HLC. It does not publish the page or any content into the HLC for student use.
That is done using the HLC’s Publish feature in Course Builder.

Updated February 2007
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Creating Additional Pages

1. Open the page you want to use as your template. If you have just created a page, you can
use this page as your template and go to Step 2. If you want to use another page as your
template or you have just opened the Authoring Center, click the Choose button.
Navigate to the page you want to use as a template, highlight it, and click OK.

2. Click New Page, and then Copy of Current Page.

[m’ Edit Page | [ New Page%(f:_-. k

Address: | http: ffauthordey  healthstrearn. com)

3. Type a Page title, without spaces or special characters (example: 020 Objectives). See
Naming Your Pages on Page 19.

Mew Page
Create new page for; Preview:
@ Authoring Center M
=l C@ HealthStream Authoring Center Hgcaclur Z2pt Arfal e s "

[} Blank Web Page

~[[E] Copy of Current Page <:|

B3 Starter Web Pages G
“5 Templates 5 '-} |
-] My Computer .

Create a new web page bazed on the page you're currently
brawszing.

Page kitle: | 020_Sample_Content| <:I

[ Help ” Refresh Templates ] [ [w]'d ” Cancel ]

4. Click OK. Using this editor, delete the text and image from the previous page and add
text and images for the new page. For more information on adding content to your pages,
see Formatting Course Pages beginning on Page 20.
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5. Click Publish from the Contribute menu.

[53 Puhlish{ﬁ__,‘,—_hd for Review | | Save for Later | $€ Cancel
= [aria = =B 7|

e

aliv |

I Mormal

wah

Header 22pt Arial Subheader 130t Arial

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx -
Title
Depending on the actual age of the patient, it might be helpful to give the

older child & choice of having his parent or caregiver present. | iz ezsertial
to provide az much privacy as possible. Alwvays speak directly to the child,

When you publish subsequent pages of online content, the page will automatically point
to the folder you created and saved the first page to. To verify, check the Web address
prior to clicking Publish.

Publish New Page

(' . Plzase enter a filename for this new page. The filename will become part of
1 the page's web address on wour website,

Page title:  020_Sample_Content

Filenarne: FJZDLSamp[EHCBntBnthtn'rﬂ | | 29 choose Folder. ..

‘Web address; htkp:/fauthordew . healthstream, comfcontentfreeves
A_Test_Course/020_Sample_Content.html

[ Publish wcel ]

6. Click the Publish button.
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Naming Your Pages

Use the following guidelines to name your pages:

e Name the page using the page title or another unique name.

e Begin filenames with a numeric value and an underscore in increments of 10. The
number before a page name indicates its order in your course. Beginning with an
increment of 10 allows you to insert pages between your pages later. Example:

010 _Introduction.

e Do not include numbers after the underscore. Example: 010 1Introduction

e Do not include spaces in the file name. Example: 020 Overview.

e Do not use these special characters: ~, |, @, #, $, %, ", &, *,, ), +,= % 55 L /,\ <
and >. Example: <introduction> is not a valid file name.

e Do separate words with an underscore or capital letters. Example:
030 _Emergency Procedures OR 030 EmergencyProcedures.

If you name your file incorrectly, see Renaming Course Pages on Page 54.

Naming Your Content Folder

Use the following guidelines to name your content folder:

e Give the content folder a name similar to the course to be created in HLC’s Course
Builder.

e Separate words in the folder name with an underscore.

e Limit the name of your course to 50 characters or less.

NOTE: The name you assign the content folder is not displayed to students. In Course

Builder, you can rename the Authoring Center activity name which will display for
students as well as a assigning a name for the Course in which the activity resides.

Updated February 2007 19



% HealthStream’

Formatting Pages

Adding Text

To add text to an Authoring Center page, simply delete the existing text in the template and
type your new text. Or, if you have created a storyboard in another program, copy and paste
the text into your course page. NOTE: If prompted to “Clean Up Word HTML?” click Yes.

Adding Images

You can add images four different ways:
Copy and paste images from your Microsoft Word storyboard
Add images from HealthStream Assets

Add images saved on your hard drive or network
Add images from the Internet

Save all images you add to your course in .JPG or .GIF format. This format keeps the file
size small and makes your course pages open faster. Contribute takes care of uploading the
images to the HLC, automatically.

Note: Do not attempt to copy images from one Authoring Center activity to another. Instead,
add the image from its original location (e.g. hard drive, network drive, Internet, or Word
document) by accessing the Images button within Contribute. If you copy an image from one
activity and paste it into another, the image will not show in the activity you paste it to.

Copying and Pasting Images from Your Microsoft Word Storyboard

1. Right click on the image in your storyboard in Microsoft Word, and click Copy.

2. Right click in the location on your content page where you want to add the image, and
click Paste.

Note: You may also click on the image and use the Ctrl C (copy), and then click on the

content page where you want to add the image and use Ctrl V (paste).

Adding Images from HealthStream Assets

Click in the location on your course page where you want to add the image.
Click the Image icon and select From Website...

Browse to the folder named Courseware Exchange Community.

Open the folder HealthStream_Provided_Assets and open the folder Images.
Browse to the image you want to add.

Click on the name of the image, and click OK.

AN ol S e

Adding Images Saved On Your Hard Drive or Network

1. Click in the location on your content page where you want to add the image.
2. Click the Image icon and select From My Computer...

3. Browse to the folder that contains your images

4. Click on the name of the image, and click Select.

Updated February 2007 20
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Adding Images from the Internet

You can add images to your content pages from any website by dragging and dropping the
image from Internet Explorer onto your open page in Contribute.

You can also save the image from the web site by right-clicking on it and selecting Save As.
Then, follow the steps for Adding Images Saved on Your Hard Drive or Network.

NOTE: Be sure to follow your organization’s policies and procedures for obtaining
appropriate permission to utilize images found on the Internet.

Resizing Images

You can change the size of an image visually or by entering specific values. Note: Changing
an image this way affects only this instance of the image; it does not affect the original
image source file. Also, you should avoid re-sizing an image to be larger than its original
size. This causes it to appear blurry and distorted. It is acceptable to make images smaller.

To resize an image visually

1. In your draft, select the image you want to resize.

2. Click the Resize button in the image editing toolbar @
3. Drag one of the selection handles to the desired image size.

[59 Publish | 7= Send for Review | 1 Save for Later | 3¢ Cancel] | 5] _ Li
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Contribute changes the height and width of the image by the same percentage so that the
image is not distorted.

Tip: Hold the Shift key as you drag if you do not want to change the height and width of
the image by the same percentage.

Note: Resizing this way affects the image size and its display area on the page. To
change only the display area, see Changing Image Properties on Page 97 of the
Contribute User Guide (found via the “Support” link in Authoring Center).

To resize an image with specific values:
1. In your draft, select the image you want to resize.

2. Select the Image Properties toolbar.
3. Enter Width and Height values in the Image Properties pop-up.

= for Later | S€ Cancell 5] _Lnk || Image [F7] Table ==L Table Row [|ff Table Column

v 298

-

Image Properties

Image file: | images/hearts-hemarrhages-ven_krun.jpgl

Display width: | 150 Pixels V [ Reset Display Size ]

i% Display height: | 225 Pixels v [+] Canstrain propartions

hicy Horizonkal padding: pixels Alignment: | Defaulk Vﬁ_
Yertical padding: pixels Barder: pixels | ——

Descriphion (ALT bextl:

This description is used by tools that read web pages to people with visual disabilities.

ik H Cancel ][ Apply I

Contribute changes the height and width of the image.
Note: Resizing this way affects the image size and its display area on the page.

To revert an image to its original size:

e In your draft, select the image, then Format, Edit Image, Revert to Original Size.
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Adding Tables

The HealthStream Authoring Center lets you copy and paste tables from Word or Excel in to
your pages or create them within Contribute.

1. To create a new table in Contribute, click the Table button. You will see the Insert Table
menu.

riew | | Save for Later | $€ Cancell | =] Link (] Image [-7] Table<[" = Ro
——— 1 1 1 [

Insert Table | x|

T able zize

I MHurnber of rowes: E
. Mumber of colurns: |3

O ptions

Table width: ©* Diefault width

" Specific width: [300 pivels #]

Border thick ness: |1 pixels
r Cell padding: I pixelz between border and content
Cell spacing: I pixelz between cells

2. Fill in the desired number of rows, columns, border thickness, and header style
information
3. Click OK and the table will be added to your page.

like to have contral, =0 when choices can be offered to the child, it may
improve cooperation. Mever lie to the child about & procedure not huring.
The azzesszmert can be done inthe head-to-toe format.

4. Select any cell to type/paste text or graphics.
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Inserting Links

Links to other pages, web sites, e-mail addresses, and documents on your computer can be
easily inserted into a page within the HealthStream Authoring Center.

You can add several types of links, including links to files stored on your computer or
network and links to web pages on the Internet or your facility’s intranet.

Adding Links to Files on Your Computer or Network

1. Highlight the text or graphic on your content page you would like to link from.
2. Click the Link button and click File on My Computer.
3. Add your link text and Browse your computer to locate the file you want to link to.
=]
T j

Drafts and Create Browse ko E-mail
RecentPages  WewPage  WebPage Address

Link test
[

File ta link to:

- Browse.. | [
= e
‘\\1‘) and

Nate: T
editt. Editing the fils on yaur computet will nat change the copy on
your website,

o make changes to this file ater, browse to the file in Contibute

HREF: |

SE:tlnr\anchnll =] Target frame: [Detaut = <:|
| g

4. If you would like to have the link launch in a new window (recommended), set the target
frame to New Window.
5. Click OK and you will see the link appear on the content page.

NOTE: When creating a link to a document, Contribute makes a copy of the document
and stores it within the content folder. If changes are made to the original source file,
those changes will not be reflected in the document within the Authoring Center activity.
Y ou must update the page to which the document is linked by linking to the updated
document, and then publish the page. Once the update is made, any previously published
HLC course that includes the Authoring Center activity must be re-published for the
updated document link to be available to students.

Adding Links to Web Pages

1. Highlight the text or graphic on your course page you would like to link from.
2. Click the Link button.
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[@ Publish ‘ @Save For Later | b4 Cancel]

ST -— =

Ll 5.

=E=== |1z 3| A & Drafts and Recent Pages... |
| £ | R | R | - Create New Page...
Pediatric Caregiving E-mail Address..,
File on My Computer...
oung Hosp

Infancy

Infants and small children require special caregiving

Trust is built upon honesty and compassion between the child, the parents,
and the hospital caregivers

3months | Bmonths [ 8 months

Rolls over. Sits up. Crawls.
Smiles often. Giggles. Speaks first
words.

3. Click Browse to Web Page. You will see the Insert Link window.

e ik

- el r , Preswigw:
Drafts and Create E-rnail File: on

ig'l Refresh I

Recent Pages  Mew Page fddress Iy Computer

Link kext:

| Click here ta link to v, google com:

Web address [URL)
|http: Aoy google. com!

& Browse... I lze a weh browser ta find the page pou want ta link to.
j Ehuose_._l Search wour web server for the file you want ta link to,

Google

b | BaFasay Laciy =t

HREF: Ihttp:,l',l'www.goagle.cam,l’

Section anchor; I vi Target Frame: | K= -

Default

Entire Window

Help | Advanced |

Ik I Cancel

Under Web address (URL), insert the address you would like to link to by doing one of

the following:

Type the URL, or web address you would like to link to. Example:

http://www.google.com.

Click the Browse button and open the page you would like to link to.
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7. Copy the web address from address field of a browser, and paste it into the Web address
(URL) field by pressing CTRLA+V.

8. If you would like to have the link launch in a new window (recommended), set the target
frame to New Window.

9. Click OK and you will see the link appear on the content page.

[ Publish [ [ Save for Later | 3¢ cancel | Y13 % | <53, unk (], 1mage | [EE]Table =5 [1ff
= A
—

|G = s =

Infancy

Infarts and small children recuire special caregiving

Trust i built upon honesty and compassion between the child, the parents,
and the hospital caregivers

va

3 months 5 months 9 months
Rolls over. Sits up. Crawls.
Smiles often. Giggles. Speaks first

words.

Click here to link to www.qoogle.com <:I

Adding Links to an Email Address

To add an email link:
1. Highlight the link text from the content page.
2. Click the Link button.
3. Choose E-mail Address...

3£ Cancel -@T Link:_ @T Image |-= Tal:-l,z-C =k Tahle §

Drafts and Recent Pages. ..
Create Mew Page...

Browse to Web Page,., “a

E-mail Address. ..
File on My Cnmputer.%

1J

4. Enter the e-mail address you wish to link to.
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Insert Link
& B e <7 7 Sreren |
Drafts and Create Browse ko E-mnail File on
Recent Pages  Mew Page “Web Page Address My Cormputer
Lirik Eect:

E-mail address: Mo preview available.

jane. smith@syzcorp. conm

HREF: | mailtoijane. smith@:xyzcorp.com

Section anchor: Target frame:

[ Help ] [ Advanced ] ’ 0K ] ’ Cancel ]

5. Click OK. Once the content page is published, the link is live and will open in
the default mail server used on that computer.
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Adding Interaction

Adding Quizzes

Using the Authoring Center, you can create two types of quizzes within an Authoring Center
learning activity: multiple choice or true/false. Interactions such as question and answer
feedback with remediation can be incorporated into content pages using the following
process.

You can also create interactions in Flash and save them as .swf files that you drag and drop
onto the page where you want the interaction to appear.

Note: Quiz questions created using the method below are not recorded and tracked in your
HLC database and they are for purposes of interaction only. To track and report test results
you will need to add a test to your HLC course.

General Steps

Follow these general steps to create a quiz:

e Create and publish your quiz answer pages. For each answer page, include the quiz
question and answer feedback. For example, for a true/false quiz, you would create a
“true answer page” and a “false answer page.” Publish your quiz answer pages in a
Quizzes subfolder within your content folder.

e Create and publish your quiz question page. Your quiz question page will include the
quiz question and answers the learner can select. For example, a true/false quiz would
include the question and selection buttons for True and False. Create a link from each
answer to the appropriate answer page. Publish your quiz question page in your content
folder, and include a page number in its title to indicate its order in your Authoring
Center activity.
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Example: Question and Answer Pages for Multiple Choice Quiz

Determine the best communication method

=y aree

You need a response in the next hour.

What is the best communication method?

D Email
D Phone call or in person

Figure 1: Question page. When the learner clicks the Next button on the previous page of
their online activity they see this page. It is saved in the main content folder and is called
130_Quiz_Three.

Determine the best communication method

Fojos o
i o0

You need a response in the next hour,

What is the best communication method?

E Ermail

Incorrect. Calling or going to someone's desk
conveys more urgency than email. Howewver,
you may want to make contact in person and
via email to ensure your message Is
understood.

D Phone call or in person

Figure 2: Email Answer Page. This page appears when the learner clicks on the box next to
Email. This page is saved in a Quizzes subfolder within the main content folder and does not
include a page number. In this example, this page is named Quiz_Three_Email_Answer.
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Determine the best communication method

=Yarfiaa 1

You need a response in the next hour.

What is the best communication method?

D Email
Fhone call ar in person
¥ ;

Correct! Calling or going to someone's desk
conveys mare urgency than email.

Figure 3: Phone Call or In Person Answer Page. This page appears when the learner clicks
on the box next to Phone call or in person. This page is saved in a Quizzes subfolder within
the main content folder and does not include a page number. In this example, this page is
named Quiz_Three_Phone_Call_or_In_Person_Answer.

Quiz Button Images

HealthStream provides images for the checkboxes shown in the previous example and for the
True/False quiz buttons shown in the next example. Find these quiz button images in

Courseware_Exchange Community\HealthStream_Provided_Assets_Images\Quiz_
Buttons.

The table below shows these images.

Image Filename

D checkbox.gif

m checkbox_yes.gif
E checkbox_no.gif

True; true_qgif

'H;'-l[ﬂl false.gif

true_yes.gif

true_no.gif
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Image Filename

m false_yes.gif
m false_no.gif

Example: Creating a True/False Quiz

To create a true/false quiz, you would follow these general steps:

o Create the “true” answer page.

o Create the “false” answer page.

e Create the question page, and link the true button to the “true” answer page and the false
button to the “false” answer page.

1. First we will create the “true” answer page. Click New Page from the current content
page. Copy of Current Page and name the page by filling in the Page Title field. Unlike
the previous pages of your course, you will NOT want to name this page sequentially
(i.e. 010_quiz_question, 020 quiz_answer, etcetera) since quiz answer pages are not
standard pages. You might consider naming the page quiz_one answer_true and clicking
OK.

2. In this example the “true” page will represent the correct answer. Type in the question
and answers with the correct answer clearly and click Publish.

Note: For a selection of quiz graphics including checkboxes, true/false buttons, and
buttons indicating correct and incorrect answers, see the folder

Courseware_Exchange Community\HealthStream_Provided_Assets\Images\Quiz_
Buttons.

- i r vk [tk - [guln_srmsser_ | Copels_asswees_17])
0= [= Ywn [okwas juwt Fgral Tabs Deb

2 Pk LT et it | M Cand | Yoy T ol Gk B eeos | D Rabk ) [
By EEAN SEdal A S
A Y 5

-
m HealthStream

HeallFiStream's Misslan 8 ko imprave
e quiality of healthicans by
imgraving the guiality of healthcars
selLicalEan

Jiz

Coorrect He st Sream's mission
[t b irmpiroess s
by impensreg the aadi ot haakhcas
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3. Click Choose Folder and browse to the content folder you will be adding this quiz
question to.

rutiat bewane =

Plesss enber & Menane b thiv v D The Dlesarme sl beooae pai of

J) T fuig's vl ackirt o yoad wealiide

Page e guir]_antvem_lare

e - S ]

‘Wil pddbasz

[

T RO R T
gz _arewer Fake hived

Hep

o e B S T ]

[Pt |  Como |

4. Click the Create New Folder button and name your new folder Quizzes. Select
“Quizzes” and click Publish. You have now completed the first page of your quiz.

5. Next, create the “false” page.

Click New Page from the current page, Copy of Current Page, and name the page by
filling in the Page Title field. You might consider naming the page
quiz_one answer_false and clicking OK.

6. Edit your page to represent the incorrect answer, and click Publish, then click Publish
again. Be sure the page is publishing to your “Quizzes” sub-folder by checking the Web
address. You have now completed the second page of your quiz.

< =acrarvasha Loninbs | guinl_anweer ke (i _ssewss_{sleaifes® ]
= [ Yew feolwaks juwt Fgres Tghs o

il bl L_{‘!mnﬂorl.ln-; o Cmal| | ¥y

ol bk 3, trage | ]

I f | EEENE sEiEdl A S

N =

e
tﬂ HealthStream

HealFiStream’s Mission |8 to imprave
e guality of healficare by
irpreving e quality of heslthcare

|| eeducatan

()

Moiis

Imcanreet Hoalihsyaarn's mession 1500

7. Last, create the question page.

Click New Page from the current page, Copy of Current Page, and name the page by
filling in the Page Title field. This page will be in the normal sequence of your content
pages so you will need to follow standard page naming (e.g. 060 quiz_one) and click

OK.
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8. From the “question” page you will need to link your “true” and “false” icons to their
corresponding pages. Select the “true” icon by clicking on it once, click the Link button
in Contribute and select Drafts and recent pages. Locate the page that represents the
“true” answer page (in this example quiz_one answer_true) and click OK. Do the same
for the “false” icon.

serien =
e : : e i P __olRaes |
E-nl Fie o0
Addets Py Compube
| Stahus
Cument Page
P b
i cpir]animi s Pubintes
FE Pkl
i | ¥
HPFEF: [ousz]_sniser_labe rimi
Sachion acpyr: | =] Tgethase Dt -
Bip | msrenia | [ ] twos |

9. Click Publish. Be sure the page is publishing to your content folder by checking the Web
address. Click Publish again. You have now completed the final page of your quiz.
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Creating Pop-up Links

To add a link to another page that will open in a new browser window, follow these steps:

e Create and publish your pop-up page.
e Create your origination page. Create a link from your origination page to your pop-up
page, and publish your origination page.

Example: Creating a Pop-up Link to a Page

1. First you will need to create the pop-up page. Click New Page from the current content
page, Copy of Current Page and name the page by filling in the Page Title field. Unlike
the previous pages of your authored activity, you will not want to name this page
sequentially (e.g. 010_introduction, 020_objectives, etcetera) since it is a pop-up page
and not a standard course page. You might consider naming the page Pop up one and
clicking OK.

2. In this example the pop-up page will represent a definition for a word within the content.
Type in the words, definitions, and content source information and click Publish.

@ Pop_Up1 - Microsoft Internet Explorer Q@
:Jl

: File Edit View Favorites Tools  Help

\ﬂ ‘g ;‘J /.-’Saarch :\, Favarites Q“‘ - B - ; fi ":_?'

¢ Address rgj http:{fauthoring. healthstream, com/Sales/RR_Sample/Pop_LUps{Pop_up_one. html V G

Sample Authored Content

Asthma

Asthima is & disease in which inflammation of the airwsys causes sirflov into and out of the lungs to be restricted. The muscles of the bronchial tree become tight
ani the lining of the air passages swells, reducing airflowy and producing the characteristic wheezing sound. This is known &s an asthma attack, which can occur
a3 an allergic reaction to an allergen or other substance (acute ssthma), or a= a part of a complex disease cycle which may include reaction to stress or exercize
(chronic asthms).

3. Click Choose Folder and browse to the content folder you will be adding this pop-up to.

4. Click the Create New Folder button and name your new folder Pop_Ups. Select
Pop Ups and click Publish. You have now completed your pop-up page.

5. Click Choose and locate the page you wish to link to the pop-up from.

6. Click Edit Page button.

7. Highlight the word you want to link from.

8. Click the Link button in Contribute and select Drafts and recent pages.

9. Select the page that represents the pop-up you wish to link to (in this example,
Pop_up one).

10. Under Target Frame, sclect New Window.
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11. Click OK.

12. Click Publish and you have successfully created your pop-up.

Adding Audio and Video

The Authoring Center supports Flash files (.swf) that are capable of playing embedded audio
and video, as well as any number of animations and multimedia interactions. The Authoring
Center does not support stand-alone audio file formats (e.g., .mp3, .wav, .mpeg, etc.). It does
support the same stand-alone video file formats that Contribute supports (e.g., .wmv, .mov,
.qt, .avi, .mpg, .mpeg, and .mp4).

For Audio Files:

1. Save the audio clip as a .swf file.

2. Navigate to the .swf file you want.

3. Open the content page to which you want to add the audio file.

4. Copy and paste or click and drag the .swf file onto your content page.

For Video Files:

1. Save the video clip as a .swf , .wmv, .mov, .qt, .avi, .mpg, .mpeg, or .mp4 file type.

2. Navigate to the video file you want.

3. Open the content page to which you want to add the video file.

4. Copy and paste or click and drag the video file onto your content page. You may also
select Insert, Movie, From My Computer... to insert a video file in Contribute.

For more details on incorporating video into Contribute, please see Inserting a Movie into
Your Web Page on Page 106 of the Contribute User Guide (found via the “Support” link in
Authoring Center).

Assembling an Authoring Center Activity
Using PowerPoint

Although it is recommended that you use the process outlined above for assembling your
Authoring Center learning activities in an HTML format, you can convert PowerPoint (PPT)
presentations into individual image files and drag-and-drop them into Contribute and save
them as pages. (NOTE: Do not use the PowerPoint option “Save as Web Page” as this format
is not compatible with Contribute or the HLC).

Notes:

o We recommend that you have your PowerPoint presentation complete and ready to
import before beginning these steps.

o  Plain PowerPoint templates with a light background and dark text work best.

o You will need to create a page for each PowerPoint slide you are converting into the
Authoring Center and number them sequentially if you want each slide to appear as a
separate screen. An alternative (though not recommended) is to add all PowerPoint
slides into a single content page. This would require students to scroll down the screen to
view the entire activity.
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Follow three steps to assemble your PowerPoint content:

1. It is recommended that students view courseware on a monitor set to 1,024x768 pixel
resolution, but if your students are using a screen that has less resolution (for example,
800x600 pixel resolution), it is suggested that you start by resizing your slides.

2. Convert your PowerPoint slides to JPEG images.

3. Paste the images onto your Contribute course pages.

Resizing Your Slides

If your students are viewing the Authoring Center learning activity on a monitor with a
resolution that is smaller than 1,024x768 pixels, it is suggested that you resize your
PowerPoint presentation slides prior to converting them to JPEG images. The following
instructions are suggestions for 800x600 resolution screens. For your particular system, you
may have to experiment to find the optimal size.

1. Open your PowerPoint presentation.

2. Click the File pull-down menu and select Page Setup.

3. Ifyou are using PowerPoint 2000, enter a value of 7.5 for Width and 5.63 for Height. If
you are using PowerPoint 2003, enter a value of 6 for the Width and 4.5 for the Height.

4. Click the File pull-down menu and select Save.

Converting Your PowerPoint Slides to JPEG
Images

1. Open your PowerPoint presentation.
2. Click the File pull-down menu and select Save As.
3. Under Save as type, select JPEG File Interchange Format.

SPECIMEN LABELING

et b Bt

2 1

{12001 HR
[ EHy pires
“Ipipeine

WHO MAKES THE RULES??

LE]

LABELING LAB SPEC]
Y ey

WHY IS IT IMPORTANT T0
BANNER HEALTH SYSTEM?

e pame: IipemmenLahehngTva\ningmndu\efuvHea\thitveamppt :J =

resetaton (*pt) B cancel |

I5E] 1 Tz|FowerPaint shaow (* pps) = ™
‘inevant Add-In (%ppa)
— 00D 081

4. Click Save.
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5. You will be prompted with a pop-up asking if you want to export every slide in the
presentation. Click Yes.

6. A confirmation pop-up will appear showing that each slide in your presentation has been
saved as a separate file in the folder containing your presentation. Click OK.

Follow the steps in the next section to paste the converted PowerPoint images into
Contribute.
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Adding PowerPoint Slide Images to your
Pages
1. In Contribute click New Page then Blank Web Page.

2. Type your Page title, and click OK. You now have a blank page. This will become the
first page of your authored learning activity.

x|
Create nevs pags from: Previsw

[y Tukorisl Websits =
[ BlankWweb Page
Copy of Current Page
£ Sample web Pages
Bl Templates
@ SupplierTemplate
= Contribute Trial

Description:

Create a blank page in this website.

Refresh Templates Fage tite: [Specimen Labeling

3. Close PowerPoint, then open My Computer or the Windows Explorer and navigate to
the folder where you saved your JPEG images. Inside that folder you will find each slide
has been saved as one image.

4. Either copy the first slide from Windows Explorer and paste it onto your Contribute page,
or drag and drop the slide. To drag and drop, click on the first JPEG file (it will be
automatically numbered Slidel) and drag it into the new blank Contribute content page.

& C\Documents and Settings'jryfe’,My Documents'Specimen Labeling Tr: ydul =100 x|

J File Edit Wew Favorites Tools Help ‘
| gk - = - 2| Qisearch CyFoders sty |05 D5 X oy | -

J Address Il:l C:\Documents and Settings|iryfeiMy Documents\Specimen Labeling Training module For HealthStrej @GD

= el = - o slide15,0rG 4 Slide20. PG 4 slides. PG
ﬁ LJ Side10.7PG o slidels, PG af Side3. PG f sides. PG

& Y slide11. PG 8 slide17.0PG #Y Slided, PG
Specimen Labeling  #7side12.6 #f slide15,0PG 4 Slides PG
Training module for &7 side13.306 of Slide19, PG 4 slides, PG
HealthStream #f slide14.0pG #f side2. PG # side? PG

~l4] |

[Type: PEG Image Size: 35.2 KB |52k Sy computer
- ,.

‘= Macromedia Contribute - [Specimen Labeling (¢
File Edit Yiew Bookmarks Insert Format Table Help

[ wrages l [EﬂPuhlish‘ [ save far Latar‘ ® Cance\l ‘ E‘a L | @) _Unk [2]_ Image

@ Browser: Trionet News
) - Labeling INnrmaI jIDafaU\tFﬂnt j|12 j| B 7 ‘ =

[& Draft: new page 5

| | wHowDo L.,
~ Get started =
Cortribute tutorial
Connect to & wehsite
Mavigste to my web pages
Edit & page on my wehsite
Become & website administratar

v
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Fie Edt View Bookmarks Insert Format Table Help
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v Add a page to my website
Adda niew web page
‘Adda Word or Excel document

v Add content to a web page
Add an image
Insert a table
Insert = ik
Addthe contents of a'Word or

5. Click Publish and follow the same steps outlined above for creating a new content folder
and publishing the file to that folder. The first page of your presentation is now in
Contribute.

Note: You will need to create a page for each PowerPoint slide you are converting into the
Authoring Center and number them sequentially.
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Editing Pages of an Existing Authoring
Center Activity

You can edit any content page using the steps below. For your learners to see your edited
pages of an Authoring Center activity that has been published within an HLC course, you

need to republish the HLC course (from Course Builder). Follow the steps in Updating
Your Authored Content and Re-publishing on Page 43.

Steps

1. Click Choose. You will see your Authoring Center account and the basic file
structure you will browse to locate the content page you wish to edit.

=
T

b |

(5 R Lo —

[Choose File on Website

2. Select the content folder containing the page you wish to edit and click Open.

x|
Lookin [[=) Courseware_Exchangs_Communiy ¥ - [ §g  Preview

<o Freviews

‘web addiess: hitp://authoring. healthstream. com/ Training/Courseware_Exchange_Community/

Help

Cancel
3. Locate the page you would like to edit and click OK.

Macromedia Cont

W Bookmarks Insert Format Table Help

[ edicpage | [ new Paqe” @aBack o Forverd @ stop [ Refresh &) Home Pages
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4. Click the Edit Page button.
5. Make your changes to the page.
6. Click Publish to save your changes.

For your learners to see your edited pages of an Authoring Center activity that has been
published within an HLC course, you need to republish the HLC course (from Course
Builder). Follow the steps in this guide for Updating Your Content Pages and Re-
publishing in the HL.C.

Using Contribute’s Roll-Back Feature

Use Contribute’s roll-back feature to restore a previous version of a page.

1. Click the Choose button and locate the page you would like to edit.

2. Click the File menu, and select Roll Back to Previous Version...

3. Select the version from the list to preview it in the Preview window. Once you have
located the version you would like to roll back to, click Roll Back.

Roll Back Page

Current version:
Published by Casey Smith on 1/23/2004 7:18 AM

Select a version to roll back to:

Published On i Published By
1720/ &2 P i
1/20/2004 8:36 &M Casey Smith
1/16/2004 3:47 PM dhaoth

Freview:

8 Fire safety ® iz

Introduction .

after completing this lesson, you will be able to: = =

* Understand why fires are especially dangerous = e >

in the healthcare setting. = [
* Recall the importance of acting quickly in a fire s
emergency. =
It should take you about two minutes to complete

this lesson,

<]
Help I << Hide Preview | Holl Back I Cancel |

For your learners to see your edited pages of an Authoring Center activity that has been
published within an HLC course, you need to republish the HLC course (from Course
Builder). Follow the steps in this guide for Updating Your Content Pages and Re-
publishing in the HL.C.
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E-Mailing Your Authored Content Pages

You can make a draft of your content page available for others to review — even if they do
not have Contribute.

1. In your content page draft, click the Send for Review button in the toolbar.

(2 Macromedia Contribute - [010_Title (010_Title.html)]
File Edit “iew Bookmarks Insert Format  Table Help

[53} Publish | 715 9end for Review @e for Laker | b 4 Cancell

Mormal f i B

B

2. The message below appears. Click OK.

-

C-:- ntribute

——

o Contribute will place a review copy of this draft in a temporary
'-.\l) Folder on vour website, and reviewers will receive a link to thak

copy, The folder will be removed when yvou publish or cancel the
draft,

Cftaemams ok ][ coce

3. This message explains the method of delivery to your recipient. Contribute will save a
copy in a temporary location. This copy is removed when you publish this page. Please
keep this in mind if you have not heard from your recipient. Click the Save for Later
button to save the message until you receive a reply.

[ﬂ Publish | 1= Send for Review | | Save for Later ell

I Marmal | I.ﬁ.rial = IB |8 I | =
(@ You posted a draft For review by e-mail on 592005 6:42 AM, Click here ko view the version you

&) Link ] m

he=tra—
e —

I
%
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Building and Publishing Courses

After you have created your authored content, you are ready to build a course, preview it, and
publish it within the HealthStream Learning Center (HLC). The Courses tab within the HLC
is where you will add and manage your authored learning activities and have the ability to
combine them with tests, evaluations, classroom, and virtual classroom activities to develop
courses. The Course Builder feature within the Courses tab will allow you to preview and

publish courses to the HLC so that you can assign them to your students, or allow them to
self-enroll.

Accessing the HealthStream Learning Center

1. Ifyou are editing a content page in Contribute, exit the Edit mode by publishing or
canceling your changes.
2. Click the M button.

From the drop-down list, select HealthStream Authoring Center.
4. Click the My Account link. This will open up the HLC log-in screen in a new window.

W

Home | My Account | Support

Welcome to the
HealthStream Authoring Center!

To edit a learning activity you have already created and saved
the "Choose" button from the browser navigation menu at the

To access the HealthStream Learning Center, please select t
will be directed to the log-in page.

5. Enter your username and password and select Login. Log in as an Administrator.

Creating a Course with Authored Content

—

Access the HLC using the steps above using your Administrator login.
2. Select the Courses tab at the top of the HLC.

3. Select the Add a Course link under the “Course Management” section of the page. This
will take you to the Course Properties area to start building your course.
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HEALTHSTREAM LEARNING CENTER - ADMINISTRATOR
* LOG OUT

Robert Reeves | Robert Reeves Medical Center | Administratar Jan 30 2007 4142 PM CT

Course Managemen CE Credit Management G
Add a Course Add a Certificate Template :

Manage CoLrses Manage Certificate Templates 2006 Course
FA Catalog
Add Course Annotation Add a Course Provider =™ rall Edition
Manage Course Annotanons Manage Course Providers Check out the latest
Add an Accrediing/Approving Body offerings!
Category Management Manage Accrediing/Mpproving Bodies
Add a Category
Manage Categories Authoring Center Resources

Pro Resource Center
ETP Connection
Courseware Exchange

em‘ Copyright @ 2007 HealthStream, Tnc. All Rights Reserved,
Build 7.1.8.530
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4. Complete Course Properties with the applicable information, such as the course title,
course description, and learning objectives. Select a category for the course, a certificate,
and the development status.

HEALTHSTREAM LEARNING CENTER - ADMINISTRATOR

» LOG OUT

Jack H Demanstration | ACME HealthCare Enterprize | Administratar Aug 4 2006 2:22 PMET

BUSERN] ccucation | Reports | tools | services | My profile | Este M — Discuss @ kelp

Add a Course
Caurse Yersion! 1 -- ACME HealthCare Enterprise G; Exit Course
Course Properties Required Fields are marked with a *
Course Tide: % RR's Sample Authored Course
This is a sample authored
course.

Descripton . #

At the conclusion, participants
should he ahle to:

—learn shout Authoring Center

Learning Cbjectives: & Bep

5. You may also enter additional course properties such as keywords, author biography,
course fees, review dates, course outline, and technical requirements. Select the Show
Additional Properties link at the bottom-left corner of the page.

6. After you have entered the course properties, click the Save button. You will be directed
to the Course Builder section of the HLC.
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® LOG OUT

HEALTHSTREAM LEARNING CENTER - ADMINISTRATOR

Jack H Demanstration | ACME HealthCare Enterprise | Administrator Bug 4 2006 2:22 PMET

Course Builder ﬁ oa
@ RR's Sample Authored Course ﬁ Preview @ Permissions L@}Pubhsh QD Exit Course
Course Yersion: 1 -- ACME HealthCare Enterprise .
Add Learning Activities to this Course Additional Options for this Course
Add an Authoring Center™ Activity Manage Course Propertiss
@ £dd 3 Test Manage Course CE Credit

; Marage Course Yersions
7 Add an Evaluation

W Add a Classroom Template
Add a Wirtual Classroom Template

%mm- Copyright € 2006 HealthStream, Inc. Al Rights Reserved.
Report a Problem, Build 6.7 25697

7. To add an Authoring Center learning activity to the course, select the Add an Authoring
Center Activity link.

8. Complete the Common Properties fields, including activity name, completion mode,
description and estimated completion time for the authored learning activity. Select the
Save button. (Authored content cannot be scored, so those fields are disabled.)

HEALTHSTREAM LEARNING CENTER - ADMINISTRATOR
® LOG OUT
Jack H Demonstration | ACME HealthCare Enterprise | Administrator Aug 4 2006 2:35 PM ET

Course Builder x
RR's Sample Authored Course ﬁ Preview '@ permissions %13 Publish G@e Exit Course
Course Yersion: 1 -- ACME HealthCare Enterprise E
- %JRR's Sample Authored Course Sample Authoring Center Learning Activity
Bl = 2rple futhoring Center Learning
Required Fields are marked with a #
MName:# Sample Authoring Center Learning Activity
lag?g?on | Completion Required 'V

This is a sample authored learning activity

fod that is part of my sample course.
Cescription:

Estimated
Completion Time 15
in Minutes:

Minimum Passing
Score:

Score Percent
Weight:

9. Select the Choose a Folder link at the bottom left-hand corner of the HLC to associate
the learning activity to the desired authored content.
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Mew Authoring Center Learning Activity

Common Properties | Preview

@ This learning activity is not associats
learning activity with a folder,

Choose a Folder %

10. You will see a listing of all authored content folders within your Authoring Center
account. Select the appropriate content folder to associate with the learning activity, and
then the Save button. You have successfully added an authored learning activity to your

course.
HEALTHSTREAM LEARNING CENTER - ADMINISTRATOR
* LOG OUT
Jack H Demonstration | ACME Genersl Medical Center | Administrator Aug 4 2006 4:18 PM ET
People |[BEGUHFSESS Education m Tools | Services | My Profile Ed Site Map = Discuss @ Help

Course Builder

RR's Sample Authored Course ﬁ Preview % Permissions ‘T‘@?Pubhsh @™ ExitCourse

Course Yersion: 1 -- ACME General Medical Center

= ﬁl‘RR‘s Sample Authored Course Sample Authoring Center Learning Activity

Sample Authoring Center Learning

Cornrmon Properties | Preview

El-{cantent % [#]
- CJRACN

--[CTppeme

11. To add additional learning activities to your course, select the appropriate learning
activity link and fill in the applicable Common Properties. If your course is to only
include the selected authored content, you may proceed with other options (including
publishing) covered below.
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HEALTHSTREAM LEARNING CENTER - ADMINISTRATOR
® LOG OUT
Jack H Demonstration | ACME General Medical Center | Administrator Aug 4 2006 420 PMET

Course Builder nay
RR’s Sample Authored Course ﬁ Breview % Permissions &%/ Publsh <@ ExitCourse

Course Yersion: 1 -- ACME General Medical Center

B~ ample Authored Course Add Learning Activities to this Course Additional Options for this Course
: Samp\e Buthoring Center Learning £dd an Authoring Center™ Actity Manage Course Properties

@ fdd a Test Manage Course CE Credit

e Manage Course Versions
Add an Evaluation

l;?gl &dd a Jassroom Template
8 Add a virtual dassroom Template

e:‘-ﬁdﬂ&nﬂn‘ Copyright @ 2005 HealthStream, Inc. &)l Rights Reserved.
Report s Broblem, Build 6.7 25857

Previewing Your Authoring Center Learning
Activity
After you have selected your authored learning activity, you are ready to preview it in the

HLC. This is your opportunity to view the activity from the student’s perspective so you can
make necessary adjustments.

1. From the Courses tab, select the Manage Courses link.

2. Search for the course you wish to preview and select it.
3. Inthe Course Builder, select the authored learning activity.
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HEALTHSTREAM LEARNING CENTER - ADMINISTRATOR » LOG OUT
Aug 4 2006 420 PMET

My Profile EdSite Map = Distuss @ Help

Jack H Demonstration | ACME General Medical Center | Administrator

Course Builder
RR's Sample Authored Course ﬁ Preview % Bermissions @Pubhsh <= Exitcourse

Course Yersion: 1 -- ACME General Medical Center

o Add Learning Activities to this Course Additional Options for this Course
(Fsample authoring Center Learming Add an Autharing Center™ Actiity Manage Course Properties

Manage Course (E Credit

ﬁ @ AT Manage Course CE C.redlt
E S g Manage Course Versions
.7 Add an Evaluation

W &dd a Jassroom Template
8 Add a virtual Qassroom Template

=] -

& HealthStream®  Copyright @ 2006 HealthStream, Inc. &l Rights Reserved.,
Report 3 Probler, Build 6.7 25,897

4. Select the Preview link in the middle of the page.

New Authoring Center Learning Activity

Common Properties | Preview < %

5. The authored content will open in a new window. Select the Next button at the bottom of
the preview window to advance to the next page. The pages appear just as they will for
the student.

& hitp:Ihwww. healthstream.com - HealthStream Course Delivery - Microsoft Internet Explorer =oBE

Header 22pt Arial sunescer 130t ari

Title

Depending on the actual age of the patient, it migit be helpful to give the dlder child & chaice of
having his parent o caregiver present. ft is essential o provise as much privacy s possible.
Always speak directly to the child, but remember to include the parent or caregiver. Children in
this age group like 1o have cortrol, 5o when choices can be offered to the chid, it may improve
cooperation. Mever lis o the child about & pracedure not hurting. The assessment can be done
in the head-ta-toe tarmst

powerad by HealthStream < Previous [<IReplay Page 1 of 2 [7 [ExitLesson<

&]Page 1 oF 2 & Internet
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Publishing a Course in the HLC

Once all learning activities have been added to a course within the HLC, you will need to
publish the course so that it may be assigned to students.

1. From Course Builder, select the Publish link.

HEALTHSTREAM LEARNING CENTER - ADMINISTRATOR
B LOG OUT
Jack H Demonstration | ACME General Medical Center | Administrator Aug 42006 510 PMET

Course Builder fa vy
RR's Sample Authored Course ﬁ Preview @J Per missions 7@:] Publish &g® Exit Course

Course Yersion: 1 -- ACME General Medical Center

amnple Authored Coursel

Add Learning Activities to this Course Additional Options for this Course
Samp\e Authoring Center Leaming Add an Authoring Center™ Activity Manage Course Properties

] @ Sample Test @ el 2 T mana =) Eourse \C,-E C.redit
Fo ; anage Course Yersions
Sarnple Evaluation Add an Evaluation

Iﬁ@ Add a Cassroom Termplate
W Add a Virtual Qassroom Template

%manm‘ Copyright @ 2005 HealthStrearn, Tnc, All Rights Reserved,
Report a Problem, Build £.7.25.897
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2. There are two options for publishing: 1) Quick Publish publishes to the affiliation at
which the user is logged in, and 2) Advanced Publish allows one to publish to other
affiliations with which they have publishing rights.
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HEALTHSTREAM LEARNING CENTER - ADMINISTRATOR

Aug 4 2006 512 PMET

Jack H Demonstration | ACME General Medical Canter | Administrator

) | ! . !
Course Builder .

RR's Sample Authored Course ﬁ Preview ‘% Parmissions r.;@;Pubhsh &g ExitCourse

Course Yersion: 1 -- ACME General Medical Center

[BRSIRR = Sample Authored Course Quick Publish
Samp\e Authoring Center Learning
(&) sample Test M This course Is visible to subsidiary affiliations

#This course is usable in Administrator features (except reporting)

FIThis course 15 usable in Reporting features

FStudents may self-anroll in the course

Fraw enrollments will be created from this version of the course

OUn-enrall and re-enroll studerts that are currently enrolled but have not completed any
version of this course

OAdd this course to the Courseware Exchange

> Quick Publish

This option will publish the course to the affiliation you are currently logged in at using the
course's default properties (credit, metadata, categories etc).

Sample Evaluation

Advanced Publish

Advanced Publish

This option allows vou to pick the affilation that the course will be published to.  You can also
&l Im | [»] override various default values for the course,

3. Select the applicable check boxes for publishing options and select the appropriate
publish button. NOTE: If you wish to add your course to the Courseware Exchange for
access and use by other Authoring Center customers, check the box next to Add this
course to the Courseware Exchange. Course assets that will appear in the Courseware
Exchange include Authoring Center activities, tests and evaluations. Classroom and
virtual class activities will not be copied to the Courseware Exchange.

4. Option 1:

e If you are using Quick Publish (as shown above), select the Confirm button to
publish the course.

Option 2:

e If you are using Advanced Publish, find the other affiliate locations and then add
them by selecting Add Affiliation(s) to Receive Course link. Select Continue to
publish the course.

5. You will see the following message indicating that the course has been submitted for
publish.

6. To view the status of the course, select the Reports tab and then Manage Requests link.
The course will have a “Completed” status when the course has been successfully
published.
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Updating Your Authored Content and Re-
publishing

After you publish a course to the HLC, you cannot delete any of the activities within the
course (including any Authoring Center activities), however, you may make edits. Edit your
pages in Contribute following the steps outlined in this guide, and then follow these steps to
re-publish the course in the HLC and make your changes visible to learners.

Note: You will need to perform these steps each time you make a change to any activity in
your course for it to be updated in the HLC.

1. Select the Courses tab in the HLC.

2. Select Manage Courses.

3. Search for the course you would like to re-publish and select the course title. This will
open the course in Course Builder.

4. Select the Publish link.

5. If you would like to publish with the same settings as the last time you published the
course, select the Republish button. If you would like to publish with different settings,
select the new publish options and the Quick Publish button.

6. You will see the following message indicating that the course has been submitted for
publish.

Leqguest Manager.

7. To view the status of the course, select the Reports tab and then Manage Requests link.
The course will have a “Completed” status when the course has been successfully
published.

Note: It may take up to 24 hours before re-published changes are seen.

Updating Your Course Properties

Course properties include the course title, course description, author, and course objectives
and other optional fields.

1. Select the Courses tab in the HLC.

2. Select Manage Courses.

3. Search for the course you would like to update and select the course title. This will open
the course in Course Builder.

4. Select the Manage Course Properties link.
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HEALTHSTREAM LEARNING CENTER - ADMINISTRATOR

Jack H Demonstration | ACME General Medical Center | Administrator Aug 42006 510 PMET

Course Builder fa "y
RR's Sample Authored Course ﬁ Preview |G Permissions ﬁ?\‘ﬁ Publish &g® Exit Course

Course Yersion: 1 -- ACME General Medical Center

amnple Authored Coursel

Add Learning Activities to this Course Additional Options for this{Course
Samp\e Authoring Center Leaming Add an Authoring Center™ Activity Manage Course Properties

@ Sample Test @/ ol 5 Tkt mana e Eourse \C,-E C.redit
; : anage Course Yersions
Sample Evaluation Add an Evauation

Iﬁ@ Add a Cassroom Termplate
W Add a Virtual Classroom Template

emmm‘ Copyright @ 2005 HealthStrearn, Tnc, All Rights Reserved,
Report a Problem, Build £.7.25.897
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5. Update the applicable Course Property fields and select the Save button.

For your learners to see course property updates for a course that has been published to the
HLC, you need to re-publish the course (from Course Builder). Follow the steps in this guide
for Updating Your Content Pages and Re-publishing in the HL.C.
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Utilities

This section outlines tasks you need to perform outside of Contribute. For some of these
tasks, you will use the FTP Connection on the My Courses page.

Find steps in this section for:

Accessing the FTP connection.

Renaming pages

Renaming authored content folder

Moving pages

Deleting pages

Copying authored content

e Versioning courses within the HLC

e Copying Regulatory courses from HealthStream Provided Assets
Archiving authored content (outside of the HLC)

Deleting authored content

Retiring courses (within the HLC)

Accessing the Next Generation HLC Courseware Exchange
Publishing to the Courseware Exchange

Copying from the Courseware Exchange

Accessing the FTP Connection

1. From the main home page in Contribute, click the My Account link. This takes you to
your HLC login screen.

2. Enter your username and password and click Login. Log into the HLC as an
Administrator.

3. Click the Courses tab, and then the FTP Connection link under “Authoring Center
Resources.”

Robert Reeves | Robert Reewes Medical Center | Adrministrator Jan 8 2007 6:18 PMET

Course Management CE Credit Management Giiow
Add a Course Add a Certificate Template -
Manage Courses @ Manage Certificate Templates 2006 Course

B% d 'FA' Catalog
Add Course Annotation Add a Course Provider =1 Fall Edition
Manage CoLrse Annotations Manage Course Providers Chedk out the latest
Add an Accrediting/Approving Bodt offerings!

Category Management Manage Accrediing/Approving Bodies
Add a Categor
Manage Categories Authoring Center Resources

Pro Resource Center
FTP Connecticn
Courseware Exchange

em' Copyright @ 2007 HealthStream, Tnc. Al Rights Reserved.
Report a Problem. Buld 6.12.1635
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Renaming Pages

1. Access the FTP Connection using the steps above.
2. Open the appropriate content folder.
3. Select the page you wish to rename by right-clicking your mouse and clicking Rename.
4. Type the new name and press the Enter key on your keyboard.
@ﬂp:ﬂﬂulhurdev. healthstream.com/01Hext_Gen_Overview/ - Microsoft Internet Explorer g@
: File Edt View Favorites Tools Help 1’
H O Back v ? P ) search Folders Elv
: Address '_‘i} Fepifauthordey, healthstream, com /01 Next_Gen_OverviewS ~ ﬁ Go
Name Size  Type Modified
Folder Tasks R 3_notes File Folder 1212006 12:00 AM
) Renem this ke [documents File Folder 12/1/2005 12:00 4M
% L [images File Folder 12{1/2006 12:00 AM
¢ lMove e tem 2]010_Mext_Gen_Inten ke 1 AnCR HTML Document 12{1]2006 12:00 AM
) Copy this item &0z Instructions.  OPen HTML Document 12§1/2006 12:00 AM
2 Delete this ikem 1&}030_PPT_Access‘h Copy Ta Folder... HTML Document 12§1/2006 12:00 AM
4”:3040_vae_Meetmg. HTML Document 12{1/2006 12:00 AM
= &]050_Skils_and_Exq  Cut HTML Document 12{1/2006 12:00 &AM
Other Places % | @osn_conclusion.h|  COPY HTML Document 12/1]2006 12:00 AM

(8] authordsv.heslthstrsam.co

L) My Dacuments Delete
€ My Network Places Rename

Praperties
Details ¥

Rename the selected file or folder,

Renaming Authored Content Folder

To rename a content folder:
1. Access the FTP connection
2. Browse for the desired content folder
3. Right-click the name of the content folder and select Rename
4. Change the name of the folder and click Enter.

Note: Do not rename a content folder if the content folder has already been added to an HLC
course as an Authoring Center learning activity. If you do this, the Authoring Center will
treat the renamed content as new content.

To rename the Authoring Center activity name as it is displayed to students:
1. Click Manage Courses

2. Search for the HLC course that contains the Authoring Center learning activity

3. Click on the Authoring Center activity name link that you wish to edit the name of

4. Click the Common Properties link

5. Change the name of the Authoring Center activity in the Name field and click Save.
Updated February 2007
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6. If the Authoring Center is part of a Course that has already been published, you must
re-publish the course for changes to be seen by students.

NOTE: This does not alter the name of the content folder in Contribute in which the
Authoring Center activity pages are stored. Students will only see the name of the activity
as it is labeled on the Common Properties screen.

To rename a course that has already been created in the HLC, follow the steps in Updating
Your Course Properties on Page 51.

Moving Pages

Follow these steps if you accidentally save a page to the wrong content folder in Contribute.
For example, you may create a quiz answer page and save it in your primary content folder
rather than in your Quizzes folder. You would follow these steps to move the page from your
main content folder to your Quizzes folder.

Follow these general steps to move a content page:

Open the page you wish to move in Contribute.

Make a copy of the page in Contribute.

Select the Publish button in Contribute, and publish the page to the correct content
folder.

Delete the original page that was published to the incorrect location.

When you are ready for your learners to see your changes, re-publish your course (if
already published) in the HLC using the steps outlined in this document.

Click Choose in Contribute.

I:—A.ﬂl Go P Choose,, < ———

Navigate to the folder containing the page you wish to move and click Open.
Select the page you would like to move and click OK.

Click New Page, and then Copy of Current Page.

Type a Page title.

Click OK.

Click the Publish button.

Click Choose Folder...
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= Flease enter a filename for this new page. The filenane will becarne part of
the page's web addrezs on pour website,

Page title: (1 0_introduction

% HealthStream’

Filenarne: |0 0_intraduction. htrl 3 Choose Folder__f_ ]

‘Wweb addrezs: http:ffautharing. healthstrean. camm)Smith_cGlobal_Healkhcars)
Infant_Caref010_introduction.btml

Heln | Publsh |  Cancel |

9. Browse to the folder you wish to move your page to by clicking on the drop-down arrow

next to the Look In box.

10. Click the button that begins with Select, followed by your new folder name in quotes.

[choose Forder

Look in: Ir_'l MewCourset ame10.htm ;I ‘iilf ffl :% Previaw:

3

<o Brevies

Faolder: http: /fauthoring. healthstream. comd T raining M ewCoursLN ame10 kit

Cancel

v
Help | Select "NewCourseMN amel 0. htm'! <:|\ I

11. Click the Publish button in Contribute.

Publish New Page x|

Please enter a filename for thiz new page. The filename will become part of
the page's web addressz on your website.

Page title:  TwoColumnSky10

Filename: |FirstTimeCourse 0 htm \_="D Chooze Folder... |

‘wieh address; http:ffauthoring. healthstream. com/training/First Time Course 10, htm

Help | Publish N

You have successfully moved your page. Now, you are ready to delete the page from the old
location. Follow the steps for deleting a page the section Deleting Pages on Page 57.
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Deleting Pages

You can delete a single page by accessing the FTP link and selecting the pages you wish to
delete.

1. Access the FTP link using the steps above.

2. Select the course page(s) you wish to delete by right-clicking your mouse and clicking
Delete. Select multiple pages by holding the Control key on your keyboard and clicking
once on each page you wish to select.

3. To make these changes appear for your learners if the Authoring Center activity is part of
an already-published HLC course, update your course in the HLC by following the steps
in the section Updating Your Course Pages and Re-publishing in the HL.C.

Copying Authored Content

General Steps

Follow these steps to copy a content folder from the Authoring Center to your hard drive or
network.

1. Access the FTP Connection using the steps above.
2. Right-click on the content folder you wish to copy, and click Copy
3. Navigate to the desired new location and right-click and choose Paste.

Versioning Courses within the HLC

If you need to add, delete or re-order learning activities within a published HLC course, you
may choose to version the course. The previous version(s) are kept and can be accessed as
needed to reference the course properties, structure and content.

Follow these steps to create a new course version within the HLC. NOTE: Please read the
HLC Help documentation first before creating a new version of a course to understand
all impacts versioning has on a course.

Select the Courses tab at the top of the HLC.

Select the Manage Courses link.

Search for the course you wish to preview and select it.

In the Course Builder, sclect the Manage Course Versions link.

el
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HEALTHSTREAM LEARNING CENTER - ADMINISTRATOR » LOG OUT
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5. You will see a list of the course versions. Select the Create New link.

6. Type in notes for the version and select Confirm. An exact copy of the course and
learning activities you selected will be created with a new version number. Also,
authored learning activities will be copied to a new folder titled "Previous Version
Title_DayMonthYearTime" within the Authoring Center.

Copying Regulatory Courses from HealthStream Provided
Assets

Step 1: Copy the content folder from HealthStream Provided Assets to
your desktop

1. From the My Courses tab of the HL.C, click the FTP Connection link under the
Authoring Center Resources.

2. Open the folder Courseware_Exchange Community\HealthStream_Provided_
Assets\Regulatory_ Courses. Locate the folder for the course that you want to copy for
your facility.

3. Click the folder, and drag it to your desktop. This creates a copy of the content folder on
your desktop.

4. Inthe FTP window, open the folder for your facility that contains the other content
folders you have created.

5. Drag the regulatory content folder from your desktop to the FTP window.

NOTE: In addition to accessing the HealthStream regulatory content folders, you can also
find other content folders that were developed by HealthStream customers and placed into
the Courseware Exchange prior to March 2007. You can copy the customer-shared folder for
use within your facility by following the same procedure as outlined for HealthStream
Regulatory Content.
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Step 2: Editing HealthStream Regulatory Content

1. Click the Choose button in Contribute, and navigate to your facility folder. You can now
see the regulatory content folder with your other content folders.

2. Edit the pages that you want by choosing the page and clicking Edit Page.
Publish each edited page to your content folder in Contribute.

4. When you have finished making your edits, you may add the edited HealthStream
regulatory course learning activity to an HLC course and publish the course. You can
also add other learning activities prior to publishing the course, such as a test, evaluation
or classroom event.
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Archiving Authored Content (outside the
HLC)

Follow these steps to archive content folders from the Authoring Center to your hard drive or
network.

1. Access the FTP Connection using the steps above.
2. Right-click on the content folder you wish to copy, and click Copy to Folder.
3. Navigate to the desired location on your hard drive or network, and click OK.

Deleting Authored Content

You can delete the Authoring Center content that is not associated with an HLC course by
accessing the FTP link and locating the content folder you wish to delete.

Note: You cannot delete a content folder that is associated with an HLC course.

1. Access the FTP connection using the steps in the section Accessing the FTP
Connection on Page 53.

2. Select the content folder you wish to delete by right-clicking your mouse and clicking
Delete. Select multiple content folders by holding the Control key on your keyboard and
clicking once on each folder you wish to select.

Retiring Courses (within the HLC)

For courses that have been published to the HLC that you wish to retire (make inactive),
please use the following steps:

1. Find the desired course from the Manage Courses link in the HLC.
2. Search and click the course name to access Course Builder.
3. From the Course Properties screen, mark the Development Status as Retired.
4. Select the Publish link.
Updated February 2007
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5. Under Quick Publish, de-select “This course is usable in administrator features (except
reporting)” and “Students may self-enroll.” If you do not want the course usable in
reports, also de-select “This course is usable in Reports.”
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This option dlows you to quickly republish based on the settings of the last ime you published this course

Quick Publish

This option wil publish the course to the affiiation you are currently logged in at using the course's default
properties (credit, metadata, categories efc),

[[IThis course is visiole 1 subsidiary Institution affiliations
[ This course is usable in Administrator features (except reparting)

[ This course is usable in Reporting features
|::> [lstdsnts ay selfereol
[CIew enrallments will be created from this version of the course.

[(Jun-enroll and re-enroll students that are currently enrolled but have not completed any version of this course

[ 4dd this course 1 the Courseware Exchange
(note: this is only applies if you are logged in at the same affiliation that created the course(s))

[ Quick Publish |

v

Advanced Publish

This option alows you to pick the affliation that the course wil be published to.  You can also override
various default values for the course.

Advanced Publish

€ HeakthStroan  Copyright © 2007 Healthistream, Inc. Al Righs Reserved.,
Report a Problerm, Build 6.12.21693
O:HLCWEB28 A;HLCWEB28 C:UNKNOWN

6. You will see the following message indicating that the publish request has been
submitted to the Request Manager.
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7. To view the status of retiring the course, select the Reports tab and then Manage
Requests link. The course will have a “Completed” status when the course has been
successfully inactivated.

Accessing the Next Generation HLC
Courseware Exchange

The Next Generation HLC Courseware Exchange allows you to access courses that were

developed in the Authoring Center by other HealthStream customers. Note that only courses

marked Add to the Courseware Exchange during course publishing are available to other

HealthStream customers.

1. Access the HL.C using the steps contained in this document. Use your Administrator
login.

2. Select the Courses tab at the top of the HLC.

3. Select the Courseware Exchange link under “Authoring Center Resources.”

HEALTHSTREAM LEARNING CEMTER - ADMINISTRATOR

» LOG OUT

Robert Reeves | Robert Reewer Medical Center \ Adrministrator Jan & 2007 618 PM ET

Course Management
Add a Course

Manage Courses
Add Course Annotation
Manage Course Annotations

Category Management
Add a Category
Mamage Categorles

CE Credit Management [Gime
Add a Cerfificate Template e
Manage Certificate Templates 2006 Course

FA Catalog
iewid  Fall Edition
Check out the latest

Add a Course Provider
Manage Course Providers

Add an Accrediting/Approving Body offerings!
IManage Accrediing/Approving Bodies

Authoring Center Resources
Fro Resource Centar
FTF Conrection

Caourseware Exchange

& HeakehStream  Copyright © 2007 HealthSiream, T, Al Rights Reserve.
Report a Problerm., Build 6.12.1.686
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Publishing to the Courseware Exchange

Once all learning activities have been added to a course within the HLC, and you wish to
publish a course to the Courseware Exchange, please follow these steps:

1. If you are still in the Course Builder within the HLC, select the Publish link to begin
publishing your course to the HLC. (If you are outside of the Course Builder, go to
Manage Courses link and search for the course. Select the course you wish to publish
and you will be brought to the Course Builder page. Select the Publish link.)

2. There are two options for publishing: 1) Quick Publish publishes to the affiliation with
which the user is logged in, and 2) Advanced Publish allows one to publish to other
affiliations in which they have publishing rights.

3. Make certain that you check the box next to “Add this course to the Courseware
Exchange” in addition to the other checkboxes you would like for publish options.

HEALTHSTREAM LEARNING CENTER - ADMINISTRATOR
® LOG OUT
Jack H Deronstration | ACME General Medical Center | Administeator Aug 4 2006 5112 PMET

Course Builder oy
@ RR's Sample Authored Course ﬁ Freview % Permissions ;\fﬁlgpubhsh @ Extcourse
Course Yersion: 1 -- ACME General Medical Center
=R Quick Publish

- (& sample Test M This course Is visible to subsidiary affiliations

; M This course Is usable in Administrator features (except reporting))

M This course Is usable in Reporting features

FStudents may self-enrall in the course

EMew enrallments will be created from this version of the course

Oun-enroll and re-enroll students that are currently enrolled but have not completed any

wversion of this course
|::> [1Add this course to the Courseware Exchange
Quick Publish

This option will publish the course to the affiliation you are currently logged in at using the
course's default properties (credit, metadata, categories etc).

Sample Evaluation

Advanced Publish

Advanced Publish

This option allows you to pick the affilation that the course will be published to.  You can also
< »| override various default values for the course.

4. Select the applicable check boxes for publishing options and select the appropriate
publish button.

e If you are using Quick Publish, select the Confirm button to publish the course.

e If you are using Advanced Publish, find the other affiliate locations and then add
them by selecting Add Affiliation(s) to Receive Course link. Select Continue to
publish the course.

5. Ifyou agree to the click-through agreement regarding the Courseware Exchange, select

Confirm button.

6. You will see the following message indicating that the course has been submitted for

publish.
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lest Manager.

7. To view the status of the course publish, select the Reports tab and then Manage
Requests link.

Copying from the Courseware Exchange

1. Select the Courseware Exchange link from the Courses tab.
2. Search for the course you want to copy in the Courseware Exchange.
3. Select the course title. This will open up a Course Overview in a new window.
4. Select the Copy link at the top of the window.
h
% Copy Preview

Course Fee: N/A

MNo-Show Fee:  MN/A

Cancellation Fee: MN/A
5. Read the onscreen text and then select the I Agree button.

6. You will see a green message indicating a successful copy to your Course Builder
workspace.

7. The course will be saved to your Authoring Center account work area using the naming
convention of "Previous Version Title DayMonthYearTime".

The copied course will now be accessible as an unpublished course. You can search for the
course from the Manage Courses link on the My Courses tab. Note that all Authoring Center
activities, tests and/or evaluations contained in the course will be copied. No classroom or
virtual class activities will be copied.

Once a course is copied from the Courseware Exchange, you can edit Authoring Center
learning activities following the directions previously outlined on Page 40.
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