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Objective

This training guide details the step-by-step process and workflow required for both UCSF APeX
Training and Learning Services contacts to prepare and launch an APeX Captivate eCourse in
SumTotal.

Intended Audience:

APeX Training Contacts (10/20/15)

Director Trainer

D4 alissa.porter@ucsf.edu P4 robert.Schechtman@ucsf.edu
Instructional Designers Training Coordinator

D4 edward.knych@ucsf.edu P4 natalie.haas@ucsf.edu

D4 venus.hicks@ucsf.edu

Learning Services

LMS Administrators and eCourse Developers
< maxine.ferman@ucsf.edu

< desmond.chao@ucsf.edu (backup)

Prep NOTES for APeX Training:

Minimum Requirements

1. EPIC UserWeb Account
e Confirm: https://userweb.epic.com/all/uweblogin/login.aspx?ReturnUrl=%2f

2. UCSF SumTotal Account
3. UCSF BOX Account
4. Captivate

5. HTML Editor

Prepared by Max Ferman, M.Ed updated: 10/26/15 3
maxine.ferman@ucsf.edu
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Process Map -

Requirements to Launch an APeX Captivate eCourse in SumTotal
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<

Decision Point ~
APeX Training

If a NEW or REPLACEMENT APeX eCourse is required in the UC Learning Center (SumTotal), you
will either need to either download and customize an existing eCourse from EPIC, or develop
an eCourse that is specific to the UCSF APeX workflow.

1. If you need to download and customize an existing eCourse from EPIC, please go to

Step 1 of this process.

2. If you need to design and develop an eCourse using Captivate Template(s) created by
APeX Training, please go to Step 2.

Prepared by Max Ferman, M.Ed updated: 10/26/15
maxine.ferman@ucsf.edu
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1. Download .cptx files from the EPIC Secure Server

(optional) CPTX

EPIC currently hosts all Captivate (.cptx) files and “Published Files” on its secure server, or
Training File Delivery Service (TFDS).

(1]

APeX Training

Epic

EPIC only allows two individuals per customer who both have an active UserWeb Account to
DOWNLOAD files from EPIC’s TFDS.

O

Prepared by Max Ferman, M.Ed

maxine.ferman@ucsf.edu

As of October 2015, EPIC issued NEW requirements to both download
“Published Files” and Captivate source files from the EPIC Training File
Delivery Service (TFDS).

From: Alissa Dyreby [mailto:Alissa@epic.com]

Sent: Friday, October 23, 2015 12:34 PM

To: E-Learning Submissions

Subject: Epic 2015 E-Learning Lessons

Bcc... Training File Delivery Service (TFDS) downloaders

Happy Friday,
A couple of quick updates and one reminder for you.

Based on your feedback:

e We have placed e-learning Captivate source files and scripts on TFDS to
allow for fast self-service download (as opposed to following a request
process). The attached document [SEE Appendix 1] outlines how to locate
and download the various file types on TFDS.

e We are continuing to upload Epic 2015 published lessons with LMS settings
applied. Published lessons on TFDS are available the standard way (no
settings applied), SCORM 1.2, SCORM 2004 (4th edition), and AICC. We're
glad you’re finding those useful!

Reminder:
e If you haven’t done so already, please review the attached document and
complete the following quiz: Downloading Epic E-Learning

Thank you, and please let us know if you have any questions regarding Epic E-learning
content!

- Alissa
Alissa Dyreby
Training

Epic | 608.271.9000 | alissa@epic.com

updated: 10/26/15
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From: Alissa Dyreby

Sent: Tuesday, October 20, 2015 9:19 AM

To: E-Learning Submissions <E-LearningSubmissions@epic.com>
Subject: Epic 2015 E-Learning Lessons

Hello,

If you have taken a look at captivate.epic.com recently, you might have noticed Epic 2015
content is now available! There are a few additional updates we want to make you aware
of.

To maintain your access to TFDS:

e  We have an updated document for you to review and share with anyone
working with Epic’s e-learning files (attached). This document outlines our
newest guidelines and helpful information about how to store and use Epic
e-learning.

e Once you have reviewed the document, please complete the following quiz:
Downloading Epic E-Learning

e If you haven’t completed the quiz by 11/2, your access to TFDS will be put
on hold until it is completed.

Files available in TFDS:

e Aspart of the Epic 2015 release, we are taking steps to help make our
published lessons more ‘ready for use’ out of the box. In addition to
publishing them the standard way (no settings applied), we will now also
publish them with SCORM 1.2, SCORM 2004 (4th edition), and AICC.

e If you require the source Captivate or script files for a lesson, the process to
follow to access those files is outlined in the attached document.

Thank you, and let us know what questions you have!
- Alissa

Alissa Dyreby
E-Learning

Epic | 608.271.9000 | alissa@epic.com

updated: 10/26/15 9
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1.1 How to Download Epic eLearning Files

After you have read and completed all of EPIC’s requirements (See Appendix 1), you can login
to EPIC’s TFDS from the UCSF Network domain with your active UserWeb Account.

1. GO TO: https://captivate.epic.com.

2. TYPE your EPIC username and password.

3. CLICK OK.

(FBlank Page - Windows Internet Explorer

@:——\_/ = Iﬁ, https:/fcaptivate epic. com/ I j || X Bing R~

File Edit View Favorites Tools  Help

{3 Favatites | ‘i:;p Suggested Sikes = @ | Web Slice Gallery ~ @ | Epic Electronic Delivery Serv...

!_j Connecting. .. | | & - - [ @ ~ Page ~ Safety ~ Tools ~ 'le
[~
Windows Security
The server captivate epic.com at Userweb Login requires a username and
password,
= Remember my credentials
I OK ®!I Cancel |
=
|Waiting for https:fcaptivate. epic.com/... |i l_l_l_l_l_l_@le Internet | Protected Mode: OFf |v’3 - | Ho100% - &
¥ See Appendix 1
Document: Downloading Epic E-Learning Files
Received: 10/23/15
FROM: alissa@epic.com
Prepared by Max Ferman, M.Ed updated: 10/26/15 10
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You will see a list of EPIC topics in alphabetical order.

1. SCROLL to locate the correct directory.

N
B, 64,54.4.58 - Remote Desktop Connection =

ﬂFEpic Electronic Delivery Service for Masine Ferman - Windows Internet Explorer

=\

5@ = [&] hitps //captivate epic.comf jl&[|§| |£| \z‘ IBEN |EE|

File Edit View Favorites Tools  Help

i} Favarites | ia‘a Suggesked Sites » @ | Web Slice Gallery = @ | Epic Electronic Delivery Serv...

{& Epic Electronic Delivery Service for Maxin Ferman | | fii v B - [ s - Page~ Safety - Took - -
Epic Electronic Delivery Service for Maxine Ferman
'7 Name Last modified Size
3 ADT/ 19-Jun-2015 14:24 -
[F3 ADT Grand Central/ 19-Jun-2015 13:59 -
L £3 ASAP Emergency Department/ 19-Jun-2015 13:56 - M
Anesthesia/ 17-Jun-2015 11:49 -
- [ Beacon Oncology/ 19-Jun-2015 14:00 -
[ | Beaker/ 18-Jun-201513:08 -
Cadence/ 18-Jun-2015 12:32 -
Call Management CRM/ 09-Apr-2014 1047 -
,'l CareEverywhere/ 09-Apr-2014 10:47 -
3 Cupid Cardiology/ 19-Jun-2015 14:02 -
Enterprise Billing and SBO/ 09-Apr-2014 1047 - =
[ [ [ [ [ [ Trusted sites | Pratected Mode: OfF [Fa - [Fesn -

EE R

i

m

Prepared by Max Ferman, M.Ed updated: 10/26/15 1
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2. CLICK the EPIC topic for the eCourse.

6;'Epic Electronic Delivery Service for Maxine Ferman - Windows Internet Explorer

@@v I@, https: | fcaptivate. epic, com) j ﬂ @ *1 (X Eing B~

File Edit ‘Wiew Favoribes Tools  Help

<7 Favoritkes | s, Suggested Sites = @ | Web Slice Gallery ~ @ | Epic Electronic Delivery Serv. ..

(& Epic Electranic Delivery Service for Maxine Ferman | | il + (7] pe v Page v Safety = Toos v @~
Radiant/ 18-Jun-2015 06:39 - B
Referrals/ 19-Jun-2015 13:58 -
Research/ 18-Jun-2015 06:46 -
Resolute Hospital Billing/ 18-Jun-2015 10:14 -
Resolute Prof Billing/ 18-Jun-2015 12:21 -
Stork OB Module/ 19-Jun-2015 05:40 -
Tapestry/ 18-Jun-2015 10:54 -
Technical Topics/ 09-May-2013 15:26 -
Welcome/ 18-Jun-2015 09:35 -
Willow Ambulatory/ 18-Jun-2015 07:24 -
Willow Inpatient/ | 19-Jun-2015 0711 -
zTest Lessons/ 03-Feb-2015 16:22 -
1)l downloads are logged. -

| l_ l_ l_ l_ l_ l_ ’%| " Trusted sites | Prokected Mode: Off g - | Ho5% - v

L For security purposes, EPIC tracks all files that are download while you are logged in to
your account.

Prepared by Max Ferman, M.Ed updated: 10/26/15 12
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3. EPIC has organized its file structure by year. Locate the year that you are looking for,
and CLICK to open.

ﬂ? Epic Electronic Delivery Service for Maxine Ferman - Windows Internet Explorer

@:v I@, https: | /captivate. epic.com)Willow e 20Inpatient | j % @ *9 (| X% Eing 2

File Edit ‘“iew Favorites Tools  Help

.7 Favorites | = Suggested Sikes = @ | Web Slice Gallery = @ | Epic Electronic Delivery Serv...

'_féEpic Electronic Delivery Service For Maxine Ferman | | ﬁ - + [ pmy v Page~v Safety = Tools + @~

|

Epic Electronic Delivery Service for Maxine Ferman
Name Last modified Size

(%5 Parent Directory -

2012/ 05-Jul-2013 13:55 -
2014/ 30-Jul-2015 09:38 -

w 19-Jun-2015 07:11 -

Al downloads are logged.

-

|D0ne ’_l_l_l_l_l_’%| " Trusted sites | Protected Mode: OFf g | 95 - v

4. CLICK Source to access the .cptx files.

6;'Epic Electronic Delivery Service for Maxine Ferman - Windows Internet Explorer

@:V I@, https: | fcaptivate. epic, comWillow=s20Inpatient /20151 j % @ || X Bing 2~

File Edit ‘Wiew Favoribes Tools  Help

<7 Favoritkes | s, Suggested Sites = @ | Web Slice Gallery ~ @ | Epic Electronic Delivery Serv...

@Epic Electronic Delivery Service for Maxine Ferman | | & A v [7 gy » Page v Safety = Tools v (@~

=

Epic Electronic Delivery Service for Maxine Ferman
Name Last modified Size

{55 Parent Directory -
Published/ 19-Jun-2015 07:14 -
Scripts/ 19-Jun-2015 07:13 -

19-Jun-2015 07:11 -

Wl downloads are logged.

-

’_l_l_l_l_l_’%| " Trusted sites | Protected Mode: Off a - | H 5% v 4

Prepared by Max Ferman, M.Ed updated: 10/26/15 13
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5. You can either CLICK or RIGHT CLICK to download the .cptx file.

(_.:'Epic Electronic Delivery Service for Maxine Ferman - Windows Internet Explorer

@:_—\_/ = Ig, https: {{captivate. epic. com/Willows: 20Inpatient f2015) Source j g b |44 || X I Bing R

File Edit Yiew Favorites Tools Help

.7 Favorites | o Suggested Sites ~ @ | Web Slice Gallery ~ @ | Epic Electronic Delivery Serv. ..

(€ Epic Electranic Delivery Service for Maxine Ferman | | & M v [ pm v Page v Safety v Tools v (@~

|

Epic Electronic Delivery Service for Maxine Ferman
Name Last modified Size

Parent Directory -
RINVYT 15 Willow Inpatient New Version Training.¢cptx P4-Jun-2015 12:06 400M

Al dowenloads are logged.

-
Done l_ l_ l_ l_ l_ l_ ’@| . Trusted sites | Frotected Mode: Off ¥y | o v

0 If you Right Click, SELECT Save Target As (IE) or Save Link As (Firefox)

(.:'Epic Electronic Delivery Service for Marine Ferman - Windows Internet Explorer
@_\’_‘: w [&] https: fcaptivate. epic. com{Wilow s 20lnpatient/2015 Sourcef (e IEENES Fing £ |-
Fle Edit Wiew Favorites Tools Help
3:3 Favaorites ‘ {.5 Suggested Sites ~ @ | web Slice Gallery ~ @ | Epic Electronic Delivery Serv...
/& Epic Electronic Delivery Service for Maxine Ferman | | & - - [ @ - Page ~ Safety ~ Toaols - @-v
Epic Electronic Delivery Service for Maxine Ferman
Name Last modified Size
Parent Direclory -
Ed] 04-Jun-2015 12:06 400M
open
Open in Mew Tab
8l downlaads are lac
Print Target
cuk
Copy
Copy Shortcut
Paste
@ Blog with Windows Live
150 E-mail with Windows Live
%, Translake with Bing LI
https:/icaptivate.epic.o Al Acceleratars D NVTIS%EI_I_I_I_I_’_’E| . Trusted sites | Protected Mode: OFF 3 - | Hoo5% - 4
Add to Favorites. ..
Properties
Prepared by Max Ferman, M.Ed updated: 10/26/15 14
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6. Either way, navigate to the directory where you want to save the file and CLICK SAVE.

& Electronic Dell

File  Edt  Wiew Fe
<> Favorites |{5

ﬁ Epic Electronic Deliv

Epic Electro

5 Parent Dire

@

Al downloads are log

Save As

Organize *  New folder

T Favorites
P Deskiop
& Downloads

=l Recent Places

- Libraries
@ Documents
J" Music
[&=] Pictures
B videos

g-;_l Camputer
& Local Disk (i)
w Data (D)

% Fermanm (\usershareiuserdata$) (2:)

€- Metwork

El
m |- Deskhop ~ = ml Search Desktap E
&= @

==
Libraties
= System Folder

i | | Zomputer

i j‘ System Folder

APe - Shartcut
1 Sharkcut
fh 25k

f . TP4zo Upgrading ko the 2012
lﬁ MR, cptx

R
@

APeX 2013 - Shortout
l ! Sharteut
Il zz2oke

Internet Shortcut

=

Metwark,
System Folder

.

Ferman, Maxine
System Folder

File name: I REMWTL5 Willows Inpatient Mew Yersion Training

Save as type: ICPTX File

(= Hide Foldersl

Cancel

Prepared by Max Ferman, M.Ed
maxine.ferman@ucsf.edu
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2. Captivate Settings and Requirements)

[2]

APeX Training
CPTX

Whether you have customized a Captivate (.cptx) file downloaded from the EPIC Secure Server
(Step 1), or have developed a Captivate eCourse, APeX Training has collaborated with Learning
Services to establish requirements necessary to ensure that your eCourse will work successfully

in SumTotal for all UCSF users.

APeX Training Captivate eCourse preferences and settings include:

U UCSF and APeX branding
L EPIC Domain Validation Widget
See Appendix 1: Editing Captivate Files
L EPIC Copyright notice
See Appendix 1: Adding A Copyright Statement To E-Learning Lessons
O Instructions to UCSF users to close the browser window” to “Complete” eCourse on final
slide:
i.e. Please close this window to successfully “Complete” this eCourse in the UC Learning Center.
L SCORM 2004 settings as required for SumTotal.
U Quiz Reporting preferences (if applicable)
O Playbar and Interface settings
U Closed Captioning (required if audio and/or video is included)
O Other settings as required and tested for cross browser compatibility in SumTotal
@ see Appendix 1
Document: Downloading Epic E-Learning Files
Received: 10/23/15
FROM: alissa@epic.com
Prepared by Max Ferman, M.Ed updated: 10/26/15 16
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@ see Appendix 2

Document: e-Learning Quiz and Assessment Settings
Received: 8/17/15
FROM: Edward.Knych@ucsf.edu - APeX Training

@ see Appendix 3

Document: Pre-Publish Checklist and Quiz / Assessment Answer Key
Received: 8/17/15
FROM: Edward.Knych@ucsf.edu - APeX Training

Prepared by Max Ferman, M.Ed updated: 10/26/15

maxine.ferman@ucsf.edu
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2.1 How to Publish a .cptx file for SumTotal

In order to package or prepare your .cptx file, you must Publish it as a .zip file that Learning Services
will upload to SumTotal.

1. From the Captivate File menu SELECT Publish.
2. The Publish To My Computer dialogue box will open.
3. Please choose the following settings:

M SELECT Publish as: HTML5/SWF

M Zip files

M Force re-publish on all slides

M Scalable HTML content

- 4

Publish To My Computer

Publish as: || HTMLS [ SWF

Project Title: | Inzert APeX eCourse Title Here

Location: | O:\path
[ Zip Files

Output Format: | SWF | HTMLS 7 Farce re-publish on all slides

[] Full Screen 7 Scalable HTML content

[] Export POF [[] seamless Tabbing(IE only)

Flash Player: | Flash Player 10

]|

Prepared by Max Ferman, M.Ed updated: 10/26/15 18
maxine.ferman@ucsf.edu
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(3]

APeX Training

3. Upload ALL eCourses in SumTotal STAGE uc e
GE
: 3

To help expedite the launch process and ensure efficiency, APeX Training will need to upload
and TEST the Captivate published .zip file for EACH eCourse in SumTotal STAGE BEFORE
submitting files or initiating the launch process to Learning Services.

3.1 How to Upload an APeX eCourse to SumTotal STAGE for Testing

o Upload eCourses to SumTotal STAGE using Internet Explorer.
SumTotal Administrator functions are NOT compatible with other browsers.

o To TEST each eCourse as a “Learner,” you can login to SumTotal STAGE with
ANY supported browser. (See Section 4)

1. Login to SumTotal STAGE with a supported version of Internet Explorer.

Leaming

Log On
Flease enter your username and password.

Username:

Password:

Log On

Copyright & 2004-2014 SumTotal® Systems, Inc, All rights reserved.

SumTotal Systems, the SumTotal Systems logo, TeolBook, the TeclBook loge, Aspen,
the Aspen logo, TetalLMS, TetalLCMS, TotalVCS, TotalInformation,
TotalCollaboration, Totalfccess, TotalVersioning, and TotalPerformance are
registered trademarks or trademarks of SumTotal Systems, Inc, and/or its affiliates.
All other company and product names are the property of their respective owners,

2014.1

Please contact Chuck Green or Donna Chao if you need a new SumTotal STAGE login or password

Prepared by Max Ferman, M.Ed updated: 10/26/15 19
maxine.ferman@ucsf.edu
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2. SELECT Administrator > Learn > Upload.

Dashboard
Manage

Assess
Learn
Resources
Collaborate
System

=P = Step 1: Properties
System Defined Metadata Code: SFMLRN11E_EP-RX103W

Web Based Training Step 2: Metadata
y Delivery method: elearning
e Launch method: SCORM 2004
Allocations
Bring to Staging from Production Step 3: Registration
Hurmber of audienc:
Number of alocations:

: UCSF Audience
None defined

&) Inpatient Pharmacy Over
d) Switch to advanced view to perform tasks that are not included in the template.

3. CLICK the Upload Files button.

U Learning
Center

Q o Maxine Ferman -
Home > Learn - Upload
Upload Files
View:
Al -

Records: 3 % Clear completed items

Clears out items thal
production and thos

[F] Smoke and Tobacco Free042215.zip | Smoke and Tobacco-Free AIR Training SF-UCLOLO017-ECO Nancy Terry E'E,ITUEDIS 6:18:54 AM 2 In Staging
] el Lear Enterprss 20141 |5 1) sumTotal Entermrse dev_ist1 WILLEEN § CHENG | 2L4/2015 4:27:11 P ) In'Staging
. - n 103
[F] | ucsf_780_stewardship_delvery_200... Stewardship Reload (1/22/2009 o SFCSTEWARDSHIP2 Luke Hones észTZ,ﬂzUlD 4:03:55 PM ) In Staging
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4. CLICK the Browse button, and navigate to the NEW .zip file that you previously
downloaded from the APeX UCSF BOX to your computer or network.

UCezmine

o Select files to upload
Q Maxine Ferman «
Home > Learn - Upload What do you want to upload?
- @ Single SCORM course,document, or file
Upload Files - ’ ’
p ) Multiple SCORM courses
Upload Files V;\F‘.‘w: -
Select file(s) to upload:
Hove to Production Erowso. ‘fords: 3 ¥ Clear completed items
Upload files to:
© Production area Status
@) Staging area(not yet visible to leamers)
[C]  Smoke and Tobacco Free042215.2) | i (2 In Staging
@] Eslu]rnd'LOC\XELLearn_Enterprse_2014. PM @ In Staging
[[] | ucsf_780_stewardship_delivery_20§8 95 PM 2 In Staging

5. CLICK the Upload button

UCarmine

a e Select files to upload

Maxine Ferman «
Home > Learn - Upload What do you want to upload?
Upload Files @ Single SCORM course,document, or file

(@ Multiple SCORM courses

Upload Files View:

All -
Select file(s) to upload:

Move to Production

0:\APeX\APeX Downloads from BOX[mageNowScanning Queues. z [ Browse. ords: 3 # Clear completed items

upload files to:

| © Production area | Status
@) Staging area(not yet visible to learners)

[C] | Smoke and Tobacco Free042215.2 o4 AM

(2 In Staging
] [Slujn’:j':]nsLLeam?Enterprse?ZDM. 1 PM 2 In Staging
[F] | ucsf_780_stewardship_delivery_201 5 PM (2 In Staging

Cancel

After the file is uploaded, the Specify file properties Dialogue Box will automatically open.
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3.2 Specify File Properties Settings

1. TYPE in the Activity name field using this naming protocol:

APeX Developers Initials - Course Title - TEST - month/day/year

L4 Naming eCourses consistently, logically and in a predictable way will allow you (and
users) to easily search and find each eCourse later for testing.

2. TYPE the word “Test” in the Code field.

3. PASTE the Audience, Description and Course Length.

e You many need to add html to format text and bulleted lists.

e Include the following tag Line:

For questions about APeX training, please contact the APeX Provider Training Hotline
at (415) 514-8797.

©2015 Epic Systems Corporation and UCSF Medical Center. Confidential.
This material should be stored securely and may not be distributed publicly.

4. CLICK the Check Box to activate No registration required.

5. CLICK the OK button.

| SumTotal -- Webpage Dialog =

Specify file properties

Please confirm the learning activity information noted below and click OK to continue.

Activity name:*

ek - ImageMow Scanning Queues - TEST - 08/17/15 0
Launch method:*

SCORM 2004

Code: @
Test

Description: @
Intended Audience- Users who have access to Image Now scanning queues ¥
{(Admissions, Front desk, etc) = =

<brf= (J

Course Objectives —
Tn this lesson won will learn:

Categories:

Training available to:

UCSF Audience Browse...

No registration required 0

Can be subscribed

Prepared by Max Ferman, M.Ed updated: 10/26/15 22
maxine.ferman@ucsf.edu


mailto:maxine.ferman@ucsf.edu

Requirements to Launch an APeX Captivate eCourse in SumTotal UCSF Medical Center Learning Services

It may take a few minutes to process the file upload.

When the file Status changes to “In Staging,” CLICK the Activity Name to go to the Learning
Activity Properties section.

U Learning
Center
Q @

Home > Learn - Upload

Maxine Ferman «

j(l The selected files have been uploaded successfully.

Upload Files

View:
Upload Files W

Al -

Hovs to Production Records: 4 ¥ Clear completed items

ek - ImageNow Scanning Queues - ALPHA 8/17/2015 2:42:17 PM
[F]  ImageNowScanning Queues.zip TEST - 08/17/15 SFMAPX-IMGN-20150817 Maxine Ferman pDT
[F] Smoke and Tobacco Free042215.zip  Smoke and Tobacco-Free AIR Training SF-UCLOLO017-ECO Nancy Terry 5/11/2015 6:18:54 AM (2 In Staging
[F] | SumTotal_Learn_Enterprse_2014.1...| | g 14 gymTotal Enterprise dev_lst1 WILEEN 5 cHENG | 2/4/2015 4:27:11 PM 2 In Staging
[1].docx PST
[E] | ucsf_780_stewardship_delivery_200... Stewardshin Reload (1/23/2009 @  SFCSTEWARDSHIP2 Luke Hones 12202010 0355 PM 11 staging
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3.3 Learning Activity Properties Settings

1. CLICK Switch to Advanced View to access all necessary settings.

U Learning
Center
O‘ o Mayine Ferman «

> Learning Activity Properties

Home > Learn - Learning Ac S

Learning Activity Properties

validate |

Activities

Checklist

i FelER]| X ¥ || Switch to advanced view
ek
T Checklist h Follow the steps below to incude optional and required information for the currently selected activity. The "Move to Production” step is required.
General Properties Step 1: Properties

System Defined Metadata Code: SFMAPX-IMGN-20150817

Web Based Training Step 2: Metadata
~ Delivery method: Mot defined
T Launch method: SCORM 2004
L TR 'l Alocations o
Ready for Production Step 3: Registration

Number of audiences: UCSF Audience
Number of alocations: Mone defined

Step 4 (required): Move to Production
Correct any errors in the activity structure and move it to production.

4 switch to advanced view to perform tasks that are not included in the template.
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3.3.1 Properties Section
1. CLICK Properties > General to access these settings.
2. Confirm all data previously entered, and SCROLL down to access more fields.
3. TYPE the APeX Contact name.
4. TYPE the APeX Contact E-mail address.
5. SELECT the last 6 digits of the URL to access the activity in Learner Mode.

6. COPY (Ctrl + C) the SELECTED text and paste in an email for later.

Ucheea:;gl;lg Learner

Q ° Maxine Ferman «
Home > Learn - Learning Activities > Learning Activity Properties
Learning Activity Properties 6ot Activiy Rostar Ea

Activities | [ Tracks | [ validate |

=1, | Ex] Ea] = =] | 3% ¢ Switch to basicview  “f| contact: @

1 ek - ImageNow Scannin g Edward Knych

Checklist
- Propemaso E-mail personnel (separated by commas or semi-colons): e

General Edward.Knych@ucsf.edu

Status

Motes

Certification

Grading and Completion
P T— v || Translated Properties

Ready for Production » Metadata URL to access the activity in Learner mode:
»Costs 1 D

»Related Activities
» Schedule

»\Web Based Training
+Registration Keywords to search for this actvity (separated by space):

Last updated:

»Resources

» Skills
+Notifications
» Management

»Remote Content Server Apply E

» Versioning v
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7. CLICK Status

8. CHECK the Active checkbox.
L4 No registration Required and Can Be Subscribed are already CHECKED by default.

9. CHECK the Can be fulfilled checkbox.

10. Change Status from None to Active.

Ucheea:;gl;lg Learner

Q e

Home > Learn - Learning Activities > Learning Activity Properties

Learning Activity Properties

Reporting

Maxine Ferman -

G0 to Activity Rostar “

Activities | [ Tracks | [ validate |
Properties

Status

1= | Ee) (R () 3] | X %< | Switch to basic view

1 ek - ImageNow Scanning
Chedklist

- Properties
General 9
I Status I
Motes
Certification
Grading and Completion
L v | Translated Properties
Ready for Production »Metadata
»Costs
»Related Activities
»Schedule
» Web Based Training
»Registration
PResources.
¥ Skils.
+ Notifications
+Management

Prepared by Max Ferman, M.Ed
maxine.ferman@ucsf.edu

Complete the information to finish.

II g Active I
Hidden from search results in Learner and Manager modes

[T canceled

n

Mo registration required
[ Hidden in Manager mode
[7] Hidden from Transaript
Can be copied
Can be subscribez,
I Can be fulfiled gl
[ Enable collaboration center

Express interest

Status: @
I Active - I
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11. CLICK Grading and Completion.

12. TYPE Estimated Duration to include Hours and Minutes as provided in the launch
initiation EMAIL sent by APeX Training.
e All other required settings are CHECKED by default.

U Learning Learner
Center

Q e

Maxine Ferman «

Home > Learn - Learning Actvities > Learning Activity Properties

Learning Activity Properties Goto Activiy Roster | oK |

Activities Tracks Validate
Properties Grading and Completion e

[Eid B X £ Switch to basic view i Complete the information to finish.

1 ek - ImageNow Scanning

Checklist
Contribute to parent activity completion
+ Properties
General [C] Required to be completed |
Stats Minimum percent:

m

Notes
Certification @ Estimated duration: @

Grading and Completion Hours  Minutes
< m » Translated Properties —_—
12|
Ready for Production » Metadata
»Coste Estimated credit hours:
PRelated Activities L=
¥ Schedule Number of child activities to successfully complete:
»Web Based Training
¥Registration
Pick rule:
»Resources
Recommend number of chid activities to pick -
» Skills B
P Hotifications Number of child actiities to pick:
» Management
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3.3.2 Meta Data Section
1. CLICK Metadata > System Defined to access these settings.
2. SELECT Media type: eLearning.
3. SELECT Delivery method: eLearning.
4. SELECT Content type: Technology, Systems and Software.

5. SELECT Language: English (United States).

Learnin Learner Manager Reporting
Uc Cent:erg - -

Q o Maxine Ferman «
Home > Learn - Learning Activities > Learning Activity Properties
Learning Activity Properties o b Ackiviy Rostar E3

Activities || Tracks || validate
Metadata System Defined

1% | EE R XK < | Switch to basic view

1 ek - ImageNow Scanning

Complete the information to finish.
Checklist

Media type: @
¥ Properties
3 ==

clearming =

~ Vetagata ‘
Delivery method:
System Defined
elearning -

Optional Information

User Defined Sontent type: oy
Ll = » [oemm | Teenoieay, systems and sofuware - .,I
Ready for Production
+Related Activities Expiration date:
»Schedule E-
+Web Based Training Region:

»Resources Language: 6

» Skills IEnghsh (United States) - I

+Notifications

e rooy [ e |

»Remote Content Server

»Versioning
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3.3.3 Web Based Training Section

1. CLICK Web Based Training > General to access these settings.
2. SCROLL down to the Content Player Settings section.

3. CHECK the Hide content player navigation checkbox

4. CLICK the Radio Button to Open content player window in full screen mode

UCezmine

Q e

All other required settings are CHECKED by default.

Learner

Home > Learn - Learning Activities » Learning Activity Properties

Learning Activity Properties

Activities Tracks

Fl ——
Ready for Production

Prepared by Max Ferman, M.
maxine.ferman@ucsf.edu

121 | B ] ) B X ¢

ta) ek - ImageNaw Scanning

Ed

validate |

Reporting

Maxine Ferman «

Go to Activity Roster “

Web Based Training

Switch to basic view

Checkiist
»Praperties
- Metadata
System Defined
Gptional Information
User Defined
»Costs
»Related Activities
» Schedule

- \lieb Based Training 0
General

NETg
Quick Assessments

»Registration

»Resources

»Skils

»Notifications

» Management

aunch from remote server (applies only to S5Ci i) mnEanh
Show the Progress Details page when users close an online activity
Show interaction details to users on Progress Detzils page

Enable encoding for AICC URL (applies only to AICC HACP content)

—.

n

d Content Player Settings

Hide content player navigation. @

Set the display options for the content player window:
() None

Ouen content player window in full screen mode 0
O) Set the size of content player window

Width:

Height:

[T Disable scrollbars for content plyer window (Vertical & Horizontal)

updated: 10/26/15
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/&, Confirm that settings have been made correctly in all sections.

Notice the icon has changed to elLearning Qe

in the Stagl ng area. Home = Learn - Learning Activities > Learning Activity Properties
Learning Activity Properties

3

Prepared by Max Ferman, M.Ed updated: 10/26/15
maxine.ferman@ucsf.edu

Validate I
Metadata Systel
N o -
Switch to basic view Comple
Cheddist Media type:
» Properties elearning
~Metadata
Delivery m:
System Defined
eLearni
Optional Information
User Defined Conts
< famme | rcosts Tech
Ready for Production
Expira
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3.3.4 Move eCourse into Production

1. CLICK Ready for Production.

Reporting

Q @

Home > Learn - Learning Activities > Learning Activity Properties

Learning Activity Properties Go 0 Act Ea

Mayine Ferman «

A

acks | [ validate |
Web Based Training

General

] »

DF' EE EE' x & i Complete the information to finish.
{a) ek - ImageNow Scanning L
Checklist 3
» Properties Replace Content
b Metadata . X .
You can replace the original file with another file that has same name. If this content is 3 SCORM course, the replacement must keep the original structure.
¥ Costs Clicking the Upload button publishes the content in the production environment.
DR fies Choose the replacement file:
»Schedule
»Web Based Training B
Ready for Production = =
»Registration Enter a reason for replacing the learning activity content
»Resources B
¥ Skils.
» Notifications. L
»Management

»Remote Content Server

» Versioning i

Reasons for replacing content:

None avaiable

2. CLICK the Move to Production button.

Reporting

Q @

Home > Learn - Learning Activities > Learning Activity Properties

Learning Activity Properties Go o AcE Ea

Mayine Ferman «

A

acks | [ validate |
Web Based Training lidati |
| EEEE X% | satomsces - Validation Results
The system has checked the activity structure for possible validation issues. These issues may be critical errors or warnings for missing, incomplete, or invalid
&) =k - ImageNow Scanning o information that could block you from moving the activity to production. Please click the icons to go to the page with the issues.
ecklis
»Properties
e ) There are no validation errors for the activity structure.

»Costs

»Related Activities
»Schedule

» Web Based Training
»Registration
»Resources

¥ Skils.

» Notifications.
»Management

» Remote Content Server

] m r
Ready for Production

» Versioning i
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[a]

APeX Training
4. Test each eCourse in SumTotal STAGE

BEFORE APeX Training submits any files and initiates the launch process with Learning Services,
it is important that APeX Training TEST each eCourse in SumTotal STAGE.

To help expedite the launch process, and ensure a quality experience for all UCSF users, please
test each eCourse using ALL supported operating systems and browsers. (See UC Learning
Center Supported Browsers)

After APeX Training has moved the eCourse into Production of SumTotal STAGE (Section 3), you
can begin to TEST EACH eCourse as a “Learner.”

To TEST each eCourse as a “Learner,” you can login to SumTotal STAGE with ANY
supported browser.

e Administrator functions like “Upload” course are only available using Internet Explorer.

1. SELECT Learner > Dashboard

Learner Manager Reporting

Dashboard
Assess
Plan

Learn

Collaborate

thing Start s
Getting Started contact
To search for a specific topic, enter it in the search box in upper lefi comer

Edit Profile IT Service Desk - (415) 514-4100

ofthis page
Leamn more
Manage Training i
I
Itis very important that your UC

Learning Center profile nclude updated
information ke the name of your manag

APeX Campus Medical Center

ALL Managers must ensure this informz

Most Requested Medical Center Courses S e O is current and correct. To update an
W “ospital ployee's profie, managers may conti
Creats . . .
18558 & 1% UC Learning Center Upgrade Quick Reference Guides . . . fhe following
m New User Interface : g;[;l:rlnil agers - Service Regques

= Medical C:  Managers- HR Umbre

Registering Yourself for Training
System Requirements

Batch Registration fManagers] |

RECENTLY LAUNCHED -
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2. SEARCH for your initials and/or the name of your eCourse.

L To easily locate each eCourse for testing, we suggest that you use your initials in the
naming protocol when uploading eCourses to SumTotal STAGE. (See Section 3.2.1)

3. Locate your eCourse and CLICK the Start button to begin TESTING.

_LF‘#;GE

Maine Faman -
vh - epid ’
f 1 search results found

Pt X Exporl Sortby: | Mame Ascending

AT 3 o -, o e .
VM - Epic Test - 09/11/15
5 is I staff
w 58 of
upgrace. 5

G Leaming acthties (1)

/& APeX Training has established specific criteria and benchmarks required to test all APeX
eCourses in SumTotal. (See Appendix 4)

If the eCourse DOES NOT pass the established TEST QA criteria, APeX Training
must REPEAT Sections 2 thru 4 to revise, upload and retest EACH eCourse in
supported operating systems and browsers.

@ see Appendix 4

Document: e-Learning Testing Instructions
Received: 8/17/15
FROM: Edward.Knych@ucsf.edu - APeX Training
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(5]

APeX Training

5. Upload .zip files to UCSF BOX 2

21
After APeX Training has successfully tested and approved each eCourse in SumTotal STAGE,
APeX Training will need to transfer the published Captivate .zip file to Learning Services to

upload to SumTotal Production.

To transfer files to Learning Services, the APeX Training contact will upload EACH .zip file to a
UCSF BOX.

¥, Contact IT Services if you have any questions regarding your access to UCSF BOX.

5.1 How to COPY the LINK for EACH .zip file in your UCSF BOX

You will need to send the LINK of EACH .zip file to the Learning Services contact.

1. CLICK the More button.
e You may also RIGHT CLICK on the .zip file.

2. CLICK Share from the menu.

© General Info
£ Folder Settings
- hitps:ffucsf box.comisicadaetvw3u
k" Move or Copy

I Delete Who can access:

-] i -
B More Actions = People in your company
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All Files - APeX Files
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+ Download
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Uploaded todayp] T UPload Options
& Share
A% Invite Collaborators
i Add to Favorites Invite People
W Add/Edit Tags
2+ Sync Folder to Computer
Link to Folder fo]
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-
3. COPY the complete address from . _ .
the LINK field. Link to "ImageNowScanning Queues.zip”
4. CLOSE the dialogue box. LI Email Embed
Link:
5. PASTE the LINK in an EMAIL to ttps liucsf. box.comis/v5d9tindydbitasbk06ais 0a2lGvadm
use later.
Access. @
| People in this folder
Advanced:
Set Custom LIRL
Set Link Expiration
* Direct Link
| Close
-
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(OPTIONAL)

To share your UCSF BOX with the assigned Learning Services contact(s):

1. CLICK the More button

2. SELECT Invite Collaborators to allow the Learning Services contact full access to your

.zip files.
s information e
technology e
BOX
All Files - Test
uposa - | | ew - 7
+ Download
1 Upload Options
&7 Share

A% Invite Collaborators

#r Add to Favorites b
Drag and drop files fr @ Add / Edit Tags

file 2 Sync Folder to Computer

© General Info

£ Folder Settings

K Move or Copy

W Delete

B more Actions

Prepared by Max Ferman, M.Ed
maxine.ferman@ucsf.edu

Create a Box Mote to describe the contents of this

updated: 10/26/15

folder.

1, -

Maxine Ferman +

Collaborators

Invite People

Link to Folder fo)

hitps:flucsf.box.com/s/cafaetvw3u

Who can access:
® people in your company -
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At this time, Maxine Ferman from
Learning Services has been assigned
as the contact for APeX Training.

1. TYPE: maxine.ferman@ucsf.edu

2. SELECT Co-owner from the
Invited Permission menu.

Prepared by Max Ferman, M.Ed
maxine.ferman@ucsf.edu

Invite to "Test"

Invite Get Invite Link
Invite 0

I maxine ferman@ucsf.edu I

Invited Permission @
I Co-owner - I
@ Learn about access levels

Personal Message (optional

Include any personal message here

Send Cancel
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[e]

6. Initiate the eCourse Launch Process with Learning Services Arex T’ii;i"g

After you have uploaded all of the .zip files to the UCSF BOX, you need to EMAIL the assigned
Learning Services contact to initiate the Launch Process for each eCourse in SumTotal.

L.} Please plan 3-5 business days to complete the Launch Process in SumTotal.

Please let the Learning Services contact know when/if you will be UNAVAILABLE to
TEST the eCourses in SumTotal during the 3-5 day Launch Process.

D4 Please send an EMAIL TO Learning Services contact (maxine.ferman@ucsf.edu and CC:

natalie.haas@ucsf.edu) for EACH .zip file, and include the following information:

U eCourse Title

1 Course Code

@ The APeX Training contact must specify if this is either a NEW or REPLACEMENT
eCourse.

If this is a REPLACEMENT eCourse, please SPECIFY the existing Title and Course
Code as currently listed in SumTotal. OR

If this is a NEW eCourse, please specify that a NEW Course Code is to be
generated by Learning Services.

Audience

eCourse Description
eCourse Duration
Answer Key (if applicable)

Launch Date requirement

o O 0 0O O O

UCSF BOX LINK to corresponding .zip file
See 3.1 How to COPY the LINK for EACH .zip file in your UCSF BOX
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Learning Services

7. SumTotal Requirements and Settings sumtotal

A Skillsoft Company

This section includes all requirements and settings necessary to upload a Captivate Published
.zip file and successfully launch it as an eCourse in SumTotal.

Preparation

Before you can begin to work with SumTotal, you must first DOWNLOAD the Captivate
Published .zip file from UCSF BOX, and also generate a Course Code.
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7.1 How to Download the Captivate Published .zip file from UCSF BOX

1. Upon receipt of the email from APeX Training (Step 4), CLICK the link included to go
directly the UCSF BOX website.

2. CLICK the Download button.

3. SELECT the Save File radio button.
/. DO NOT select the Open with radio button.

4. CLICK OK

» information . .
technology ImageNowScanning Queues zip Download (27.9 MB) Sign up Log in

BOX

I Opening ImageNowScanning Queues.zi

You have chosen to open:
1) ImageNowScanning Queues.zip

which is: Compressed (zipped) Folder (27.9 MB)
from: https://dl.boxcloud.com

What should Firefox do with this file?

() Open with | Windows Explorer (default)

Download (2 I@ﬁave i

[7] Do this automatically for files like this from now on.

( OK%_J[ Cancel |
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5. Navigate to the Learning Services network directory:
courses (\\fpmcb11\qat\Learning Services Training Documents\eLearning Projects)

(0:)\APeX\APeX Downloads to SAVE the .zip file for later use in this section.

@Qﬂ « APeX » APeX Downloads from BOX » <€

Organize » Burn Mew folder
Date modified Type

L Learning Services Training Decuments (\\fpmebll'gat) (M:) i~ Name

I 5® courses (\fpmcbll\gat\Learning Services Training Documentsheleaming Projects) (O:) I 1) AMS Therapy Plans.zip 8/24/20158:34 AM  Compressed (zipp

2014 SumTotal Testin
- 2 @ e-Learning Testing Instructions.docx 8/17/2015 5:43 PM Microsoft Word D...
8/17/201511:18 AM  Compressed (zipp...

_cancelled
= Y ImageMowScanning Queues.zip
_old or abandoned
_POC
_Sample HTML course
_STEs

_temp courses

ACPL00W Procurement Card

Active Shooter

ADB Basic Captivate Training

Adult Inpatient Consults Mission Bay
AEP-100W Stereotaxis Safety Guidelines
AIDET module 4 23

AIDET SMILE For Physicians

AME Ambulatory

Ambulatory(ACC)

Anatomical Materials

APeX

. APeX 2010

. APeX 2012

. APeX Developer

| | APex Downloads from BOX |
) AMB Therapy Plans.zip
4 ImageMNowScanning Queueszip
APS101 Privacy and Security Briefing
ASTICR Annual Safetv Trainina Infection Control Restraints for Providers

3 items Offline status: Online
J Offline availability: Mot available

mn

I,
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7.1.1 How to Generate a Course Code for a NEW and Replacement APeX eCourse

A unique Course Code is required for EACH course offered in SumTotal. Course Codes allow us
to track and manage individual courses, and is required to generate Reports in SumTotal.

As of January 2015, ALL UCSF courses offered in SumTotal must follow the new Course Code
Scheme. Please see LMS course code scheme document.

/&, Learning Services MUST generate a NEW course code when uploading all NEW and
REPLACEMENT APeX eCourses in SumTotal.

Learning Services has developed and maintains an automated Course Code Generator to be
used in this process.

% Course Code Generator:
http://training.ucsfmedicalcenter.org/tools/course-code-generator.html
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To insure consistency for all APeX eCourses, you must enter the following information for EACH
eCourse:

1. Location: Medical Center.
2. Training Organization: APEX.

3. Internal course ID*: TYPE an abbreviation based on the topic of the eCourse.
Please use consistent naming protocols, and confirm the Internal Course ID
@ syntax with other APeX courses in SumTotal.

For example: AMB, ED, RX, etc.

4. CLICK the Date Field to SELECT today’s date from the calendar.

l_%; Medical Center  University of Califarnia, San Franc \bout UGSF

Learning Services: Tools

Course Code Generator

Location:  Medical Center - 0
Training organization: APEX - @
Internal course ID*: Ry @
DATE YYYYMMDD 9

n aug 2015 n

perf rufneq ro e fset

* The internal course ID is whatever num|
1 2

course. Please try and keep it to & chara

et uses to identify the
T, 02, EP-ONC.

3 4 5 6 ¥ 8 9

5
13 19 20 21 22 23

24 25 26 27T 2 29 30

3
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5. CLICK the Generate Code button.

L%: Medical Center  Univesity of Califomia, San Francisco | About UCSF

Learning Services: Tools

| Course Code Generator

Your code is: SFMAPX-RX-20150817

Please ensure the code is not already in use in the Learning Center before creating any new activites.

Location”  Medical Center -
Training organization: APEX -
Internal course ID™: px
DATE YYYYMMDD: 20150817
Generate code

* The internal course ID is whatever number/letter combination your department uses to identify the
course. Please try and keep it to 8 characters or less. Examples: UCA100, WCT, 02, EP-ONC.

LMS course code scheme document

6. SELECT the new Course Code number.

7. RIGHT CLICK to COPY the Course Code.

UCSF Medical Center

Learning Servioes: Tools

Course Code Generator

Your code is: APY.E N150217!
=10
Select All

Search Bing for "SFMAPX-RX-20150..."

View Selection Source

Please ensure the code is not already in use | bctivites.

Location:  Medic Inspect Element (Q)

o . Convert Selection to Adobe PDF
Training organization: APEX

Append Selection to Existing PDF

Internal course 1D%: gy

DATE YYYYMMDD: 20150817

= The internal course ID is whatever number/letter combination your department uses to identify the
course. Pleasa try and keep it to 8 characters or less. Examples: UCA100, WCT, 02, EP-ONC.

LMS course code scheme document.

8. PASTE the Course Code in an email or text document to use later.
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7.2 How to Upload a NEW APeX eCourse in SumTotal

Regardless if you are REPLACING an existing eCourse, or adding a NEW one, you will need to
upload the Captivate published .zip file for EACH eCourse to SumTotal.

1. Login to SumTotal.
2. SELECT Administrator > Learn > Upload.

Bring to Staging from Production

Dashboard

Manage

Assess
Learn
Resources
Collaborate
System

System Defined Metadata
Web Based Training
Registration-Audiences

Allocations

Production

&) Inpatient Pharmacy Over

Step 1: Properties
Code: SFMLRN11E_EP-RX103W
Step 2: Metadata

Delivery method: eLearning
Launch method: SCORM 2004

Step 3: Registration

T Pendi

1 Ad

Number of sudiences: UCSF Audience
Number of alocations: Mone defined

) switch to advanced view to perform tasks that are not included in the template.

3. CLICK the Upload Files button.

U Learning
Center

Q @

Home > Learn - Upload

Upload Files

0 [1].docx

[F] | Smoke and Tobacco Free042215.zip

SumTotal_Learn_Enterprise_2014.1...

Activity Name

Smoke and Tobacco-Free AIR Training

Code

[ ucsf_780_stewardship_delivery_200... Stewardship Reload (1/22/2009

LS 11 SumTotal Enterprise

SF-UCLOLO017-ECO
dev_ls11

SFCSTEWARDSHIP2

Mancy Terry

WILLEEN S CHENG

Luke Hones

Records: 3

Last Updated
5/11/2015 6:18:54 AM
PDT

2/4/2015 4:27:11 PM
PS

1/22/2010 4:03:55 PM
Ps

Maxine Ferman -

View:
Al -

¥ Clear completed items

Clears out items that
production and thos
Status

In Staging
In Staging

In Staging
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4. CLICK the Browse button, and navigate to the NEW .zip file that you previously
downloaded from the APeX UCSF BOX to your computer or network.

UCezmine

o Select files to upload
Q Maxine Ferman «
Home > Learn - Upload What do you want to upload?
- @ Single SCORM course,document, or file
Upload Files - ’ ’
p ) Multiple SCORM courses
Upload Files V;\F‘.‘w: -
Select file(s) to upload:
Hove to Production Erowso. ‘fords: 3 ¥ Clear completed items
Upload files to:
© Production area Status
@) Staging area(not yet visible to leamers)
[C]  Smoke and Tobacco Free042215.2) | i (2 In Staging
@] Eslu]rnd'LOC\XELLearn_Enterprse_2014. PM @ In Staging
[[] | ucsf_780_stewardship_delivery_20§8 95 PM 2 In Staging

5. CLICK the Upload button

UCarmine

a e Select files to upload

Maxine Ferman «
Home > Learn - Upload What do you want to upload?
Upload Files @ Single SCORM course,document, or file

(@ Multiple SCORM courses

Upload Files View:

All -
Select file(s) to upload:

Move to Production

0:\APeX\APeX Downloads from BOX[mageNowScanning Queues. z [ Browse. ords: 3 # Clear completed items

upload files to:

| © Production area | Status
@) Staging area(not yet visible to learners)

[C] | Smoke and Tobacco Free042215.2 o4 AM

(2 In Staging
] [Slujn’:j':]nsLLeam?Enterprse?ZDM. 1 PM 2 In Staging
[F] | ucsf_780_stewardship_delivery_201 5 PM (2 In Staging

Cancel

After the file is uploaded, the Specify file properties Dialogue Box will automatically open.
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7.3 Specify File Properties Settings

1. TYPE in the Activity name field using this naming protocol:
APeX Developers Initials - Course Title - ALPHA TEST - month/day/year

L4 Naming eCourses consistently, logically and in a predictable way will allow you (and
users) to easily search and find each eCourse later for testing.

2. PASTE the NEW Course Code Number, as previously generated by the Course Code
Generator.

3. PASTE the Audience, Description and Course Length as provided in the launch initiation
EMAIL sent by APeX Training.
a. You many need to add html to format text and bulleted lists.

b. Include the following tag Line:
For questions about APeX training, please contact the APeX Provider Training Hotline
at (415) 514-8797.
©2015 Epic Systems Corporation and UCSF Medical Center. Confidential.
This material should be stored securely and may not be distributed publicly.

4. CLICK the Check Box to activate No registration required.

5. CLICK the OK button.

€| SumTotal -- Webpage Dialog =

|| Specify file properties

Please confirm the learmning activity information noted below and click OK to continue.

Activity name:*
ek - ImageNow Scanning Queues - ALPHA TEST - 08/17/15 @
Launch method:*

SCORM 2004

Code: @
SFMAPX-IMGN-20150817

Description: @
Intended Audience- Users who have access to Image Mow scanning queues P
(Admissions, Front desk, etc) =
<br/= &
Course Objectives —
Tn this leesnn won will learn: =
Categories:
Training available to:
UCSF Audience
Ho registration required 0

Can be subscribed
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It may take a few minutes to process the file upload.

When the file Status changes to “In Staging,” CLICK the Activity Name to go to the Learning
Activity Properties section.

U Learning
Center
Q @

Home > Learn - Upload

Maxine Ferman «

j(l The selected files have been uploaded successfully.

Upload Files

View:
Upload Files W

Al -

Hovs to Production Records: 4 ¥ Clear completed items

ek - ImageNow Scanning Queues - ALPHA 8/17/2015 2:42:17 PM
[F]  ImageNowScanning Queues.zip TEST - 08/17/15 SFMAPX-IMGN-20150817 Maxine Ferman pDT
[F] Smoke and Tobacco Free042215.zip  Smoke and Tobacco-Free AIR Training SF-UCLOLO017-ECO Nancy Terry 5/11/2015 6:18:54 AM (2 In Staging
[F] | SumTotal_Learn_Enterprse_2014.1...| | g 14 gymTotal Enterprise dev_lst1 WILEEN 5 cHENG | 2/4/2015 4:27:11 PM 2 In Staging
[1].docx PST
[E] | ucsf_780_stewardship_delivery_200... Stewardshin Reload (1/23/2009 @  SFCSTEWARDSHIP2 Luke Hones 12202010 0355 PM 11 staging
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7.4 Learning Activity Properties Settings

1. CLICK Switch to Advanced View to access all necessary settings.

U Learning
Center
O‘ o Mayine Ferman «

> Learning Activity Properties

Home > Learn - Learning Ac S

Learning Activity Properties

validate |

Activities

Checklist

i FelER]| X ¥ || Switch to advanced view
ek
T Checklist h Follow the steps below to incude optional and required information for the currently selected activity. The "Move to Production” step is required.
General Properties Step 1: Properties

System Defined Metadata Code: SFMAPX-IMGN-20150817

Web Based Training Step 2: Metadata
~ Delivery method: Mot defined
T Launch method: SCORM 2004
L TR 'l Alocations o
Ready for Production Step 3: Registration

Number of audiences: UCSF Audience
Number of alocations: Mone defined

Step 4 (required): Move to Production
Correct any errors in the activity structure and move it to production.

4 switch to advanced view to perform tasks that are not included in the template.
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7.4.1 Properties Section
1. CLICK Properties > General to access these settings.
2. Confirm all data previously entered, and SCROLL down to access more fields.
3. TYPE the APeX Contact name.
4. TYPE the APeX Contact E-mail address.
5. SELECT the last 6 digits of the URL to access the activity in Learner Mode.

6. COPY (Ctrl + C) the SELECTED text and paste in an email for later.

Ucheea:;gl;lg Learner

Q ° Maxine Ferman «
Home > Learn - Learning Activities > Learning Activity Properties
Learning Activity Properties 6ot Activiy Rostar Ea

Activities | [ Tracks | [ validate |

=1, | Ex] Ea] = =] | 3% ¢ Switch to basicview  “f| contact: @

1 ek - ImageNow Scannin g Edward Knych

Checklist
- Propemaso E-mail personnel (separated by commas or semi-colons): e

General Edward.Knych@ucsf.edu

Status

Motes

Certification

Grading and Completion
P T— v || Translated Properties

Ready for Production » Metadata URL to access the activity in Learner mode:
»Costs 1 D

»Related Activities
» Schedule

»\Web Based Training
+Registration Keywords to search for this actvity (separated by space):

Last updated:

»Resources

» Skills
+Notifications
» Management

»Remote Content Server Apply E

» Versioning v
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7. CLICK Status

8. CHECK the Active checkbox.
L4 No registration Required and Can Be Subscribed are already CHECKED by default.

9. CHECK the Can be fulfilled checkbox.

10. Change Status from None to Active.

Ucheea:;gl;lg Learner

Q e

Home > Learn - Learning Activities > Learning Activity Properties

Learning Activity Properties

Reporting

Maxine Ferman -

G0 to Activity Rostar “

Activities | [ Tracks | [ validate |
Properties

Status

1= | Ee) (R () 3] | X %< | Switch to basic view

1 ek - ImageNow Scanning
Chedklist

- Properties
General 9
I Status I
Motes
Certification
Grading and Completion
L v | Translated Properties
Ready for Production »Metadata
»Costs
»Related Activities
»Schedule
» Web Based Training
»Registration
PResources.
¥ Skils.
+ Notifications
+Management

Prepared by Max Ferman, M.Ed
maxine.ferman@ucsf.edu

Complete the information to finish.

II g Active I
Hidden from search results in Learner and Manager modes

[T canceled

n

Mo registration required
[ Hidden in Manager mode
[7] Hidden from Transaript
Can be copied
Can be subscribez,
I Can be fulfiled gl
[ Enable collaboration center

Express interest

Status: @
I Active - I
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11. CLICK Grading and Completion.

12. TYPE Estimated Duration to include Hours and Minutes as provided in the launch
initiation EMAIL sent by APeX Training.
e All other required settings are CHECKED by default.

U Learning Learner
Center

Q e

Maxine Ferman «

Home > Learn - Learning Actvities > Learning Activity Properties

Learning Activity Properties Goto Activiy Roster | oK |

Activities Tracks Validate
Properties Grading and Completion e

[Eid B X £ Switch to basic view i Complete the information to finish.

1 ek - ImageNow Scanning

Checklist
Contribute to parent activity completion
+ Properties
General [C] Required to be completed |
Stats Minimum percent:

m

Notes
Certification @ Estimated duration: @

Grading and Completion Hours  Minutes
< m » Translated Properties —_—
12|
Ready for Production » Metadata
»Coste Estimated credit hours:
PRelated Activities L=
¥ Schedule Number of child activities to successfully complete:
»Web Based Training
¥Registration
Pick rule:
»Resources
Recommend number of chid activities to pick -
» Skills B
P Hotifications Number of child actiities to pick:
» Management
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7.4.2 Meta Data Section
1. CLICK Metadata > System Defined to access these settings.
2. SELECT Media type: eLearning.
3. SELECT Delivery method: eLearning.
4. SELECT Content type: Technology, Systems and Software.

5. SELECT Language: English (United States).

Learnin Learner Manager Reporting
Uc Cent:erg - -

Q o Maxine Ferman «
Home > Learn - Learning Activities > Learning Activity Properties
Learning Activity Properties o b Ackiviy Rostar E3

Activities || Tracks || validate
Metadata System Defined

1% | EE R XK < | Switch to basic view

1 ek - ImageNow Scanning

Complete the information to finish.
Checklist

Media type: @
¥ Properties
3 ==

clearming =

~ Vetagata ‘
Delivery method:
System Defined
elearning -

Optional Information

User Defined Sontent type: oy
Ll = » [oemm | Teenoieay, systems and sofuware - .,I
Ready for Production
+Related Activities Expiration date:
»Schedule E-
+Web Based Training Region:

»Resources Language: 6

» Skills IEnghsh (United States) - I

+Notifications

e rooy [ e |

»Remote Content Server

»Versioning
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7.4.3 Web Based Training Section

1. CLICK Web Based Training > General to access these settings.
2. SCROLL down to the Content Player Settings section.

3. CHECK the Hide content player navigation checkbox

4. CLICK the Radio Button to Open content player window in full screen mode

a.

UCezmins

Q @

All other required settings are CHECKED by default.

Learner

Home > Learn - Leaming Activities > Learning Activity Properties

Learning Activity Properties

Activities || Tracks

< i
Ready for Production

Prepared by Max Ferman, M.
maxine.ferman@ucsf.edu

1= | EF) [ el B3 2% ¢

fa) ek - ImageNow Scanning

b

-+ Wb Based Training ‘
General

Ed

validate |

Mayine Ferman «

G0 to Activity Rostar “

Web Based Training

Switch to basic view

Checklist
»Properties
« Metadata
System Defined
Optional Information
User Defined
»Costs
»Related Activities
»Schedule D

NETg
Quick Assessments
»Registration
bResources
»Skills
»Notifications

»Management

aunch from remote server (applies only to CORM cunEen‘:J
Show the Progress Details page when users close an online activity
Show interaction details to users on Progress Details page

Enable encoding for AICC URL (applies only to AICC HACP content)

T —

m

r Content Player Settings

Hide content player navigation. @

Set the display options for the content player window:
© None

Onen content player window in full screen mode 0
(© Set the size of content player window

Width:

Height:

[7] Disable scrollbars for content player window (Vertical & Horzontal)

updated: 10/26/15
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/&, Confirm that settings have been made correctly in all sections.

Notice the icon has changed to elLearning Qe

in the Stagl ng area. Home = Learn - Learning Activities > Learning Activity Properties
Learning Activity Properties

3

Prepared by Max Ferman, M.Ed updated: 10/26/15
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Switch to basic view Comple
Cheddist Media type:
» Properties elearning
~Metadata
Delivery m:
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Optional Information
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7.4.4 Move eCourse into Production

1. CLICK Ready for Production.

Reporting

Q @

Home > Learn - Learning Activities > Learning Activity Properties

Learning Activity Properties Go 0 Act Ea

Mayine Ferman «

A

acks | [ validate |
Web Based Training

General

] »

DF' EE EE' x & i Complete the information to finish.
{a) ek - ImageNow Scanning L
Checklist 3
» Properties Replace Content
b Metadata . X .
You can replace the original file with another file that has same name. If this content is 3 SCORM course, the replacement must keep the original structure.
¥ Costs Clicking the Upload button publishes the content in the production environment.
DR fies Choose the replacement file:
»Schedule
»Web Based Training B
Ready for Production = =
»Registration Enter a reason for replacing the learning activity content
»Resources B
¥ Skils.
» Notifications. L
»Management

»Remote Content Server

» Versioning i

Reasons for replacing content:

None avaiable

2. CLICK the Move to Production button.

Reporting

Q @

Home > Learn - Learning Activities > Learning Activity Properties

Learning Activity Properties Go o AcE Ea

Mayine Ferman «

A

acks | [ validate |
Web Based Training lidati |
| EEEE X% | satomsces - Validation Results
The system has checked the activity structure for possible validation issues. These issues may be critical errors or warnings for missing, incomplete, or invalid
&) =k - ImageNow Scanning o information that could block you from moving the activity to production. Please click the icons to go to the page with the issues.
ecklis
»Properties
e ) There are no validation errors for the activity structure.

»Costs

»Related Activities
»Schedule

» Web Based Training
»Registration
»Resources

¥ Skils.

» Notifications.
»Management

» Remote Content Server

] m r
Ready for Production

» Versioning i
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Learning Services

8. ALPHA Test Protocol 4 2

8.1 ALPHA Test eCourse in Windows 7 using IE8 as a Learner

Please test in Windows/IE8, and confirm the following criteria for EACH NEW and
REPLACEMENT eCourse:

U eCourse Completes successfully.
0 If aQuizisincluded, use the Answer Key as provided in the launch initiation
EMAIL sent by APeX Training.

U eCourse Bookmarks successfully.
O Exit out of eCourse before it is completed.

0 Relaunch to insure eCourse begins where you left off.

O If Audio/Video is included, confirm Closed Captioning is in sync.

If eCourse DOES NOT PASS the ALPHA Test, please include any specific
information in the BETA Test email to the APeX Training contact.
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When the ALPHA Test is complete, go back to the Learning Activity Properties and change the
name of the eCourse to include BETA TEST.

This is just good housekeeping practice and helps to track that Learning Services has completed
the ALPHA Test.

UCerine
Q @

Home > Learn - Learning Activities > Learning Activity Properties

Learning Activity Properties G0 &0 Ac [ oc |

Activities Tracks Vvalidate
Properties General

1=, | ] sl ) 1| X ¢ Switch to basicview ~ * -

Complete the information to finish.

Maxine Ferman

»

&) vh - Therapy Plans - ALPH

Chediist Use the Translated Properties page to enter details in other languages.
v Properties Name: *
General vh - Therapy Plans { BETA|TEST - 08/24/15 3
Status =
o
= Primary domain:
Certification
Grading and Completion Activity type:*
< /I 3 Translated Properties Course h
Ready for Production s Code:

_ » Costs SFMAPX-AMB-20150824

&) vh- Therapy Plans - ALP | ) polzted Activities
Activity Image:

¥ Schedule No image i uploaded for this activicy l:l

Diizs L= Description:
»Registration
s This lesson is for UCSF medical staff who practice in outpatient clinics. =\
¥ Resources This lesson describes the use of Therapy Plans for the management of [
» Skills recurring treatment orders in outpatient clinics. It also describes how (j
to use an Infusion Therapy Plan to order Blood Products in outpatient |z
» Notifications seffings.
Management
> For questions about APeX training, please contact the APeX Provider
»Remote Cantent Server Training Hotline at (415) 514-8797. o
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8.2 Notify the APeX Training contact to BETA Test eCourse in SumTotal

D4 Please send an EMAIL TO the APeX Training contacts and CC: natalie.haas@ucsf.edu for

EACH .zip file, and include the following information:
U Course Code

O BETA TEST name

(i.e. ek - ImageNow Scanning Queues - BETA TEST 08/18/15)

U Activity Link

(i.e. http://learningcenter.ucsfmedicalcenter.org/?activity=221017)

/&, Test Activity Link BEFORE sending email to APeX Training.

x| * ¥ |3 PLEASE REVIEW 8/17/15: ImageNow Scanning Queues - BETA TEST - Message (HTML) == e E |
File Message | Insert  Options  FormatText  Review  Adobe PDF 2@
o o -~ A AT SSH ﬂa] ([ Attach File ¥ Follow Up ~
B I U v 0 attach tem - ¥ High Importance
Paste = Address Check ) Attach File via
- F | ® Book MNames |2 Signature ™ | adobe Send & Track | & LowImportance
Clipboard Basic Text Names Include Adobe Send & Track Tags Zoom
Te... Knych, Edward
=1 e Haas, Natalie
Send
Subject: | PLEASE REVIEW 8/17/15: ImageNow Seanning Queues - BETA TEST|
. . . . iz}
The BETA TEST of the APeX ImageNow Scanning Queues eCourse is now available on the UC Learning K

PLEASE REVIEW

SFMAPX-IMGN-20150817

ek - ImageNow Scanning Queues - BETA TEST 08/18/15
http://learningcenter.ucsfmedicalcenter.org/?activity=221017
(NOTE: this link is not permanent, and will change if this eCourse is replaced)

¥ Completes successfully.
v Bookmarks successfully.
v" Closed Captioning in sync.

If you have any questions, please do not hesitate to contact me.

Maxine (Max) Ferman, M.Ed.
elearning Developer | Programmer Analyst ITT

UCSF Medical Center

Learning & Organizational Development
3360 Geary Blvd. Rm. 246

San Francisco, CA 94118

8 415-353-7353

4 Maxine Ferman@ucsfmedctr.org

@ training.ucsfmedicalcenter.org

1 il

@  Seemore about: Knych, Edward.

Center for you to review using the established APeX Training Department testing protocol.

| have tested this eCourse using Windows 7/1E8, and confirm the following criteria:

Please let me know if you need to replace this file, or if it is approved for launch in SumTotal.

iy -
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If eCourse DID NOT PASS the ALPHA Test, please include any specific information

in the BETA Test email to the APeX Training contact.

Example:
rljj| HY s 9= PLEASE REVIEW 8/24/15: Therapy Plans - BETA TEST - Message (HTML) | = | 1 ﬂ‘
Message Insert Options Format Text Review Adobe PDF @ e
i“‘j % i A EE ggﬂ [l Attach File \{] ¥ Follow Up ~
B EEY X 0 attach Item ~ ¥ High Importance
Paste B 7 U | A === | = | Address Check X Attach File via
- = - - = Book Mames | |2 Signature * | adobe Send & Track | ¥ Low Importance
Clipboard & Basic Text MNames Include Adobe Send & Track Tags % | Zoom
Tou. |Hi|:ks Venus; |
=1 Cc... |Haas Matalie; Knych, Edward; |
Send
Subject: | PLEASE REVIEW 8/24/15: Therapy Plans -|BETA TEST |
. : . G2
The BETA TEST of the APeX Therapy Plans eCourse is now available on the UC Learning Center for you to ’
review using the established APeX Training Department testing protocol.
PLEASE REVIEW
SFMAPX-AMB-20150824
vh - Therapy Plans - BETA TEST 08/24/15
http://learningcenter.ucsfmedicalcenter.org/?activity=221654
[NOTE: this link is not permanent, and will change if this eCourse is replaced)
| have tested this eCourse using Windows 7/1E8, and confirm the following criteria: I
¥ DID NOT Complete successfully
- Registered “Completed” when closed before viewing all slides (should be “Incomplete”)
v' Bookmarks successfully.
v Closed Captioning in sync.
Please let me know if you need to replace this file, or if it is approved for launch in SumTotal.
If you have any guestions, please do not hesitate to contact me.
Maxine (Max) Ferman, M.Ed.
elearning Developer | Programmer Analyst IIT
UCSF Medical Center
Learning & Organizational Development
3360 Geary Blvd. Rm. 246
San Francisco, CA 94118
v
L il r
@)  See more about: Hicks, Venus. ~
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=]

APeX Training
9. BETA Test Protocol

Once you have received the BETA TEST email from Learning Services, you may begin testing
each eCourse in SumTotal.

APeX Training has established specific criteria and benchmarks required to test all NEW and
REPLACEMENT APeX eCourses in SumTotal.

Please notify Learning Services if the eCourse is either Not Approved or Approved for Launch in
SumTotal

@ see Appendix 4

Document: e-Learning Testing Instructions
Received: 8/17/15
FROM: Edward.Knych@ucsf.edu - APeX Training
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®

10. eCourse Approval APeX Training

|

Decision Point

< Please send an EMAIL TO Learning Services contact and CC: natalie.haas@ucsf.edu

stating that the BETA TEST is either not approved, or approved for launch in SumTotal.

10.1 Not Approved
If the BETA TEST is not approved by the APeX Training contact, please follow these steps:

1. The APeX Training contact must make the necessary changes and corrections to the
working .cptx file.

2. APeX Training must repeat Steps 2, 3 and 4 to begin the process again.
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10.1.2 How to DELETE an eCourse in SumTotal

If APeX Training did not approve the ALPHA Test, Learning Services must DELETE the
existing BETA Test in SumTotal.

1. Login to SumTotal.

2. SELECT Administrator > Learn > Learning Activities.

UCenines

Dashboard Categaries Eamning ] TN
Manage

Assess

Learn

Resources A Upload

Collaborate

System
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3. TYPE the BETA TEST name in the SEARCH field.
(i.e. ek—ImageNow)

4. CLICK the GO button.
The eCourse should appear.

UcLearnlng

Q @

Home > Learn - Learning Activities

Mayine Ferman «

Learning Activities
Lists learning activity structures owned by or shared with this domain and all child domains. Search resufts display only root node activities.

Seardh: Help - ® Activity Type: View:
ek image % Olst @ Tree All ~  Active activities ~

New: 6
Offering of selected activity + &

Records: 1

7 & ek - ImageMow Scamning Q... eCourse SFMAPX-IMGN-20150817  UCSF

5. CLICK the RADIO button next to the eCourse name.

6. CLICK the DELETE button.

UC epine
Q @

Home > Learn - Learning Activities

Mayine Ferman «

Learning Activities
Lists learning activity structures owned by or shared with this domain and all chid domains. Search resufts display only root node activities.

search: Help . @ Activity Type: View:
ek image [>) Clst @ Tres Al +  Active activites
New:

Offering of selected activity + &

Rearier

7 & ek - ImageMow Scamning Q... eCourse SFMAPX-IMGN-20150817  UCSF
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10.2 Approved

If the BETA Test is approved by the APeX Training contact, Learning Services must make a
few changes to the eCourse in SumTotal to prepare it for LAUNCH.

1. Login to SumTotal.

2. SELECT Administrator > Learn > Learning Activities.

UCgnine

Dashboard Categaries £ Rl
Manage
P Qu anks 7 Evaluations 1 Pendin
Learn
Resources ) i

A Upload A Training Plans A Ad
Collaborate
System

Prepared by Max Ferman, M.Ed updated: 10/26/15 65
maxine.ferman@ucsf.edu


mailto:maxine.ferman@ucsf.edu

Requirements to Launch an APeX Captivate eCourse in SumTotal UCSF Medical Center Learning Services

3. TYPE the BETA TEST name in the Search field.
(i.e. ek—ImageNow)

4. CLICK the GO button (right arrow).
The eCourse should appear.

UcLearnlng

Q @

Home > Learn - Learning Activities

Mayine Ferman «

Learning Activities
Lists learning activity structures owned by or shared with this domain and all child domains. Search resufts display only root node activities.

® @ Activity Type: View:
Mew: -
Offering of selected activity + &

Records: 1

7 & ek - ImageMow Scamning Q... eCourse SFMAPX-IMGN-20150817  UCSF

5. CLICK the EDIT icon (pencil) next to the eCourse name to go to the Learning Activity
Properties section.

UcLearnlng

Q @

Home > Learn - Learning Activities

Maxine Ferman -

Learning Activities
Lists learning activity structures owned by or shared with this domain and all child domains. Search results display only root node activities.
Search: Help

—— ® List @ Activity Type: View:
ek image [+ Advanced... - @ Ires Al ~  Active activities

New:
Offering of selected activity + € Records: 1

. &) ek - ImageNow Scanning Q... eCourse SFMAPX-IMGN-20150817  UCSF
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5. CLICK the eCourse listed in the Production area.

6. CLICK Bring to Staging from Production.

UcLearning
Center
Q ° Maxing Ferman «

Home > Learn - Learning Activities > Learning Activity Properties

Learing Activty Properties

ities | [ Tracks | [ validate |

MO X 6 | swchtoasvancedwew || ChECKlist
Checklist Folow the steps below to include optional and required information for the currently selected activity. The "Move to Production” step is required.
General Properties Step 1: Properties
System Defined Metadata Code: SFMAPX-IMGN-20150817
Web Based Training Step 2: Metadata
~ Delvery method: eLearning
Registration-Audiences Launch method: SCORM 2004
) Allocations
Bring to Staging from Production Step 3: Registration
Number of audiences: UCSF Audience
6 Number of alocations: None defined
&) ek - ImageNow Scanning
d) Switch to advanced view to perform tasks that are not included in the template.
« i v
Prepared by Max Ferman, M.Ed updated: 10/26/15 67

maxine.ferman@ucsf.edu


mailto:maxine.ferman@ucsf.edu

Requirements to Launch an APeX Captivate eCourse in SumTotal UCSF Medical Center Learning Services

7. CLICK Switch to advanced view.
8. CLICK General Properties.

9. EDIT the Name field.
Delete the BETA TEST information, and leave only the Course Title.
(i.e APeX-Developersinitials— Course Title ~BETATEST —monthiday/year)
UCezrnivs

Q @

Home > Learn - Learning Activities > Learning Activity Properties

Learning Activity Properties Go o Activity Ros

Activities | [ Tracks | [ validate |
Q@ B
Bﬁ" 2c| EE' X | Switch to advanced view I Complete the information to finish.

) ek- ImageNow Scanning ¢

Mayine Ferman «

»

Checklist @ Use the Translated Properties page to enter details in other enguages.
I General Properties 5| Name:*

A T e ek=ImageNow Scanning QUeues —AdRkiTEs 082 o— @

Primary domain: *
Registration-Audiences rimary domain

UCSF Browse...
Allocations

n

Web Based Training

] . v
Ready for Production Activity type: *
eCourse
k - ImageNow Scanni
&) =k - ImageNow Scanning Code:

SFMAPX-IMGN-20150817

Actvity Image:
No image is uploaded for this activity l:l
Desaription:

Intended Audience- Users who have access to Image Now scanning =
queues (Admissions, Front desk, etc)
Pl m 3 <brf= ‘ ‘ J

10. CLICK Ready for Production.

UCgnine
Q @

Home > Learn - Learning Activities > Learning Activity Properties

Learning Activity Properties o to Activity Roster

Maxine Ferman -

Ad

= Tracks Validate

General

v

. ERIERIERIER)] ¢ #< | Switch to advanced view

&) ek - ImageNow Scanning ¢

Complete the information to finish.

E=s Use the Translated Properties page to enter details in other lBnguages.

General Properties

System Defined Metadata

m

Web Based Training

Registration-Audiences
— Allocations
Ready for Pradu:tio Activity type:*

eCourse

& ek - ImageNow Scanning

Code:
SFMAPX-IMGN-20150817

Activity Image:

No image is uploaded for this activity I:l

Description:
Intended Audience- Users who have access to Image Now scanning -0
queues (Admissions, Front desk, etc) Tl =
‘ M v <brf> ‘ ‘ ) s
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11. CLICK the Move to Production button.

UCepine
a e

Home > Learn - Learning Activities > Learning Activity Properties

Learning Activity Properties Go £ Activity Raster

Mayine Ferman «

Acti

s || Tracks | [ validate |

e FRRIFE | X ¢ |  wiich o advanced view Validation Results

The system has checked the activity structure for possible validation issues. These issues may be critical errors or warnings for missing, incomplete, or invalid
&) TmageNow Scanning Queu Cheddst information that could block you from moving the activity to production. Please dlick the icons to go to the page with the issues.
General Properties
System Defined Metadata 1) There are no validation errors for the activity structure.
Web Based Training

Registration-Audiences
] . v
Ready for Production

Allocations

& ek - ImageNow Scanning

If eCourse is to REPLACE an existing APeX eCourse, please see next section.
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(11]

11. How to Deactivate an Existing eCourse in SumTotal Learning Services
(optional)

If APeX is REPLACING an eCourse in SumTotal, you MUST deactivate the existing eCourse.

1. Login to SumTotal.

2. SELECT Administrator > Learn > Learning Activates.

UCermine g o - 1

Dashboard

Manage

Assess

m

Learn
Resources
Collaborate
System

Offering of selected actvity + @ oo L
) @ 5? (Supervising within the ... ILT Class 6/16/2009 8:30:00 6/16/2009 SFCHRD10C19_061609_UDAR UCSF 220
AMPDT 12:30:00 PM PDT Montgomery
Street, San
Francisco, CA
n G 7 & 0: Introduction to RAS P... Topic SFC_RAS_Post0 UCSF
) & J & o0: Introduction to RAS P.. Topic UCOP14658 SFC_RAS_Prel  LUCSF
g {7 1 01/02/2014 - Medical Ass... ILT Class 1/2/2014 8:30:00 1/2/2014 4:00:00  SFMAMB4C_MAACO-1 UCSF Pamnassus
AM PST PM PST Kalmanovitz
Library, San
Francisco, CA
) g {7 8 01/08/2014 -PSB Fadilty... ILT Class 1/8/2014 1:00:00 1/8/2014 2:00:00  SFCLAR0268 LARC Medical
PM PST PM PST Sciences
Building
513 Pamassus
San Francisco

https://uc.sumtotalsystems.com/sumtotal/app/administration/Leaming/Activity/ADM_ListActivities.aspx /' Trusted sites | Protected Mode: Off v ®00% v
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3. SEARCH for the eCourse name as provided by APeX Training.

Ucheea::| glsg Sarner ! or Reporting

q o Maxine Ferman «

Home > Learn - Learning Activities

Learning Activities

Lists learning activity structures owned by or shared with this domain and all child domains. Search resufts display only root node activities.

Activity Type: View:
Al - Active activities ~

@Olst @ Tree

n

Records 1-10 of 151 Page 1of 16 P L] Go To Page [+)

New: E
Offering of selected actvity - © Records: 151

7 & Accessing the Chart of a.. eCourse SFMLRN11E_EP-MD- ucsF
INP1O2W
ﬁ? & Accessing the Chart of a... eCourse SFMLRN11E_EP-MD- UCSF
INP102WW2
{? ® Accessing the Chart of a... eCourse SFMLRN11E_EP-MD- UCSF
INP102WW3
{? @ Accessing the Chart of a... eCourse SFMLRN11E_EP-MD- UCSF
INP102Ww4 ™
@ Admission Navigator &Course SFMLRN11E_EP-MD- uCsF
INP1O4WY
# @ ndmitting a Patient eCourse SFMLRN11E_EP-MD- UCSF
INP11OW
7 & acmiting a patient eCourse SFMLRN11E_EP-MD- UCSF
INP119VW2
7 & admitting a Patient -£D eCourse SFMLRN11E_EP-MD- UCSF i
o
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4. Confirm the correct course name and code.

5. CLICK the EDIT icon.

U Learning
Center
aQa @

Home > Learn - Learning Activities

Maxine Ferman «

Learning Activities
Lists learning activity structures owned by or shared with this domain and all child domains. Search resulfts display only root node activities.
search: Help

- . Activity Type: View:
APEX RX (+] Advanced... Olst @ Tree

All v Active activities  ~

New: E
Offering of selected actvity - © Records: 2

o & ® Inpatient Pharmacy Overv... eCourse

SFMLRN11E_EP-RX103W

o & & tnpatient Pharmacy Overv... eCourse SFMLRN11E_EP-

RX103Ww2

6. CLICK Bring to Staging from Production.

7. CLICK Switch to advanced view.

U Learning
Center
Q @

Home > Learn - Learning Activities > Learning Activity Properties

Learning Activity Properties ok

Maxine Ferman -

Tracks | [ validate |

9‘ General -
E}L' El 5 EE' X # Switch to advanced view Complete the information to finish.
S Use the Translated Properties page to enter details in other languages.
General Properties Name:= =
System Defined Metadata o Overvie
Web Based Training
L
Regetatin-Auderces prnery o
@ Allocations o
Bring to Staging from Production Activity type:*
eCourse
& Inpatient Pharmacy Over Code:
SFMLRN11E_EP-RX
Activity Image:
Mo image is uploaded for this activity
Description:
Tl |y
] (T v - -
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8. CLICK Properties > Status.

9. UNCHECK the Active checkbox.

/& Make sure Hidden from search results in Learner and Manager modes remains CHECKED.

10. CLICK the Status dropdown menu to SELECT None.

Home > Learn - Learning Activities > Learning Activity Properties

Learning Activity Properties

WIAAINIE PRI v

G0 to Activity Rostar

Activities Tracks validate
Properties

Status

7. FRIERIFE )] X 6 | switch to basic view

&) Inpatient Pharmacy Overv|
Chedkdist

« Properties
General @

I Status I
Notes
Certification
Grading and Completion

L F—— Translated Properties

Ready for Production b Metadata

» Costs.

& Inpatient Bharmacy Over |\ Bclzted Activities

» Schedule

» Web Based Training

» Registration

» Resources

» Skills

» Notifications

»Management

»Remote Content Server

» Viersioning

Complete the information to finish.

II [ Active gl

(WDHidden from search results in Learner and Manager modes /&
[7] canceled
Mo registration required
[T Hidden in Manager mode
[T Hidden from Transcript
Can be copied
Can be subscribed
Can be fulfiled
[T Enable collaboration center

Express interest

Status: @

None -

Apply

m
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11. CLICK the Tracks tab.

12. UNCHECK the Active checkbox.

UCezmine
Q @

Home > Learn - Learning Activities > Learning Activity Properties

Maxine Ferman -

. = = - oK
Learning Activity Properties -
e
Activities | [ Tracks | validate |
Properties General
E X %¢| - Properties Complete the information as needed to finish.
Inpatient Pharmacy Overvisw General Use the Translated Praperties page to enter details in other languages.
Costs Name:®
Waiting List Inpatient Pharmacy Overview
Transiated Properties Description:
» Relationships

Inpatient Pharmacy Overview

Active

[C] Requires Approval
Default approver:

13. CLICK the Activities tab to return to see the main Properties in Advanced View.

14. CLICK Switch to advanced view to see other options.

U Learning
Center
Q @

Home > Learn - Learning Activities > Learning Activity Properties

Learning Activity Properties Go to Activity Raster

Mayine Ferman «

Activities Validate

End FE | X < Switch to advanced view Checklist
n
) 1npatient Pharmacy Over| Checklist A Follow the steps below to include optional and required information for the currently selected activity. The "Move to Production” step is required.
General Properties Step 1: Properties
System Defined Metadata Code: SFMLRN11E_EP-RX103W
Web Based Training Step 2: Metadata

Delvery method: eLearning

e aon ey Launch method: SCORM 2004

LT L (———
Ready for Production Step 3: Registration

Number of audiences: UCSF Audience
Number of allocations: None defined
& Inpatient Pharmacy Over
Step 4 (required): Move to Production

Correct any errors in the activity structure and move it to production.

1) switch to advanced view to perform tasks that are not included in the template.
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11.1 Fulfillment Links

@ Fulfillment links create alternate ways of completing an activity. Learning activities that are
equivalent can be connected via fulfillment links to provide learners options for their training.

SumTotal Learn Enterprise 2014.1 Training Administrator Guide, pg 201

Some existing APeX eCourses were added with Fulfillment Links because different versions of
the course were uploaded to SumTotal.

To confirm if the existing eCourse has a Fulfillment Link:
1. CLICK the Related Actives Section.
2. CLICK Fulfillment Links.

3. Confirm if a Fulfillment Link is listed.

U Learning Learner

Center

O‘ ° Maxine Ferman »
Home > Learn - Learning Activities > Learning Activity Properties
Learning Activity Properties GotAciyfoster | 0K |

Activities Tracks Validate
Related Activities Fulfillment Activities -

va EE EE x ‘k et chitna=schner f This is a list of all activities associated by fulfilment links.
&) Admitting a Patient - ED

Checklist
¥Froperties
Metadata

Activities Fulfilled by Current Activity
Users successfully completing this activity wil also fulfil the following activities. To retroactively honaor previous completions of this activity, add one or more activities
»Costs. o below while in staging. Once in production, select the starting date from which the completions are to be honored and click GO.

v Related Activities Once this activity has been moved to production, removing any fulfiled activity from this list wil break the link between the rosters of this activity and the fuffiled
= activity. This means that any change to the completions of this activity will not get reflected in the roster of the fulfiled activity.

I Fulfillment Lil|ks@I Task: -

i 7 | Sirinine Update ufiment rks ~ | © .
Ready for Production Offered By Links

Continuing Education

& Admitting 2 Patient - ED | ) Schedule

B [ Admitting a Patient — ED SFMLRN11E_EP-MD- UCsF I
+Web Based Training ENI07oW
»Registration
FResources. Activities that Fulfill the Current Activity
»Skills Users taking the following actwvities will fulfil the currently selected activiry.
» Notifications Once this activity has been moved to production, removing any fulfiled activity from this list wil break the link between the rosters of this activity and the activity that
R = fuffils this activity. This means that any change to the completions of the activity that fulfils this activity wil not get reflected in the roster of this activity.
+Remote Content Server Search: Help
General ©
7 | - ] &x .

/& DO NOT Delete the Fulfillment Links because there are often dependencies that link to
or from this eCourse throughout SumTotal.
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If the eCourse that you are REPLACING was created with a Fulfillment Link, you need to set an

Expiration Date to prevent users who are still In Progress from completing a now outdated
eCourse.

4. CLICK the Meta Data Section.

5. CLICK System Defined.

6. CLICK the Calendar button to set the expiration date to the DAY BEFORE the launch of
the new eCourse.

U Learning
Center

aQa e

Home > Learn - Learning Activities

Learner

Reporting adrninistrator

> Learning Activity Properties

Learning Activity Properties

Activities Tracks Validate
Metadata

|7 | ) Fis) Bl B9 X ¢

&) Admitting a Patient - ED

P ——
Ready for Production

&) Admitting = Patient - ED

Maxine Ferman -

Go To Activity Roster “

System Defined

Switch to basic view

Cheddist

¥ Properties 0
p

~Metadata

|
Optional Information
User Defined

»Costs.

»Related Activities

»Schedule

»Web Based Training

»Registration

»Resources.

»skills.

» Notifications

»Management

wRemote Content Server
General

» Versioning

Complete the information to finish.
Media type:
elearning -

Delivery method:

eLeamning -

Content type:

Technalagy, Systems and Software

Expiration date:

August 2015
Su Mo Tu We Th Fr Sa

6]

2 3 4 5 6 7 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
303N

Aug 20, 2015 Clear x

Apply

Browse...
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Requirements to Launch an APeX Captivate eCourse in SumTotal UCSF Medical Center Learning Services

You are now ready to move the DEACTIVATED eCourse back into Production.

1. CLICK Ready for Production.

Q @

Home > Learn - Learning Activities > Learning Activity Properties

Learning Activity Properties 5o to Activity Roster

Maxine Ferman «

Activities | [ Tracks | [ validate |

O EmEE ) X % | Suthwbascvew - | Checklist
Ly commemn i = Checklist Follow the steps below to incude optional and required information for the currently selected activity. The "Move to Production” step is reguired.
»Froperties Step 1: Properties
» Metadata Code: SFMLRN11E_EP-MD-ED107AW
Status: Active, No registration required, Hidden from search results in Learner and Manager modes, Can be subscribed, Can be fulfiled
»Costs Grading and Completion: Contributes to completion =
b Related Activities

Step 2: Metadata

»Schedule Delivery method: eLeaming
as:

e = Number of tags: None defined

« i » Step 3: Costs

Price: Not defined
 ——— E Humber of charges: None defined
Skills L
' Step 4: Related Activities
&) admitting  Patient - B0 | ) Notifications. Number of fuffiment inks: 1

Subscribes to: Nothing
+Management Number of continuing education links: None defined
» Remote Content Server

— Step 5: Schedule
Dozet ~|| starting: Mot defined
Ending: Not defined

Step 6: Web Based Training
Launch method: SCORM 2004

Step 7: Registration

Maximum capacity: Mot defined

Availabiiity: Open for registration

Humber of audiences: UCSF Audience

« m, + Number of allocations: None defined 2

2. CLICK the Move to Production button.

U Learning
Center
Q @

Home > Learn - Learning Activities > Learning Activity Properties

Learning Activity Properties o b Ackiviy Rostar E3

Maxine Ferman «

es Tracks Validate

ewtch o adeamed e | Validation Results
The system has checked the activity structure for possible validation issues. These issues may be critical errors or warnings for missing, incomplete, or invalid
& Inpatient Pharmacy Ovar Checklist information that could block you from moving the activity to production. Please click the icons to go to the page with the issues.
General Properties
System Defined Metadata i) There are no validation errors for the activity structure.
Web Based Training
Registration-Audiences
el ] vl mocatons
Ready for Production
&) Inpatient Pharmacy Over
] m »
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Requirements to Launch an APeX Captivate eCourse in SumTotal UCSF Medical Center Learning Services

2]

Learning Services

12. Notify APeX Training of eCourse Launch in SumTotal

B4 Please send an EMAIL TO APeX Training contacts and CC: natalie.haas@ucsf.edu for
EACH .zip file, and include the following information:

U Subject: LAUNCHED DATE: Course Name
U Course Code

U Please specify if this is a NEW, or REPLACEMENT eCourse
If this is a REPLACEMENT, please specify which eCourse was DEACTIVATED in
SumTotal.

U eCourse name

U Activity Link
(i.e. http://learningcenter.ucsfmedicalcenter.org/?activity=221017)

/& Test Activity Link BEFORE you email the APeX Training contact.

Example:
To.. Kknych, Edward;
=1 He= Haas, Matalie;

Send
Subject: LAUNCHED 8/19/15: ImageMow Scanning Queues

As you requested, the following NEW APeX eCourse has LAUNCHED in SumTotal:

SFMAPX-IMGN-20150817
ImageNow Scanning Queues
http://learningcenter.ucsfmedicalcenter.org/?activity=221017

Please let me know if you have any questions, or need additional information

Maxine (Max) Ferman, M.Ed.
elearning Developer | Programmer Analyst ITI

UCSF Medical Center

Learning & Organizational Development
3360 Geary Blvd. Rm. 246

San Francisco, CA 94118

4 415-353-7353

4 Maxine.Ferman@ucsfmedctr.org

@& training.ucsfmedicalcenter.org
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Requirements to Launch an APeX Captivate eCourse in SumTotal UCSF Medical Center Learning Services

(3]

APeX Training

13. Update APeXTraining Plan Finders

The APeX Training Plan Finders allow UCSF faculty, staff and students to locate APeX eCourses.
This website is accessible to users through the UC Learning Center Dashboard.

® Link: https://learningcenter.ucsfmedicalcenter.org/sumtotal/apexTrainingPlanner/index.html

Maxine Ferman -

Ad Search Tips Campus Medical Center Fleas contact us with any problem

that you are having with the UC Learning
Center

m

Quick Links Support Form
If you are experiencing a problem with

Getting Started APeX Knowledge Bank z;:;l;rsga[r;r;[::ir‘hardwﬂrearsuftware‘

 Enter the APeX Knowledge Bank IT Service Desk - (415) 514-4100

I

Learn more
APeX Training Plan Finders T ———
Itis very important that your UC. b
Self-Registration Learning Center profile include updated
information lice the name of your
[Access your required online training and register yourself for instructor-led training] manager, ALL Wanagers must ensure ths
information is current and correct. To
= Attending MD/NP & PA/Fellow/Resident/Medical Student update an employee’s profile, managers.
Create a new: ing:
! « RN-LVN-MA/Other Clinical Staff/Non-Clinical Staff may contact the folowing: L
rabocces -|@) « View Only - Gampus lanagers - Servios Recusst
System (SRS)
Coming Soon. Self-register and batch register(managers can register employees) all in one place. + Medical Center Managers- HR Umbrella
ﬁ_;’:- -

To insure that all links are accurate and up to date, APeX Training is responsible for maintaining
this website.

The criteria and requirements to update the html code for APeX Training Plan Finders have
been established by Learning Services.

Please contact christopher.david@ucsf.edu for additional information.

/4 The Activity Link for each NEW and REPLACEMENT eCourse is included in Step 10.

Learning Services:
@ Please CC natalie.haas@ucsf.edu on ALL emails sent to APeX Training that
contains the final Activity Code.
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maxine.ferman@ucsf.edu

Q


mailto:maxine.ferman@ucsf.edu
https://learningcenter.ucsfmedicalcenter.org/sumtotal/apexTrainingPlanner/index.html
mailto:christopher.david@ucsf.edu
mailto:natalie.haas@ucsf.edu

@ Appendix 1

Downloading Epic E-Learning Files

Received: Revision 10/23/15
From: alissa@epic.com

Two individuals per customer can download Epic’s e-learning files. They are responsible for distributing Epic’s e-

learning files and the information in this document to the rest of the organization according to the following rules. To

gain access to the files, these two individuals must take a quiz.

Contact e-learningsubmissions@epic.com to access the quiz.

RULES OF THE ROAD: Information related to Epic software is confidential. This includes e-learning materials. Thus, you
must treat them accordingly and use reasonable security measures to protect them. Current Epic-approved measures
are outlined here:

Individuals that access e-learning materials stored on your network need to have unique, trackable access
credentials.

Host the content on a secure intranet or Learning Management System (LMS). Do not store the materials on
any transportable storage medium such as on a laptop or thumbdrive.

If you plan to host Epic’s content through a third-party LMS, send an email to VendorInquiries@epic.com to
ensure that the third party has an agreement in place with Epic.

When posting these materials, ensure that only your employees and staff can access them. The materials may
not be provided to any third parties, including consultants, outsourcers, or other vendors, without prior written
approval.

Members of your organization accessing published e-learning files for educational purposes must have read-
only access; they must not be able to copy the html and swf files to their personal hard drives or to any location
outside the secure network drive or LMS.

Access to published and source (Captivate) files should be limited to only those individuals that need them as
part of their professional duties.

The individuals with e-learning downloading access are responsible for ensuring appropriate security and
distribution.

If you make any changes to our materials, retain copyrights statement and domain validation widget on them,
as described later in the document.

If you have questions related to any of the e-learning files or about e-learning in general, contact: e-

learningsubmissions@epic.com.
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DOWNLOADING FILES: If you are one of the two individuals per customer who can download e-learning files, follow

these steps to access them via Training File Delivery Service (TFDS):

While logged into your organization’s network domain, go to https://captivate.epic.com.

At the login window, enter your UserWeb credentials.
a. If needed, reset your password here: https://userweb.epic.com/Account/ResetPassword.
3. Once logged in, select the application for which you need e-learning.

4. Select the version.
5. Select the type of file you want to access:
e Published: The viewable, non-editable, end-user facing lessons. You host these as-is on your secure
intranet or LMS.
e Scripts: The Word documents that Epic uses to plan and create the lessons.
e Source: The editable (mostly Captivate) source files. These are only needed if you intend to modify
Epic’s e-learning lessons. Epic 2014 lessons were mainly created using Captivate 6. Epic 2015 lessons
were mainly created using Captivate 8. If you use an older version of Captivate, you will not be able to
make use of these source files until you upgrade Captivate. These files are about 50-100 MB each. If
you have limited storage capacity, think carefully about which files you need.
6. To download individual lesson files, right-click on the file, select Save link/target as, and save the file to a secure
location.
7. To download all of the lessons in that directory at once, right-click on the .zip file (i.e. Published.zip, Scripts.zip,
or Source.zip), select Save link/target as, and save the file to a secure location.
a. If you downloaded all of the lessons in a .zip file, right-click on the saved .zip file and click Extract All.
Then click Extract.

CAN’T FIND A LESSON? Some lessons are not tied to a specificapplication.
e Lessons with the CLN prefix: These are located in both the EpicCare Inpatient and EpicCare Ambulatory

folders.
e Lessons found in the General folder:

e Cache System e I|dentity e Security
Management e Integrated Charging e SmartForm
e Charge Router e Lucy e System Pulse
e Data Courier e Other Tech Topics e Training Env & Doc
e Foundations e Reporting (TED)
e General (In Basket and
Prerequisites)
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WHAT ARE THESE DIFFERENT PUBLISHED FILES? The following files are found in the Published folders:

e SCORM 1.2 — Host these on an LMS that uses SCORM 1.2 settings. Each lesson downloads in a zipped folder,
which you then host on your LMS.

e SCORM 2004 - Host these on an LMS that uses SCORM 2004 settings. Each lesson downloads in a zipped folder,
which you then host on your LMS.

e AICC - Host these on an LMS that uses AICC settings. Each lesson downloads in a zipped folder, which you then

host on your LMS.

e No LMS Settings - Host these on a secure Sharepoint or Intranet. Contains the following:

o
(o}

SWF - Playable Flash lessons produced from the Captivate sourcefiles.

HTM - Depending on how your host your lessons, these might be unnecessary. Sometimes, it is not possible
to link directly to a SWF file in which case, you link to an HTM file that points you to the SWFfile.

JS - This Java Script file is only needed if you intend to make use of the HTMfiles.

Captivate.css - This Cascading Style Sheet causes the lessons to resize to fit the size of the window in which
they are being played.

Check.txt — This file is needed if you are playing the files from a local directory, such as a Desktop when you
are reviewing lessons. Review the information under the “Played Locally” header.
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VIEWING PUBLISHED LESSONS: The domain validation widget ensures that both Epic and customer- created e-learning
lessons are not viewable by those who are not authorized. The widget has already been installed in all of Epic’s e-
learning lessons. It checks to see if your domain is on a list of approved domains or that you have the appropriate check
in place to play the lessons locally. The following explains the necessary steps to ensure the domain widget works and

lessons play successfully.
There are three scenarios in which you would view e-learning lessons.

1. Played from a web server (includes most hosted learning management systems)
2. Played locally (such as from your Desktop when editing/reviewing alesson)
3. Played from Captivate preview

If you do not follow the instructions below to allow the widget to play, viewers will receive the following error message
when attempting to view Epic-created e-learning lessons.

Sorry, the location you are attempting to watch
this lesson from is not authorized.

Notify your organization’s Training Manager o
address the issue.

PLAYED FROM A WEB SERVER:

IMPORTANT! Test one lesson before posting all lessons to a web server.

1. If you are posting lessons online via a secure LMS or website, make sure Epic has the web address (URL).
You can verify this by sending the URL to E-LearningSubmissions@epic.com.

2. Then, test that it is working by taking ONE of Epic’s e-learning lessons and posting it to the web server.
Test to make sure it plays. If it plays, you can proceed loading alllessons.

PLAYED LOCALLY:

1. If you are hosting lessons on an internal network location or intranet, a check.txt file must reside in or
above the directory in which the lessons are located. The check.txt file allows you to watch the lesson
locally without being blocked by the widget. If you have many lessons located in a few folders, place
the check.txt file at the highest folder level so you do not need a check.txt file in every folder for each
lesson.

2. You can download a check.txt file from any “No LMS Settings” published folder on TFDS or from the
Create tab on https://welearning.epic.com/.

3. This check.txt file will need to reside in any location where the lessons will be played from or where
you will be working on the lessons. If you work on the lessons from your desktop, you will want a

check.txt file located on your desktop as well.
PLAYED FROM CAPTIVATE PREVIEW:

1. When testing via preview mode, start previewing after the introduction slide (which houses the
widget). Use “From this Slide” or “Next 5 slides” to avoid getting the widget error.
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EDITING CAPTIVATE FILES

DOMAIN VALIDATION WIDGET: When editing or creating Captivate files that show Epic screenshots, ensure
that the domainvalidation widget is in place using the following steps:

e Installing the Domain Validation Widget using HTML5: To access an alternate Domain Validation Widget,

contact E-LearningSubmissions@epic.com.

¢ Installing the Domain Validation Widget using SWFs (this is the most common format): The domain
validation widget is installed by default to all Epic e-learning lessons. Do not remove the widget. If you have

or will be creating your own e-learning lessons that contain Epic’s proprietary information, you will need to

install the widget.

1.

ouv kW

10.

Download the domainCheck_widget.zip package from the Create tab on https://welearning.epic.com/

and extract.

Copy the check.txt file from the .zip package to any local/internal file directory where you develop and
test e-learning. Placing the check.txt file at a higher level will allow more e-learning lessons to play. If
you play e-learning lessons from your desktop, you will need to copy the check.txt file there as well.
Open lesson in Captivate.

On the first slide of your lesson, go to Insert > Animation, and select the domainCheck widget.swf.
The widget will appear on your timeline and centered. Adjust alignment if necessary.

Select the widget from the timeline and open Properties (Window >Properties).

reune [masTeRswoe |
.u" dormainCheck_widget (Disp

Text_Ca.. = © m @2012 Epic Systems Corpor..
Text Ca.. =@ o [Tl capoe (3.0s

Button_28 © o | (lAcve(tdl| Inacive (L.
Text_Ca.. = © m Cuickly schedule patients Fo..

Under properties (and the Timing tab in Captivate 8), set Display For: to “rest of project.”

w TIMING Pad

-

Display For:l rest of project | "I
Appear After: specific time
rest of slide

v | rest of project

duration of animation

Verify that the widget is set to Visible in output

PROPERTIES ‘ QuIz | TIMING

Animation_8

Lock and hide the domain check widget layer on the timeline to see the layers underit.

Publish and test the lesson. Make sure the widget warning doesn’t appear when the appropriate
safety measures are in place and does appears when they are missing.
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COPYRIGHT STATEMENTS: All of Epic’s e-learning lessons display a copyright statement on the first slide of each lesson.
Do not remove or alter the following statement:

©2015 Epic Systems Corporation. Confidential. This material should be stored securely and may not be
distributed publicly.

If you create your own e-learning lessons, please clearly display the following statement on the first slide:

This material contains confidential and copyrighted information of Epic Systems Corporation.
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@ Appendix 2

Pre-Publish Checklist and Quiz / Assessment Answer Key

8/17/15
Edward.Knych@ucsf.edu - APeX Training

Received:
From:

When you’ve completed production on your e-Learning lesson and you’re ready to publish, make sure these pre-

publishing items are set correctly. Then, create an Answer Key for

your lesson testers.

Purge Unused Items —Unused items in the presentation file system take up space and increase .cptx file size.

0 On the right side of the screen click the —_— Library
b PROPER LIERARY | QULE PRGP+ PRGJECI'Iq SWATCH# =
tab. 1P_Mandging_. pbx - 317 items in library
= [f the Library tab is not there, T —— click
Window in the menu bar and g = : choose
Library.

0 Click the Select Unused Items button (the
icon is a broken chain link).

0 Captivate will highlight unused items in the
Library file list and the garbage can icon will
light up. B &1 &o B &= O i

O To remove the unused items click the Narne = | Type 7 ...| Dat

. = ooctoin vonon.|5elect Unused Ttems .
garbage can icon.

0 Ifthe canicon doesn’t light up and no files are selected, assume there are no unused files to purge.

Spell Check — Make sure everything is spelled correctly before publishing.

0 Click the Project Menu and select Check Spelling,
: Check Spelling...__________
or just press the F7 key. s
0 The spell checker starts searching for DT AL
[ toolbar | —
misspelled words. You have the option of Suggestions
i 100Ehar
replacing them. 100l bar Add to Dictionary
0 Sometimes it doesn’t catch everything, so IECL Beleis keep a
Change
. . Im
sharp eye out especially in on screen text Vain Dictionary Language | EROIEh =] [ CiangeAl | boxes
and closed captions. : - :
0 The spell checker may not recognize many tr_‘e on the bottom right
] ] side of the screen.
medical terms, so when it stops at one make sure
you visually inspect it and confirm that it is
O
spelled correctly. P_TWE
e Skin Editor — Allows you to change elements of the Lesson TR O o o% &%
Interface.
0 Click Project in the menu bar <A o ot T
. . M Pla M Mute
0 Choose Skin Editor '
] [ Rewind [[] Fast Forward
0 Make sure these items are checked & Forward [l Progress Bar
M Back [ Closed Captioning
O dose a6
Alpha: 100%
[[] Mo Tooltips at runtime
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=  Show Playback Control,
= Hide Playbar in Quiz
= Closed Captioning

0 Uncheck Progress Bar

= The Progress Bar appears at the bottom of the playback screen and contains the “scrubber

handle” that allows users to move back and forth at will within a presentation.

= Excessive use of the “scrubber handle” can cause the playback of the lesson to lose its place.

This can lead to sync problems between audio and video. Sometim
= Removal of this tool enforces the logical flow of the lesson. We wa

the course as we designed it.

File — Project Info
0 Under General Settings - Check the
Generate Project Backup checkbox.

This tells Captivate to automatically
create a backup file of your project.
Not a bad idea if your project file gets
corrupted, but it saves the backup in
the same folder as your project file so
if the folder gets corrupted or your
hard drive crashes, it’s not much help.
Suggestion — Create the backup and
move that file to another drive like the
“P” drive, or to your own area of BOX.

s the loceanill

freeze up.

nt users to navig

hte through

Category Global Preferences: General Settings

General Settings
Defaults
¥ Recording
Settings
Video Demo
Keys - (Global)
Modes
Defaults
¥ Project
Information
SWF Size and Quality
Publish Settings
Start and End
¥ Quiz
Reporting
Settings
Pass or Fail
Default Labels

[ show Welcome Screen

[ Generate Project Backup

L Require RIgNE to Left compaser

Default Locations:

(works only for newly created projects)

Publish At:\ C:\Users\knyche\Documents\My Adobe Cautyva!\ | Browse... \

Comments At:

Grid Size:
Spelling Preferences...

Confirmation Messages...

Project Caghaela snts\Adobe Captivats (| | Browse... |
Clear Cache...

Browse...

0 Click the Clear Cache button - The cache contains temp files for all projects you are working on, but it
doesn’t empty by itself. Good idea to clear it every now and then to clean up disk space.

0 Under Project, Information - ~r—

Update the Copyright Category Project: Information

information to the current year. peners] setnas Author: APeX eLearing Team 1| You
can also change the authorship v R“:ft;?:gs cor:::::UCSF ]|
information if necessary. o e Website:_[ ]

0 Note the Time information for poces Copyright: 2014 UCSF. Al Rghts Reserved || the
project. Copy the length (in VO | p"::z:;::[ ’]
minutes, not seconds) to slide 2 ;::fh;‘:‘::r::g‘i“a"“’ | ‘ of
the lesson module. . Qu;‘a““" ik -

0 If the number of seconds is ;‘Z;?nf;"s‘g _ = S

Resolution: 975 x 600
greater than or equal to 30, e e
round up the minutes by 1. Less Hidden Slides: 0

than 30, leave the minutes number as is.
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0 Thisis also where you can see the project resolution. The resolution should be set at 975 x 600, though

that may change in the near future.

0 Under Project, Publish Settings , make sure these boxes are checked

® Include Mouse

= Enable Accessibility

= |nclude Audio

=  Publish Audio as Mono v

=  Play tap audio for
recording typing.

L4

Category

Preferences

General Settings
Defaults
Recording
Settings
Video Demo
Keys - (Glabal)
Modes
Defaults
Project
Information
SWF Size and Quality
Publish Settings |
Start and End

Project: Publish Settings

Frames Per Second: | 30

[ Publish Adobe Connect metadata.

B Include Mouse

[ Enable Accessibility

] Restrict keyboard tabbing to slide items only

™ Include Audio
[ Publish Audio a5 Mono
[ Play tap audio for recorded typing

[] Hide selection rectangle for slide items in HTMLS

0 Under Project, Start and End

= |mportant — Under Project Start Options, check the Auto Play box. Auto Play skips the Start

button that appears for a few
seconds while the lesson
Preloader is spooling, and
the lesson automatically once
fully loaded. If Auto Play is not
checked the lesson may hang.
= Check the Preloader box. This
makes Captivate display the
percent loading while the
lesson is spooling up.

Praferences

Category

General Settings
Defaults
* Recording
Settings
Video Demo
Keys - (Glabal)
Modes
Defaults
v Project
Information
SWF Size and Quality
Publish Settings
Start and End

Project: Start and End

Project Start Options:
B Auto Play:

™ preloader:

Preloader %: | 100

[] Password Protect Project:

[ Project Expiry Date:

starts
itis

Closed Captions — This is part of Section 508 compliance. All lessons with an audio narration track should also have

closed captioning for the hearing impaired. How and when you insert closed captioning is up to the individual

developer, but there are some final pre-publishing settings to check for.

Adjust Closed Caption triggers:

= To make your closed captions

appear in synch with the

narration, set the trigger
accordingly. If you add or
portions of audio narration
you have set up closed
captions and triggers, please make

Slide Audio

sure that you haven’t upset the
Record

timing of the triggers so the closed >
captions continue to appear on cue.

amation : (Clip)mg orders iftro.way
T

Add/Replace - Closed Captioning

Zoom

Name : (Clip)mg orders intro.wav

points
delete
after

00:00:00
T

[Famat
I

00:00:02 00:00:03
i R

Narration : (Clip)mg orders intro.wav
T

Access Closed Caption appearance settings:
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e Open any narrated slide and right click on the audio track in the timeline at the bottom of the screen.
e From the menu that appears, choose Closed C#dtioning.
e In the Slide Audio box, the Closed Captioning tab is selected.

e C(Click CC Project Settings.
Adjust Closed Caption Project Settings: /

e Llines - Set to 2. Add no more than 2 lines of captions in any closed caption block. If there are more lines than 2

‘>

they will not appear onscreen.

e Background Color — A light grey. Click = the
€C Project
drop down arrow and choose the
second swatch in the first line. General:
e Alpha (or Transparency) — The space Lines: 2 Background:[__]

| Alpha:.ﬁ.ﬁ%lﬁ *

FROFOFD

where the closed captions appear
Font Settings:

should be solid enough so the screen

content behind the captions does not interfere with the Font Settings:
visibility of the captions. Transparency is set by adjusting the Family:[ Anial =
Alpha number. 100 is totally solid, 0 is totally invisible. A Size: 14
setting of 85 strikes a nice balance. (Also see “Obscuring color [
objects onscreen” below).
e Font Settings — Family - Arial, Size - 14, Color - Black. | oK | | Cancel
e C(Click OK when finished

Closed Caption Spelling — Use the Captivate spell checker to check the Closed Captioning.

Obscuring objects onscreen — At times it may be unavoidable that onscreen clickable objects appear behind the closed

captions. Captivate is designed so that you can click right through the closed caption box at the bottom of the screen to
select an object.
e Suggestion: Practice and Quiz slides are not narrated, hence there are no captions. On the intro slides to
Practice and Quizzes, add a line of text on screen suggesting that the viewer can temporarily turn off closed
captions so any onscreen objects are not obscured by the caption box.

Create an Answer Key for quizzes and assessments

Having an answer key available to e-Learning testers makes their job a whole lot easier — they don’t have to actually
learn the course content to test passing the quiz.

To make an answer key:

1. In Captivate on your finished project use the Filmstrip to navigate to the introduction slide for the quiz and make
a note of that slide number.

2. Then use the Filmstrip to navigate to the quiz results slide and make a note of that slide number.
e You now have the slide range to publish for the answer key.

3. Click Publish.

4, On the left column of buttons under Publish, select the last one — Print.

5. For the project title, use the same project title you are using but add the work KEY at the end.
e Example: Annual Cash Management Review For Cash Collectors 2014 KEY

6. For the publish Folder choose the same one as the project files.
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10.

11.
12.

For the Export range enter the slide range numbers you recorded in steps 1 & 2 above.

NOTE: If your quiz questions are scattered throughout your lesson, follow the steps above and then enter the
slide ranges into the Slide Range field separated by commas. Ex: 12-17, 29-37, 67-74, 99-107.
e Alternatively, you can just print the whole lesson and go in to the Word document afterwards and delete all

slides that are not quiz questions.

In the right column, under Type choose Handouts.

Under Handout Layout Options, uncheck Use Table in Output.

e The tables Captivate creates make the slides rather small and hard to read and manipulating them gets to be

difficult and frustrating.

Check the boxes for Include objects and questions and Include question pool slides.

’
Here’s a screen cap.
Q Options:
\
6"'/ Project Title:
SWFHTMLS inagement Review For Cash Collectors 2014 KEY
Folder:
ﬂ C:\Userg\fnyche\Documents\Apex e-Learning \Projects\Revent
Adobe Connect [
Export range:
Y 3
= ) Al () Current Slide... () Selection
1 el
\#) Sliderange |33-45
Medi;
= Enter the slide numbers andor slide ranges. For example,
1,3,5-12,
|
E-Mail
FTP
T
Print

Type:
| Handouts

Comments:

| s |

The Handout output converts your Adobe Captivate project
into & Handout showing all the slides as they would appear
with the chosen options.

Handout Layout Options:

|| Use table in the cutput

Slides per page v

|| Caption Text

|| Add blank line for notes

| Slide notes

| Indude hidden slides

|| Indude mouse path

|| Indude objects and questions

|| Incude question pool slides

Mote: Objects indude captions, image, etc.

Help...

| Publish | | Close

13. Click Publish. When it’s finished it will ask if you want to view the output in Word. Do so.

14. On Multiple Choice and T/F questions the checkbox

15.

Here are two typical quiz slides.

the correct answer(s) will be marked.

Annual Cash Management Review For Cash
Collectors 2014

Tuesday, Jure 24, 2014

Slida 13 - Slia 13

True/False

erton 1 010

- An audit may be conducted by the Practice/Department Manager
b ot least once a month. (10pts)
A

' (Sedect your answer and click the Next buttan)

+ AlTrue E
\ B False

Hot spot answers may not be so obvious.
Word you can add shapes to the slides to ~
the answer.

Guesson 1 of 10

Subit
Click to indicate where you would go to document the daily assessment and plan details for
this patient’s pancreatic insufficiency. (Make your choice, then click Submit).

oranaton tiote
aca) Abocassowsn
® i Fossral Pilxioel

& s g nsgaes krsctons || Optans &
SontP ity Resated

Unpriorirized
L

nwotEEd |2 Crenge 2 o Resave) |
Inwetmcd | Uncnac 5| of Keaae
t HET W w1 aed Uposte

Please try again.
Double-click the Clear button

- T

next to

In
identify
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16. Save your changes, if any. Distribute the key as needed to testers.

17. IMPORTANT - DO NOT LET THE ANSWER KEY GET INTO GENN, ESPECIALLY FOR ASSESSMENTS.
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@ Appendix 3
e-Learning Quiz and Assessment Settings

Received: 8/17/15
From: Edward.Knych@ucsf.edu - APeX Training

Defining Quizzes vs. Assessments

e Quizzes usually come at the end of a lesson, though the questions may also be dispersed throughout a lesson.
User must pass a quiz to complete the lesson. We eventually give away all the answers even though we score
the quiz attempt.

e Assessments have no lesson content, they are all questions, no revealing of answers - like a final exam. Student
must pass in order to receive Apex credentials (Med Students, Residents, CRC’s). They usually get 3 attempts to
pass.

e Most of our e-Learning lessons have quizzes attached to them. The few that don’t require a different setup. This
document will cover set up for Lessons with and without quizzes, and for Assessments.

There are two types of settings for Quizzes/Assessments — module wide and per question. We'll start with the module-
wide settings.

Module —Wide Settings

e These settings affect all questions in a quiz/assessment.
e Access Quiz Settings in one of two places - via File> Project Info, or through Quiz>Quiz Preferences. Both options
will present you with the same screen.

Set up for Lessons with a Quiz
Quiz settings — Reporting

e Click to place a checkmark in the checkbox for Quiz — Enable reporting for this project.
e For LMS choose Other Standard LMSs
e Inthe Standard dropdown menu choose SCORM 2004 — no need to use the Configure button.
e Template - Default
e COMPLETION CRITERIA
0 Check Slide Views and or Quiz
0 Uncheck slide views
0 Check Quiz
0 Select Quiz is Passed from the drop down
e Uncheck Success Criteria — we are only tracking completions here
0 You can uncheck Slide Views and Quiz is passed under Success criteria for neatness sake, but since
Success Criteria is unchecked, Captivate ignores those settings.

Check the Interaction Data box under Data to Report

Quiz settings — Settings

e Name - Quiz
e Required — Answer All —User must answer every question to continue
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e Objective ID — leave at the default
e Settings - Click check boxes for:
e Show Progress
e Progress type drop down is Relative
e Show Score at end of the Quiz
e Hide Playbar in Quiz
e NOTE: Do not check Submit All. That is for Assessments only.
e Quiz Result Messages — Click this button and set the results to:
0 Pass message —“Congratulations, you passed! Click the Continue button.”
0 Fail Message — “You did not score 80% correct for completion. You may retake the assessment by
clicking the Retake button. Click the Continue button to exit the lesson and return later.”

Quiz settings — Pass or Fail

e Pass/Fail options — 80% or more to pass (let the computer do the math). Just make sure you have an amount of
qguestions where 80% equals a whole number.
0 Example - on a 7 question quiz, 80% equals 5.6. How do you get a .6 question?
0 If you decide to use an “80 points to pass” score, make sure the total quiz point values add up to 100.
e Passing grade and Failing grade Actions.
0 If Passing Grade — choose Go to next slide. The Results text message will inform them if they pass (see
Quiz Result Messages above).
0 If Failing Grade — Allow user 3 attempts, Show Retake Button. The action should be Go to the next slide.
The Results text message will inform them if they fail (see Quiz Result Messages above).

=  NOTE: Both Action options refer to what happens when the user clicks the Continue button.
Both should direct the user to the last slide. If they want to retake the quiz they should click
Retake. They can also choose to quit by clicking Continue and return later to attempt the quiz
again.

= The last slide in a lesson is a neutral “You are at the end of this lesson” message where they are
directed to click “X” to close the lesson. This will force them to click the “X” to close the
presentation and (hopefully) register a complete/incomplete result on the LMS.
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Set up for Lessons without a Quiz
Quiz settings — Reporting

e C(lick to place a checkmark in the checkbox for Quiz — Enable reporting for this project.

e For LMS choose Other Standard LMSs

e Inthe Standard dropdown menu choose SCORM 2004 — no need to use the Configure button.
e Template - Default

e COMPLETION CRITERIA

Check Slide Views and or Quiz

Check slide views

Check 100%

Uncheck Quiz

O The Quiz drop down is greyed out

©O O O O

e Uncheck Success Criteria — we are only tracking completions here
0 You can uncheck Slide Views and Quiz is passed under Success criteria for neatness sake, but since
Success Criteria is unchecked, Captivate ignores those settings.
e Check the Interaction Data box under Data to Report

Quiz settings — Settings

Since there is no quiz, these settings are ignored. Still, make sure the screen looks like this.

e ..
G

I Category Quiz: Settings
General Settings Quiz:
Defaults r
S Name:| Que ]
Settings Requiled:| Answer All - The user must answer every questio... » |
z:’;u_[;:::al) Objective 1D:| Quelolll ]
Modes Interaction 1D Prefix:] |
' Defaults Note: When puhiis_hinl; for pool sharing, add a prefixto
v Project the Interactive ID to maintain unigueness. |
Information
SWF Size and Quality Settings: [ shuffle Answers
Publish Settings [ Subrmit all
[ Start and End
l M QUI;pomng [ Branch Aware
Settings [ Show Progress

Pass or Fail v |
DefaLE el [] Allow Backward Movement
] Show Score at the End of the Quiz

|| Styles Preview

[ Hide Playbar in Quiz |

Cancel




Quiz settings — Pass or Fail

Again, no quiz, so most of these settings don’t matter.

Pass/Fail options —0% or more to pass
If Failing Grade - Allow user Infinite attempts, Show Retake Button.

Set up for Assessment modules

This setup is like the Lesson with a Quiz, with some important differences.

Quiz settings — Reporting

Click to place a checkmark in the checkbox for Quiz — Enable reporting for this project.
For LMS choose Other Standard LMSs
In the Standard dropdown menu choose SCORM 2004 — no need to use the Configure button.
Template - Default
COMPLETION CRITERIA
0 Check Slide Views and or Quiz
0 Uncheck slide views
0 Check Quiz
0 Select Quiz is Passed from the drop down

Uncheck Success Criteria — we are only tracking completions here
0 You can uncheck Slide Views and Quiz is passed under Success criteria for neatness sake, but since
Success Criteria is unchecked, Captivate ignores those settings.
Check the Interaction Data box under Data to Report

Quiz settings — Settings

Name - Quiz

Required — Answer All —User must answer every question to continue

Objective ID — leave at the default

Settings - Click check boxes for:

e Shuffle Answers is Optional

o CHECK Submit All

e Submit All Messages button

0 The default messages Captivate supplies for the Submit All Messages are OK to use, so leave them as

they are.

e Check Show Progress

e Leave the Progress Type drop down set to Relative

e Check Show Score at end of the Quiz

e Quiz Result Messages button — click and set the results to:
0 Pass message - Congratulations, you passed! Click the Continue button.
0 Fail Message - You did not score 80% correct for completion. You may retake the assessment by

clicking the Retake button. Click the Continue button to exit the lesson and return later.
e Check Hide Playbar in Quiz

Quiz settings — Pass or Fail

Pass/Fail options — Just like Lesson with Quiz - 80% or more to pass, make sure you have an amount of
questions where 80% equals a whole number.
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e Passing grade and Failing grade Actions.
0 If Passing Grade — choose Go to next slide. The Results text message will inform them if they pass (see
Quiz Result Messages above).
0 If Failing Grade — Allow user 3 attempts, Show Retake Button. The action should be set to Go To The
Next Slide. The Results text message will inform them if they fail (see Quiz Result Messages above).

Individual Per-Question Settings

Before making Per-Questions settings you must select a question slide. To set the options, click the Quiz Properties
tab on the right side of the screen.

e Set Type to Graded
e The number of answers will vary per question. (T/F will always be just 2. Multiple Choice is as many as you want
within reason. Hot Spot should only be set to 1).
e Shuffle Answers — This option shuffles the order of MC and T/F answers from session to session. Using this
option is up to the developer and the SME.
e Points - Each question should have a points assignment that -when added with all other questions — equals 100
e Penalties - Leave set at 0.
e  Multiple Answers - If you want a Multiple Choice question to have more than one answer, check this checkbox.
You can set how you want the questions to be scored...
0 Selecting all the correct answers in a Multiple Answer arrangement will give the user full credit for the
qguestion. If they miss one, they get no credit, UNLESS....
O You click the Partial Score box so a user who selects at least one of the multiple correct choices will get a
partial credit. (The computer will work out the math).
e FORHOT SPOT QUESTIONS
0 Choose an animation that will play when a user clicks to make a Hot Spot selection. Click Browse or
accept the default.
0 DO NOT CHECK Allow Click Only On Hotspots. That will give away the answers, and that is not the aim of
an Assessment.
e Numbering - For Multiple Choice answers, make sure your numbering criteria is consistent for all questions.
e Options/ Captions
O For NON-ASESSMENT QUIZZES, you can check the Correct and Incomplete checkboxes to prompt users
when they get the answer correct.
O For ASSESSMENTS, leave these all unchecked. We do not want any captions saying that a user got the

question right or wrong.
e Options/Time Limit
0 We currently do not set time limits on questions. Leave unchecked.
e Options/Buttons
O For NON ASSESSMENT QUIZZES, check Clear, Back and Next.
O For ASSESSMENTS, Back and Next are already selected when you choose the Submit All option. Check
the Clear box too.
e Reporting
0 Check the Report Answers box.
0 Let Captivate supply the Interaction ID.
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Results Screen

The Results screen follows the last quiz question (though you can move it around in the module). This is where
Captivate displays the results of the quiz.
Select the Results screen slide, click the Quiz Properties tab and check all the boxes.
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@ Appendix 4
e-Learning Testing Instructions

Received: 8/17/15
From: Edward.Knych@ucsf.edu - APeX Training

In order to ensure that the e-Learning lessons we create work properly under many different conditions, we
test lesson files after they are loaded to the LMS. We test under Windows 7 and Mac OS X. Windows XP is no
longer supported by UCSF IT.

On Win 7 we test against these browsers:

e Microsoft Internet Explorer version 8 - higher versions are not officially supported.
e The latest version of Firefox
e The latest version of Google Chrome

With Firefox and Chrome, please check that you have the latest upgrade.

When we test for Mac we use whatever Mac hardware and software we have available. Since UCSF does not
supply us with Macs, we use our own personal equipment. Mac testers can use whatever OS X version they
have installed. Please test the following browsers

e Safari—The latest version your OS will support.
e Firefox — The latest version your OS will support.

Despite their popularity, we do not currently test on any Android or iOS devices.

We do not have the time to completely test each lesson for every unique browser/OS setup. The test
instructions have been written to compensate for this.

Step by Step Instructions

1. Go to the UCSF Learning Center at learningcenter.ucsfmedicalcenter.org, or use the link on the
Carelinks page.

2. When prompted enter your Employee ID, no password is required.

After you logon, click in the Search Box on the left side of the screen (see below).

4. Names of files uploaded to the LMS for testing are preceded by the upload requestor’s initials.
Depending on what file you want to test you will type in the initials of the upload requestor - for
example — EK for Ed Knych - and click the Go button.

5. You will see a list of lesson modules all starting with the initials you entered. Single-click on the module
you want to test.

6. Then click the Start button to start the lesson.

w
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Search:

EK Go
Advanced Search | Search Tips

fa) EK - Document a Consult eCourse

s 3&4 {w .
{4 EK - ED-Provider Documentation eCourse
F (4 EK -IP_Accessing_the_Chart_of_a_New_Pt eCourse
[ - 5 (4 EK -SUR Surgical Hospital Consults eCourse

I Activity Type (1)

4 search results found

Activity Name ~ Activity Type

EK - Document a Consult
Ly Y. Start }

10.
11.

12

13.

14.
15.
16.
17.

18.
19.

20.

21

After the lesson opens, proceed as if you were a student. Follow all onscreen instructions. Make sure
you turn on Closed Captioning to see if that works.

At some point in the lesson make a note of where you are and then abandon the course by clicking the
X button in the upper right corner of the lesson screen**. Don’t close the Learning Center screen, just
the lesson screen.

e **Mac users would click the red dot in the upper left corner.

After closing the lesson the LMS should display your status as Incomplete. Please make a note of the
result.

Log off of Learning Center and close your browser.

Now log back to Learning Center with a different browser than you used the first time.

. Access the same lesson again and see if it launches at the place you abandoned it. Make a note of that
result.

Windows users - go through the lesson for another set of slides and then quit the lesson again. Repeat
steps 8 — 12 above using the third browser.

e Mac testers can skip step 13 since we only require you to test 2 browsers.

Finish the lesson and take the quiz at the end (if present).

IMPORTANT - Purposely fail the quiz the first time you take it.

Click the Retake button so you are sent back to the beginning of the quiz.

Now quit the lesson and make sure the LMS shows your status as either failed or incomplete. Make a
note as to how the LMS records the result.

Log back in with another browser (Firefox or Internet Explorer.)

Restart the lesson. You should return to the beginning of the quiz. This time, pass the quiz. (Answer
keys are available - see the document “e-Learning Pre Publishing Checklist”).

After you see your score, click Continue and then you’ll be prompted to close the browser window. Do
so. The LMS should show your status as Passed or Complete. Please make a note of the result.

. At this point you are finished with the test. Log off of Learning Center and close your browser.

Documenting the testing

1.
2.

w

For each test, note the computer (PC, Mac), the OS and the browser you used.

Did the lesson launch properly - was the screen size OK, did it take a long time, did you get a launch
error message?

Did Closed Captions work?

When you abandoned the lesson, did it show a status of Incomplete?
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5. When you re-launched, did it launch properly and did you return to the point at which you left off?
(Bookmarking)
6. When you finished the quiz and exited the lesson did it report the proper completion status?

7. You can use the form on the last page to record your findings.

Errors in Content - This testing is intended to check performance, but if you catch content errors, they might

have to be fixed. This would depend on the severity of the error —if it’s missing punctuation in a closed

caption it might not be worth the effort. But if it’s missing Closed Captions or there are spelling errors on the

slides — that would have to be fixed in the Captivate file and republished. Use your own judgment and seek the

advice of the Principal Trainer and SME if necessary.

Test results form

Computer used? PC Mac

(01 Win Ver OSX Ver

Browser Version Windows |E Firefox Chrome
Mac Safari Firefox

Launch Properly? Yes No Launch Issues (if any)

Abandon lesson Yes

Status Incomplete? | No

Relaunch Properly? | Yes No Launch Issues (if any)

Return to where Yes

you left off? No

Status upon Passed/Complete Failed/Incomplete

completion

Did this accurately reflect what you did?

Comments
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Process Map -

Requirements to Launch an APeX Captivate eCourse in SumTotal

® APeXTraining
® Learning Services

optional CPTX —
Download .cptx file from EPIC ﬂ m
9

1.1 How to download .cptx files from EPICs Secure Server

CPTX

Captivate Settings
@
2.1 How to Publish a .cptx file for SumTotal

Uc Learning
E¥hAGE
Upload .zip file to SumTotal STAGE 4
. —
i; I-EI::'; x;ﬁ;::::lg;&;g to SurnTotal STAGE for Testing E
1.3 Learning Activity Properties Settings

13.1 Properties Section

3.3.2 Meta Data Section
3.3.3 Web Based Training Section

UCE e

Test eCourse in SumTotal STAGE 334 Move eCourse into Poduction
-
eI'clot Approved ﬁppl‘O\'Edo
® Upload .zip file to UCSF BOX t
gl

5.1 Howto COPY the LINK for EACH .zip file in your UCSF BOX

\é/ Initiate eCourse Launch Process

SumTotal Requirements sumtotal.

. A Skillsoft Company

7.1 How to Download the Captivate Published zip file fram LICSF BOX
1.1.1 How'to Generate a Gourse Code for a NEW and Replacement APeX eCourse
7.2 How to Upload a NEW APeX eCourse in SumTotal
1.3 Specify File Properties Settings
1.4 Learning Activity Properties Settings
7.4.1 Properties Section
74.2 Meta Data Section
74.3 Web Based Training Section
7.4.4 Move elourse into Production

f AlphaTest

8.1 Launch the eCourse in Windows 7 using IEB as a Learner
8.2 Notify APeX Training contact to ALPHA TEST eCourse in SumTotal

Beta Test

Approval

=
\’ 10.1] [102

eMot Approved Approvedo
9

@& 10.12 How to DELETE an eCourse in SumTaotal

optional
Deactivate Existing eCourse E
9

11.7 Fulfillment Links

eCourse Launch Notification

Update APeX Training Plan Finders o
* i

UCSF Medical Center

Designed by Max Ferman, UC5F Medical Center Learning Services

101



	Decision Point
	1.  Download .cptx files from the EPIC Secure Server
	1.1  How to Download Epic eLearning Files
	2.  Captivate Settings and Requirements)
	2.1  How to Publish a .cptx file for SumTotal
	3.  Upload ALL eCourses in SumTotal STAGE
	3.1  How to Upload an APeX eCourse to SumTotal STAGE for Testing
	3.2  Specify File Properties Settings
	3.3  Learning Activity Properties Settings
	3.3.1  Properties Section
	3.3.2  Meta Data Section
	3.3.3  Web Based Training Section
	3.3.4  Move eCourse into Production

	4.  Test each eCourse in SumTotal STAGE
	5.  Upload .zip files to UCSF BOX
	5.1  How to COPY the LINK for EACH .zip file in your UCSF BOX
	6.  Initiate the eCourse Launch Process with Learning Services
	7.  SumTotal Requirements and Settings
	7.1  How to Download the Captivate Published .zip file from UCSF BOX
	7.1.1  How to Generate a Course Code for a NEW and Replacement APeX eCourse
	7.2  How to Upload a NEW APeX eCourse in SumTotal
	7.3  Specify File Properties Settings
	7.4  Learning Activity Properties Settings
	7.4.1  Properties Section
	7.4.2  Meta Data Section
	7.4.3  Web Based Training Section
	7.4.4  Move eCourse into Production

	8.  ALPHA Test Protocol
	8.1  ALPHA Test eCourse in Windows 7 using IE8 as a Learner
	8.2  Notify the APeX Training contact to BETA Test eCourse in SumTotal
	9.  BETA Test Protocol
	10.  eCourse Approval
	10.1  Not Approved
	10.1.2  How to DELETE an eCourse in SumTotal

	10.2  Approved
	11.  How to Deactivate an Existing eCourse in SumTotal
	11.1 Fulfillment Links
	12.  Notify APeX Training of eCourse Launch in SumTotal
	13.  Update APeX Training Plan Finders
	Appendix 1
	Downloading Epic E-Learning Files

	Appendix 2
	Pre-Publish Checklist and Quiz / Assessment Answer Key

	Appendix 3
	e-Learning Quiz and Assessment Settings

	Appendix 4
	e-Learning Testing Instructions


