
How Do I Create a New Course?

Here is a step-by-step walkthrough for creating a brand new course with your own custom content!
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Learning something new is easier if you put yourself into the driver's seat and actually do it! Let's walk through the process of creating a simple course within the Course Builder. For more detailed information
about all of the modules that are available to work with, head on over to the Course Builder Quick Guide. Access the Course Builder via Manage Content and click on Manage Courses. You will come to a
page that looks like this:

This page will grant you access to previously created courses which can be seen in the My Recent Courses (Top 5) list. But that's not why we're here right now. Click on the Create Course button to get started.

Three key points of interest here:

1. Course Name: Give your course a meaningful name. For our example we'll call this course X-Cellent Solutions Corporate Strategy. You can also input the amount of hours that the lesson is worth.
2. Advanced Settings: By default these will be collapsed but for demonstration purposes we've expanded them out.
3. Course Certificate: You can configure your course to provide a certificate upon completion. We won't do that in this example, but hop on over to the Creating a Course Certificate article to learn more

about this topic.

Beyond that, the Advanced Settings offer options that are completely up to you including an enabled forum, a display for the amount of time spent on the course, and alternate IDs.

Scroll down a tad to continue formulating info about the new course. You will come to the following three textboxes which will appear larger on your screen:

1. Course Overview: What's the course about? 
2. Course Objectives: What can users expect to accomplish within the course?
3. Additional Information: Anything else that may be relevant to the course.

Scroll down and click Save. You should now be on the following page:

This is the homepage for your new course. Whether you're a prolific course builder or a mere amateur, it's a good idea to become familiar with this page. Here are a few key points we'd like to highlight before
moving on:

1. Manage: This is basically an administrative menu where you can keep tabs on things like a course's properties, permissions, resources, versions, and more.
2. Add Modules: This is where we can add modules and build the course out; the meat and potatoes, if you will. We'll get back to this in a second, but hop on over to the Course Builder Quick Guide for

detailed links and descriptions of what each module does.
3. Publish: When you're ready to make the course live, this is where you'll go. Check out the article How Do I Publish a Course? to explore this option in further detail.

Let's add a module to the mix. Click the Add Modules button and click Assignment Module from the dropdown menu. You will first be asked to give your new module a name, so make it count. You'll then
come to the Assignment Module Editor, which looks like this:

Jump on over to the Assignment Module overview article for more detailed information about the ins and outs of this module. For the purpose of creating a quick course, there are two points of interest we'd
like to highlight here:

1. All added modules to your course will appear in this area and are easily accessible whenever you need them.
2. A name is all that is technically required in some modules. Modules will otherwise load with their default settings, but it's always good practice to fill out as much information as possible so the course

accurately meets your needs.

Fun Fact: Note the importance of giving your modules meaningful titles. If your course has five Assignment Modules and they are all given the title "Assignment Module," then things will get really confusing
really fast. Diversify your titles and give each module a unique name!

Scroll down to the bottom of the page and click Save. Your module is now nestled safely within your course. Here's what your homepage will look like after adding a few more modules:

Once again you'll notice that your created modules will all appear in this area, one after the other.

Fun Fact: The order that your modules appear in this list is how they will also appear inside the course. Plan accordingly!

So, we have a course that has some modules in it. When we're ready to make this puppy available, we'll click the Publish button. From the dropdown menu, click Publish Course. The following warning will pop
up:

This is simply to caution you about updating a course in the event that users are already enrolled in it but because this course is brand new, we don't have to worry about that. Go ahead and click Continue to
Publishing Wizard.

The Publishing Wizard has a repository of settings and features that are explored in greater detail in the article, How Do I Publish a Course? Hop and skip over to that article to learn more. For this example
we won't worry too much about the specifics of publishing, but we do have to give the lesson a Course Number which will serve as a method of identification in the future:

Scroll down and click Next: Location and Visibility Settings. You'll come to the final page in the process:

Clicking Check All and Apply Settings will maximize the visibility of the course. The article How Do I Publish a Course? goes into more detail about each option. Notice these settings are being applied within
Target Solutions Test, which is the root node of our site. This guarantees that the course is as widely available as possible. Click Apply Settings to this Node to finalize the move. Scroll down to the bottom of
the screen and click the Finish Publishing button. You should see a Course Was Published Successfully message. Click the Exit Course button to return to Manage Courses.

Upon reentering Manage Courses, you'll find the course we just created at the very top of the My Recent Courses (Top 5) list:

And there you have it: you've just created your first course!

For more detailed reading, check out the following articles:
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Assignment Module

The Assignment Module can be considered as a form of coursework where users are assigned tasks to complete as part of a lesson.
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Assignments include the following features:

1. Admins can attach documents to an Assignment, making them available to enrolled users.
2. Users can also attach documents to their specific Assignment.
3. Assignments can be set to complete when the user marks them as such.
4. Assignments can be set to require administrative approval following user completion.

Let's walk through the steps of creating an Assignment Module. Before reading on, it's probably a good idea to familiarize yourself with the Course Builder Quick Guide and How Do I Create a New Course?
articles.

First thing's first: access the Course Builder via Manage Content and click on Manage Courses. You will come to a page that looks like this:

For this demonstration we will be accessing and editing a previously published course.

Fun Fact: You can access and edit previously published courses whenever you like. Check out this article dedicated to course publishing to learn more.

As you can see, this course does not currently have any modules attached to it but we are about to change that. Click the Add Modules button and then click Assignment Module from the dropdown menu.

A prompt will come up asking to give your module a name. Make it something meaningful; if your course has multiple Assignments then confusion may abound if they don similar names. After naming your
module, you will be taken to the Common Course Module Properties within the Assignment Module Editor:

A whole bunch of nifty things to touch on here:

1. Module Name: The name you entered at the previous prompt will appear here, but you can always change it if you wish. 
2. Module Description: Discuss what this module is about.
3. Completion Rule: You can make this module required or optional in order to complete the course.
4. Module Access By Students: You can dictate when this module will become visible to users including between fixed dates or dependent on a user's enrollment date. For this example we will make it

available immediately. 
5. Module Due Date: If you want this module due on a specific date then this is where you could make it happen.
6. Module's percentage toward the course score: Determine the weight of the module. We've made this particular module count for 100% of the course score since it's the only module currently included

in the lesson.
7. The last part of this section is just some basic housekeeping to tend to:

Checkbox 1: The next module in the course will load upon completion of this one.
Checkbox 2: This is a two-step process. Check this box if you want users to receive a notification when a module is complete. Then head over to Manage Automated Notifications and create the
notification from the template titled Course Module Completed Notification(s).
Checkbox 3: Checking this box means this module will be unavailable until the previous modules in the course are complete.
Checkbox 4: Checking this box means this module can be shared with other courses.

Scroll down a tad and you'll come to the Assignment Module Details:

In this section, you can require Assignments to receive approval from an administrator before being counted as complete. Check out the article Approve/Decline Pending Completed Assignments to learn
more about this topic. Clicking Allow Attachments will enable users to upload attachments that are pertinent to the Assignment. In this case, as is listed in the Assignment's Instructions, users will be
assigned a worksheet to download and reattach by the due date.

Scroll down a bit more and you'll be prompted to add attachments:

Here you can add attachments related to the Assignment by browsing your computer and then clicking Upload when the file is selected. When the attachment is complete, you will see it appear in
the Current Assignment Attachment(s) box. Click Save and the module is ready to roll.

A quick note to keep in mind when allowing users to upload attachments. In the screenshot above it shows that Admins are able to upload up to 500mb per attachment, however, on the user side of things it
only allows 10mb. 
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