
The General TRAIN Course 
Wizard 
If you have the ability to add content, you will see an 'Admin' link listed when you log onto 

TRAIN. To create a new course in TRAIN, click the 'Admin' link from the list of navigation 

options, then the 'Content link,' followed by the 'Add Content' tile to access the Add 

Content page. 

Course Formats 
• The Add Content page contains a series of tiles that represent each available course format. 

The following course formats are supported on TRAIN. 

SCORM Course - This content type uses courses authored with SCORM. In order to utilize this 

content type, you need to install a SCORM player on the server that houses your course. For 

more information on how to use SCORM courses on TRAIN, email us a tra ining @phf.org . 

External Content - This content type references external content through a URL link. This can 

link to a course on your own LMS, a webpage, a YouTube video, an archived webcast, or to any 

content that is accessible through a URL link. 

Physical Media - This content type is for media that you aquire via an order, such as audio 

tapes, CD-ROMs, DVDs, Videotapes, etc. 

Live Event (In Person) - This content type is for onsite live event training, but excludes 

exercises. 

Live Event (Online) - This content type is for online live event training, such as webinars. 

Exercise - This content type is for onsite exercise or drill training. 

Creating a New Course in TRAIN 
• When you click a specific tile, a custom course edit page for that format will open. The title 

field for the course will be the only available field to edit, and the 'Create Course ' button is 

listed next to it. To create a new course, enter a course name in the text field then click the 

'Create Course' button. Your new course will be created for your selected course format and all 

other Course fields will now be available for you to enter necessary content. By default, your 

new course will be listed on TRAIN as incomplete until you request approval later in the course 

creation process. Courses are not available for learners to view or register for until they have 

been approved. 

Please note that once you've created a course, the course format cannot be changed; 

however, you can clone the course and create a new course of a different format in its place. 

Course Edit Page Structure 
• On the top of the 'Course Edit ' page is a number of action buttons that will always be 

visible. Let 's explore each button in greater detail. 

c1ose0 The 'Close ' button simply closes the page; however, this button will appear as 

'Cancel' if there are any unsaved fields on the page. 

IEll3I The 'Delete ' button deletes the course as long as there are no registrations for it. 

QA+\hifliA The 'Request Approval' button performs a check of all required fields; 

and if all required fields are completed, the course's status will change from 'Request 

Approval' to 'Ready for Approval' and the course approval process will begin. The 'Request 

for Approval' button will remain visible only for courses that have not yet been approved. 

The 'Ready for Approval' button is not visible to Ad min users with the 'Course Approval 

Manager' role; instead, those users will have an 'Approval' section available on the left side of 

the page to change the approval status of the course. 

- The 'Save' button saves all the entered information for the course. 

The 'Edit' page header is listed above. The 'Edit' header title is followed by your selected course 

format, which is also the name of the course type. The 'Title' text field lists the courses' name 

with the course ID next to it. Once the course is saved, the Course ID can be used within the 

course search to quickly find your course. 

Editing Existing Courses 

• TRAIN 3.0 

Courses that are created in TRAIN 3.0 can be accessed by clicking 'Adm in,' 'Content,' followed 

by the 'Find and Edit Existing Content' link. Each course on the Search Results page that you 

have the right to edit will have a 'Edit Menu ' icon next to the listing. When you click the 'Options' 

icon, you will have a list of options depending on your access to the course. These options 

include: Edit, Clone, Assessment, Session (for courses with this functionality), Evaluation, 

Roster, and Batch Registration. When selecting the 'Edit' option, the format specific 'Course Edit' 

page will open. 

• CLASSIC TRAIN 

If a course was created in Classic TRAIN and you attempt to edit it in TRAIN 3.0, you will be 

redirected to Classic TRAIN to the 'Add/Edit Wizard' page to make changes. 
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The Course Wizard Page 

• The course wizard page is divided into sections and each 

section may be accessed via the left-hand vertical menu. 

The following sections are available. 

• Common Information• 

• Availability• 

• Description• 

• Organization and Sponsor• 

• Content• 

• Completion Options 

• Competencies & Capabilities 

• Thumbnail 

• Learning Objectives 

• Accreditations & Credit 

• Certificates 

• Expiration & Visibility 

• Registration Management 

• Supporting Resources 

• Prerequisite Courses 

• Contacts 

• Reviews 

• Assessments & Evaluations 

• Custom Attributes 

• Cost 

• Approval {Only available for admin users with 

the 'Course Approval Manager' role) 

"'Denotes sections with required information 

All of these listed sections on the menu are available and 

you have the option of switching between the sections as 

you edit course information. Some sections are shared 

among all course formats, while other sections are format 

specific. 

Common Information 

Availability 

Description 

Organization & 
Sponsor 

Content 

Completion Options 

Thumbnail 

Learning Objectives 

Accreditations & Credit 

Certificates 

Expiration & Visibility 

Competencies & 
Capabilities 

Registration 
Management 

Supporting Resources 

Prerequisite Courses 

Contacts 

Reviews 

Assessments & 
Evaluations 

Custom Attributes 

Cost 

Course Edit Sections That Are Shared Between All Course Formats 

• Now that we've toured the common interface for adding course content, let's now focus our 

attention on each general section of the menu on the left side of the page - using 'External Content' 

as our content type. Learners use the information provided to compare courses. The more 

information you provide, the more useful it will be for the learner. We highly encourage filling out 

as much information as possible. 

Common Information 

The 'Common Information' section of the menu contains the following: 

• Created (displays the user name and date) 

• Modified (displays the user name and date) 

• Approved (displays the user name and date) - only shows once the course has been approved 

• Published Date (an optional field that is available for editing only before the course is approved) -

This date refers to when the course was originally published, not necessarily the date it was 

added to TRAIN. We highly encourage that this field be filled in as it is provided to the learner 

when searching for courses and helps to identify if the course content is up to date. 

• Revised Date (an optional field that is available for editing at any time) - This date refers to when 

the course was materially updated. Again, we highly encourage that this field be filled in as it is 

provided to the learner when searching for courses and helps to identify if the course content is 

up to date. 

• Length (hours) - denotes the length of the course material in hours 

• Skill Level (a required selection) - Once a selection is made, you may click the 'Show Description' 

link to give information regarding how we distinguish each skill level. The following skill levels are 

available. 

• Introductory 

• Intermediate 

• Advanced 

• Format Label (an optional field) - The 'Format Label' field 

represents the course type that is searchable by TRAIN 3.0 

learners. Learners will also see this listing on the 'Course 

Details' page. By default, this selection is empty, and the 

course is shown to learners under the course format it was 

created for (i.e., Physical Media); however, if a label is 

assigned to the course, the course is then searchable and 

Format label for External Content 

Format Label 

Text-based (print and electronic based) 
Web-based Training - Self-study 

Webcast {recorded) 

Webstream/Archived Webcast 

shown to learners as a specific course type (e.g., DVD or CD-ROM). This field will be required in 

the near future. 

• Subject Area(s) (a required selection) - up to 6 subject areas may be selected 

• Target Audience (a required selection) - up to 6 audiences may be selected 

• Background/Role (an optional field) - Up to 6 roles may be selected. 

• Language(s) (a required field with English selected by default) - This is the language in which 

the course is available. 
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Availability 
• The 'Availability' section of the menu 

shows a tree view of all groups within 

TRAIN along with a search option and a 

separate listing of selected groups. 

There is also a list view that allow 

you to search through specific groups. 

By default, all newly created courses 

are assigned to the group that the course 

provider has a role for. At least one group 

Availability 

Selected Groups 

a National 

Add More Groups 

Search by any part of group name C\ 

• 1!3National 

must be selected for 'Ready for Approval' or 'Approved' courses. The group selection determines 

which learners are able to see the course within TRAIN. For example, if you select the 'National' 

group, it makes the course available to all learners within TRAIN, while selecting the 'Arizona' 

group will make it only available to those learners within the 'Arizona' group. The same is true 

if you expand the group tree and select a sub-group. In that case, the course will only be 

available to learners within and below that sub-group. 

Add More Groups 

Search by any part of group name 

• Delaware 

• a District of Columbia 

Course Provider 

• Florida 

• Geo rgia 

Guam 

• Hawaii 

• Idaho 

To select a group while using the list view, 

click the'+ ' to the left of the group name. 

Once selected, a link icon will appear to the 

left of the name to indicate it has been 

selected. 

The selected groups are listed under the 

'Selected Groups' section. To remove a 

group, simply click the 'X' to the left of the 

group name. 

To select a group when viewing the tree 

view, simply click the checkbox next to the 

group name. All learners within that group 

and all of its sub-groups will have access 

to the course. 

Availability 

Selected Groups 

a Nationa l 

Add More Group s 

Searchbyanypartofgroupname 

6 National 

• NationaVlnternationa l 

• NationaVlnternationaVAfghanistan 

• NationaVlnternational/Alban ia 

• NationaVlnternational/Algefia 

• NationaVlnternationa!/Andorra 

• NationaVln ternational/Ango ta 

• NationaVlnternationaVAntiguaandBarbuda 

• NationaVlnternational/Arge<itina 

• NationaVlnternationaVArmenia 

• •• 2 3 • 5 6 7 8 9 10 

Q 

Description 
• The 'Description' section is required 

and it features text editing tools (i.e., 

bold, italicize, bullet, attach, etc.) to help 

you customize the course description. 

Use this section to describe your course 

content, structure, and any other 

pertinent information. The first couple of 

lines of your description will be available 

Description 

within the course search, so make sure they contain the information you want learners to know 

about your course. You can click the 'Preview' button to see what the description will look like to 

the learner. 

Organization and Sponsor 
Organization & Sponsor 

Course Provider Organi zation 

NIA 

Secondary Course Provider Organization 

Search Organization 

5earchbyo,gani.lationname 

Sponsor/Offerer 

Q cancel 

• The 'Course Provider Organization' field is not 

editable by course providers. In this case, the field 

value is taken from the organization that the course 

provider belongs to. TRAIN Administrators with the 

appropriate role (i.e., Course Provider Organization 

Manager) may edit the 'Course Provider Organization ' 

field value. Click the '+Select Organization ' button, 

and then search for the appropriate Organization. If 

the Organization does not exist, you will need to create it using the 'Course Provider Organizations' 

functionality within the Adm in section. The 'Secondary Course Provider Organization' field is 

available to indicate if more than one Organization is responsible for the course content. You will 

only be able to pull from existing Organizations. If the Organization does not exist, you will need 

to create it using the 'Course Provider Organizations ' ad min function, which is only available to 

users with the 'Course Provider Organization Manager' role. If you are a Course Provider and do 

not have access to this functionality, you will need to contact the ad min responsible for your TRAIN 

affiliate site to request that the organization be added. You can find the contact information on 

the 'Help> Support' page of the TRAIN site. 

The 'Provider Course Number' can be used to indicate any internal number used for the course. 

The 'Sponsor/Offeror; field can be used to indicate if there is another Organization that is 

sponsoring/offering the course. Generally, this is used if there is a sponsor/funder for the course 

that was not directly involved in creating the course. 
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Content 
• The 'Content' section is used for the 

'External Content' and 'SCORM Course' 

format types. We will cover the 'Content' 

section for the 'External Content' format 

Content 

Launch URL 

Launch URL 

Tracking Options 

External LMS Integration 

type here, and the 'SCORM Course' format UsethisoptionifthecoursewillbehostedonanexternalLMS. 

type will be covered in a separate tutorial. 

For 'External Content' format types, you 

are required to enter a URL address in the 

Dynamically append course and user tracking information to the launch URL or 
registration URL 

(For advanced users only) 

Registration is required outside of TRAIN 

Use this option if the learner must exit the system to register for this course. 

'Launch URL' field. This is the location from which your course will be accessed. If you've setup 

an integration between TRAIN and your LMS system, check the 'External LMS Integration' 

checkbox. When checked, you will have the option to allow users to withdraw from your course 

from within TRAIN, via the 'Allow users to withdraw from this course on TRAIN' checkbox. 

Advanced users may dynamically append course and user tracking information to the launch 

URL or registration URL by clicking the provided checkbox. For more information about 

integrating your courses or your LMS system with TRAIN visit the following URL 

(http ://www. p hf .org /prog rams/TRAIN /Pages /How_ TRAIN_ ca n_be _ I nteg rated _wi th _Pa rtn eri ng_ 

Learning _ Management _Systems.aspx ). 

If the learner is required to exit TRAIN to register for your course, click the 'Registration is 

Required Outside of TRAIN' checkbox and enter the registration URL in the provided text box. 

Completion Options 
• There are different completion options depending on the course format. If you're editing an 

'External Content' course type, there are three course completion options for you to choose from: 

• User must complete course manually - After the course is Launched, you may complete the 

course by clicking the 'Mark Complete' button. If you are using an Assessment or Evaluation, 

they will be available for the user after they have marked themselves complete. 

• Course completes and moves to next step upon launch - After the course is launched, it will 

immediately move to any assessment or evaluation if one has been created for the course. 

If not, the course will immediately move to completed status. 

• Course completes and verifies upon launch - The course will immediately move to the 

'Completed: Verified' status when the learner launches the course, and they will receive any 

certificate associated with the course. 

Choose one of the course completion options that best meets your needs. 

Thumbnail 
• 'Thumbnail' is a section that allows you to insert an image for your course. Your image cannot 

exceed 512 kilobytes, and for best results, the thumbnails' aspect ratio should be 275 pixels by 

175 pixels. If you choose not to upload an image for your course, an image placeholder will be 

shown to users instead. 

Thumbnail 

The following list of file extensions are allowed: 
.gif, .jpg, .jpeg, .png, .bmp, .svg 

Image cannot exceed 512KB 

For best results image aspect ratio should be 275x175 

l;i Drop image here or click to upload 

Learning Objectives 
• The 'Learning Objectives' section allows 

you to list brief statements that describe 

what learners will be expected to learn by 

the end of the course. It also features 

text editing tools (i.e., bold, italicize, bullet, 

attach, etc.) to help you customize the 

learning objectives. You can use the 

'Preview' button to view how the text will 

appear to the learner. 

Accreditations and Credits 

Learning Objectives 

Learning Objectives are brief statements that describe what learners will be expected to learn by 
the end of the course 

• If your course provides any credits through an accrediting body, you can add both within this 

section. To add an Accreditation, click the 'Add Accreditation' button. 

Accreditation(s) 

Add Accreditations 

For 'Accreditation(s); select a group first for which the Accreditation will be visible. Only users 

within the selected group will be able to view the Accreditation. Once the group is selected, 

you can search through the available Accreditation. Each Accreditation will indicate if approval 

is required for it to be listed on your course. Once you request approval for your course, the 

approval for your Accreditation will be sent to the appropriate Ad min for review. Once a group 

and Accreditation is selected, you will be able to confirm the selection by clicking the green 

button with the check to the right of the 'Add Accreditation' link. 
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To remove the selected group or Accreditation, click the 

red 'X' button. Once you confirm your selections, your 

Accreditation will be listed along with the group it is 

a • 
I 

Q, [2]1• 

Certificates 

Certificates 

Add Certif icate a • 
• To add a certificate for you course, click the 'Add 

certificate' button. To begin, click 'Select Certificate' and 

available to and indicate if approval is required. You can search through the available Certificates. You can narrow 
Searcl1bycertificaten, 0. Cert ificateslhave"5edbelo ! 

edit your selection using the blue pencil icon to the your search using the available filters dropdown, which 

left of the selection or remove the selection entirely and 

start over by clicking the red 'X' button to the right of 

your selection. You can also add multiple accreditations 

by clicking the 'Add Accreditation.' 

Add Credit 

To add a Credit, click the 'Add Credit' button. You are able 

to search through the available credit types by using the 

search box. The credits are listed in groups of ten. If more 

than ten listings are available, page selections will be shown 

below the credit types. Once you find the credit type you 

• ~~~A,,,(liology.Oewtmentol,,__All oito, 

--~olPI..,-,_,. ,,,..,.,..._ 
-.--.~Educa<onSystom • • -c..,,i!W-SbloUM..ity 

• =.::tlutrffionondDNteties~O)Co!mlissionon Oiotetic 

• ACCMEAo<>-Co,,..,;,lorContinulng.....,iealE"""°''°"- VA 
Employeo(<lueatio,,Syttem 

• ~~~~~tor~-
• -C<,.n;,llor~--V<CCMl:l 

-Cw>cilorCominung-E<lucationV<CCMEl 

• -~.,,~--1",CCME)C.,,, e, 
fc,CominungModicaE<luc&lionat lhoYale Sot.,oiotMo<liano 

• -C<,<rdlorl'ha<macyEducatMV,.CPE)kco!iditation 
Co,.n:,lllorl'no<m.c,E""""'°"(ACPE) 

• ACHEM'l<olean~ of--,V>\o\Em,:,IOyH 
e-..-Sys,om 

a,, . , . , .. ,.. 

are looking for, click the green '+' button to the left of the credit. If you selected the wrong 

credit, you can click the red 'X' button to the left of the credit selection and start the selection 

process over again. Once a credit type is selected, you will be required to enter the credit 

amount that is available for taking the course. Once the credit amount is entered, you can 

either click the green checkmark box to the right of 'Add credit' to confirm your selection, or you 

Cred it(s) 

Se arch C'9d it Trpe 

Sear-cl>byeffldrttypename 

• 
• 
• 
• 
• • ACCM E- Nc,n-Physiciar, AMA PAA category 1 Creditlt)'" 

• ACCME: AMA PAA ca tegory 1 Credrtls)'" 

• ACHE: C.i e,go,y II (non-ACHE)Conli"""'(l Educa! ion Cred rt 

• ACHE:Conti nuing Educat ion Credrt 

• 
a ,, . ,.,. 

a • 
may click the red 'X' to remove the selection. Once a 

credit type is selected, you can edit the selection using 

the blue pencil box to the left of your selection. Remove 

it by clicking the red 'X' button to the right or click the 

'Add Credit' button to add another credit type. 

Delivery 

ii ii 

O ManualDellvery 

CuS1omTeJ<C 

OnlyWOt1<SwithCert ificatestha ! haWlt:>eer'ldeSignedwiththe "CvstomText•section 
ncluded;n1t1em.ll)IO<larenc t sure~yourcertifica te has a CustomTextseclion,goto the 
"CMif,cates" s,,cUon, search for and odrtyou, Certificate to check for this section within the 
"Oesign" tab 

include 'Certificates used on courses within your 

organization,' 'Certificates I have used before,' 'Certificates 

created by me,' 'Certificates created in the last year,' and 

'All public certificates.' If you want to create a new certificate, 

you can use the 'Add New Certificate' functionality within the 

'Adm in/Content/Certificates ' section. For more information on 

adding a new certificate, see the 'Certificate Management' 

tutorial. When searching through available certificates, they 

will be listed in groups of ten. If more than ten certificates 

are available, page selections will be shown below the certificates. To select a certificate, click the 

green '+' sign to the left of the certificate name. Once the certificate is selected, you can remove it 

using the red 'X' to the left of the certificate name and begin the search process again. 

Once you 've selected a certificate, you can choose when the certificate will be available from using 

the 'Start date ' and 'End date ' fields. If values are entered, the certificate will only be available for 

learners within the date range. The 'Delivery Method' selection will determine how learners will be 

able to obtain the certificate. 'Manual Delivery' will require the course provider to verify the course 

completion with the roster for the learner to obtain the certificate. 'Automated Delivery' will allow 

the learner to receive the certificate once they have completed all course requirements, such as 

passing an assessment or filling out an evaluation. If you've added one or more credit types for the 

course, you will be able to attach the certificate to any of the added credit types using the 'Credit 

Type' dropdown. If you attached the certificate to the credit type, the learner will only receive the 

certificate if they select the credit type when registering for the course and finish all the 

requirements such as passing an assessment or filling out an evaluation. 

The 'Custom Text ' field allows you to insert custom text on the certificate. This is only available 

on certificates that have added the 'Custom Text' field to them. You can check this by going to 

the 'Find and Edit Existing Certificates' functionality within the 'Ad min/Content' section. Find the 

certificate you are adding and see if it has the 'Custom text ' field. Once you 've finished with 

selecting the certificate use the green check box to the right of the 'Edit Certificate ' to confirm 

your selections. Your selection will be listed with the certificate name, the credit type associated 

with it if any, and the delivery method. You can then edit your selection using the blue pencil box 

to the left of the credit selection or remove it using the red 'X' to the right or by editing the 

certificate and using the 'Delete' box. You can also add an additional certificate, if you have a 

different certificate for a different credit type, by clicking the 'Add certificate ' button and going 

through the process again. 
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Expiration and Visibility 

• The 'Expiration and Visibility' section allows you to set 

an expiration date and time for your course. If you use this 

option, your course will expire on the date that you set. At 

that point, the course will not be visible in searches nor will 

it be available for user registration. We recommend that 

you enter an expiration date - as you will be notified when 

this date is approaching. This will allow you to check back 

to the course to make sure the content is still up to 

date and relevant. 

Expiration & Visibility 

E,.pi,ati...,Dat e 

ExpiratiOnDa!e 

ThecoursewiHbfleJ<)'.li!'fldonth&dateindicated . Atlhatpoi nt lhecoursewiflnotbflvis<blfl in 
sear-choravailablfltoruserregistratic<"I 

Anactivecoursewi l appearinreportsandwilacceptnewuser 
reg;strations 

Thiscoursewillappearinsean::hresults. 

Vislbk>onlyaspertol a Col lectl on 

Th,Scou,sewilt>esearch8bl e by~by~seil.notjustasapartola 
TrainingPl8tl 

By default, your course is checked as 'Active' - meaning it will appear in reports and will accept 

new user registrations. If you deactivate your course, by unchecking the 'Active ' checkbox, your 

course will no longer appear within reports. Your course is also checked as 'Searchable' by 

default - meaning it will appear in search results. You can opt to change these default settings 

manually if you desire. 'Clinical' indicates if the course covers clinical subject matter. 'Visible only 

as part of a Collection; is unchecked by default. When checking this option, the course will not 

be searchable individually and can only be found as part of a 'Collection' or 'Training Plan' course 

type. You can use this option if the course is only meant to be taken as part of a larger Collection 

or Training Plan. 

Competencies and Capabilities 
Competencies & Capabilities 

v Public HealthPreparednessandRespons&CornCompetencies 

v Co<e Competencies to, Disaster Medicir,eand Public Healll1 

• The 'Competencies and Capabilities' section allows 

course providers to search and add available 

competency and capability sets. Through our data 

analysis, we have found that courses with a competency 

or capability assigned are twice as likely to be completed, 

so if your course provides information related to a 

competency or capability, we highly recommend that you 

select it here. The competencies and capabilities are shown in a tree structure. You can select the 

appropriate competency or capability by expanding the tree structure and checking the box next 

to all appropriate selections. Selecting a level will automatically check all selections below that 

level. So for example, if your course covers all of the Tier One competencies within the 'Core 

Competencies for Public Health Professionals' by selecting the 'Tier One' level, it will be selected 

as well as all competencies below it. 

Registration Management 

• The 'Registration Management' section has an option allows users to register for a specific 

course only once, and this option is unchecked by default. You may add additional course 

restriction information in the provided text editor. This will appear to users on the Course Details 

page as 'Registration Restrictions.' You may also add additional provider instructions in the 

provided text editor. This will appear to users on the Course Details page as 'Additional Provider 

Instructions.' If you need to follow up with learners by providing them additional instructions, 

simply click 'The course provider will contact students via email with additional instructions' 

checkbox option. 

Registration Management 

Allowu aers to regl1 let lor lhecourse onlyonc e. 

Onoetheregistrationhascompleted , theycanr,ok)r,gerregiste,again. ~the registration is 
Deactivated,!heycanregisteragain 

B/H lll l=c "% 1li1 % -

Additlonalprovld&<ln structlon s 

B/H lll lec "% 1li1 % -

Registration Approva l 

Doyoo1lllcourseprovider,wanttoappmv,,coursereglstrations? -o <o 
Leare.ersmustprovideacooe toregister 

Custom user information 

Under 'Registration Approval; click one of the provided 

options to indicate if you (the course provider) want to 

approve course registrations. In this case, the learner will 

go into a 'Pending' status when trying to register until the 

course provider approves the registration within the 

course roster. 'No' is the default setting. 'Learners must 

provide a code to register ' allows you to enter an 'Approval 

Code' within the provided text box. If this option is 

selected, the learner will be asked to provide the code 

upon registration. 

The 'Custom User Information ' field allows you to add 

multiple custom information fields in the provided text 

editor. Active 'Custom Information' fields are shown as 

questions to TRAIN users via a pop-up window when 

users are registering for a course. If you add more than 

one active 'Custom Information ' field, it will be shown 

sequentially in the same window. If there are any 

required 'Custom Information ' fields for a course, users will not be able to register for the course 

until they enter in the required information. Following registration, information that is entered 

will be available for users to edit on the 'Custom Information' tab on the Course Details page. 

Supporting Resources 

• The 'Supporting Resources' section allows you to 

upload multiple files, which can be set up to have one 

of the following access types: 

• Unrestricted - Available before registration and to 

anonymous users 

• After Registration - Available to registered users 

and included as an attachment to the registration 

confirmation email 

• After Course Completion - Available only after the 

course is completed 

• Available Only to Course Providers - Available only 

for Course Providers and Admins 

Supporting Resources 

Add Resource a• 
Thefollowioglis1offileextensionsareallowed· 
(.doc • . docx,. xls,. xlSJ<,.xlr,.ppt , .zip,.rt! •. tx1 •. g~ • . jpeg,.jpg , .bmp,.html,.pdl , .csv • . ppt><. 

~combi"8d$i~eo f allemaila1tachment$cannotexceed12MB.Pleasealsoconsidertha t 
recipients rnayha ve$i ~limitation s lorincorningemailS 

liD;opme heno orclk:ktoupload 

~vai lat>lel>efore,egml'ation,andtoanonyrnousu ..n ) 

Aller Registration 

(WiQ be a•ailal>le to,egistenod u..n . Also wi~ be inciuded as an al!actunent to tt,e 
registration oonfirrnationemai~ 

~•ai lat>leontyaftertl>ecourse is oompleted) 
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Available documents are shown to users and available for download from the 'Resources ' tab 

on the Course Deta ils page based on their ava ilabil ity select ion. You can upload up to 12mb of 

files. The types of f iles allowed are listed with in the interface. Once you 've uploaded a f ile 

and selected the availabil ity type , click the green check box on the right to conf irm your 

selections. Once added , your file will be listed with the file name, s ize, and availab ility type. 

You can edit the resource us ing the blue pencil button to the left of the file name , or remove 

it by click ing the red 'X' to the right of the f ile name. To add add it ional resources , click the 

'Add ' button. 

Prerequisite Courses 

• If your course serves as a 

prerequ is ite for another course (s), it 

w ill be shown in the list of courses 

that your course is a prerequisite for. 

If other courses must be taken pr ior 

to taking the current course, you can 

Prerequisite Courses 

n Require only one prerequisite out of the listed courses 

O Require all listed prerequisites 

Search a. 

add them by enter ing a course title in the provided search text field. Once you have found the 

course , cl ick the green plus icon on the left of the course t itle. Your selection will be added to 

your list of selected courses. Click whether you want to 'Require only one prerequ isite out of 

the listed courses ' or if you 'Require all listed prerequisites .' You can remove selected courses 

by clicking the red 'X' to the left of the selected course name. 

Contacts 

Contacts 

r.l 9 Ma&lu1dfma'I J6409020kroioolioftcom 

"""""" 

Desctipllon 

Descriptio,, 

El 

a • 

• In the 'Contacts ' section , you may add one or more 

contacts . Click the 'Add a Contact' link and enter the 

contact informat ion in the provided text fields. You are 

required to enter a name , phone number , and email for 

the contact. You can also enter a URL for an associated 

website , and a descr iption of the contact if des ired. This 

informat ion will be provided to the learner as their point 

of contact for the course and course content. 

Reviews 

• In th is sect ion , you have the option to prompt users 

after course complet ion to leave a review for the course. 

This option is checked by default. If you want yourself 

or someone else to be notif ied every t ime a course 

review is posted, you can add that option by cl icking the 

'Add a Contact' link and enter ing the contact information 

in the provided text fields. 

Assessments and Evaluations 

Assessments & Evaluations 

Currently this can only be edited on Classic TRAIN. Please select an optio n below and Classic 
TRAIN will open in a new win dow 

Assessments 

Evaluat ions 

Custom Attributes 
• A listing of course attribute categories are ava ilable 

as expandable titles. As you click to expand each title , 

a list of custom course attr ibutes is offered for you to 

fill in for the course. It is possible that a custom attr ibute 

field will be required. If that is the case , the f ield will be 

marked with a red line on the right side. When request ing 

approval , if the f ield is not entered , the sect ion will be 

indicated as requiring attent ion with a red exclamat ion 

mark. 

Reviews 

rJ Prompt the user to lea...., a ~ w alter course comple~on 

Add Contact a • 

• Currently , assessments and 

evaluations uses Legacy TRAIN 

Platform functionality. Click either the 

'Assessments ' or 'Evaluations ' option , 

and Classic TRAIN funct ionality will 

open in a new window. To assign 

and /or view ass igned Assessments or 

Evaluat ions , click the associated box. 

Custom Attributes 

Virg inia Course Attributes 

eo,,1.,...nce: An -ite mee~ng that may be one to sev&ral dars , comprised ol 
SG$SH)ns on mor.11>an onew bJe<:tareaand/0<9ene<al IIG$$ions. 

YI>• No 

Pas~lngScorfl 

lllino;sLegaeyData 

PABureauofEmergencyMedicalServices 

PreparednessandEmergencyResponse l eamingCenter(PERLC) 

Accredi!ationActivity Type 
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Cost 

• Click the 'Add Cost' link and enter pricing information 

in the provided text fields. Multiple prices can be added 

for a course after you've entered and saved your current 

course pricing. Simply click the green checkmark icon to 

add additional course pricing. If you plan on handling 

payments yourself, click the 'Manage Receipt of Payment' 

selection. This option is not required if you are linking 

learners to a system outside of TRAIN that is processing 

Cost 

Add Price a• 

and managing payments. If you add a price to the course, you will be required to enter a 

'Information or Registration URL' within the content section. This is where the learner will go to 

pay for the course. 

Approval 

• Whenever a course is in the incomplete status, the 'Request Approval' button will be present 

at the top of the page. The approval process for your course will begin once you click the 

'Request Approval' button. Here's what you need to know: 

Validation for all required fields will be checked, and if failed , exclamation mark(!) icons will be 

shown next to the page sections that have missing information. When you go to edit the 

section, a validation message will be shown next to the field that needs attention. 

Once the validation passes , the course status will change to 'Ready for Approval; and a 

message will be shown under the course title stating, "This course is pending approval. Until it 

is approved it will not be available to learners." You can choose to cancel the approval request 

if you need to edit the course further. Simply click the 'Cancel Approval Request ' button under 

the course title. 

The 'Approval' page section will only be visible to admins who have a right to approve the 

course. 

Regular course providers will only see messages under the course title. 

When the course approval manager accesses a course that is pending approval and goes to 

the 'Approval' section, they will see choices of statuses that they can set the course in. 

• Approved - Approves the course and makes it visible to learners based on the availability 

selection 

• Declined - The course approval is declined. 

• Incomplete - The course is in this status prior to approval being requested 

• More Information Requested - The course requires more informat ion for approval 

• Approver Comments - Use this section to prov ide information back to the course provider 

requesting approval. 

If you've selected the 'Approved; 'Declined; or 'More Information Requested; the 'Send an 

email to the course provider' checkbox will be shown underneath. It is unchecked by default; 

however, when it is checked, a preview of the email body derived from the existing mail 

template will be shown and available for you to edit before sending. 

The course approver can also provider comments directly within the course edit pages to the 

course provider using the "Approver Comments" section when changing the course approval 

status. 

The course status change and email submission will be conducted on the page after you click 

the 'Save' button, and a confirmation message will be shown upon successful submission. 
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