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Switching Views/Roles

If you are an instructor, you can switch your role between student and instructor roles. To do this, click on Switch Roles
in the upper right-hand corner.
As an instructor you will see the following landing page after logging in.

- Department of
Ohlo Public Safety (Student) ~

TRAINING CAMPUS

Edit Profile
DASHBOARD Switch Role

MY COURSES
E Manage Dashboard

COURSE CATALOG
Sign Out

~ CurriculumsCourses
T Manage Courses |&J) Add Course & Help
Manage Curriculums

Manage Courses

xmge_sr&m OrgID [ODPS v Course ID | | Indlude Inactive [
nage Tags

Title ‘ ‘ Description ‘ ‘
e Course Type \-A\I- v‘

» Community

J2 search || %9 clear Search

» Reports

Resul: Ltosoof 162 JumpTo:[W v | M « Pages: 1234 » M

Course ID Title Description Course Type Active

» Links/Resources

This course prepares users that have been granted insiructor
permissions to perform tasks in the PSTC as an instructor. After
completing this course you will be able to: - Add, Modify, Duplicate or s

WBTO001 Your Role as a PSTC instructor Delete Curriculum, Course and Session - Add, Modify, Duplicate or O Web-based Only Yes

Delete Course Content and Resources - Customize email notifications

_Register students in course sessions - Approve or deny pending

enrollment requests - email students registered in sessions/courses

This course is a guide to introduce you to the student role within the

Public Safety Training Campus(PSTC), & Web-based Only

This course is intended to keep your road safety knowledge fresh and
teach the proper ways to handle various situations with defensive
driving techniques. The goal is to provide awareness of the importance
of defensive driving, what it means, and the relationship to properly
operating a vehicle safely to reduce collisions involving State
employees.

“Employees who attend the in-person Orientation DO NOT have to
mandatorily complete this online version** This course has been
developed to provide vital information for our new employees at the
Ohio Department of Public Safety. It is mandatory the required forms = YVeb-based Only
DT ITE CITETK CISTaTE COMpIEret OTT e TS Tiay 2 uelveret o HR

WBT002 PSTC User Interface - Getting Started

WBT006 Defensive Driving for DPS Employees Q Web-based Only Yes

WBT100 New Employee Orientation

Password Requirements

If prompted to change your password, the password must be:
o Atleast eight characters and include
e One letter, one number, and
e One special character (@ # $ !).

If you have forgotten your User ID/Student ID or password, use the link on the login page marked “Forgot ID or
Password’ to receive an automatically generated email with your information. If unsuccessful, email DPS
Training for assistance.
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Capabilities/ Tasks

Manage Courses
¢ Add, Modify, Duplicate or Delete Curriculums, Course and Session
e Add, Modify, Duplicate or Delete Course Content and Resources
e Customize email notifications
e Assign Instructor
e Update Gradebook

Manage Users
e Register students in course sessions
e Approve or deny pending enrollment requests
e email students registered in sessions/courses

Course Management

A course in the PSTC is like a container into which the course content will be uploaded. Each Course ID is unique.

(Instructor) ¥

Manage Courses &’ Add Course [Z] Upload Certificate P View/Edit Details | | 4) Notifications Content ¥ Gradebook 4 Register | g Email Assign Course | | g Help

Interface Menu — (Right Click to view drop down)

The Menu Bar:

A) Add Course opens the Course Details window to build the scope of the Course functionality.

B) Upload Certificate upload custom certificates. Contact training@dps.ohio.gov for assistance for custom

certificates
C) View/Edit Details opens the Course Detail

D) Delete provides the ability to delete a Course. CAUTION: It is recommended you, instead, inactivate the Course

removing it from enroliment for students. Deletion of a course will cause all student history for that course to be

deleted as well.
E) Notifications provides the ability to turn on/off pre-set, customizable notifications.
¢ Notifications will be sent to the student using the email system that was selected for the Course, from the
instructor’s email address.
e If there is no Instructor, the email will come from the system admin email address.
F) Content provides loading of web-based content, or additional content of course related documents (resources).
G) Gradebook allows Instructors the ability to change the completion status and scores of courses.
H) Register allows Instructors to register students in the Course.
[) Mail is a messaging system between Course instructors and students.
J) Assign Course - You “assign courses” to sub-organizations using the Sub-org values.
Ex: You may want to assign a course so only employee for DPS can see the course. Any new user that is added
and defined in that sub-org will see the sessions on the student interface.
K) Help provides access to all CourseMill functions within the Help documentation.

1 12.18.23
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Courses are unique to an Organization by Course ID, which is used to select and sort courses in the catalog and run
reports. Refer to the Course Naming Standards for Courses.

Note: When you add a Course, by default, a Session will automatically be created as well. This default session will initially
be named “Web Based” with a location of “Online”. You may choose to change that to your liking, however, DO NOT
DELETE it. Every course must have at least one session. If a course has NO sessions, you will run into technical

problems.

Add or View/Edit Course Details

To add a course, select Manage Courses on the
left navigation bar, then press the Add Course
button. Complete the following course information
to define your course.

A. Course Tab

1. Course ID should reflect a sequence
numbering system suitable for
registration and reporting.

2. The Active checkbox defaults to Active
which displays the course in the Course
Catalog. However, you may wish to un-
check this (marking it Inactive) until you
are ready to allow its display, or if it is an
older course - no longer offered for
enroliment.

3. Name and Description are required

4. Notes provide an area for the
instructor(s) to maintain information on
the course. This information is viewable
to students.

5. Upload Thumbnail The thumbnail is
displayed to students in the course
catalog. To select a local file, click
Upload to open the Upload window and
click Browse. The recommended size is
380 x 250, jpg or gif format.

B. Details Tab

A

Course

Course Details x

Details || Due Dates || Community || Prerequisites || Instructors || Tags

* Course ID ‘ DPS100

o
|2018-08-15 15:34:00 |

Do not update course title/description from SCORM Manifest )

* Description o

Employees will understand the EEO Policy and how it pertains to them
in the workplace. Employees will learn how to identify what could be
harassment and how to report it, if it occurs. In this training
employees will also learn how to navigate through their career by
working with people from different generations/ backgrounds and
experience, while doing so in a professional manner. This course also
covers the code of conduct that all DPS employees but adhere to.

Active

Last Updated

* Title
New Employee Follow up Training

Notes

Instructor Notes go here.

Thumbnail (w:380 x h:250) 6

Close ‘

‘ ‘ Upload

1. Course Type allows you to select how the course is delivered to students, Instructor-led or Web-based.
Depending on which you select there will be a different icon denoting the course type in the catalog.

. q] - Instructor-led

e = _Web-based
2. Course Registration

e By Enrollment Only is a selection which allows the instructor to enroll students into the course.
Students cannot self-register in this course.

e By Enroliment or Self-Registration - allows a student to see the course in their catalog and self-enroll in
the course. If you enter a password — the user will be prompted to key in that password when they click
the enroll button. If you Assign Courses to Sub-Orgs, (see Assign Course below) only those students in
those Sub-orgs will see the course in their catalog.

¢ Registration Requires Approval designates that this course requires approval to enroll. Once the user
clicks on the enroll button, the request for approval will be sent to the Instructor, Reporter, and/or
Administrator, to act upon. The course will say “Waiting for Approval” in the user’s catalog until approved

or denied.

C6 ﬁlb’l Department of
<l Public Safety
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e Allow Auto Enroliment for Matching SubOrgs allows you to auto enroll groups of people by SubOrgs.
= Always un-check
= Auto Enroliment for Matching SubOrgs is TURNED OFF - The Managed Property settings are
site wide - therefore affect all users, and can only be turned on or off by your global administrator.
= If this is un-checked, but you still have rules set up in the Assign Course tab, those users will be
the only ones to see this course in their catalog so they can self-register.

3. Credit Hours allows for credit to

e carea for e couse, Cred

HOUI'S may be Credit or CEUS Course Deialls Due Dates || Community | Prerequisites | Instructors || Tags
Student Invitation URL - this N ; ) - -
URL is automatically generated W Credit Hours 7.00
and can be used to copy and iR Rocs Byrad 3
. o s . | wvg. buration

paste in an email if you wish to @ Instructar-lad & N
send out invites to students to take () Web-based Only Student Invitation URL
the course. https:!iodpstrainingcampus.coursemill.cm|
o This URL will take them

directly to the PSTC Logon rCourse Registration

screen to allow them to log in, @ By Enrollment Only

and then will direct them to the (O By Enrollment or Self-Registration

catalog to enroll in the course.

. Self-Registration Access Code
Course Local Dir and the :
Course HTTP Dir The system will Self-Registration Requires Approval
automatically set the Course Local [JAllow Auto Enrollment for Matching SubOrgs
Dir and the Course HTTP Dir :
. " * Course Local Dir

which specifies the server content

. . Imnt/ebs/www/course/DPS100
location. The Content size and

* Course HTTP Dir
https://odpstrainingcampus.coursemill.com/course/DPS100

display rules define their operation
in a browser window. The defaults

for Course Local Dir and Course Width Height
HTTP Dir are set in the Manage 1009 | e 662
Properties by PSTC Administrator. FaAllow Resizing []Full Screen

Course width and height can be
changed to be more clearly visibly
on the screen. This is adjusted for
mobile (WBT) courses. You may
allow full screen and resizing as Close | | Help
well.

[JChange non-complete status to 'Elapsed’ on Content Update

C. Due Dates Tab

1.

v

s

Course should be completed after this number of days encourages a time period to complete the course.
Once enrolled in the course the student has this no. of days to complete it or it will show as overdue on his
student interface. Because this is a due date only, it does still
allow the student to access the course even though it is
overdue.

Course expires this number of days after enroliment ﬁrf‘f:wmm e oot s s ot of o
establishes the timeframe that the student is required to (M alow 2com)

complete the course. Once the course expires, it will display in @r % S i o e vt

red on the student interface, and the student will need to
contact the instructor to re-gain access to the course by PR A S
extending his expiration date. @

Re-Enroll in course after this number of days indicates this

is a certification program that is good for only a period of time,

and you wish to automatically re-enroll users to ensure they

continue their certification on an on-going basis. Enter in the | @

e-enrollment after completion of course:

number of days that you want the PSTC to re-enroll the student S lfitone. Putloh,
after the student has completed the course. If there are no

days entered in this field, the re-enroliment will NOT occur

r.12.18.23
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Example: a student is taking a Project Management certification course. They should be re-enrolled 275 days
(9 months) after the day they complete the course (because we want to give them 3 months to prepare for
next year’s certification). They should complete the course in 90 days. If they do not — we can send them a

warning notification that they should be completing it soon. But if they do not complete it in time, they will still
have access to the course until they complete.

D. Community Tab

The default for each of the Community items is set on the Organization level and by PSTC Administrator.
E. Prerequisites Tab
Prerequisites block students from accessing the course content prior to completing other course(s) in the

system. Assigned or self-enrolled courses that require a prerequisite will appear on My Courses, but cannot
be accessed until the prerequisite is fulfilled.

F. Instructor(s) Tab
1. Instructor(s) available for assignment to a Course will appear in Instructor(s) Available.
2. To add an instructor, select an Instructor in the Instructor(s) Available column, click the <<< button and the
instructor will appear in Instructor(s) Assigned column. To remove an instructor, select an Instructor in the
Instructor(s) Assigned column, click the >>> button and the instructor will be removed.

Note: An instructor must be assigned to the Course if you want Course Notifications to be sent, as they will
come from the instructor’s email address. Only those users that are given Instructor’s privileges, in the user’s

profile, can be assigned as an instructor of a course. If multiple Instructors are set up, the email will come
from the first instructor on the list of instructors

G. Tags Tab
In this section, you can add keywords which will be searchable on the catalog.

Course Details x Course Details £
Course || Dwtais | DueDates | Community | Prerequistes | instructors || Tags Course | Detsds || Due Dates | Communty | Prerequisites || watructors | Tags
lChal Support A Prerequisite Course(s) Available Course(s)
No Course Level Chat Allowed - 12-ACAPGT
L o -~
o sport 12ACVSHe
N 11N All )
o Course Leve awed A 12Acorensiclnter
Discussion Board Support 12-AESMD
Intemnal Course Discussion Board w 12-AESMDIC
R o . 12-AFAST
External Discussion Board URL 12-AHCS
12-AITCI
Email Support 12-AMCI
[ - ! 12-40V1
No C Level Email Allowed L
| No Course Level Email Allowe, | 12APCH
| &llow Student to Student Email in the Discussion Board 12AP
12-ARIDE
12-ATS
Le Details
oS 12-ATTCI
Course | Detais | DueDates = Community | Prerequisies | Instruciors | Tags 12-bascrimirm
Wstructon(s) Assigned Instructor (s) Available Egg: S
T T T CPInSet
belong (Long, Bradiey E ) wshorner (Homer, Wanda S.) A 12CPR w
fihorvath (Horvath, Frank J.) 12.CQ
fhuggins (Huggins, Frances L.}

pahughes (Hughes, Patricia A.)
tahughes (Hughes, Traws A)
mehunt (Hunt, Madi E.)

ealyar (Hyer, Elzabath A)
jiackson (lackson, Janet L)

Course Details

@

Course || Detsis | DueDates | Communty | Prerequisites || instructors | Tags

mijjacksen {Jackson, Martina J )
kdjeffies (Jefies, Kent D)
eljchnson {Johnson, Eval )
cejones {Jones, Chrstopher E.)
ljonek (Jomes, Lisa )
chicematrainer (Jones, Lisa)
bjordan fJordan, Brian T.)
kjoseph {Joseph, Kara L )
kkadas (Kadae, Karen J.)
tharwatske (Karwatske, Timathy J
kbkelly (Kelly, Katherine B.)

Jkeyes (Keyes, Jerod L)

L

Enter each word or phrase on a separate line:

©

Basic
Crash
Investigaticn

Traffic

) o ) r.12.18.23
Learning & Development | training@dps.ohio.gov
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Course Notifications

There are various types of course notifications.

1. To modify the contents of each notification click the f;;f;‘joo |
pencil icon.
. . . . Notifications
2. Each notification contains sample content. This can S rete
be customized to your preference. . o 2
. . Removed from the wait list No
3. Variables are field names that can be pulled from 7 days prior to the start of the course Voo
the database to personalize messages. ? Course is completed No
o Select Help to view a Complete list of 1 7 days prior to the end of the session reminder No
available content variables and their exact ! ;dﬁys a‘;‘” e Cg’mg“*“"" O“”;’ CO:’S" E"
. « . ” ntry made into the Discussion Boar o
Spe”mg' - SearCh for Text-Variable 14, 7 days prior to the course due date No
. e . . 1 days after the course due date No
Note: T'he Course is Completeq Notlflcatlon is s Appioval Faqisst AsAkH NG
what drives a physical paper cetrtificate to be * Courseis about to expire No
created for a course. T Course Completed Certificate Yes
r Course Approval Request No
Custom Certificates Close | | Help |
Contact PSTC Administrator for custom certificate
information.

Note: Notifications that are turned ON at the session level override notifications at the course level. Notifications
that are turned OFF at the session level are driven by the course level notifications.

Course Content

Steps to Set Up Course Content:

1. Import Content Package is for SCORM or AICC Content Packages only. (Contact PSTC Administrator before
importing files)

2. Add Content Item

3. Add Resources

Courses can be set up with a variety of content items (SCORM content (WBT), Word documents, Excel spreadsheets,
PowerPoint slides, etc. There are over 300 file types that the PSTC will accept.

Add Content Item — Every course must have at least 1 content item.

1. Open the Curriculums/Courses side-tab and click Manage Courses.

2. Select the course ID of the course to which you want to add content and click Content. Alternatively, you can
select the course ID, right-click on the table and select Content.

3. Click Add Content Item.

4. On the Add Content ltem window, complete the fields as follows:

Field Description

Gradebook ID The gradebook ID of the content item. Students will not see this.

Content Item The name of the content item. This is viewed by students.

Type How the content item is to be graded. Select Auto Graded Content if the grade and

status of the content item is to be set to 100/Passed when the content item is launched by
the student. Select Manually Graded Content if the student must complete an action and
the instructor is to manually set the grade and status of the content item. Select Not
Graded Content if the content item does not require a grade or status. When the student
opens up this content, his content grade will be marked as “Browsed". Select Gradebook
Item (No Content) if there is no content for the student associated with this item ;
however, the instructor would like to track it. This might be used for attendance, for
example. Select Evaluation if the content item requires action from the reporter in order
for the student to advance within the course. This puts a block on the student to prevent
him from continuing to the next content item until the manager/instructor evaluates him.
Selecting Evaluation specifies this is a SCORM course that will log the evaluation score
that the manager/instructor provides in the student record. See Forcing evaluation blocks
in a course for more details.

r.12.18.23
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The instructor would take action on each course item using the Gradebook. See Managing
the Gradebook.

Order The prerequisite order for the content item.

Web Address If the content item resides on the Web, specify the Web address of the content item. If

or Launch unpacking a zip file, specify the name of the initial file to launch when the content item is

File Name accessed.

File to Import Enable this check box if the content item resides on the CourseMill server.

Already

Resides On

Server

File Specify the name of the content item file or click Browse to navigate and select the
content item file.

Unpack Zip Enable this check box if the content item file is a Zip file that is to be unpacked after it is

File copied onto the server.

5. Click Save.

Add content Item

* Gradebook ID 9)

‘auandance

* Content Item
‘ gradebook item |

Type Order

Gradebaok ltem (No Cantent) e. v v

Web Address or Launch File Name

File To Import Already Resides On Server

* File

Unpack Zip File @

Note: The checkbox above the file name is only used for special occasions when you might have extremely
large files to import that are already uploaded to the server.

Note: If you are loading zip files, you will need to check the Unpack Zip File checkbox. Do Not upload

SCORM or AICC Content Packages here.

Resource Documents

e You can attach resources to your courses so participants in the course will have access.

To add a resource, select the Resources button on the course Content dialog.

Add the document Description. Documents display in alphabetical order.

Add the Version Number using your numbering convention.

Set documents to be visible to instructors only by unchecking the Allow Student Access.
Browse to the document and load the item into the PSTC.

Learning & Development | training@dps.ohio.gov
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Note: Attach documents to your courses so
participants in the course will have access. These
documents do not correspond to the completion of
the course. For example, this could include a
document with assignment descriptions, a course
syllabus, or any other supplemental information
course participants should have. Make sure the file
format is accessible by the applications on the
users PCs.

Idea: Attach the zipped file of your course so you
will always have access to the actual course
program code. Be sure to un-check Allow Student
Access.

Page 9

Course ID Name Last Updated
[iPadGuide00 | [iPad Guide | 2013-04-11 16:37:00

Content frem(s)

Content ltem

iPad Guide

Type Frerequisites

Q / O

o T
Import Content Package ] [Add Content ltem ] ‘.

Once documents are loaded you can click on View/Edit Details to make any changes.

If a student has not opened (viewed) a resource, from within the course on the My Courses tab, an icon will display to the

right of the resource stating that it is new and will stay the

re until the document is actually read.

If a resource was updated since the last time the user opened (viewed) it, there will be an icon to the right of the resource

stating that it had been updated.

7 SPCM 6-8-2 .pdf

Rlew

2 8.0 CourseMill Organization Management rev 2.0.pdf | Updated |

Course Resources

Course Resources

Course ID
iPadGuide00

Resource ID

|f-‘~.L|t0maticaIIy Generated

Description
- |

Doc ID
1228 Coursemill 6 5.pdf

Size (KB)
821

File Descriptign

Sample

Date Posted Version

20120117
Allows Student Access

Resource to Add

Browse

1

[ Delete | [ View/Edit Details | [Add | [ Close | [Help

Result: 1to 20f 2 Page: 1

Assign Course

1.
have their account information manually added.
2.
assignment

Sub Org values are automatically created for employee’s based on information in Eris/OAKS. Non employees

Assigning a course using the Sub Org values allows the instructor to control who can see the course based on the

Ex. If you add an assignment “Are you a DPS Employee?” And select “Yes” as the answer, only users that have

matching org information will still see the session

in the user’s catalog student view.

Note: Sub Org values are used to break the organization down to allow an administrator or instructors to mass-enroll

students in a particular part of that Organization.

C6 ﬁlb’l Department of
<l Public Safety
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Default Session: When you add a Course, by default, a Session will automatically be created as well. Do not delete this

session.

The default session will initially be named “Web-based Only” with a location set to “Online”.
You may choose to change that to your liking, however, DO NOT DELETE it.

Every course must have at least one session and a gradebook item.

If a course has NO sessions, or gradebook item you will create into technical problems.

Set-up New Session: Click on Manage Session, then select the course you want to add session for.
Highlight the session for the desired course.
Click the Add Session button. The Add Session dialog box should appear (see next page).

1.

2.
3.
4

o

U
s

Session tab: select the Location, add a Session Name and any necessary notes.

Dates tab: Insert the Session Start Date and Session End Date, Start Time and End Time, and the Student
Limit (capacity). Check the Meeting Days and insert the Registration Start Date and Registration End Date.

Instructor’s tab: select the instructor from the instructors available list. Click on the triple left arrow to assign the
instructor to the session.

If no instructors are assigned, Course Notifications will come from the system administrator. If multiple
instructors are assigned and an email notification is being sent, it will come from the first instructor in the

list.

Session Details

Session || Dates || Community || Instructors |

* Course ID
Last Updated
* Location

Session ID

* Session Name

WBT100 v

2020-12-08 12:54:00
13022

2021

Notes

Session Details X

Session | Dates ” Community H Instructors I

Session Details

‘ Session ” Dates H Community “ Instructors |

Session Start Date

Session End Date

2021-01-01
2022-01-31 o

Start Time -AlDay- ~

End Time v

Allow early access to materials (days) E
Student Limit D Students Registered: 74
Meeting Days S M T w T F S

0O 000 0o o

2021-01-01
2021-12-31
Student Invitation URL

https: Hodpstra\mngcampus.coursem\\I.comfcmuif#/coursesfv\.fBT"

Registration Start Date

Registration End Date

Instructor(s) Assigned Instructor(s) Available

hrmtraining (Admin, Trainii -~

‘ Save ‘ ‘ Close ‘ ‘ Help ‘

Department of

C@m Public Safety

Learning & Development | training@dps.ohio.gov
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How to search for a user-by-User ID/Student ID, name, email, etc. to register in a session

1. Click on the course/session, and then click register. This opens the” Register in Session” window.

2. To search, do not put the student’s name in the “Student(s) to register” field, instead click the “Select” button, to
the left. This opens the “Select Student” window. Then click Filter. This opens the “filter search results” window.
3. Select the sub orgs information to search by. Enter User ID/Student ID, name, email, etc.

2 Select Students

1

Register in Session
Enrolled Students for WBT100 (2021)

Student ID [

| Student

10199088
10200069
10196984
10198788
10181025
10198911

10079004

Al-AKil, Sammy H.
ARIMAN, ANDRE V.

ns, Christopher J

Blanchard,

Bleiler, Shawn R

Brazie, Adam W.

Result: 1 to 50 of 74

Jump To:

Student(s) to Register (enter ID)

4 4 Pages: 12 P M

‘ ‘ Select ‘

Filter Search Results

L hrmtraining1 1Student, Training Staff - User ID | ‘
E hrmtraining2 2Student, Training Staff First Name | ‘
& 10130695 Aba, Karim
ﬂ bradleyabahazi Abahazi, Bradley J Last Name | ‘
L toddabair Abair, Todd G. Emai|| ‘
W emilyabbate Abbate, Emily i
L tylerabbatiello Abbatiello, Tyler A Default User Type - External | “Al- v‘ | szEd |
danielabbey Abbey, Daniel M Affiliation/Supervisor's Name | ~All - v‘ | Select |
10042974 Abbey, Matthew R EMA ONLY-County | - All - M | Select |
(& Neorinneabbiss Abbiss, Corinne LAW ENFORCEMENT ONLY-Department [ - All - ~ Belect |
ey nevieveabbiss Abbiss, Genevieve L
E dylynneabbiss Abbiss, Kandy Lynne DAK_S © | Al ~ ‘ | el |
& i Abbott Bill H. Are you @ Supervisor? | - All - v‘ | Select |
i Abbott, Brian D . Are you an ODPS Employee? | - All - | [ Select |
= R Are you an OSP Uniform Employee? | - Al - ~| ‘ Select ‘
Result: 110 50 0647949 JumpTo:[-All-v| | M 4 Pages: 12345678 » M Register Under Which Division? [~ a1 <[ solect |
Selected Items State of Ohio Employee? | ZAll - v ‘ | Select |
| ‘ Return | | Clcse‘ | Help |
Select Return Selected ltems
.
Never Register by SubOrgs
You could potentially enroll every PSTC account holder into your
course session. If you need to bulk enroll students, please contact
PSTC Admin for assistance.
r.12.18.23
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Approving Training Requests

Log in to the PSTC. Click on your name and use the Switch Role to access the instructor function.

Click on Users in left menu.

Click Approval Requests.

Select the student(s).

Click Approve or Deny. Note: Double-click on the request to add notes about the request.

Once approved/denied, the pending status will change.

Once approved, clear the request by selecting the approval request and clicking the Delete button.

Clear multiple requests by using the shift option to select all the requests you want to delete and then clicking the
Delete button.

PN WN

(Instructor) ~

w Curriculums/Courses
T Approval Requests X t Hel
Manage Curriculums PP q s o
Manage Courses
Manag 2 Org ID | ODPS b Curriculum ID ‘ ‘ User ID ‘
Manage Tags
Show Course ID. | \
w Users
Manage Users 3 J2 Search || %@ Clear Search
Approval Requests
» Community Result: 1to20f2 | M 4 Page: 1 » M
UserID Approval Status Date
» Reports
10069779 (Marple, Kristine) KM test new Ul(Web-based Only) Pending 2021-10-25 20:12:15
» Links/Resources pstc (Marple, Kris) KM test new Ul(Web-based Only) Pending 2021-03-22 08:08:32
Result: 1to20f2 | M 4 Page: 1 » M

Course: WBTKMTEST - KM test new UI(Web-based Only)
Student: pstc (Marple, Kris)
Reporter:
Date Added: 2021-03-22 08:08:32
Last Updated: 2021-03-22 08:08:32
Approval
[ Pending v]

Notes

Wait List — Turned on and set system wide

o Ifaclassis full, the session listing will show in orange on your list of sessions.

e If the class has a waiting list, it will not show in red, but there will be a Waiting list icon to the right of the word Full

( Fur = ). If you click on the icon, the students who are on the waiting list will be displayed.

e To allow all the students into the class, you could simply increase the maximum number of students allowed in the
session and the next students on the list will automatically be enrolled.

Or you choose who to delete and who to register.

o Anyone who is deleted from the wait list (meaning they cannot get into the class) will get a notification
letting them know they are removed from the wait list if that particular notification is turned on.

o You may register a student that was on the wait list by clicking the Register button in the top navigation
panel and selecting their User ID/Student ID. If you register them, they will automatically be taken off the

r.12.18.23
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wait list and registered in class. If you register students in a class that is full, you are overriding the class
size purposely which will show in the details of the session.

Note: Instructor/reporters can register students in a class that is full and not cause the waiting list to be activated.
However, if students register for a class that is full, they will be added to the waiting list.

Printing Session Roster

Log in to the PSTC. Use Switch Role to access the instructor function.
Click on Curriculums/Courses.

Click on Manage Sessions.

Select the session.

Click the Class Roster button.

This will access a print option for the class roster.

@k wn

» Admin Tasks Course ID Course Title &) Add Session
WET100-Test Test Course " i
R TC ks {b @’ Duplicate Session
= WEBTE00-Test SIGNAL - Final Exam A \iew/Edit Details
Manage Curriculums ) '
WBT500-Test SIGMAL - Final Exam o Delete
Manage Courses
Hanagei:ssinns WBTE00-Test SIGNAL - Final Exam I\ Notifications
e Class Roster @
b lsEys [# Gradebook J
- % Register
» Links/Resources B Crammmsty
) Waiting List
PERsport b Emai
» Links/Resources 9 Help

Course: WBTS00-Test
Location: Online
Instruetors: Carson, Linda ]

Student Name (Student 1D) @J

Session: Attempt One Dates: 2013-12-19 - No end

Complete the Gradebook

Highlight session, open Gradebook.

Select the student you wish to grade.

Select the Gradebook Item, if more than one.

Select the Status from the drop down. Complete, incomplete, failed, etc.

Enter the Score value

Enter the Completion Date

If a course has been completed and the Certificate notification is set to “YES” it will automatically be sent to the

student.

e You can also select student and click “Resend Certificate” to display and email the certificate notification to
the student again.

8. Optional: Enter the Reason for the change to the Gradebook if you wish. The student will see this on their

transcript.

Nooabkowdd=

Caution: You should always grade students in Sessions, not Courses.

A student should always be registered into a valid session. If you happen to see a session ID such as -1 or -2, it means
that either the session that the user was previously enrolled in no longer exists, or that the user is registered for the
course but has not selected a session yet. You should first wait until the student has chosen a session or correct the

problem before trying to grade — as entering grades for a student in a -1 or -2 session will not work.

1 12.18.23
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o+ kris marple (Instructor) ¥

~ Curriculums/Courses

e Manage Courses | &) Add Course | | [Z] upload certificate ||/ View/Edit Details | 4\ Notifications | &5 content | [ Gradebook == 4 Register || &d Email | Assign Course || @ Help

Manage Courses.

Manage Sessions

orgID [0DPS v
Manage Tags

Title | ‘
Course Type |-All -

‘ Include Inactive [

- Users

Manage Users

Approval Requests O search | %9 clear Search

» Community

Result: 1tol1of1 | M <« Page: 1 » M
» Reports

Course ID ~ | Title | Description | Course Type | Active
» Links/Resources who attend the in-p QOrientation DO NOT have
to mandatorily complete this online version™ This course has
o - veloped to provide vital information for our new
st BewSrploras Crientasion © add Course 105 at the Ohio Department of Public Safety. It is £ Web-based Only Yes

? View/Edit Details ory the required forms on the Check List are completed on
day and delivered to HR for review.
A\ Notifications
Result: 1tolofl | M 4 Page: 1 » M 0 Content
[ Gradebook
%) Register
&d Email

Assign Course

© Hep

Gradebook x
Enrolled Students for WBT100 (Any Session)
Student ID | Student | Session  Stats | Completion Date |
492 Completed 2013-06-12
M F. 10427 Completed 2019-12-26
492 Incomplete
o — e — 10427 Incomplete
10427 Not Attempted
492 Completed 2013-08-12
8888 Completed 2018-07-10 o

Result: 1 to 50 of 1140 Jump To:

Gradebook Ttem Status Score Completion Date
A001 Incomplete v -
Reason for Change
Resend Certificate Save

M 4 Pages: 1 2 3 789 10 11 12 13 14 15 16 17 18 ¢ M

Populate Transcript

Sign in to the PSTC. Use Switch Role option to access the instructor function.
Click on Users. Select Mange Users.
SeIeCt the user. Manage Users /" view/Edit Details Transcripts || [ Gradebook || 4 Register | bd Email | @ Help

Click the Transcripts button.
. . ogm oops ] T nci
A transcript will populate for the selected user. Fis e e [

abhwn =

Transcript for

w Curriculums/Courses Result: 1050 of 48023 Jump Tc M« Pagest 1234567891011 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 24

Transcript 2012-2021
Manage Curriculums Date 2021-10-25 User ID Name Last Access
Student hrmiraining1 1Student, Training Staff 202001415 13:12:00
il AR Default User Type - hrmtraining2 2Student, Training Staff 7 Viiew/Edit Details 120 06:56:00
Manage Sessions Occupation/Position/Rar
Manage Tags Affiliation/Supervisor's Transcripts

Affiliation/Supervisor's

e EMA ONLY-County 14" Gradebook
EMA ONLY-FEMA SID # 4 Register
Manage Users 2 EMS ONLY- Certificate # [~ .
Approval Requests EMS ONLY- Certificate e Email
LAW ENFORCEMENT & Help
» Community OAKSID
Are you a Supervisor?
Employer/School/Univer
Are you an ODPS
Are you an OSP
» Links/Resources Register Under Which
State of Ohio
Credit Hours 81.0
Course ID Course Name Score Percentage  Completion Date
WBTV30 Surviving an Active Aggressor/Threat (2021) 100 100% 2021-10-20
WBT2102 Power Point - How to remove the background of a Picture 100% 2021-10-13
WBT311 Title Stock Best Practices (2021) 300 100% 2021-10-06
| Download Generated Report | [ Print Report | [ Certificates

» Reports

r.12.18.23
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Reports
Status
e The Student Status report provides information on Summary - Summary Stafisics
enrollment status groups or detailed statistics by student when run for < Indude Course Details
Summary or detail statistics data output. [Jinclude Inactive Courses
e Easily complete compliance reporting by instantly running reports on Indlude SubOrg columns in generated report
the completion status of courses. ‘T‘;‘“C“‘“ ;ST"S vl
o See the status for specific names and view access dates. m:m:Z Mi':l U"S:rs
e Easily filter out all information by your desired subject and export the All Users v
reports directly into an Excel spreadsheet. org D
Status Report Parameters [oDPs v]
e Check or uncheck the Summary Statistics box to switch between Student 1D
the two different data displays formats. | kmmarple | | Select
e Select one, or a combination of parameters, to enable the Run SR B
Report button. | | | select |
e The Status selection provides the ability to select one, or more level Course ID
options (student, curriculum, course, and/or session) and start and | | =
end dates to narrow the report down to your specific needs. ‘S“S“’” | (S
e Select whether or not you want to see the Sub-Orgs and/or the e | seect |

Personal Info columns on the report.

Status Report Example

Status

Report End Date

Report Start Date

| Sub Orgs | | Run Report | | Close | | Help |

| Qntions

Download Generated Report

Report Options::  Summary Statistics: Yes

Include Course Details: Yes

Include Inactive Courses: No

Include SubOrg columns in generated report: No
OrgID: ODPS

Include Active Users: Active Users Only

Include Mobile Users: All Users

Student ID: kmmarple

Curriculum ID:

Course ID:

Session:

Status: None Selected

Report Start Date:

Report End Date:

Save to Report Locker

t* Graph || Print Report

Result: 110 320f 32

Name

Franklin Govey - 7 Habits Highly
Effective People (COV100)

Fire Exinguishers at Work

(WBT102)

Fire Extinguishers at Work - Safety
Committe Volunteers (WET165)

Outlook - Signatures in Outiook
)

(WBT200

Outiook - Adding a Mesting in

Outlook (WBT203)

Ohio Ethics Law: Promoting Intearity
in Public Senvice 2015 (WBT305)

@ ﬁlb'l Department of
<l Public Safety

M4 Page: 1 b M

ScolD Total Complete Incomplete Not Attempted
Attendance 1 1 0 0
1_A001 1 1 0 0
1_A001 1 1 0 0
Video 1 1 0 0

1_A001 1 1 0 0

14001 1 1 0 0

Failed Browsed
0 0
0 0
0 0
0 0
0 0
0 0

r.12.18.23
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Resources
Provides a list of resources that have been set up in the Resources section of
. . . . . . [[]Summary Statistics
Course Content for all courses within an organization or the organization
. . ) [|Include Inactive Courses
resources. If yOU run |t n deta'l |t W|” ShOW yOU every student WhO has []Include SubOrg columns in generated report
accessed it. lf";‘fdﬂaﬂ‘“gs?m <]
ctive Users Unly
Resources Report Parameters o . eiode Moble Ueere
e Check or uncheck the Summary Statistics box to switch between the two [All Users v]
different data displays formats. org
e Select one or a combination of parameters to enable the Run Report Lfiifm |
button | ‘ Select
e The Resources Report selection provides the ability to select one or Resource I
more level options (student, resource, course, and/or sub-orgs) and start | | [ select |
and end dates to narrow the report down to your specific needs. lcoursem ‘
e Select whether or not you want to see the Sub-Orgs and/or the Personal E=Y

Report Start Date Report End Date

Info columns on the report. C —

| Sub Orgs | ‘ Run Report | | Close | ‘ Help ‘

Resources Report Example (Run in summary mode)

Resources & Help
| Options || Download Genersted Report [| (& Print Report || Save to Report Locker |
Result: 10 3of 3 Page: 1
Resource 1D Resources Course Hame Version Number Entries
1321 sample pdf (3.0F Courseldil Notification Management rev 1.1.pdf)  Survival Skills (Survivalt1) 1
1390 word doc (1.5 CourselilBrowserDifferencesrevl £ doc) Certification Survey (CertificationSurvey) E
1424 sample doc (10.0A CourseMil Course Management rev 2.0.doc) Health Lifestyle Course (HealthyLife) 18
Result: 1tc 3of 3 Page: 1
XU T ST IITouG
Rk 1oz of bage: 1
) Name Email Resource 1D Resources Course Name Version | LastAccess
, ) » word doc (0.5 o Soreey (CeriieatonSuey
homeuserz Burns, Candy | inda prather@irivantis.com 1280 e erOierencesrevd s soe, Corification Survey (CerifcatonSurvey
Hhuseri2 Cosker, George inda pratherg@iriants.com 1200 D corDiferencesrex(l . dog CoTMOaton Survey (Certiicationsurvey
homeuser20 prather, lnca inda prather@trivants.com 1200 e Differencesresd 5 doc SETUTEEHN Survey (Cerificationsurvey)
isptestt Prather, Linda inda prather@irivantis.com 12 serDiferencesrev0 s goe, CoTifation Survey (CertiicationSurvey)
nomeusers Ramage, Kely inda prather@irivants.com [E s wserDiferencestev.s gog CoTMcaton Survey (Certicationsurvey
) . Sample doc (10.04 Courselfil Course . .
nireporier baiiy, indabaiey inda pratherg@iriants.com 1 T s Health Lifestyle Course (HeathyLife
Homeusers Brit, Liza Inda.prather@trivantis.com 1 sample doc (10,04 Courselil Course  eann Litestyle Course (HeathyLife)
Management rev 2.0.doc’
Hhusert0 Brit, Sandee nda.prather@irivantis.com 1 sampie doc (10.0A Courselil Course  yeqyy | testyie Course (Heathylite
Management rev 2.0.doc
. canty sample doc (10.04 Courselfil Course . st
ndcusers Brit, Sandy F inda prather@irivants.com 1 o Health Lifestyle Course (HeathyLife
, ) Sample doc (10.04 Courselfil Course . .
nomeuser2 Bums, Candy | inda pratherg@iriants.com 1426 T s Health Lifestyle Course (HeathyLife
hdouser2 Burns, Caroline lnda.prather@irivantis.com 1 sample doc (10.04 CourselilCourse  cath Lifestyle Course (Healthylife)
Management rev 2.0.doc)
homeuser Coaker, Geoft nda.prather@irivantis.com 1 sampie doc (10.0A Courselil Course  yeqyy | testyie Course (Heathylite
Management rev 2.0.doc
. S e sample doc (10.04 Courselfil Course . st
Hhuserts Stumper, Gary inda prather@irivants.com 1 Ty 5 o Health Lifestyle Course (HeathyLife
. s cary Sample doc (10.04 Courselfil Course ; .,
odcusers Stumper, Gary inda grather@irivants.com 1 ittt i Heath Lifestyke Course (HeathyLife)
. . - sample coe (10.04 Courselil Course ’ ’
Homeusers Stumper, George inda prather@irivantis.com 1 o et Heath Lifestyle Course (Heathyife)
Hhusert? Walker, Justn nda.prather@irivantis.com 1 sampie doc (10.0A Courselil Course  yeqyy | testyie Course (Heathylite
Management rev 2.0.doc
hdcusers Viineeler, Tara inda.prather@trivantis.com 1 sample do (10.04 Gaurseltil Course Heath Lifestyle Course (HealthyLife
Management rev 2.0.doc)
Hhipusera Viheeer, Tara Inda.prather@trivantis.com 1 sample doc (10,04 Courselil Course  eann Litestyle Course (HeathyLife)
Management rev 2.0.doc’

Due Date
The Due Dates report provides information on students who are enrolled in courses that have due dates and what
their status is on meeting that due date. Easily complete compliance reporting by instantly running reports on the
completion status of courses and see the status for specific names and last access dates. Easily filter out all
information by your desired subject and export the reports directly into an Excel spreadsheet.

Scores
The Scores report provides information such as scores that were recorded for each course. Using this report, you
can quickly view each student’s individual scores on specific courses.

Interactions — Used with Web based training
The Interactions report provides information on Summary interaction or detailed statistics by student. View detailed
information on certain questions and have the ability to view the specific student’s answers to desired questions.
This enables you to see how difficult specific questions are for students. Interaction reports also show counts of
answers to each question. Used with Web based training and requires that test-question interactions are included
(SCORM or AICC) when courses are published.

1 r.12.18.23
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Gradebook

The Gradebook report provides information on grades across students

and courses, helping in staying organized. It also provides students with

an easy-to-read scoring system by utilizing a traditional gradebook style

of reporting to display instructor-led training test scores and status.

Gradebook Report Parameters

e Select the inclusion of inactive users or courses, if desired.

e Select whether or not you wish to see the Sub-Orgs and/or the
Personal Info columns on the report

e The Gradebook selection provides the ability to select one, or more
level options (student, course, and/or session) to narrow the report
down to your specific needs.

e Select entire sub-orgs on which to report.

e Select the start and end dates to report on specific time frames.

Gradebook Report Example

Page 17

[]Include Inactive Courses
[]Include SubOrg columns in generated report
Include Active Users

|Active Users Only V‘

Include Mobile Users

|AII Users V‘
org D
[ooPs v|
Student ID
| | Select |
Course ID
[WBT165 | [ select |
Session
| Select

Report Start Date Report End Date

L1 B

| Sub Orgs | | Run Report | | Close | | Help |

Gradebook

Report Options:: Include Inactive Courses: No
include Sublrg cehumes in genersted report: Mo

Options || Downioad Gemerated Report || §) Prnt Report || Save to Report Locker || ol tmad Students from Regeort

37 M4 Page 1k
Narme WEBT165 - LA Score.

100

Atmeson, Rachel L

100
1

=

sachara

brsavs Davis, Bama i

BROZASEDS. 0N gy

fesappner Dappner janC Josappnan@aps ohis gov 100

10

o3 agips ohio gay

Completions

Q neip

WETI85 - |_ADOY Status
Passed
Passed
Passed
Passed

Pist Amrmgtec
Pist Amemptec
Passed
Passed

Pt Amrrgiee
Passed

Passed

The Completions report provides a list of all those students who completed a course/session.

Completions Report Parameters
e Select whether to report on the current year only.

e Select whether or not you want to include inactive courses or archived students
e Select whether or not you wish to see the Sub-Orgs and/or Personal Info columns on the report
e Narrow your search by Student ID, Course ID, or Session, and/or Select by entire Sub-orgs.

Completions Report Example

Completions

Rapart Optione: Qe Year Qo Yas
Include Practve Courses: No
Tl A Chivdd STafeNTE: NO
Org Kt OPitemal

Stwgent ID:
Coursa - HOSS_Hoduls_1
Fummon:

Optieen. || Dusssloacl Comarsted Mapart || Sows s Raport Lackes

fanit: Li= wef1h | fu @ Pagec 1w

Learning & Development | training@dps.ohio.gov

Sessinn |l Scora  Parsantsge  Comgleteon Deie  Eneolbrest Gein  Creds Fosrs

You are encouraged to run different reports and experiment with the results you receive.
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Report Locker

The Report Locker is a storage area where you can save reports that are customized to your needs. You can run any

report by selecting Save To Report Locker in the top navigation.
Gradebook

Options: Include Inactive Users: No

Include Inactive Courses: No

Org ID: AAA

Course ID: AAA-HumanEye | Load_Testing
Session:

&d Mail Students From Report

|5 options , Download Generated Report “ Save to Report Locker

| |

Result: 1to 2 of 2 |« « Page: 1 » »|

UseriD MName Email AAA-HumanEye - I_AD01 Score AAA-HumanEye - |_A001 Status Load_Testir

salabate gzlate, sabate@columbus.rr.com Not Attempted 100

When you select Save to Report Locker, it will bring up your current report locker and add your selected report to the
bottom of the list and will label it the same name as the report you ran. In this example above, we selected Save to
Report Locker when we were running the Gradebook Report. Thus when it was saved to the report locker area, it was

initially saved to the same name.

Report Locker D Delete i Walp
Search
oD | A4 -] Trle Schedule - Al - [+
Type | -An- - User I | Iprather -]

};-' Search ‘-" Clear Search

Rust: 1 4o 328 3 44 Page: 1 » »

UseriD Tithe

Type Schedule
= lprather Cusbom - Active Users General On Demand
T8 pramer Custe ot - Usars Last Login by Date General On Demand
T pramer Gradebosk Report Gradetook On Demand

e T k] - a Pana 1 ==

From here you can change several items by clicking the View/Edit Details, which will bring up the following screen. You

can change the title to a more meaningful name.

Beport Locker Details
User D

Ipdather

Title

Gradebook Repont
Schadule

" On Demand _]. Limt: Report to Selected Schedule

Daily seDet=08inac=08maciCourse=06ard

Wihkly

Larhly Zeport
Cuarterty Hama

e i PSS ot e

Instructons/Reperters 1o Copy on this Report

c@ﬁlﬁ Departmentof | | o5rning & Development | training@dps.ohio.gov
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Select a schedule for when the report is to automatically run:

Schedule
On Demand |E|
Daily [
Weekly L
MWonthhy -
Cluarterly r
Tips

1. Every course must have at least one session and a gradebook item.

2. Prerequisites block students from accessing the course content prior to completing that prerequisite. Assigned or
self-enrolled courses that require a prerequisite will appear on My Courses, but cannot be accessed until the
prerequisite is fulfilled.

3. When setting up a course keep the course inactive until you have updated all course and session information.

4. Provide PSTC Administrator with the files for the custom certificates (PDF and ini files). They MUST be named
with the exact course ID for your course. All session will use is layout.

e For example, if you create a custom certificate for a course ID of Kites101, the files would be named
Kites101.pdf and Kites101.ini.
5. ALWAYS - Test your Course/Session as a student.

c@ﬁw Departmentof | | o3rning & Development | training@dps.ohio.gov
s

Once you have the course and session set up to specific requirements.

e Make the course is active

Switch your role to student

Register in your session

Review course enrollment notification emailed to you is correct

Switch your role back to instructor and complete the session gradebook
o Always grade students in Sessions, not Courses.

e Check your email and review certificate received

r.12.18.23
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