
 
 

 

 
 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Items with Online Content 
 
Create and modify items with online content, and 

create blended learning items. 



 
 

 

 
 

 
 

Items with Online Content: Main Concepts of Online Items 
 

An online item is entirely comprised of content objects. 

Online items are also known as asynchronous learning 

since there is no instructor or time associated with 

the item. Users can access online items at their own 

convenience. 

 

Admin Tools > Learning > Learning Administration 

> Learning  1 

1 Items with Online Content 
As an administrator, you may choose to create a new 

online only item or an item that will be both scheduled 

and online (also known as a blended item). Once the 

basic information is entered for the new item, select 

the content to be added. 

 
You can select: 

• Add Folder to organize complex content by grouping 

and sequencing assigned content objects. 

• Add Content Object to assign individual content 

objects. 

• Add Exam object which references a LMS exam. 

• Add Content Package to add multiple objects to 

the item content structure. A content package is a 

grouping of content objects and/or exams/surveys. 

 
Multiple folders and objects may be added depending 

upon the complexity of the item desired. Typically, 

an item will have a single content object or an exam 

object, but may contain any number of both. 

 
 
 
 
 
 
 
 
 
 
 
 
 
Spotlight: Multi-Language Content 

Often online content needs to be launched in more 

than one language. As an administrator, you can 

allow multiple content objects in the same item to 

record completion. 

 
When you configure the content object to record 

a learning event as passed or failed, the LMS can 

automatically record the score a user received on the 

content object that is associated with an item. Users 

and administrators can see the grade when viewing 

details in Learning History/ Completed Work. 
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Items with Online Content: Step by Step 

Create an Online Item
 1

 
Admin Tools > Learning > Learning Administration > Learning 

 

 

1 
To add an online item within Learning Administration, click the Add Item link. 
You may choose to create a new Online Only item or an item that will be 

both Scheduled and Online by clicking the appropriate link. 

2 
Click OK. 

3 
Select the “Item Type” from the drop-down menu. 

4 
Enter the Item ID. 

5 
Enter the Title and Description for the item and select the Domain. 

6 
When done, click Continue. 

7 
Select Settings and click Modify Settings 

8 
Click the Content is available for launch (available for users) and 
“Record learning event when all content is complete” check boxes. 

9 
Select a completion status from the drop-down menu. 

10 
When done, click OK. 

11 
Click the plus sign in the table header and select Add Content Object from 
the drop-down menu. 

12 
Search for the Content Object. 

13 
Enter the Object Name. 

14 
If the content does not send completion information to the LMS, click the 

“Mark this object complete when launched” check box. 

15 
Leave Save in Folder: Root Level as it is and click OK. 

16 
When done, click Save & Exit. 
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Items with Online Content: Modifying an Item with Online Content 
 

As an administrator, you may change the settings 

and add or change content objects for online items. 

To do so, search for the online item and click Online 

Content in the item’s Related area. 

 
Admin Tools > Learning > Learning Administration 

> Learning 
 
 

1 Adding and Organizing Content Objects 
The item’s content structure can be modified by 

adding, editing, removing, or reordering object 

types (folders, content objects, exams, and content 

packages). 

 

Sequencing sets the order in which the objects must 

be completed. Sequencing can be set at the item level 

and/or for each folder. 

When      changes       are       made      to       the      online      content      of      an
 1

 
existing item, you may choose to run the item revision 

process to differentiate between users who have 

completed the old content versus those who complete 

the new content. However, in some cases, you may 

just want to change the existing item without creating a 

new revision. 

When changes are made to the Online Content tab 

of an item with online content, the system displays a 

warning that asks whether or not the item should be 

restarted by any users who were in progress. 
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Items with Online Content: Blended Items 
Blended learning courses are a combination of 

instructor-led and web-based training. Items with 

online content may contain segments to be scheduled 

to permit users to register for or be registered for the 

training. 

 
Admin Tools > Learning > Learning Administration 

> Learning 
 
 

1 Segments 
As an administrator, you can schedule blended items 

for a specific date and time using the Segments tab 

in the Related area. A scheduled offering segment 

can restrict the date and time that a user can access 

content objects. 
 

 

2 Online Contents 1 

The item’s Online Content tab includes one or more 2 

content or exam objects. Within a blended item, 

you can specify how restrictive access to the online 

content should be. 

 
There are three distinct restriction options for blended 

items: 

• “Least restrictive” gives any user who has access to 

the item (via Learning Plan or catalog) the ability to 

launch the online content. 

• “Somewhat restrictive” allows only those users who 

are registered for a scheduled offering of the item the 

ability to launch the online content. 

• “Most restrictive” means users can only access the 

online content during specific times. 
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Blended Items: Step by Step 
 

 

 
 

 
 

 
 

 

Create a Blended Learning Item 
Admin Tools > Learning > Learning Administration > Add Item > Scheduled 

and Online 
 

 

1 Select an Item Type. 

2 Enter the Item ID. 1 2 

3 Enter a title and description of the item and select a Domain ID. 3 

4 Click the Advanced Options link to change or add additional segments. 

5 Enter a description and duration for each segment. 

6 To add more segments, click the Add New icon in the table header. 4 

7 Enter the day number, description, duration, delay start, and location type for 

each segment. 

8 When done, click Add. 

9 Once you finish adding segments, click Continue. 
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10 Click the Associate content to item icon in the table header. 

11 Select Add Content Object from the drop-down menu. 

12 Search for and select the content object to add. 15 

13 Enter the Object Name.
 10 

14 If the content does not send completion information to the LMS, check the 11 
Mark this object complete when launched check box. 12 

15 Click Settings and select Modify Settings from the drop-down menu. 13 

16 Check the Content is available for launch (available for users) check 
box. 14 

17 Check the Record learning event when all content is complete 
checkbox. 

18 Select a completion status from the Online Completion Status drop-down 
menu. 

19 Click OK. 

20 Click Save & Exit. 
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