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LSO Configuration

This section details how you should confignre your .SO-AE
Authoring Tool and 1.SO-AE Repository Explorer after

successful installation.

Configuring the SAP Learning Solution Authoring
Environment (LSO)

1. Open the SAP Learning Solution “Authoring Tool”
2. Gotothe “Tools” menu and select “Customize”

r'~.' Customize

Wizard i Frofile i tMessages

x)

Application Languade |English
Graphic Display: Directed
Look and feel: rog

[ | | e | | e

]

Color Theme: Tradeshow

Free Macro and Micro Strategy Selection
Hierachical Display of Learning Mets and Ohjects
Activate Graphics on Opening

Show Relationship Mames

Refresh Graphic Automatically if;
Twio items averlap
Anitem iz inserted
[ Anitern is deleted
[ Arelationship is added
[ Arelationship is deleted

[] show Hidden Dialogs




3.

wizard to run on launch.

4. Click on the “Wizard” tab, make sure everything is checked.

r11 Customize

General . Profile i Messages

Ensure all the boxes checked in the “General” tab are checked in your version
also. You can leave the first two unchecked, if you do not want the publishing

X]

Llse Wizard far:

Function

I=
)
=
=
m

Create Initial Configuration of Authoring Environment
Select Action at Autharing Environment Startup
Create Mew Course Structures
Create Mew Learning Mets
Create Mew Learning Ohjects
Create Mew Online Tests
Create Mew Instructional Elements
lmport Files to Learning MetiObject
Import Files as Reusahle Media Ohjects
Create Mew Instructional Element ar Test Element Templates
Create Associations
Frocess Messages

RIEEREREREEECC




5. Click on the “Profile” tab

6.

r«: Customize

General .l Wizardm Messanes

For the role of “Subject Matter Expert” ensure that everything is checked

Fole: |5uhject hatter Expert

Function Activation:

Function

o
=
=

Creating Learning Mets
Creating Learning QOhjects
Creating Online Tests
Creating Tests for Learning Objects/Mets
Save as
Learning Met Templates
Learning Ohject Templates
CutiCopyiDelete Segments
Relationships
Content Player Console
Learning Ohjectives
External Metadata File
Foot Folder for Learning Mets
Strateqy Prewview
metadata Editing
Set-Up of the Display Options for the Content Plaver

KEEREEREEREEEREEEE




7. While still on the profile tab, click the dropdown menu next to “Subject
Matter Expert” and select “Instructional Designer.”

r: Customize

General .| Wizardm Messages

Rale: |Instructi|:|nal Designer

Function Activation:

Function | Active
Save as
Content Player Console
External Metadata File
Foot Folder for Learning Mets

8. Ensure all these boxes are checked as well.




9. Select the “Messages” tab and ensure that everything is checked here as well.

Fi Customize [‘5—(|

General '| Wizard i Prafile

Display Message Types:

Message | Active
Infarmatian
YWarning Messages
Error
Display Messages:
Message | Artive

Content file is missing

Learning netf ohject contains learning objectives that are not synchro...
Learning netf ohjectis empty

Learning net contains no learning ohjects

Learning ohject only contains instructional elements of the knowledo...
Learning time missing

mMandatary meta data field not maintained

MHame missing

Mot reachable by "Continue” navigation in all Strategies

Cptional meta data field not maintained

Subject is missing

KIEERIEEEEEEE

10. Click “OK” when finished.
11. Next, go back to the “Tools” menu and select “Configuration”




12. The “Associations” tab is the first one that comes up. Make sure your

Associations tab looks like this:

Ed Configuration

Files with Extension: | =]
Far Editing Cantent

Associated with: |

[none]

Ilse gystern associations for non associated extensions

For*iewing Content

|
Associate |

[ [=3
Cielete

Edit

Associated with:

[none]

Ilse gystern associations for non associated extensions

Associate
e
Celete

Edit

Pl

|




13. Select the “External Meta Data” tab, yours should look like this:

Ed Configuration

Files with Extension: | =]
Far Editing External Meta Data

Associated with: |

[naone] Associate
=4

Delete
Edit

dadl

Ilse gystern associations for non associated extensions

|




14. Select the “Online” tab and ensure that the option “Start Online” is checked.

Ed Configuration ['5—(|

Asszociations .| External Meta Datam Repository ||| EIE

[] Automatically Synchronize Objectives Catalog
[] Autamatically copy central templates
[] Automatically copy central meta data impart filter




15. Select the “Repository” tab. There shouldn’t be anything to select or change
here. The “Root Folder” path indicates your local repository path for Sandbox
or Production, and will change depending on which system you log into.

i Co nfiguration

Local Repository
Root Folder: HAGLE LSOAE | = |

Master Repository
Serer LRL: |http5:ffqahﬁ.feblil1.State.pa.us:EEIirjIgDIkaducSIdncumentaiLSDI |

Search Engine
Serer LIRL: | |

Mame of Search Indesx: | |

Master Repository Preﬂx:l |

[] Use Proxy for HTTP Connections
Proy: | | Fort: |El |
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16. Click the small arrow pointing to the right of the “Repository” tab to get to the
last tab in the Configuration window.

Ed Configuration

Local Repositony

Roat Folder: HAQLE LEOAE | = |

Master Repository
Serer LIEL: |https:ﬂqahﬁ.reblil1.state.pa.u5:BEIirjIgDIkaducsIdncumentsILSDI |

Search Engine
Server URL: | |
Mame of Search Index: | |

Master Repository F'reﬂx:l |

[] Use Proxy for HTTP Connections
Prosy. | | Port: |I:I |
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17. Select the “Content Player” tab and make sure your version looks like this:

r~: Configuration

[RIE

;/ Online .| Repository 48
[] Auta Start Content Player at Editor Startup

TM Stratey.  |SCORM 1.2 2
Macro Strategy: |SCORM w12 EI|
Micro Strategy: |SCORM w12 EI|

Show Strategy Selection at Broweser Start

Display Knowledge Type of Instructional Element
Activate Accessible Version of Content Player

Lse Javascript for SCORM AP Instead of Java Applet
Activate Javascript Logaing for SCORM AR

se Extendahle Table of Contents Instead of Static

18. Click “OK” to exit the Configuration screen and save your changes.

19. Exit the LSO Authoring Environment by going to the “File” menu and selecting
MEXitH

12
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Publish to Sandbox LSO

This section details how you should publish your conrses to the
LSO Sandbox. Course Authors and Conrse Publishers can both
publish to Sandbox, and this is where the majority of your conrse
testing should occur before you publish to 1.SO Production. Well
cover how you should “wrap” your course, the order you should open

your tools in and the publishing process itself.

14



“Wrapping” your courses:

e The Authoring tool is set up to accept .zip files of your published wbt content.

e When your PowerPoint is finished, use Articulate (or whatever tool you use to
wrap courses.) to publish your course.

e Zip the entire course structure into a .zip file as shown below:

(== =]
@U'| d) « NEW... » Discrimination Awareness and Preve... » - | 4¢| Search Disc..
Organize « Extract all files =« [l I@I
Bl Desktop o Mame : Type
4. Downloads s )
- - | data File folder
= Recent Places .
J lms File folder
' jhricak (oactcfpp .
T | player File folder
; Trn
|| adlep_rootvlp2 xsd #50 File
— | ibrari || ims_xml.xsd X5D File
ibraries =
ﬁj 0 - || imscp_rootvlpl p2.xsd ¥SD File
£ Documents
J_ s |2 imsmanifest AML Document
I Music
. || imsmd_rootvlp2pl xsd 250 File
k=| Pictures
g - £ | index_Ilms HTML Document
ideos
& | player HTML Document
1M Computer
- - 4 0
:| 10 items

e You want to have your entire course structure in the ROOT of the .zip file, do
not place it in another folder before zipping it.
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“Opening”

Your Publishing Tools:

There is a specific order you need to open your publishing tools in so that you can

publish and version your courses correctly.

1. From your programs menu, open the SAP Learning Solution Folder and select
the “Authoring Tool”

| Sony

. SAP Business Explorer
. SAP Front End
. SAP Learning Sclution

| W9 Authoring Tool
'~ Repository-Explorer

. Startup -

| Back

m

| WS P LRI PO R R0 e p |
el AU 5 PN FUTS

2. You should then be presented with a login screen. Use these settings to login
to Sandbox LSO:

a.
b
c.
d

e.

System Number: 02

Server Host: gl6dcaOu.state.pa.us

Client: 110

User Name: The format is baxxpub, where “xx” is your agency
number

password: imagine (all lower case)

3. These settings will stay (except for the password) after the 1° successful login.

16



System Logon

Systar Number:

Server Host: |q|6hcaﬂu.state.pa.us

User Data

Client

Uszer Marme: |baa‘1pub

rrr

4. You are now logged into the LSO Authoring Environment.

5. Next, we need to start the LSO Repository Explorer. You must open the
Repository Explorer from within your Authoring Environment.

6. Click this button to start the Repository Explorer:

[ =% Authoring Environment

o
File Edit View Tools Help

&l a]e]e] ] [x]a]e]e]i[@]i[2]c]i[a]f<] ] '

|
| Start Repositolr],-' Ex;ilorer|rk Space lzl | @ | m | @l Relationship: I

BEF Learning Met Cwerview

Dialog Area

Messages o ) EA B3

Resource

| Shor Description Resource ...

Strategies Preview

(][] R[]
T Strategy: |SCORM W12

Macro: [SCORM 1.2
Micro: |[SCORM vl .2

IReadv

I' CP stopped I. Updated Idlt Online
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7. Your screen should now look like this:

¥ : Authoring Environment

File Edit “iew Toaols Help

&) [=]®

B Learning M

#-! Repository Explorer

Lacal YWork Area |Btandard Ell @l T | Checkn Master Repository
| Civil_Setvice_Corm e
| Corrections

1 Enterprise_gLearning
I Fish_and_Boat_Comm
104

10B

| Sample_Courses

|| State_Emp_Ret_Systern

T T T T T T T

Copy

Dialog Area

MNew Versions

= AR

Resource

view: Al Ohjects wiew: [All Ohjects

=]
Strategies Pre %I@”'I'«”.I.l El | lIl 'w|\’IT| |.|l| lIl

=]
™ Strategy: [5d
Wacro: | SCORMY

Wiicro: [SCORN .2 a

IDRE||

HReady I‘ CF stopped I. Updated I;‘IF onling

8. Next, click the “Connect” button in the Master Repository to complete logging
into the Repository Explorer.

Master Repository

18



9. You will be presented with your final login screen.
a. Username: baxxpub (where “xx” is your agency number)
b. Password: Imagine#l
c. Click “OK”

Ed Logon to the Master Repository

Lzer Data

Llser Mame |baS1 puk |

Passwaord |||-|||-|| |

Lok | |cancal |

10. You should now be fully logged into the LSO Authoring Environment, your
screen should look like this:

Fd Authoring Environment
File Edit ¥iew Tools Help

([&][=la]s)[w][x][u]u]a]i[@][2]e]i[a] [&@]i[]

B Learming M Repo chical &l Ell
Local Wiork Area: ‘Standard B G| T |checkin Mast‘erRepusilum
I ] Civil_Senice_Carmm 1 Aging [+]
| Carrections __1 Agriculture E‘

1 Banking

_1CoOP

1 Civil_Service_Camm
1 Comm_and_FEco_Dev
] Cons_and_Mat_Resourses
1 Corrections

] DEViDQLG

1 Education

1 Emergency_Mgmt

1 Enterprize_eLearning
1 Environmental_Protection
1 Executive_Offices

I Fish_and_Boat_Camm
1 Game_Commission

1 General_Services

1 Health

_1lnsurance

] LIHEAP

1 LS0AE_Testing

1 Lahar_and_Industry

| Liguor_GCaontral_Board
L1 Military_and_Vets_Affairs
L INED

C10A

CaoB

b

b ) Enterprise_eLearning

I " 1Fish_and_Boat_Comm
b Caoa

b op

b ] Sample_Courses

[ ] State_Emp_Ret_System

Zopy

Dialog Area

New YWersions
<=

HEEE
esource

e I R e ]

Wien: |AII Ohjects Wiew: |AII Ohjects

[=)
Strategies Pre: & ARINE n v | T @ |8

Tt Strateoy: ISIC

Macro: |SCORM
Micro: |SCORM

IYEIE|

2| |2 om0 m—

IReady I' CP stopped I. Updated |4II: Online
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11. You can now click the “End” button at the bottom of the Repository Explorer
to hide it from view. The Repository Explorer will still be running after you do
this, the “End” button merely hides it from view so you can work in the
Authoring Environment.

0 P 0 -
File Edit View Tools Help
Bllils|s|@)wX|u]|a|ajl{@d]e]ia]Rl|k

= Leaming Ni Reposito plo chical a D

Local Work Area: | Standard EII lal o |checkin asterRepository

P ) Cmil_Senice_Comm AN (]
P ) Cormections - e E_]
D _ ) Enterprise_eLeaming —J Banl

P ) Fish_and_Boat_Comm £ coop

P ZJ0A TjCMI_Se e_Comm

b “j08B __]Comm_an Eco_Dev

D ) Sample_Courses 1 Cons_and_Ny_Resourses

D ) State_Emp_Ret_System ) Corrections

M
P
4
b
4
P
P
b
b
P ) DEVtoGLE

0] P ) Education

P ) Emergency_Mgmt

P ) Enterprise_elLearnin,
P ) Ervironmental_Protec!
P ) Executive_Offices
P ) Fish_and_Boat_Comm
l; __1 Game_Commission
P
3
b
b
3
P
b
4
b
P
| N

Dialog Area __] General_Senvices
__1 Health
__lInsurance
NewVersions |p =) | jigap
__JLSOAE_Testing ] b2
) Labor_and_Industry esource
] Liguor_Control_Board
) Military_and_Vets_Affairs
_INEO
_J0A
- B
(e Al Objects ] View: [All Objects | SOl
Strategles Prey ] |
e &lalele]s]u] [®] [¢] & [e]v[¥] [om] [u]
Macro: {SCbRﬁ‘ Help
Micro: [SCORM
|Ready | @ cP stopped | @ Updated | Online

12. You are now ready to publish and version courses.

20



Publishing to Sandbox LSO:

Follow these steps to publish to Sandbox:

1. Start the process using the menu path below.

‘g Start
2. Select the start button icon on your computer

3. Select the SAP Learning Solution™=* Authoring Tool menu item

4. Select the Tools > Wizards > Import as Reusable Media Object

File

r-‘ Authoring Environment

Edit “iew Tools Help

all[=[e]s]

Y Reference
% Import Resources

El ]

B¥ Learning Met Oy

‘§€ Learning Objectives Manager
& Templates Manager

@ Repository Explarer

B Packaging

% Learning Met Conversion

Work Space

|||Re|‘

5] Flay Learning MetObject

&

{:R ‘Wizards
Q Custamize
B Configuration

Create course structure
Create learning net
Create learning object
Create online test
Create element

Dialog Area

Resolve messages

Impoart into Learning Met'Ohject
Import as Reusable Media Object

Create learning object template
Create element template

Create association

=33

Short Description Reso

Strategies Preview

Th Strateay: [SCORM V1.2 ]

Macra: [SCORM vl 2

g

Micro: [SCORM 1.2

]

Path

21



5. Select: Add Packed File (e.g *inp, *zip, *pif)

F« Autharing Environment

File Edit View Tools Helg

|&)|[=]ele)wlx][a]u]s|ie]2]<]ali=]iv]

= Laaming Met Ovaeview WWork Space @ E IEIEE‘ IE valationship: Jll Heer
Fd Wizard fa riing Files
Import Fies
Croabe a list of the files and folders youwant io imgok
) Add Files:
O Add Fosder
81 i Pracked Fiie fe.9. *ine, *ip, % i
LU O Modify List
Tialog fren - ) mecepl Current List
Imgport List
T
!r.nT...' Resou
Frograss
[Back | Finizh || Csmal]
Etratagien Preview M |£] '*,Ii,
T St (SCORMYI 2 i W
Macro: BCORMvi 2 b
Mo | SCORM +1.2 b |

[ T

O Add Files
O Add Folder

..............................................

O Modify List
QO Accept Current List

From this point on, follow the instructions provided by the Wizard. It will prompt you on
which folder the content is coming from and where it should go.
The following steps detail these actions.

22



6. After selecting “Add Packed File” this is what your screen should look like.
Click the folder icon here to find your zipped content you would like to
import.

l"_...lnl.l'u-l:'iq Enmvironment
File Edit View Tools Help

|&)|[=]sl®)wlx]a]u]a|ie]]2]<]ia]i=]iv]

= Loaming Nel Overrew

B = WSS @

#d Wizard far Importing Files

Impor Fiss
Eelec! thie packed fike you want o mpart.
Fila:
Praftc i
[#] hanore Unnecessan Fokder Prefices
Coalog Area
Frograss
[‘Back | [ mest || Firien | [ cancat |
Stralegian Preview
T Sy B0V B o0 R
Matrn. BCORM 2 ]
Wich | SC0RM .2 ]

ﬂ A . ..

23



7. Browse your system to find the packed file as below:

7« Aulharing Environmeni

File Edit View Tools Helg

HIEOOIGIRONDOIOBEIFIELR
= Leaming Net Overviaw Work Space B =) A B

3

- ! Wizard fer Importing Flles =

[na
ro Selecl Packed File
i ook 2wy Documents o = al=EE | E
1 _adnin 3 Legal Updates 7012 LMS 1 only
v 0 deial 0 Wy Mu i e
| .ﬂ— I DEV L30WE 1 Wy Pichres
L T 2 Dowemiliats 0 Wy arnecFiles [ptian Reso
LV BELGE [ G LECAE
i 1 ina 2 UAT_SCPT_OME_Lop_On_VE
l T RSDistlosune_an [® oo zip
l legacyL3100
2l Legal Updales 2012
&ij File jame: | |
LEN | File Types:  Packed Files (*inp, *2ip, * pif) T
Wacq Prograss:
Mo o Selecl || Cancel _l
| aek ] [ maest | | Finish | | caneat ]

s start
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8. Select the Select Packed File from the desired location. It will populate in
the “File” field below as shown. Click “Next.”

F « Autharing Environment
File Edi View Tools Helg

[R]I[s]e]@]wlix]alu]a]i[e]il2]e]ia]i]=]i*] :
= Loaming Met Overview Work Space @ | E | m IE

Fd Wizard for Impaorting Fikes

Import Files:
Sedect the packesd file you wand bo impord
Fil CADocuments and Settings'c-gare iy DocumentsiD D op
Frafie |
[ Igreane Linmecessany Foldar Predues

L
Prograss:

25



9. Select “Accept Current List” and click “Next.”

F« Autharing Environment

File Edit View Tools Helg

|&)|[=]ele)wlx][a]u]s|ie]2]<]ali=]iv]

= Laaming Net Overrew Work Space

B =] s B

rd for Importing Fikes

Ingport Files

Create a listof fe fles and folders vou want fo mport.

O A Packed File (.= Inp, =2ip, *pil
O modifyLisl
@ Acpapl Cumenl List
Irnpost Ligt
CoADnoe umenle and Semingeic- goeeil sy DocumsenlgDD zipg™* j]

L
Prograss:

Wi

[eacx ] [oamt ] [ Finizr ] [ ganeet |

[ T

Sraglt..

fion Resn
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10. Click “Next.”

F« Autharing Environment

File Edit View Tools Helg

|&)|[=]ele)wlx][a]u]s|ie]2]<]ali=]iv]

= Laaming Net Overrew Work Space

Import Files
Deselecd the files thal wyou do nol wand imporied.

Hrailable Files:
[ impartabia Files
I+ ¥ _wti_enf
¥ adlcp_roodlplasd
¥ hoanids g par
¥ hootzrsp =
E nidlma sar
¥ c2l_op_rooted pl xsd
S JTT
¥ s _smiliesd
B imcp_roohd plpd s
E imemaniiestmi
¥ imzmd_roohd pipl asd
¥ index kil
¥ madia.ger
I B madia

B[]
4

[Baex | [paest ] [ inizr | [ ganeer |
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11. Click “Start” to import your content. When this operation is complete Click
“Next.”

r _'..l.ull'-r'iq Enmvironment

File Ediit View Tools Help
|&)|[=]slo)wlx][a]u]a|ie]]2]<]ali]=]iv] :
& Leaming MNel Overvdaw Wiork Space @|E||E|EE|||E r

#d Wizard fer Importing Filas

Ingort Files

In this step, the selected fles ane copsed 1o the reposatory. Once the copy operation
Fag abarled, you cannol nawgale back

Chose "5 W ngger te oy operation. When The operstion i= finished, the
naxt siap will be stated autnrmaticalky

verall Frogress: fion  [Res

Fibe Prograss:

L
Prograss:

ﬂ A . ..
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12. Click “Convert.” When this operation is complete Click “Next.”

F« Autharing Environment

File Edit View Tools Helg

|&)I[=]sle)irlx]a]u]aie)i2]<] :
& Leaming Met Overvdaw Wiork Space @|E||EIEE|||E ¥

Imgaort Files

Choose Conver tn star comering the SCORM coursa, A5 5000 a5 the aperation
iz finished, the ned step wil be started sulomaticaly,

Mobe Yiou cannod S0p O revoke the Cormersson onde it has stared

Frogress: [ ]

Callog

[ Back] [ et ][ Finisk ] | canea |

Sirategian Provicw

™ Strategy [BCORM W 3 bl m
Macro: BCORMvi 2 b

Mo | SCORM +1.2 |

[ T
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13. Click “Next.” You will note there is a checkbox here if you are importing a
new version of a previous course. Leave this unchecked for now. We will
cover how to use this and version your courses in the “Versioning your
Courses” section of this desk guide.

F < Autharing Environmeni

File Edi WView Tools Help

&) [=]el®)wl[x][a]u]a|ie]]>]<]iali]=]iv] :
= Leaming Mat Overview | wiork Space a] =] [51

izard far Importing Files

Im@aort Files

Decidewhatherthe fles to be imporiad represent a mew version of objecs that
already exist in the Master Reposiony

Ifthe files raprasent & new verzion, ey will autormatically be slored in the right

placa in e repository and will inharit he languags atiibute and anchor ls of fie
PGS 0F vRrsion

Mote: This funclion i onty avalable in online mode.
[l Files ame a new version of fles akeady checked n

[allag

b Resn

| pack | [ et} [ Finisn | | cance |

Sirategion Preview

™ Stratngy [SCORMA 3 0 m
Matro. SCORM Y12 i

Mo | SCORM .2 |

ﬂ A . ..
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14. Click “Next.”

F« Autharing Environment
File Edit View Tools Helg

|&)I[=]sle)irlx]a]u]aie)i2]<]

= Laaming Net Overrew

piork Space (& =] s [ -

Imgaort Files

Seact the cowrse Ale that should be used a5 anchar ke frhe lesming natd

leaming object.

Fi2 " Book ors Ei]

Callog
| Resn
Prograss:
[ pack | [mest] [ Finion ] | canee |

Etateghes Preview

vy scomev e R

Macro: BCORMvi 2
Wi | SC0RM .2 |

[ T
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15. Click “Next.”

F« Autharing Environment
File Edit View Tools Helg

|&)I[=]sle)irlx]a]u]aie)i2]<]

= Laaming Net Overrew

piork Space (& =] s [ -

Imgaort Files

Seact the cowrse Ale that should be used a5 anchar ke frhe lesming natd

leaming object.

Fi2 " Book ors | E

Callog
| Resn
Prograss:
[ pack | [ mest | [ Finiok ] | canee |

Etateghes Preview

vy scomev e R

Macro: BCORMvi 2
Wi | SC0RM .2 |

[ T
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16. Click “Next.”

F« Autharing Environment
File Edit View Tools Helg

|&)I[=]sle)irlx]a]u]aie)i2]<]

= Laaming Net Overrew

Lvoneore (8] 5] [SISIN] B

Imgaort Files
Eniar an objacl name Tor the leaming net ! object
The leaming net ! object will be sloned under this name in e repository,
Mame: :I:Il'iln:h'l_Dmrld

Callog

b Resn

Frograss:

[ pack | [mest] [ Finion ] | canee |

Etateghes Preview

vy scomev e R

Macro: BCORMvi 2
Wi | SC0RM .2 |

[ T
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17. Now you will pick a storage folder for your course in the Local Repository.
Click the folder icon highlighted here to browse to your local repository to
find the course folder you would like this WBT to reside in. These folders
should have been built during the Set Up process for the LSOAE. If
they have not, log in to your Repository Explorer and use the “Copy”
button to copy your agency folder from your Master Repository to your
local repository.

File Edif View Tools Help

&) [=]e]o) w)i[x][n]u]a|i[e]]>]]a]i]=]i]

& Loaming Mat Overdew péork Space &) ][] @
F Wizard for Importing Files
Impaort Files
Sedact a folder in the local repository in which o shore the files tha sre cresded
Mole: You canned change this shorage falder laber,
Storage Folder; I
[walog
b Resn
Progress:
| BBGHI el ” Finist ” Cantel I
Sirabegian P ey
™ Stratngy |[SCORM A 2 L] m
Matro. SCORM vl 2 i
Mo | SCORM .2 |
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18. After clicking the folder icon in the previous step, you will be presented
with a window to browse your Local Repository for your agency folder.
Find the folder, highlight it and click the “Select” button.

r _'..l.ull'-r'ing_ Enmvironment

File Edit View Tools Helg

|&)|[=]sl®)wlx]a]u]a|ie]]2]<]ia]i=]iv]

= Logming Nal Cveedaw | wiork space (&) 1[A] [ @)
.
g

Import Files

i el ® fies Tat are created
Fi= Selecl Slorage Folder [xl

Got _Jworkams Stancard ™ 8] [(] o]
- bn Reso

Sirate
™ 5irg File Mame:
LT

File Types: |Media Objecis T | Cancal
Wi -
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19. Your agency storage folder should now appear in the “Storage Folder” field
below. Click “Next.” To continue.

P_‘.l.u‘l.l'-rlq, Enmvironment
File Edit View Tools Help

|&)|[=]slo)wlx][a]u]a|ie]]2]<]ali]=]iv] :
= Leaming Mat Overviow Work Spate D= ] -

timg Files

Impoed Files

Select a folder n the local reposion inwhich o slore e fles Tat ane created

Mole: Vil ¢ afnol ehangs Bl slorage falesr laler
Storage Folder [mample_Couwses) ..E-j
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20. Click “Next.”

l"_‘.l.l.l'“'-l.'l‘ Environment
File Edit View Tools Help

|&)|[=]ele)wlx][a]u]s|ie]2]<]ali=]iv]
& Laaming Met Oveesiew Wiark Space @ E IEIEE‘ @ ¥

Irnpiet Fllas
Select Te landuags of e object.
Language: English ]

[Coailoig Jired

Resn

Progress:

Srategiag I_iht_k“.-}h_dl l-'::hl t-im:lll

e i —— > 3
Macro: BCORMvi 2 |
Wi | SC0RM .2 H]

[ T
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21. Click the “Store” button to place your course in your Local Repository
agency folder that you selected in the previous step. When this operation
is complete click “Next.”

r:.l.u‘l.l'-r.lq Enwvironmeni
File Edit View Tools Help

|&)|[=]sl®)wlx]a]u]a|ie]]2]<]ia]i=]iv] :
= Laaming Met Oveerew | Work Space E E @ it

Fia Wizard for Imperling Files

Impeet Filas

In Whig sbegn, e nported files ane shomed in i Tnal location in the mposiory.
Choose "Store” to skar the oparafion. AS 500N as the operation |s finlshed, he nast
stap i5 automatically nggered

Mole: Once the operalion stans, & canniolbe eaked

Coailoig Jired

Progress: | |

Resn

Progress:

Eiratagie [Bmck | [ et | [ Emish ] [ gancet |

i a—
Matrn. BCORM 2 |
Wich | SC0RM .2 ]

ﬂ A . ..
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22. Click “Finish.”

l"_‘.l.l.l'“'-l.'l‘ Environment
File Edit View Tools Help

|&)|[=]ele)wlx][a]u]s|ie]2]<]ali=]iv]
& Laaming Met Oveesiew Wiark Space @ E IEIEE‘ @ ¥

Impeet Filas
The fles were sltc sl copid.
[+] Open the imported reusable abjecls

[Coailoig Jired

Resn

Progress:
T 00
Srategiag |B:|:I|: Mz Frn:hl t-im:lll
TH Stratogy ETORTT T T R

Macro: BCORMvi 2 |
Wi | SC0RM .2 H]

[ T
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23. You can now test your content in the Authoring Tool. Simply click the
Globe icon here. When you do this, you will be notified that your work was saved

click “OK” when prompted.

F.0 Authoring Environment

File Edit “iew Tools Help

BlIBEEEIGIAERE =

B¥ Learning Met Overview Wark Space | E! | @I Rel:

T _ oeenciver: SOCEEE 0
~ = Defensive Driving

Defensive Driving

Defensive Driving
[Drigrtation,
Presentation

an

-
Edit Instructional Element ji3aved successfully

The following learning netiobject was saved successfully:

Defensive Driving
Knowledge Cateaary: oy i .
|Orlentat|0n D Do not display this message again
Media Type: |Presentati0n
Mame: |Defensive Diriving )
Message
Source:
| H W I = | Short Description Reso
Content: |mdex.html H G | | i |Optional meta data field not maintained Leamn
A |Learning time missing Instru
& |Learning object only contains instructional eleme... |Learn

Strategies Preview
M Strateay: [SCORM V1.2 )
Macra: [SCORM vl .2 )
Micra: [SCORM 1.2 )

Defensive Driving
[Criertstion,
Presentation

2 start @ adrin ...

ff& SAFE... /= S8PLle.. [ & 1Remi.. | g aothor...
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24, Click “OK” when prompted again.

iﬁ:luthnring Environment

File Edit “iew Tools Help

BiEEEIGIAERDO

BEF Learning Met Overview
= S Defensive Driving
= = Defensive Driving
Defensive Driving

Wiork Space

Defensive Driving
[Criertation,
Presentation

<|®

Select Strategies for Learning Net:

Please selectthe macro and micra strategy for navigating the learning net:

TM Strategy.  [SCORM Y12 ]
Macro Strategy: |SCORM ] E|
Edit Instructional Element hiicro Strate oy |500RM w2 B|

3

Show Strategy Selection at Browser Start
[] Display Knowledge Type of Instructional Element

Knowledge Category: |Orientation

Media Type: |presentati0n [ Activate Accessible Version of Content Player
v
M |Defensive Driving Use Javascript for SCORM API Instead of Java Applet
R | [] Activate Javascript Logging for SCORM AP
Use Extendahble Tahle of Contents Instead of Static Reso
Content: |\ndex.htm| ol Leam

ional eleme... |Learn

Strategies Preview

TM Strategy: [SCORM V1.2 g

Macro: [SCORM vl .2 g

Micro: [SCORM v1 2 Bl De[g’:f:::at?;:j”g
Presentation

V% start

@ Admin ...

ff= SAPE...

/2 SAP Le... £ Remi, g Authar..,
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25. The system will open a secondary window in Internet Explorer to play the
content. This is your opportunity to walk through the content. You should
test for the following:

- Screen Resolution has been properly set

- Screen colors/graphics are appearing as expected

- Links are accessible

- Content has an overall look and feel to your agency standards

This is not a time to find edits in content, content should be reviewed prior
to this point. If edits to content are found, take the content back to your
Content Tool, make the changes, repackage then upload the content again.

¢ SAP Learning Solution - Windows Internel Explorer

o ey T [ R 1T 000, 111598 imsime distonionurseview s =Obanguagesen | |y || 3

Content - Graphic

Defensive

Copyright DER

Defensive
Driving

S Local intranst 1
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26. Once you have reviewed the entire content, select the Log off link at the bottom of the
screen and close the window to return to the LSOAE Authoring Tool.

{2 SAP Learning Solution - Windows Internet Explorer

¥ --.-_-u = | hEprlflET.0.0.0:1998 msfmedatonloourseven s =0 angusgesen | | X b~

Fie Edk Yiew Favordkes Took  Help
() Share Bromser  WeREx -

WS 58 e | g ussming Scion 1Doc., | [B5AR Lasrio Sobution x | Fis B i o= [ rage = ChTook =

" Dedendave Drning

click Zlearn

Defensive Driving

Copyright DEP - Commonwealth of PA

||\'\'hcn vou have finished with the program, you may retum to the previous page using vour browser's "Back” button. I
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27. After logging off the content player, you are returned to the LSO Authoring
tool. Next Select File> Save All:

File Edit “iew Tools Help

W Wark Online bg|ﬁ|||n| | \ °|¢|I
] (B Mew : Wark Space ||§IREI‘

& Open
£ Close File
£7 Close Al Files

i}

Defensive Driving

Save [Orientation,
B Save s
|

Preszentation

[<]>]

Sawe as Template *

B Edit meta data

B rport meta data

& Printer Setup

B Print '

1 Defensive Driving

2 New Online Tests

* Ext hation EH}I'E':l
Media Type: |Presentati0n EH»I'E‘;'
Marne: |Defensive Ditiving |

Source: | H 7 I = | [ Short Description [Reso

Content: |mdex htrnl H 4 [ = | ||[i lontional meta data fieid not maintained Leam
& |Learning time misging Instrn
& |Learning ohject only contains instructional eleme... Leam

Strategies Preview
TH Strateay: [SCORM V1 2 H)
Macra [SCORM vl 2 H)
Micro: [SCORM w1 2 H)

Defensive Driving
[Cientation,
Presentation

t:‘, start @ admin ... 2 | Remi... Ed author. .
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28. Click “OK”

g Environment

File Edit WYiew Tools Help

EIAEHEO

B Learning ket Overview
4 Defensive Driving
= . Defensive Driving

Work Space

[AISIS] (@] rsatorsns Bonemas 8
I

[ Defensive Driving

Detfensive Driving
[Crientation,
Presentation

< |

-
Edit Instructional Element fl5aued successfully,

The following leaming netiobject was saved successfully:
Defensive Driving

Knowledge Category: |0memaﬁnn

{ ] Do not display this message again

Media Type: |Fresentannn
Narne: |petensive Driving
Saurce | ” ] I = i [=]sb[2]%
’ Shart Description Resource T... Resource
Cantent: ||ndex hitenl || @ | = I i Optional meta data field not maintained Learning Met Defensive Driving
& Learning time missing Instructiona... |[Defensive Driving
EN

Learning object only contains instructional eleme...

Learning 0...

Defensive Driving

Strategies Preview

TH Stratecy: [SCORM V1 2 g

Macrn: SCORM vl 2 B

Defensive Driving
[Crientation,
Presentation

Mitro: [SCORM w1 2 B

@ adnin ...

“1 5naglt. ..

/o SAP Le... 9 Remi, | g Author..

a

018
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29. Click the “File Menu” and select “Close all Files” to clear your workspace.
You are now ready to publish another WBT OR check your content in to the
Master Repository. We'll cover checking your content in next.

File Edit “iew Tools Help
W= Work Cnline M|ﬂ|m|.||‘°lel|||
B New v
& Open e
& Close File
&) ing

Work Space

I Bre
Dr...

- Defensive Driving
Save [Crientation,

B Save As... Presentstion

Save Al

[<]>]

Sawe as Template *
B Edit meta data

@ irport meta data
& Printer Setup

2 Print o

1 Defensive Driving

2 New Online Tests ——
¥ Bt Lation Q| >I'E':|
Media Type: |Presentat|0n EH»I'E‘;'

Mame: [Defensive Driving |

Souree: | H v I = l [ Short Description [Resa
Content: |mde>c.htm| H 4 [ = | ||[i lontional meta data field not maintained Leam
& |Learning time missing Instrn
& |Learning ohject only contains instructional eleme... |Learn

Strategies Preview
TH Strateay: [SCORM V1 2 H)
Macra [SCORM vl 2 H)
Micro: [SCORM w1 2 H)

Defensive Driving
[Cientation,
Presentation

usnagl.. | g SAPE.. /= shPLe... ® i Remi. g4 author...

ff;' start @ admin ... B Scree...
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Checking your content in to the Sandbox Master

Repository:

You've successfully published your content to the Sandbox Local Repository. Now
we’ll cover how to “Check your content in” to the LSO Sandbox MASTER Repository.
The Local Repository is basically your Root folder on your PC or shared drive. The
Master Repository resides inside the LSO system, and once your content is in the
Master Repository, you can attach it to a WBT Course type and test the content live in
the LSO Sandbox before publishing it to Production.

It is strongly recommended to test your course extensively and work out all the
issues in Sandbox before publishing to Production LSO.

1. Start your Repository Explorer by clicking the “Repository Explorer” button

2% Authoring Environment

File Edit Wiew Tools Help

S

& [=[e]®] @] [x]a]a]e]i[e]i[2]<][all <] ]

B* Learning ket Overvigw:

| Start Repositolry Expl»lorer|rk Space | @ | E | Relationshig: E

Dialog Area

Messages [ 5 E B

| Short Description Resource .. Resource

Strategies Preview

[&] =] [R[&]] i [x]

TM Strategy: [SCORM 1.2 g
Macro: [SCORM 1.2 g
Micro: [SCORM w1 2 g
|' CP stopped |. Undated |illt Online

|Ready
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2. Start your Repository Explorer by clicking the “Repository Explorer” button.
You should already be logged in to the Repository Explorer, if not click the
“Connect” button and log in.

E«= Repository Explorer

Explarer Tools Help

Local Work Area: | Standard Ell Y I T | Backaround Jobs MES!ET Repositary

I ] Sample_Courses 00 L1 Aging

I ) Sample_Tests i Agr\cy\ture

__| Banking

1 COOP

) Civil_Service_Comm
1 Comm_and_Eco_Dev
1 Cons_and_Mat_Resourses
] Corections

| DEVtoQLG

| Education

| Emergency_Mgmt

) Enterprise_eLearning
) Environmental_Protection
1 Executive_Offices

1 Fish_and_Baoat_Comm
1 Game_Commigsion

1 General_Senices

1 Health

" 1lnsurance

1 LSOAE_Testing

1 Labor_and_Industry

1 Liquar_Cantrol_Board
1 Military_and_Vets_Affairs
I MEC

oA

| Prabation_and_Parale
1 Public_Utility_Commissian
1 Public_Welfare

1 Revenug

1 Sample_Courses

1 Sample_Tests

[ State

1 State_Emp_Ret_System
1 State_Palice

1 Transpartation

CheckIn
2

copy

MewVersions
€=

EE e e e e e e e e e

wiew: [All Objects &l
View: |AII Ohjects =] walidity: \Omy valid ohjects (no ohaolete versians)

ARIOARINE Bllv]v]m]| [@]m] [=]
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3. After the logon is complete, you will see all of the agency folders to on the
right hand side (Master Repository) and only your files on the left. You will

need to locate the WBT you just published to begin the process of checking it
in to the Master Repository. Files that have been published to your local

repository that have not been published to the Master Repository appear
with a red exclamation point next to them as below. Select the course you

want to check-in by clicking on it once to highlight it.

@

Bl Repository Explorer

Explorer Tools  Help

3 ! hath_2 (v
b [ ] BATH_SALTS_WET_Drat_6_1.ppt ()
[» ) Bample_Tests

Wiewr: |All Objects ]

Ile|rlel(e]a] %

Mew Versions
<>

1 Liquor_Contral_Board
1 Military_and_Vets_aAffairs
INEO

C10A

1 Probation_and_Parale
1 Puhblic_Utility_Commissian
1 Public_\elfare

| Revenue

1 Sample_Courses
_15ample_Tests

] State

1 State_Emp_Rel_System
1 State_Palice

1 Transportation

Lacal Work Area: | Standard E‘ [;El W | Background Jobs Mas@erﬁepositow
= __|Sample_Courses oo b 1 Aging
b T 4.02.08-TASER_WET 1) E jggrr‘];‘n““m
3 }.T 4.03.08-TASER_WBT_Full_Video_Course (v1) b ;lCOOPg
P 8T 4.02.08-TASER_WBT_Slideshow_Clip (v1) b Civil_Semice_Comm
b S5T Bath 1) I ] Comm_and_Eco_Dev
b LY COOP_Web-Based_Training (1) P[] Cons_and_Nat_Resourses
b LY CRP_WET_updated_drafl_final_08-04-12_AE (v1) E JSEGECSEES
3 J‘.v Captivate_E-learning_Course (v2) el S ::Educuatmn
b 4% Defensive_Driving &) - b ) Emergency Mgmt
b 5T Getting_to_Know_Your PA_Depariment_of_Health (v1) [ ] Enterprise_eLearming
b SST Infatechsecurity_AY (1) B ) Emdronmental_Protection
b JLT Mooz WZTC (1) [ %lExecutwefOfﬂces
b Y Mods_Review (1) b LI Fish_and_Boat_Comm
- b ] Game_commission
b LT Wodule_3_LMS ¢} P[] General_Senices
b J‘.v PennDOT_IS0_Training_2012 {(v1) [ ] Health
b %1 Range_Lead_Contamination i-) I %l\nsurance
b JL1 8AP_TEST_VERSION_-_Select OIG_Mulli_Policy_Review_2012 (+)  Copy P [ 1LS0AE Testing
b 4% 1 The_Basics_of_Procurement_Rev_2_4-24-12 (v) < E L1 Labor_and_Industry
3
3
3
b
[}
3
b
[}
3
3
3
b
[}

Wiew: |All Objects

Walidity: |Only walid objects {no obsolete versions)

Bllv[v[m] [o]m] [s[e[e]u]T]
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4. Select the Check In button in the center of the screen.

=

4 Repository Explorer

Explorer Tools Help

LocalWDrkArea:|Standard Ell D&I M | Background Jobs | Master Repositary
< | Sample_Courses [ses] | b aging

b LT 4.03.08-TASER_WET (1) E f'gg”f:‘““re
[ AT 4.03.08-TASER_WBT_Full_Video_Course {v1) b :: C%noé'ng
b 2T 4.03.08-TASER_WBT_Slideshow_Clip tr1) b ) Civil_Serice_Comm
B JLY Bath ge) b ) Comm_and_Eco_Dey
b ST COOP_Web-Based Training (1) P[] cons_and_Nai_Resourses
b BT CRP_WET_updated_draft_final_0B-04-12_AE (1) (5] Corrections
[ Av Captivate_E-learning_Course (v j Etliz:zgﬁ;?
I 4% 1 Defensive_Driving (v) 1 Emergency_Mgmt
[ AT Getting_to_Know_Yaur_PA_Department_of_Health {1) | Enterprise_eLearning
I ST Infotechsecurity_AY &) _| Ervironmental_Protection
[ AT Mad2_WZTG (1) _| E.)(ECLIUVE_Oﬂ'ICES
b AT Mads_Review (/1) _| Fish_and_Boat_Comm
| Gamae_commission
b1 Module_3 LMS () 1 General_Services
[ A\- PennDOT_[SO_Training_2012 {1} | Health
P 21 Range_Lead_Contamination () glnsurance
B 21 sap TEST WERSION_-_Select_0OIG_Multi_Policy_Review_2012 () | Cony :IltSSAE—TES}‘”[? .
) abor_and_Indus
E a : ZZ;_B:::;S_uf_Procurement_Rev_2_4-24-12 ) < = L|_q_u0r__con_tr0|_EorZrd_
o — __ I Military_and_\ets_Affairs
I [ 1 BATH_SALTS_\WET_Draf_6_1.ppt (i) £ NEO
I ) 5ample_Tests Ji ol

| Probation_and_Parale

1 Public_Utility_Cammission
| Public_velfare

| Revenue

| Sample_Courses

| Sample_Tests

] State

| State_Emp_Ret_System
| State_Paolice

| Transportation

MNew Versions
<=

T T T T YT YR T TTYYTT YT T

wiew: [All Objects

Walidity: |On|y valid objects (no obsolete versions)

Bllv]v[m]| [o]m| [«]s

wiew: [All Objects

ARERRE
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5. Click “Next.”

¢4 Check-In Wizard
The fallowing abjects have heen selected for transport to the Master Repositary.

Ohject List:
.ZE. JOAThis_is_a_versioning_test {w)

Add Al Dependent Ohjects
Check Consistency of References

Frogress:

| Back | [ mext] | Finish || cancer |
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6. After clicking “Next” the first time, you are brought to this step. Make sure
you do the following here before clicking “Next” again:
2. Uncheck “Use delta versioning when storing in Master Repository”
b. Check “Release objects after check-in”
c. Check “Publish learning nets after release”
When your screen looks like the example below, click “Next.”

¢4 Check-In Wizard
Choose "Mext" to transport all selected objects to the master repository.

Ohject List:

Object | Status
5 JOAThis_is_a_wversioning_test {v-) ' Mo Errars

X

[J Use delta versioning when staring in Master Repasitory

[ autornatically consider files older than the checked-in version as unchanged
[] Delete lacal ohject copies atter check-in

Release objects after check-in

Frogress:

Fublish learning nets after release

| gack | [ Mest || Finisn || cancer |
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7. Click “Next.”

#4 Check-In Wizard

Edit Metadata

Qptional fields i Additional fields

Edit all required metadata fields ofthe selaected aobjects.

Field

Yalue

Althor jhricak

Content Language EN

Last Changed On Jan g 2073 112553 A0
Title of Learning et r... This is g versioning fest

FProgress:

| Back | [ Next] | Finish | | cancer |
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8. The course will begin to “Check in” to the Master Repository.

#4 Check-In Wizard

Check into Master Repositony
Inthis step, the selected ohjects are checked into the master repository.
Current Object: This_is_a_versioning_test ()
Frogress:
— ]
FProgress:
[ Back | [ wewt || Finish | | cance |
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9. When the above step is finished running, your screen should look like the
example below. Click “Next” to continue.

Fid Check-In Wizard
The following ahjects have heen selected far release:

Ohject List:

] Add All Dependent Objects
Check Consistency of References

Frogress:

| Back | [ Mest || Finisn || cancer |
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10. After clicking next, the course will go through an “Object Check.”

#4d Check-In Wizard X]

Ohject Check
In this step, the selected abjects are checked.
Current Object: index_lms . htrml

Frogress:

1 ]

FProgress:

[ Back | | et || Finish | | cancer |
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11. When the above step is finished running, your screen should look like the
example below. Make sure “Publish learning nets after release” is still
checked. Click “Next” to continue.

Fid Check-In Wizard
Choose "Mext" to releasze all selected ohjects.

Ohject List:

x)

Object | Status

45 [OMAThis_is_a_wersioning_testThis_is_a_versioning_test (w2) + Mo Errors

Frogress:

| Back | [ et ]| rinizn || cancer |
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12. You will see this screen as the course is prepared for final publication. Click
“Next” after the blue-bar goes all the way to the right and process finishes.

#4 Check-In Wizard

Freparing puhlication
Calculating total learning time and checking offline capahility...
Current Ohject: This is a versioning test

Frogress:

FProgress:

| Back | [ Next] | Finish | | cancer |
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13. This screen shows you the learning strategy your course uses. Click ‘Next” to
continue.

g4 Check-In Wizard x|

Select learning strategies that are valid for the learning net.

Strategies for the learning net /OAThis_is_a_versioning_testThis_is_a_wersioning_test (v2)

valid Strategies:

SCORMYT.2 (SCORMYT.2ZFSCORMY1.Z)
[] 5CORM 2004 3rd Edition (SCORM 2004 +1.37 SCORM 2004 v1.3)
[ AICC (RICC T AICC)

FProgress:
14117 | —

| Back | [ Next] | Finish | | cancer |
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14. There is some information you need to input here:

a.

Minor or Major Change — If you are publishing the course for the first
time, you can leave this as a minor change. (We’ll cover minor and
major changes when we discuss versioning your web based trainings
in the next section of this desk guide.)

Language defaults to Engligh

The fields of Author, Editor, Publisher and Provider are are searchable
fields when looking for your web based training content, so it is best
practice to place something in these fields similar to what you see
below.

Ensure that “Create Offline Course Date” is checked.

Click “Next” when you are ready to continue.

¢4 Check-In Wizard

Fuhlication data for learning net, /\OAThis_is_a_versioning_testThis_is_a_versioning_test &v2)

Change Category: \Minor Changes E
Deltvery Method:  yweb-Based Training E
Language: English

Authat jhricak

Editar: jhricak

Publisher: jhricak

Provider: A,

Learning Time: 00:00:00

Reaszon:

Create Offline Course Data

Frogress:

Flease complete all of the information required for publishing.

This course is suited to offline learning as well.

| Back | [ Next] | Finish | | cancer |
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15. Your course now proceeds through the final publishing process as below:

Ed Check-In Wizard

Learning Met Publishing
Inthis step, the learning netis published in the Publisher Database.
Saving data in Publisher Database

Frogress:;

Frogress:

[ Back || Mest || Finisn || cancer |
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16. Success! Your course has now been checked in to the LSO Master Repository.
Click “Finish” to exit the check-in process.

Ed Check-In Wizard

Fublishing successiul

The fallowing learning netwas successiully publizhed:
This_is_a_wersioning_test (v2)

Frogress:

| Back || et | [ Finish || cancer |
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17. You can see that the course you just checked in has a green dot next to it,
rather than a red exclamation point. This is another visual cue to inform you
that your course was checked into the Master Repository successfully.

£ Re pository Explorer

LocalWorkArea:|Standard Ql E;*&I W | checkln MasterRepository
I ) Civil_Serice_Comm e | b __1General_Services [=]
I ] Corrections D] Health =
I* ] Enterprise_eLearning b 4Insurance =~
I* | Fish_and_Boat_Camm b __ILIHEAR
¥ L10A b ] LSOAE_Testing
b ZLT This_is_a_versioning_test (42| b I Labor_and_Industry

b CoB [ I Liquar_Control_Board
b [ ]Sample_Courses b ) Military_and_Vets_Affairs
[ | State Ean Ret_System L L [NED

- T T Copy ~ [ ]10A

< | Test_Folder L

= _;u]This_iS_a_versioning_test
[ AT This_is_a_versioning_test (v2)

I 0B
[* | Probation_and_Parole
I 1 Public_Utility_Commission
I | Public_\Welfare
P | QLEtPRD

Mew Wersions | P 1 @LEtoGLP

I* | Revenue
I* ] Sample_Agency_Falder
I* | Sample_Courses
P | Sample_Tests
[* | State
[* | State_Emp_Ret_System
[* | State_Paolice
[* | Transporation

Wiew: [All Objects Wiew: |All Objects

Bl
dlajvlo|e]d] [¢] @ [e]v]Y] [o]m]

2 Em DL
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18. If you highlight the course in the Master Repository (as shown below,) you
can click the Content Player Button (the small globe icon,) to play your
content in the Master Repository and ensure that it behaves as expected.

(3] Repository Explorer [z|
Lacal Work Area; | Standard B G| @ |checkin Master Repository
b ) Civil_Serice_Cormm =2 b [ ) General_Services (2]
b ] Corrections b Health |;|
P ) Enterprise_eLearning P 1Insurance
P ) Fish_and_Boat_Comm P ILIHEAP
~ ] oa [ 4LSOAE_Testing
b S5 This_is_a_versioning_test v2) b Labor_and_Industry
b 0B [ f|L|.q.u0r_Contr0I_Eloard.
b I ] Military_and_Vets_Affairs
__|Sample_Courses 5
> ) State_Emp_Ret_System 5 LINED
- = Copy = 0A
| Test_Folder [ |
=~ gl This_is_a_varsioning_test
[ AT This_is_a_versioning_test {v2)

I 0B

[* | Probation_and_Parole

I 1 Public_Utility_Cormmission

I | Public_tialfare

P | QLEtPRD

New Versions [P ] GLG0QLP
o I | Rewenue

I* ] Sample_Agency_Falder

[ | Sample_Courses

I 1 Sample_Tests

[ | state

[* | State_Emp_Ret_System L

b | State_Police [+]

' ) Transportation [+]
Wiew: [All Objects E Wiew: |All Objects E
dlojwie|efu] [@]
Freview Selected Ohjectin the Browser

Now that you have published and checked the course into Sandbox, you can do one of
several things:

e Attach it to a WBT Course Type in Sandbox and test the course registration,
content and completion in Sandbox LSO. See your “LSO Admin Training Guide” for
instructions on how to create WBT Course Types and attach WBT content to them.

e If there are errors, you can republish a new version of the course and check it into
Sandbox again for further testing (we’ll cover versioning in the next section of this
desk guide.)
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Versioning your WBTs

This section details how you should version your web based
trainings. You have the ability to update or fix your web based
trainings with either Minor or Major changes. There are different
umplications for the end-user depending on which strategy you choose.
Well cover both next.

What is a “Minor” or “Major” versioning change?

1. Minor Versioning Change -

o A minor versioning change is when you need to update something in
the course, that doesn’t really affect the content or message being
conveyed; things like typos, changes in graphics, broken links etc...

o When you update a WBT with a “Minor Change” any learners that are
enrolled in the WBT and/or have a partial complete, can continue to
take and complete the version they are enrolled in. All new learners

who book the WBT after the minor change will get the new version of
the course.
2. Major Versioning Change -
o A major versioning change is when you need to update a major

portion of the course or content has changed significantly

o When you update a WBT with a “Major Change” any learners that are
enrolled in the WBT and/or have a partial complete, will be prompted
to update to the NEW version of the course. Their progress will not
be saved and they will need to start the course over. All new learners
who book the WBT after the major change, will get the new version of
the course.
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o In most cases, you will use “Minor Changes.” If the course has
changed so significantly that you are considering a major change, you
might want to simply create a whole new version of the course, and
attach it to a new WBT course type.

To publish a new version of your course (as a minor or major change,) do the
following:

1. Open your “Authoring Tool” and “Repository Explorer” exactly as described in
the “Opening” Your Publishing Tools” section on pages 16 — 20 of this guide.

2. Publish your course as normal till you get to step #13 on page 30 of this guide.
You should then be at the screen displayed below.

3. IMPORTANT: To properly version your course, check the box here “Files are
a new version of files already checked in.”

4. Click “Next”

£ Wizard for Importing Files

Impor Files

. Decidewhetherthe files to be imported represent a new version of objects that
already existin the Master Repositary.

Ifthe files represent a new version, they will automatically he stored in the right
place in the repository and will inheritthe language attribute and anchaor file of the
Precursarversion.

Mote: This function is only available in online mode.

Prodress:

[ Back | [ Mext] | Finisn || cancet |
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5. Next, you need to choose the precursor version of the file you are publishing
a new version of here. Basically you need to find the old version of this
course in the Master Repository so the LSO knows which course to version.
Click the file folder icon here to start this process:

Wizard for Importing Files

Impor Files

Selectthe precursorversion of the reusahle object for the files you want to i
File :|

Prodress:

[ Back || mest || Finish || cancer |
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6. Clicking the folder icon opens the Folder structure of the Master Repository.

Navigate to your agency folder and open it:

#-2 Wizard for Importing Files

F-= Select File S8y want to import,

=l

Goto: | ] Repository

| Cons_and_Mat_Resourses

| Carrections

| DEVtoGILE

| Education

| Emergency_Mgmt

| Enterprise_eLeaming

| Erwironmental_Protection E

] Executive_Offices [=]
| [ Select |

File Name: |

File Types: |Learning Mets and Objects (*.crs, ".5cs, *.ide)i3| | cancel |

Frogress:

2111

| Back || mest || Finish || cancel |

7. Find the WBT you are versioning and open that:

#-0 Wizard for Importing Files

- Select File S0 want to impart.

|1

Goto; __| Enterprise_eLearning

_jgAbsenceManagement_NOTES_TEST
_pl Alcohol_Education

5l Alcohal_Education_Part_Il

_pl Confidentiality_Agresment_Acknowledgement

.l DiscrimPraventcknowledgement

_pl ELMS_Course_v_G-2012_DE %

ml FPR Bafrachar WET

| [ Select I

File Marme: |

File Types: |Leaming Nets and Objects (.crs, *.scs, ~ide) B | Cancel |

Progress:

[ Back || nest || Finish || cancel |
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8. Inside the WBT folder is your previous version. Select the *.crs file by clicking

it once, then click the “Select” button:

#-2 Wizard for Importing Files

7! Select File .
==2n weant to import.

=)

Goto; _ﬂAbsenceManagement

File Mame: |\t1IAbsenceManagement_ORG.crs | | select |

File Tvpes: |Learning Mets and Ohjects (*.crs, ".5cs, *.ide)i3| | cancel |

FProgress:

2111

| Back | | mext || Finish | | cancer |

9. The precursor file should now populate your publish screen like so. Click

“Next” to continue.

Ed Wizard for Importing Files

Impor Files
Selectthe precursorversion of the reusahle object for the files you want to impart.
;e_eLearningIAbsenceManagementMIAbsenceManagement_ORG.crs|E_@;E

File:

Prodress:

| Back | [ Mest || Finish || cancer |
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10. Next you should get a warning telling you that the copy of the WBT in your
local repository is about to be deleted and replaced with the new copy. Click
“Yes” for this.

Ed Object Already Exists

The fallowing ohject already exists in the lacal repository:
AbsenceManagement

Do you want to delete the abject?

VWarning: Ifyvou decide to delete the ohject, it will be deleted immediately and cannaot he restored.

EYESE

11. Finish the authoring process as normal after this step.

12. Use the Repository Explorer to check your course in to the Master Repository
as normal. This is covered in pages 47-59 of this guide.

13. When you get to this step detailed below, you can select whether the new
version of the WBT is a Major or Minor change:

#d Check-In Wizard 3

Flease camplete all of the informatian required far publishing.

Fublication data for learning net. JEnterprise_elLearning/AhsenceManagementithsencedanagement (v2)

Change Category: |ru1in|:|r Changes El
Delivary Method: web-Based Training |
Language: |Eng|ish |
Author: |jhricak |
Editor: ihricak |
FPuhblisher: |jhricak |
Provider: 04 |

|

Learning Time: ||jc|;c||:|:|j|j

Reason: | |

This course is suited to offline learning as well.
Create Offline Course Data

Frogress:

| Back | [ Wext] | Finish | | cancer |
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14. Click “Next” then ‘Finish” to complete the versioning process:

£ Check-In Wizard

Fublishing successiul

The fallowing learning netwas successfully published:
AbsenceManagement (v2)

Frogress:

| Back || et | [ Finish || cancer |
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15. You will now notice we have two versions of the course we just published in
the Master Repository. We need to flag the first version as obsolete to
complete the versioning process. Click the earlier version of the course (v1)
so it is highlighted.

£ Re pository Explorer

Local Work Area: | Standard B G| @ |checkin Master Repositary
~ | Enterprise_eLearning E| b b —l BRIl E‘
P S5 AbsenceManagement (v2) =] E Lo)COORIEE [-]
| Civil_Service_Camm =
a5 AbsenceManagement NOTES_TEST w1y [T b o G e Eow. By
wY Alcohol_Education (v2) I ] Cons_and_MNat_Resourses
wy Alcohol_Education_Part_I {1} I* | Carrections
éu T Confidentiality_Agreement_Acknowledgement b _| DEVtoQLE
25T DiscrimPreventicknowledgement ivd) E :II Egnu:rzt:aonncy i
5T ELMS_Course_v_B-2012_DE i1} Copy = [ Enterprise_TaLearning
251 EFR_Refresher WET (1) = gl AbsenceManagement i
45T Employee_Emergency_Awareness (v3) b LY AbsenceManagement (v2)
45T Employee_Emergency_Awareness_NOTES_T b AT

_‘;l AbsenceManagement_NOTES_TEST

_pl Alcohol_Education

_pl Alcohol_Education_Part_l

_‘;l Confidentiality_Agreement_Acknowledgement

as T Learn_net_test (v2) e aElns Ll DiscrimPreventckn owledgemeant

[
25T Instructor_WET_PPay (v3) b
2
2
2
&1 Managing_E_cormnms_whbt (v2) D ELMS_Gourse_v_6-2012_DE
[
2
2
2
b

45T LSO_Reporter (v3) |
a5 T LSO_Supervisar_Training iv4)

AT Pa_Worker_and_Community_Right_to_Know _;!.| EFR_Refresher WET
a5 SEAP_Coordinator_Training (v1) _pl Employee_Emergency_Mwareness

a5 T SEAP_Drug_Free_warkplace_Final (1) || ¢ Employee_Emergency_Awareness_MNOTES_TEL
25T Stafl_Alert-Sender_Training (+3) [« L9 Infotechsecurity [=]
b J5T State_Records_Management_MOTES_TEST t[+] o Instrurtnr WET PPav [+]

D] KD 0]

Wiew: [All Objects g Wiew: [All Objects
ARORNOO [¢] p]VI¥] [o]m]

[
[
[
[
[
[
[
[
[
P 5T Infotechsecurity (v2)
[
[
[
[
[
[
[
[
[
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16. Right click the older version and select “Flag as Obsolete.”

£ Re pository Explorer

Lacal Work Area; | Standard B G| @ |checkin Master Repository
" __| Enterprise_sLearming [=] l;l E fIgiglj)rg('ljng [=]
P S5 AbsenceManagement (v2) =] Lacor ) [+]
T an o . TR, TR [ | Civil_Service_Comm I
is ECICE anaggmen_ = w1 E I* ] Comm_and_Eco_Dev
cwW Alcohal_Education (2) I 1 Cons_and_Nat_Resourses
S Alcohol_Education_Part_Il (el) I | Carrections
S5 Confidentiality_Agreement_Acknowledgement b L1 DEvIoaLE
25T DiscrimPreventacknowledgement (v4) b 1 Education
2T ELMS_Course_v_6-2012_DE (1) > 8| Ei Lt
= == i Copy =~ | Enterprise_elLearning n
45T EPR_Refresher_WET i) S [y AbsenceManagement
45T Employee_Emergency_Awareness (v3) b BT AbsenceManagement ¢r2)
45T Employee_Emergency_Awareness_NOTES_T b AT Abs " 4o

Ll Absence < SoRY T
Ll Alcohol_| G Aftributes

[# Aleohol_l v Release

25T Instructor_WEBT_PPay (v3)

45T LSO_Reporter (v3) |
a5 T LSO_Supervisar_Training iv4)

_pl Confide Publish sdgement
25T Leam_net_test (v2) ' L) Discrim L 0D
MNew Wersions @ Thurmbnail
au T PA_Warker_and_Community_Right_ta_Knaw ¢ (3| EFR_Re & Find
45T SEAP_Coordinator_Training (1) Ly Emplave B Flag a5 Obsolete
a5 T SEAP_Drug_Free_Warkplace_Final (v1) Cpl Emplove| % Update i e

[
[
[
[
[
[
[
[
[
b S5 Infotechsecurity (v2)
[
[
[
[
[
[
[
[
[

25T Staff_slert-Sender_Training (v3) |§| [Flag 59|9019Id_?b

3
[
[
[
Py ;
Managing_E_comms_wht {23 o [ _}]ELMS_C
’
[
[
> gl Infotechsecurity
[

P 45T State_Records_Management_NOTES_TEST [+] ol Instrustar WET PPav

[
(0] I | o | K1 Y [ I 1 | £ Y
Wiew: [All Objects gl Wiew: [All Objects gl
glcjwleja]a] [® [o] s ]Y] [o]m] [¢]
End

17. Click “Yes” for this dialogue box.

r: Flag as Obsolete E'

Do wou weant to flag the following objects as obsolete?

AbsenceManagerment (1)
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18. The old version is now obsolete. Obsolete courses will always stay in your

Master Repository. Best practice with the SAP LSO is to never delete

anything; hence older versions of your courses will always be here flagged as

obsolete.
r«! Repository Explorer
Lacal Work Area; | Standard B G| @ |checkin Master Repositary
% | EfiEEise AL = =5 E 13 BATH SALTS WET Drafl_6_1.ppt [«]
[ AT AbsencelManagement (v2) E| b _lgiqgnfgor ST E‘
[ AT AbsencemManagement_NOTES_TEST {v1) [ b JCOOP_ _sup _
I 5w Alcohol_Education (v2) D | Civil_Serice_Camm
P Sgv Alcohol_Education_Part_Il (v1) I ] Comr_and_Eco_Dev
P J5T Confidentiality_Agreement_Acknowledgement I* | Cons_and_Mat_Resourses
P S5 DiscrimPreventacknawledgement i) b %|Correcti0ns
b 2T ELMS_Course_v_6-2012_DE (1) — E LIDEVIoQls
= r Defensive Driving.thk
P LY EPR_Refresher_WET (1) = b £ Educafion
I 45T Employee_Emergency_Awareness (vd) b | Emergency_Mgmt
4 AT Emplovee_Emergency_Awareness_MNOTES_T =~ | Enterprise_elLearning
P J5T Infotechsecurity (v2) =yl AbsenceManagement
bS5 Instructor_WEBT_PPay (v3) P S5T AbsenceManagement (v2)
P J5T LS0_Reporter (v3) | [ AhszenceManagement ()
4 AT LSO _Supervisor_Training {vd) [ _}I AbsencemManagement_NOTES_TEST
N Learn_.net_test(vz) New Versions P _?I AIcohoI_Educat?on
P 5T Managing_E_corms_wit (v2) . I gl Alcohol_Education_Part_Il
4 AT PA_Worker_and_Community_Right_to_Know ¢ 3 _}I Confidentiality_Agreement_Acknowledgement
P 5T SEAP_Coordinator_Training (1) [ gl DiscrimPreventdcknowledgement
4 AT SEAP_Drug_Free_Waorkplace_Final {1} || 3 _}I ELMS_Course_v_6-2012_DE |
b S5 Stafi_slert-Sender_Training (v3) [=] | p EPR_Refresher WET =
I 25T State_Records_Management_MOTES_TEST i[+] P | Employee_Emergency_Awareness =
[l T[] E1/a]] E«l]
Wiew |AII Objects | Wiew |AII Ohjects {Including Dependencies) |
ORORDO [2] el I¥] [o]m] (2]
End
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Publishing to Production
LSO

This section details how you should change settings to publish to
Production LSO.

3. Some points to remember —

o All of your testing of the course should be finished by now. Test your
course and keep publishing it to LSO Sandbox till you are sure the
course plays and tracks completions correctly.

o Only those employees with the specific role of LSO Publisher should
be performing the operations detailed in this section.

1. To begin, close, then re-open the LSO Authoring tool. When you do you
should be presented with the login screen as shown in chapter 1:

r.' System Logon

Systermn Logon

Load Balancing

System Mumber:

Senver Host: |q|5dcaﬂu.state.pa.us
Liser Data

Client

Uzer Mame: |baB1pub
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2. Change the URL in the “Server Host” line to the following:
a. plldcaOu.state.pa.us

Fd System Logon

Systerm Logan

Load Balancing

Systern Mumber:

Server Host: |p|1 deadu. state pa.us
Llzer Data

Client

Lser Narme: |baB1pub |

Password: |:|

4. Your User Name will remain the same

5. The password for Production is different. Those with the LSO Publisher role
have this password. If you have the Publishing role but do not have this
password, please contact the LSO System Admins at:
RA-Isoadministrator@pa.gov and we will supply the password.

3. Click “OK” when you have your Server Host, User Name and Password in
System Logon screen.
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4. If you have just been working in Sandbox previously, you might get this

warning screen. Don’t’ worry, just click OK and we’ll switch our Local
Repository in the next step.

r'~: Invalid Back-End System

The selected back-end systemn does not carrespond to the system
that has been used up to now in connection with the local repository.

Any further operations carried out in the local repaository may cause serious prohlems!

We recommend that you reconfigure the local repositary
and if necessary, set up an new local repositary.

5. Click the ‘Repository Explorer” button as before to login to the Repository
Explorer:

£d Authoring Environment

EBX
File Edit View Tools Help

&l ®][x[u]e]a][e]i[2]]ia]

¥ Learning Met Overview

Work Space | | m | Relationship:

[an

Dialog Area

Messages AREE

| Short Description ‘Resuurce |

Resource

Strategies Preview

EREEN
TM Strategy: [SCORM 1.2 B Path

Macra: [SCORM 1.2 g

Micro: [SCORM vl 2 g

‘Heady " CP stopped ‘. Updated |411F Online
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6. BEFORE you click connect in the LSO Production Repository Explorer, you
must switch your Local Work Area first. To do this, click the “Create” button
here to create a “Production” workspace.

iﬁ:ﬁuthnring Environment

File Edit “iew Tools Help

BB E

B¥ Learning i

F Repository Explorer

Local Work Area: |Standard Checkln Master Repository

[* ] Civil_Service_Comm
[* ) Corrections

I ] Enterprise_eLearning
I* | Fish_and_Boat_Comm
[ o))
[
[
[

o

0B
| Bample_Courses
1 State_Emp_Ret_System

Copy

Dialog Area
Mew Versions
= NEOE
ES0UICe
Wiew: Al Objects = Wiew: [All Objects E
saregies Prel | & | B[ W] & |[m [ o] [#%] | [a] v | T @K (& ] (%] LA &)1 [x]
T Stratagy: E End
Macro: |SCOR
Micro: |SCORM vl 2 o
IReady I‘ CP stopped I. Updated I# online

7. Type “Production” in the “Name” field for the new workspace, then click
MOK.H

¥ : Create new work area

Enter the name for the new work area.

Marme: |F'r|:|ducti|:|n| |

78



8. Click “OK” for this “Save All Changes” dialogue box. You can also opt to check
the box “Do not display this message again.”

Fi Save All Changes Before Switching Work A... [5__<|

When you switch work areas,
all objects that are open in the Authoring Environtment are
automatically saved and closed.

Do wyou want to continue, and save and close all ohjects?

9. Your Local Repository should now reflect the new workspace. To get to this
workspace in future, simple select it from the drop-down menu here. You do
not have to recreate it each time. Click the “Connect” button in the right pane
to connect to the LSO Production Master Repository.

EdRe pository Explorer

—
Local Work Area: |Production ‘ D&I W | checkln Master Repository
EE

Copy

Mew Versions
o
Wiew: [All Objects E Wiew: |All Objects E
&l n]@[e][e]u] [+] @ [®ILIY] [oTm] [¢]
End
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10. The password for Production is different. Those with the LSO Publisher role
have this password. If you have the Publishing role but do not have this
password, please contact the LSO System Admins at:
RA-Isoadministrator@pa.gov and we will supply the password. Click OK after
the User Name and the Password are entered.

r.' Logon to the Master Repository
Lser Data

Llser Mame |baE=1put:| |

Passwiord |Iiiiiiiiliii| |

Lox | [cancet |



mailto:RA-lsoadministrator@pa.gov

11. You are now connected to the Production LSO Master Repository. The last
thing you need to do before you can publish to production, is copy your
agency folders to the new Production workspace you just created. To do this,
highlight your agency folder in the Master Repository, then click the “Copy”
button in the middle of the screen to copy that folder to your local repository.
JUST the folder will copy over, not any content inside of it. This is normal.

£ Re pository Explorer

Local Work Area: |test El D&I W |checkln Master Repasitory

o5 I ] Civil_Serice_Comm

I* | Enterprise_eLearning

[ _ | Enwiranmental_Protection
I* | Fish_and_Boat_Comm
I* ] General_Services
[
[
[

C10B
| Public_elfare
_ | QLEtPRD

b || Revenue
Copy | State_Emp_Ret_Svystem
| Transpaortation

MNew Wersions
<

Wiew: [All Objects Wiew: |All Objects

El El
ia@[e]ulu] ] &]v[v] [o[m] [a] [*]

Helpful Hint: You can hold the “Shift” key down and select multiple folders to copy
over at once.
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12. The “Copy Wizard” will come up, make sure the checkbox titled “Add All
Dependent Objects.” Is checked and click “Next.”

Fd Co py Wizard

The following ohjects have heen selected for copying to the local repository.

Qbject List:

1 iCivil_Service_Comm
1 /Enterprise_eLearning
1 /Emvironmental_Protection
_1/Fish_and_Boat_Camm
1 /General_Semices
o))

1 /Public_\Welfare

1 /QLEtoPRD

] /Revenue

| /State_Emp_Ret_System
1 /Transportation

Frogress:;

| Back | [ Next] | Finish | | cancer |

13. Click “Next” twice more, then click “Finish.”
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14. Your folders have been successfully copied over to your Production Local
Repository and you are now ready to publish to Production LSO.

£ Re pository Explorer

Local Work Area: |test El D&I W | checkln MaSEEFREDUSitUW
b ) Civil_Service_Comm Fes b fICI\fII_St?r\flce_Com.m
I ] Enterprise_eLearning E | Enterprise_elLearming
P 1 Erwironmental_Protection " _I E_n\flanmentaI_Protechon
I ) Fish_and_Eoat_Comm b _IFish_and_Boat_Comm
I ] General_Services ) General_Sewices
[ ol b 108
I ] Public_\Welfare E 1 Pulalic_elfare
P[] QL&toPRD b ] GLAtPRD
I | Revenue o b | Revenue
I ) State_Emp_Ret_System L0y __| State_Emp_Ret_System
I ) Transpartation < I ) [Transportation

MNew Wersions

<>

Wiew: [All Objects E Wiew: |All Objects E
dlnjwin|afu] ] (el I¥] ojm| [m] [e]
-

In summary, to Publish to Production LSO:

1. Open the LSO Authoring Tool, sign in with the Production Server Host,
standard User Name and Production Password.

2. Open the Repository Explorer from within the LSO Authoring Tool.

3. Switch your workspace to “Production” by using the drop-down menu next to
the “Local Work Area” at the top of the Repository Explorer.

4. Click “Connect” on the Master Repository.

5. Sign in with the standard User Name and Production Password.

6. Publish, version and check-in as normal.
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