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1 Introduction

The Online Training Module (OTM) is a user-friendly program that enables you to create your
own online training courses. You can then assign the courses you have created to various
users on your system as needed, such as franchisees, corporate staff, and more.

2 Accessing the OTM Administrator Module

To access the OTM Administrator Module, first log on to your Intranet and then navigate to the
OTM Administrator link, which is usually called “OTM Admin View.” This link can typically be
found in your Library in the Intranet Information > Administrator Information folder.

Welcome Dan Marme® 102 10 P\ 2T OO €I
| Soios Sapusvy |
cx==D

Arrual Convertiont
Dp sFrandﬂm Sign Up Nowiit
Ube€" system :021 103 148 57

(@ Castrol ] @

- ——

~ e8] nmmo &

Figure 1: Library fcon

NOTE: As shown above, in this manual we will be viewing the OTM for a fictitious franchise
company (Zippy Lube).
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3 OTM Administrator Module Main Menu

After you access the OTM Admin link you will see the OTM Administrator Module Main Page
(Figure 2).

Franchisee

IPPY support
ube* System

‘ I ONLINE TRAINING MODULE
N;ﬂgzg:n Reports || Courses || Categories |

( COURSES
Add New Course

Available Courses

ASE Certification Les

Checking Oil Level £gs
Customer Service Basics £z "":"."‘ FR— Actiy

Engine Repair Ggn  Deokie ; < De-Activats

New Customers vs. Repeat Menage L.
Business §

Oil Change Procedure M| R SN D-Aciivats

Archived Courses

\ Quick Test Course  Un-Aschive tvs Course
TEST POF S N

Figure 2: OTM Admin Module Main Page

On the OTM Admin Main Page you will see the following elements:
 Navigation Buttons
0 Reports — takes you to the Reports Main Page

o Courses —when you are in the reports or categories section of the OTM Admin
Module, use this button to return to the Main Page

o0 Categories —takes you to the Categories Main Page (see Section)

NOTE: You may access these Navigation buttons throughout the OTM. They are used to
navigate to the different areas of the OTM in lieu of “Back” or “Return” buttons.

e Course Listing

Under the heading Courses, this is the main course listing and course setup options,
containing the following elements:
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 Add New Course Link — allows you to add a new course to the OTM

» Available Courses section- lists all courses that have been created in the OTM that are
not archived (i.e., all courses that are available to be activated and/or assigned to users)

« Archived Courses section - lists all courses that have been created in the OTM that
are archived

4 Creating a Course

To create a course in the OTM, you first select the Add New Course link, as highlighted in
green in Figure 3.

The course will then appear in the Courses listing with the course setup options listed to the
right, as highlighted in red in Figure 3.

Fi hi
IPPY support
ub€E" system

ONLINE TRAINING MODULE

| Reports || Courses || Categories |

COURSES
[Add New Course ]

Available Courses

ASE Certification fan Manaze Manaas De-Activats Atchive ths Asslun 3 Astign &2 '
Slides Queatinns C Student Lt

Figure 3: Sample Course in Course Listing

NOTE: The example in Figure 3 shows a fictitious course titled “ASE Certification” which we will
use throughout this manual to illustrate OTM course creation.

The steps involved in creating a course in the OTM follow this typical flow:

Add new course

L

Add course slides

-

Add course content (media) to designated course slides

-

Add course questions to course question bank

-

Assign questions to designated course slides

.
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Activate course

. !

Assign course to individual student or list of students

4.1 Add New Course

To create a new course, click on the Add New Course link, located just under the Courses
heading on the OTM Admin Main Page. This will take you to the Create A New Course
Screen (Figure 4).

Franchisee

lpp Support

" System

ONLINE TRAINING MODULE

l Reports “ Courses “ Categories I

CREATE A NEW COURSE

Name of Course:

Brief Description:
Extended Description:

Passing Grade:
Pass Message: Congratulations, You Pa
Fail Message So sorry, You Failed

Upon Failure re-assign Course:|

Create

Figure 4: Create A New Course Screen

Here you can fill in the name of the course, along with other fields that the user (student) will
see on their Course Start Page (Name of Course, Brief Description, Extended Description,
Passing Grade).

In addition, you may fill in a customized Pass and/or Fail Message that the user will see at the
end of their course on the Test Results Screen.

Finally, if you wish this course to be automatically re-assigned to a user if they do not achieve a
passing grade on the course, select the Upon Failure re-assign Course option. Selecting this
option will automatically re-assign the course over and over until the user receives a passing
grade on the course.

After filling the fields on this screen, click the Create button to create your course. It will then
appear in the Courses Listing on the OTM Admin Main Page along with all of the Course
Options (Figure 3).
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4.2 Create Course Slides

Courses in the OTM are made up of slides. Each slide may include any combination of the
following media to assist in the training:

e Text
* Images
* Videos

» Document links (PDF or Word files, web links)
» Assessment Questions

(For more information and examples of course slides, see the OTM User Manual).

NOTE: It is often helpful to plan your course organization before creating your slides. You may
want to storyboard your course using Word or PowerPoint, to prepare text and images and
layout, as well as to organize how and when content and questions will be presented. The
flexibility of the OTM allows you to create different course/assessment formats, allowing you to
create test questions at the end of the course and/or throughout the course.

The next step in creating a course is to begin creating the course slides. To do so, you must

first click the Manage Slides link to the right of the course name, as highlighted in green in
Figure 5.

Available Courses

Archive Assigr
ASE Manage Manage i = Assian
Certification =4 S| : Lottt - List
1 1 Slides Questions e s o to Lis
‘ o Course student

Figure 5: ASE Course in Course Listing

4.2.1 Add New Slide
After clicking Manage Slides, you will be taken to the Course Slides screen (Figure 6).

Franchisee

IPPY support
UbE‘ System

ONLINE TRAINING MODULE

| Reports || Courses || Catogories || Stides || Questions |

COURSE SLIDES

Figure 6: Course Slides Screen
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To create a new slide, click the Add New Slide link, which will take you to the Create a
New Slide Screen (Figure 7), where you can enter the name of the slide.

NOTE: The slide name shows up for the student on the Course Start Screen, which
lists all of the slides in the course.

Franchisee
IPPY support
ube" System

ONLINE TRAINING MODULE
|_Reports || Courses || Categories || Slides || Questions |

CREATE A NEW SLIDE

Name of Slide:

Create 1

Figure 7: Create a New Slide Screen

After creating a new slide, it will show up in the Course Slides screen, along with the
Slide Setup Options, as in Figure 8.

I Franchisee
PPY support
UbE " System
ONLINE TRAINING MODULE

r Reports ][ Courses " Categories ][ Slides ][ Questions ]

COURSE SLIDES

Add New Slide
1 Objectives Edit ML":E ﬁ.'_-rm : Provigw Remove
Manaas Assiar =
2 Service Consultations Edit e -“3‘“' A Preview Remove Up
—

Figure 8: Course Sfides Screeit with New Slides Added
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Slides will automatically be numbered by the system, with each new slide added to the
end of the list. However, you may re-order the slides by using the Up links, as
highlighted in green in Figure 8.

4.2.2 Manage Media

After adding a new slide, the next step is to add media to the slide. To do this, click the
Manage Media link to the right of the slide to which you wish to add media, as
highlighted in Figure 8.

This will bring you to the Manage Media screen (Figure 9).

Franchisee
IPPY support
bE " System

ONLINE TRAINING MODULE

I Reports “ Courses ][ Categories “ Slides ” QuestionsJ

MEDIA FOR SLIDE
Add Media
Clone Media

Figure 9: Manage Media Screen

On the Media for Slide screen, you will see two links that will give you the choice to
Add Media or Clone Media.

After adding or cloning media to the slide, you will see the media listed on the Media for
Slide screen, as in the example in Figure 10.

Franchisee

iPPY support

bE” System

ONLINE TRAINING MODULE

| Reports || Courses || Categories || Slides || Questions |

MEDIA FOR SLIDE

Add Media
Clone Media
1 zippy lube pic Image View Remove
2 text HTML Block View edit Remove Up

Figure 10: Sample Media Listing for Slide on Media for Slide Screen
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The Media for Slide screen for each slide allows you to manage media for the slide by
utilizing the options (links) to the right of each piece of media, as follows:

View — displays a quick preview of the media piece

Edit — available on
media

HTML and video media types only; allows you to edit the

Remove — deletes the media from the slide

Up — move the media up in the listing; used to re-order the media pieces

4.2.3 Add Media
To add media to a slide, cli

ck the Add Media link on the Media for Slide screen. This

will take you to the Add Media Screen (Figure 11).

I sf-‘ranchls«
%u%%a Ly

ONLINE TRAINING

MODULE

epurts

J [ Courses |[ Coroguises

b

ADD MEDIA

Type Of Media:

Name

Figure 11: Add Media Screen

The Type of Media drop-down list allows you to select from two categories of media:

Add HTML — allows

4.2.3.1 Add HTML

you to add text to the slide

Upload — allows you to add images, video and/or documents to the slide

This is the default choice, which will always appear when after you click Add
Media. This choice displays the HTML Editor, as seen in Figure 11.

The HTML editor is similar in look, feel and function to a word processing
program such as Word. It allows you to add text to your slides.

To add text to your slides using this screen, first type a name for this piece of
media into the Name box. This is the name you will use to identify this piece of
media when it is listed on the slide in the Media for Slide screen.
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Next, type the text you wish to appear on the slide into the body text area of the
HTML editor, and use the editing buttons to format your text.

When you are ready to add the media to your slide, click the Upload button. You
will then see your media listed on the Manage Media screen for the current slide

(see Figure 10).
4.2.3.2 Upload

When you select this option from the Type of Media drop-down list, you are
presented with the Upload Options screen (Figure 12).

I SFranchlsee
ube Siten:

ONLINE TRAINING MODULE

| Reports || Courses || Categories || Siides || Questions |

ADD MEDIA - 7
Type Of Media: (Upload .|

Name

Type of "’C‘[lm-‘qn (*.Jpg. *.Jpeg, *.bmp, *.png) -
New File: Browse
Height:

Width

Upload

Figure 12: Upload Options Screen

From the Upload Options screen, you may choose several different types of
files to upload via the Type of File drop-down list (Figure 13).

Franchisee
IPPY support
uUb€E~ system

ONLINE TRAINING MODULE

| Reports || Courses || Categories || Slides || Questions |

ApD MEDIA
Type Of Media: Upload .

Name: ‘

Type of ”"“Ilmages (*.Jpg, *.jpeg, *.bmp, *.png) |+|

New File:  Images (*.jpg, *.jpeg, *.bmp, *.png)

Height: Flash (*.swf)

Width: Video (*.wmv, *.avi) - NOT AVAILABLE
Document (*.pdf, *.doc)

Figure 13: Type of File Drop-Down List

10
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To upload files, simply select the type of file you wish to upload from the Type of
File drop-down list.

Next, type a name for the piece of media in the Name box. Then click the
Browse button to locate the file on your computer.

To upload the media to the slide, click the Upload button. You will then see your
media listed on the Manage Media screen for the current slide (see Figure 10).

NOTE: For all file types except Flash (*.swf) video, you do NOT need to type any
values into the Height and Width boxes. When using Flash video, you will need
to type in a size to display the video. A common size is 480 (height) x 640
(width), but the boxes will accept any numerical value.

In addition, the other video file types (*.wmv, *.avi) are labeled NOT AVAILABLE;
however, IFX can add these types of video for you. Contact IFX at
support@ifxonline.com to request them to be added.

4.2.4 Clone Media

The Clone Media option allows you to copy, or “clone” image files that you have already
used on other slides in the same course. This allows for quick copying of the image,
preventing you from having to upload the same image repeatedly using the Add Media
> Upload function.

To clone an existing image, click the Clone Media link on the Media for Slide screen.
This will bring you to the Clone Media screen (Figure 14).

Franchisee

iPPY support
UbE " System

/]

ONLINE TRAINING MODULE

| Reports || Courses || Categories || Slides || Questions |

ALL MEDIA FROM THIS COURSE

Zippy lube pic Image View Clone ‘
oil pic Image View Clone ]
conclusion text HTML Block View Cannot be Cloned
text HTML Block View Cannot be Cloned
text HTML Block View Cannot be Cloned

Figure 14: Clone Media Screen

On the Clone Media screen, all media from the course are displayed. Because
images are the only media that may be cloned, images have a Clone button

11
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available, whereas all other types of media have a message stating, “Cannot be
Cloned.”

To preview an image before cloning it, click the View link to the right of the
image.

To clone the media and copy it to the current slide, click the Clone button. You
will then see your media listed on the Manage Media screen for the current slide
(see Figure 10).

4.3 Create Course Questions

4.3.1 Course Question Bank

To create course questions, it is necessary to first add the questions to the Course
Question Bank. Then you may assign a question to a designated slide that you have
created for this purpose.

NOTE: A slide may contain any combination of media (i.e., text, images, videos, etc.).
However, a slide may only contain ONE question.

To access the Course Question Bank, click the Questions button.

NOTE: The Questions button may only be accessed from the Course Slides or Media
for Slide screens for the course. In other words, because each course you create in the
OTM has its own unique question bank, you will never see a Questions button on the
OTM Admin Main Page. Instead, you must navigate inside a course (i.e., by clicking
Manage Slides for a course on the main page) to access the Questions button.

After clicking the Questions button, you will be taken to the Course Question Bank
screen (Figure 15).

Franchisee

ipp Support
ube " System

ONLINE TRAINING MODULE

| Reports || Courses || Categories || Slides || Questions |

COURSE QUESTIONS
Add New Question

Figure 15: Course Question Bank screen
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4.3.2 Add Question

To add a question to the Course Question Bank, click the Add New Question link.
This will bring you to the Create Question and Answers screen (Figure 16).

Franchisee

IPPY support
UbG " System

ONLINE TRAINING MODULE

I Reports ]I Courses ][ Categories “ Slides ][ Questions ]

CREATE QUESTION AND ANSWERS
Question: [ Reviewable v|

Strength Displayed
in this question:

Type Of Question: | True/False -

Pick:| True «

Add

Figure 16: Create Question and Answers screen

From this screen you may create three different types of assessment questions: using
the Type of Question drop-down list: True/False, Multiple Choice, or Write-In.

To create any type of question, first type the question text in the Question box.
NOTE: The Strength Displayed in this question box is inoperative at this time.

Next, in the Reviewable drop-down list, you may select from four different reviewing
options. These options allow you to control whether or not the student can review the
guestion and answer in the Test Results screen at the end of the course. The question
and answer is displayed, along with the correct answer highlighted in bold, along with
the answer the student selected. The reviewing options are as follows:

 Reviewable - allows the student to always see this question and its answer
choices in the Test Results screen at the end of the course, regardless of
whether the student passes or fails the course.

» Not Reviewable - hides this question and its answer choices from the student,
so that it does not display in the Test Results screen at the end of the course,
regardless of whether the student passes or fails the course.

» Reviewable Only If Failed - allows the student to see this question and its
answer choices in the Test Results screen at the end of the course ONLY if the
student fails the course. This option is typically used in conjunction with the
“Upon Failure re-assign Course” option (see Section 4.1).

 Reviewable Only If Pass - allows the student to see this question and its answer
choices in the Test Results screen at the end of the course ONLY if the student
passes the course. This option is typically used in conjunction with the “Upon
Failure re-assign Course” option (see Section 4.1).

13
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4.3.2.1 Adding True/False Questions

When you select True/False from the Type of Question drop-down list, you will
be presented with the True/False Options screen as displayed in Figure 17.

To create a true/false question, type your question stem in the Question box,
and then select “true” or “false” from the Pick drop-down list to indicate whether
the question stem is true or false, as in the example in Figure 17.

When you are finished creating your question, click the Add button to add it to
the Course Question Bank.

Franchisee
IPPY support
UbE " System

ONLINE TRAINING MODULE
[ Reports ][ Courses ][ Categories ” Slides ][ Questions ]

CREATE QUESTION AND ANSWERS
Question: The sky is blue. Reviewable -

Strength Displayed
in this question:

Type Of Question: | True/False -

Pick: | True -I

Add | True
False

Figure 17: True/False Options Screen

4.3.2.2 Adding Multiple Choice Questions

When you select Multiple Choice from the Type of Question drop-down list,
you will be presented with the Multiple Choice Options screen as displayed in
Figure 18.

To create a multiple choice question, type your question stem in the Question
box, and then type in your answer choices in the Answer boxes provided.

If you need more answer choices, click the Add Multiple Question Answer link
to add more Answer boxes.

Next to each Answer box is a drop-down list where you will select either Correct
or Not Correct for each answer choice.

When you are finished creating your question, click the Add button to add it to
the Course Question Bank.

14
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Franchisee
IPPY support
ubE' System

ONLINE TRAINING MODULE

| Reports || Courses || Categories || Slides || Questions |

CREATE QUESTION AND ANSWERS
Question: . The sky is... ‘ Reviewable vl

Strength Displayed
in this question:

Type Of Question: 'Mulliplc Choice -

Answer: blue Not Correct «
Answer: green Correct -
Answer: brown Correct -

Add Multiple Question Answer

Add

Figure 18: Multiple Choice Options Screen

4.3.2.3 Adding Write-In Questions

When you select Write-In from the Type of Question drop-down list, you will be
presented with the Write-In Options screen as displayed in Figure 18.

To create a write-in question, type your question stem in the Question box, and
then type in your answer choices in the Possible Answer boxes provided. If you
need more answer choices, click the Add Possible Answer link to add more
Possible Answer boxes.

NOTE: Possible Answer boxes on write-in questions are case-sensitive. Thus,
you may wish to include possible answers that account for capitalization errors (if
your course requirements allow them) as in Figure 19.

However, even if you do not allow for this variable while creating your question,
you still have the option to review the answers given by a student and correct
them if needed.

For example, in the sample question shown in Figure 19, “The sky is...," if the
student writes “bLUE" in their answer box while taking the test, the system will
mark that answer as incorrect. When you as the administrator review the test
results, if you wish to grant the student credit for that answer, you do have the
option to override it and make it correct in the Reports area.

When you are finished creating your question, click the Add button to add it to
the Course Question Bank.

15
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Franchisee
IPPY support
UbE “ System

ONLINE TRAINING MODULE

| Reports || Courses || Categories || Slides || Questions |

CREATE QUESTION AND ANSWERS
Question: lhe ;l;y |s Reviewable -

Strength Displayed
in this question:

Type Of Question: Write In -

Possible Answet:" blue

Possible Answer:| Blue

Possible Answer: BLUE
Add Possible Answer

Add |

Figure 19: Write-In Options Screen

4.3.3 Assigning Questions to Slides

After you create your questions, in order to utilize the questions in your course, you will
need to assign each question to its own individual slide. To assign a question to a slide,
you must first make sure that you have created all of the slides to which you intend to
assign questions.

Next, navigate to the Course Slides screen for the course (accessed by clicking the
Slides button within the course, or clicking the Manage Slides link next to the course on
the OTM Admin Main page).

Then click the Assign Question link next to the slide you wish to assign a question (as
highlighted in green in Figure 20).

Franchisee
IPP Support
ube“ System

ONLINE TRAINING MODULE

I Reports ][ Courses ][ Categories ][ Slides ][ Questions ]

COURSE SLIDES
Add New Slide

Manage Azslan

1 ob]QCUVCS Edit Medis Zdan Proviow Remove
Mans Ass
2 Service Consultations Edit  —hoaes ——— Previgw Remove  Up
Magia Question
—

Figure 20: Assign Question fink
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This will bring you to the Assign Question to a Slide screen (Figure 21).

Franchisee

ipp. J Support
UbE System

ONLINE TRAINING MODULE

| Reports || Courses || Categories || Slides || Questions |

ASSIGN A QUESTION TO A SLIDE
Add New Question

This is Slide does not have a Question assigned to it. Assign one
None

Assign

Figure 21: Assign Question to a Slide screen

On this screen is the questions drop-down list, which contains all of the questions
currently available for assignment in the Course Question Bank. Directly above the

questions drop-down list it states “This Slide does not have a Question assigned to it.
Assign one.”

To assign a question to the slide, select the question from the questions drop-down list,
as in the example in Figure 22 below.

Franchisee
IPPY support
UbE “ System

ONLINE TRAINING MODULE
| Reports ” Courses || Categories || Slides || Questions ]

ASSIGN A QUESTION TO A SLIDE
Add New Question

This is Slide does not have a Question assigned to it. Assign one:
INonc

None

Please select the correct group of Zippy Lube Engine Repair Service Level packages from the options below:
Zippy Lube Policy states that customers ARE allowed to drive their OWN cars into the service area.

How often should a customer come back for an oil change?

Zippy Lube sells both conventional and motor oils,

How helpful did you find this course?

Figure 22: Questions Drop-Down List

NOTE: The default choice listed in the questions drop-down list is “None.” “None” is
actually a choice; if you select “None” and click Assign, it will “un-assign” any currently
assigned question from that slide. (See Section 4.3.4).
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After selecting your question from the drop-down list, click the Assign button to assign
the question to the slide. You will then be taken back to the Course Slides listing.

To make sure the question has been assigned correctly, click Preview next to the slide
to which you have just assigned the question.

4.3.4 Removing/Re-Assigning Questions from Slides

To remove, or un-assign a question from a slide, navigate to that slide on the Course
Slides menu and click Assign Questions.

Next, on the Assign a Question to a Slide screen, you will be able to see the question
currently assigned to that slide in just above the questions drop-down list, as highlighted
in green in Figure 23 below.

Franchisee
IPP Support
UbE " System

ONLINE TRAINING MODULE

| Reports || Courses || Categories || Slides || Questions |

ASSIGN A QUESTION TO A SLIDE

Add New Question
This Slide has Question: Please select the correct group of Zippy Lube Engine Repair Service Level packages
from the options below: assigned to it. It can be changed to:

’None j

Assign |

Figure 23: Removing a Question from a Siide

To remove the question from the slide, select None from the questions drop-down list,
then click Assign.

To assign a different question to the slide, select the question you wish to assign from
the questions drop-down list, then click Assign.

NOTE: Only questions that are available to be assigned will be present in the questions
drop-down list. Available questions are questions that are not currently assigned to a
slide. Therefore, if a question is already assigned to a slide (“Slide A” for example) and
you wish to assign it to a different slide (“Slide B” for example), you must first make the
guestion available to assign to Slide B by removing it from Slide A.
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4.4 Activate/De-Activate a Course

After you have completed a course, you will not be able to assign it to any users unless you
activate it. The Activate function is a fail-safe designed to prevent you from accidentally
assigning a course to students before it is ready. If a course is not activated, even if you try to
assign it to a user, it will not show up on their screen until it is activated.

To activate a course, click the Activate link to the right of the course (Figure 24).

Arc o Ass
ASE Manace Manace - 'n.h-vt ;«J gn Rt
o . el vate s
Certification Edn Slide Questions et this b to List
Course Student

Figure 24: Activate a Course

The Activate link acts as a toggle switch; as soon as you click Activate, you will see De-
Activate displayed in its place (Figure 25).

Archive Assign
ASE Manage t = Assian
: g Edit De-Activate this to
Certification Slides Questions P tos . to List
Course tudent

Figure 25: De-Activate a Course

To de-activate the course, click the De-Activate link, and then you will see the Activate link
displayed again.

4.5 Assign a Course

There are two options for assigning individual courses: you can either assign the course to an
individual student, or you may assign that course to a list of users. These options are listed to
the far right of the course (Figure 26).

ASE Mafaca Mansoa : :::chwc Assian Apaion
: g Edit Y -Activate t to Aass19n
Certification : slides Questions FRISAE e - to List

Course Student

Figure 26: Assign to Student or List

After assigning a course to a user (or list of users), they will see the course appear in their
personal course listing when they login to the OTM (via the OTM User View web link).
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4.5.1 Assign a Course to a Student
To assign a course to a student, click the Assign to Student link (Figure 26).

This will bring you to the Assign Course to Student screen (Figure 27).

Franchisee

IPPY support
ube System

ONLINE TRAINING MODULE

I Reposrts ][ Courses “ Categories ” Slides ][ Questions ]

ASSIGN COURSE TO STUDENT
ASE Certification
Module 1

Zippy Lube New Franchisee Series
Grade to Pass:100%

2 #//126 4)/|20008 <
Al Zippy Ifx@adnc.com 0 0 0
Assign
2 <//|26 +//|2008 «
Angeling Jobe MgehnaB zippylube,com 1 0 1
Assign
wl/126 <//|2008 «
Bill WiNiams bwilliams2abofranchising .com 0 0 0
Assign
2 </|26 4|/ |2008 .
2ob Hagan will@ifxonkine, . com 0 0 0

Assign

Figure 27: Assign to Student screen

The Assign Course to Student screen lists the names all of the users in your Intranet
(in both the parent-org and all sub-orgs), allowing you to assign a course to any user on
your system. This screen also lists the outside-world email address in the users’
profiles, as well as how many courses have been assigned to this student, and how
many the student has passed or failed.

NOTE: In order to show up in this list, users must have an outside-world email address
listed in their Intranet profile (as listed in the Email column in the Assign to Student
screen).

To assign a course to an individual student, select the date you would like the course to
be assigned, then click the Assign button. The number in the Assigned column will
change to reflect the new assignment.
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45.2 Assign an Individual Course to a List of Students
To assign a course to a student, click the Assign to List link (Figure 26).

This will bring you to the Assign Course to A List screen (Figure 28).

Franchisee

ONLINE TRAINING MODULE

| Reports || Courses || Categories || Siides || Questions |

ASSIGN COURSE TO A LiST
ASE Certification
Module 1

Zippy Lube New Franchisee Series
Grade to Pass:100%

All Ad Committee Members |2 +|7[26 +|/|2008 +| Assign |

[2 +//|26 +j7|2008 +| Assign |

All Corporate Management Team Members

All Entrepreneur Authority Members 12 <|/[26 +|/|2008 +| Assign |
All Franchise Advisory Council |2 j/|26 j/|zoos ~| _Assign
All Franchise Owners \2 NAELRY | 2008 | Assign |

Figure 28: Assign Course to a List screen

The Assign Course to a List screen lists all of the white icon mailing lists in your
Intranet, allowing you to assign a course to users on any white icon list on your system.

To assign a course to a list, select the date you would like the course to be assigned,
then click the Assign button.
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5 Categories

The Categories section of the OTM Admin Module allows you to create your own categories,
which you can use to organize courses that you have created into groups by category. This
allows you to assign categories of courses to students, which in turn allows you to assign
multiple courses at one time to students.

To access the Categories section of the OTM, click the Categories navigation button at the top
of the screen.

This will take you to the Categories Main Page (Figure 29).

Franchisee
IPPY support
ube- system

ONLINE TRAINING MODULE

| Reports || Courses || Categories |

CATEGORIES
Add New Category

Available Categories

Assignable Courses '
ASE Certification Edn Asslan to/Bemaxe From Cateanries
Checking Ol Level Ean Asaian to/Remoxe from Cateanoes
Customer Service Basics Ega Assign to/Remove From Cat
Engine Repair L Assiun \oRemove From Calcgorics
New Customers vs. Repeat Business it Assign lo/Aemove From Calegacies
Oil Change Procedure Eda sian o/Bemg

Figure 29: Categories Main Page

The Categories Main Page contains three main elements:
 Add New Category link — allows you to add new categories
» Available Categories section — lists all of the categories that currently exist in the OTM

e Assignable Courses section — lists all of the active (non-archived) courses that
currently exist in the OTM
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5.1 Add a Category

To add a category, click the Add New Category link on the Categories Main Page. This will
display the Create New Category screen (Figure 30).

Franchisee

IPPY support
UbE " System

ONLINE TRAINING MODULE

| Reports || Courses || Categories |

CREATE A NE\_N CATEGORY
Name of Category:
Brief Description: l

create ‘

Figure 30: Create New Category screen

Type the name of your category in the Name of Category box.

The Brief Description box is provided for you to type in a description of the category if needed,
but it is not a required field.

To create your category, click the Create button. You will then be returned to the Categories
main page, where you will see your newly-created category, as in the example in Figure 31.

Franchisee

IPPY support
ubE”' System

ONLINE TRAINING MODULE

| Reports || Courses || Categories |

CATEGORIES
Add New Category

Available Categories

Current Current Assian
Franchisee Franchisee to Edit Archive
Training Training Student

Figure 31: Sample Category Listed on Categories Main Page
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To the right of the category are the category options, as follows:

e Assign to Student — allows you to assign the category to a student; this will assign all of
the courses within that category to the student at the same time (see Section 5.4)

« Edit — allows you to edit the name and description of the category

» Archive — allows you to archive (aka delete) the category

5.2 Adding a Course to Category

To add a course to a category, scroll down to the Assignable Courses section of the
Categories Main Page (as highlighted in green in Figure 32).

Franchisee

IPPY support
UbE” System

ONLINE TRAINING MODULE

| Reports || Courses || Categories |
CATEGORIES
Add New Category
Available Categories
Current Current Assign
Franchisee Franchisee [ Edit Archive
Training Training Student

Assignable Courses
ASE Certification % Asslan to/Remove From Cateaories

Checking Oil Level ¢ Asslan to/Remeve From Cateqories

Customer Service Basics Assign to/Remove From Catsqories

Engine Repair 4 Acslan to/Remoaye From Cateqories

Figure 32: Assignable Courses section

Next, click the Assign to/Remove From Categories link to the right of the course that you
would like to add to a category (as highlighted in red in Figure 32).

In our example, we will be adding a course to the category called “Current Franchisee Training,”
which is the only category available.
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Clicking the Assign to/Remove From Categories link will bring you to the Assign to
Categories screen (Figure 33).

Franchisee
IPP Support
bE System

ONLINE TRAINING MODULE

[ Reports ][ Courses ][ Categories ][ Slides ][ Questions ]

ASSIGN ASE CERTIFICATION TO CATEGORIES
Add New Category

Assignable Categories
Current Franchisee Training

Figure 33: Assign to Categories screen: Add Course to Category

On the Assign to Categories screen, the Assignable Categories will be listed. To assign the
course to a category, click the Add To link next to the category to which you would like to add
the course (as highlighted in green in Figure 33).

NOTE: You may assign a course to multiple categories at the same time. In this example, we
are trying to add the ASE Certification course to the Current Franchisee Training category,
which is the only category currently created. If there were more categories, you could add the
course to additional categories at the same time on this screen.

After adding the course to the category on the Assign to Categories screen, you will see a
message in place of the Add To link that states “Added” (Figure 34).

Franchisee

iPPY support

bE” System

ONLINE TRAINING MODULE
| Reports || Courses || Categories || Slides || Questions |

ASSIGN ASE CERTIFICATION TO CATEGORIES
Add New Category

Assignable Categories

Current Franchisee Training

Figure 34: Course Added Message

25




Online Training Module (OTM) —

Administrator Manual

Now that you have added the course to the category, you will be able to see it listed to the right

of the course in the Categories listing, as highlighted in green in Figure 35.
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IPPY support

be* System

ONLINE TRAINING MODULE

| Reports || Courses || Categories |

CATEGORIES
Available Categories
Current Current Aszign
Franchisee Franchisee t Edt  Archive Checking On ASE Certification
x Level
Training Training Student
Assignable Courses
ASE Certification Eda Assian to/Remove From Cateqories
Checking Oil Level Ega Azsian to/Remave From Cates
Customer Service Basics Bt Assign to/Remove From Cateqgories
Engine Repair Estit Assign to/Remoye From Cateqories

Figure 35: Course Added to Category

5.3 Remove a Course from a Category

To remove a course from a category, scroll down to the Assignable Courses section of the
Categories Main Page (as highlighted in green in Figure 32).

Next, click the Assign to/Remove From Categories link to the right of the course that you

would like to add to a category

(as highlighted in red in Figure 32).

In our example, we will be removing a course called “ASE Certification” from the category called
“Current Franchisee Training,” which is the only category available.

Clicking the Assign to/Remove From Categories link will bring you to the Assign to

Categories screen (Figure 36).
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Franchisee
IPPY support
ube ~ System

ONLINE TRAINING MODULE

| Reports || Courses || Categories || Slides || Questions |

ASSIGN ASE CERTIFICATION TO CATEGORIES
Add New Category

Assignable Categories
Current Franchisee Training

Figure 36: Assign to Categories screen: Remove course from category

On the Assign to Categories screen, the Assignable Categories will be listed. To remove the
course from a category, click the Remove From link next to the category to which you would
like to add the course (as highlighted in green in Figure 36).

NOTE: You may remove a course from multiple categories at the same time. In this example,
we are trying to remove the ASE Certification course from the Current Franchisee Training
category, which is the only category currently created. If the course was assigned to multiple
categories, you could remove the course from any additional categories at the same time on this
screen.

After removing the course from the category on the Assign to Categories screen, you will see
a message in place of the Remove From link that states “Removed”

Franchisee
iPPY support
ube " System

i’

ONLINE TRAINING MODULE

| Reports || Courses || Categories || Slides || Questions |

ASSIGN ASE CERTIFICATION TO CATEGORIES
Add New Category

Assignable Categories

Current Franchisee Training

Figure 37: Course Removed Message
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5.4 Assign a Category to a Student

To assign multiple courses (within a category) to a student, click the Assign to Student link to
the right of the category, as highlighted in green in Figure 38.
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CATEGORIES
Add New Category

Available Categories

Current Current
Franchisee Franchisee
Training Training udent

sa4an

Checking Oil ASE Certification

Edit Archive Level

ol

Figure 38: Assign (Category) to Student Link

This will bring you to the Assign Category to Student screen (Figure 39).
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ube " System

ONLINE TRAINING MODULE

| Reports || Courses || Categories |

ASSIGN CATEGORY TO STUDENT
New Franchisee Training
Courses for new franchisees
Courses
1. ASE Certification
2. Customer Service Basics
3. Oil Change Procedure

| Name ] Email | Assign/Re-Assign |
Al Zippy ifx@adnc.com |2 :|/|27 j/lzoosj Assign

Angelina Jolie angelina@zippylube.com |2 :I/|27 j/’2008 j Assign
Bill Williams bwilliams@abcfranchising.com |2 v|/|27 v]/[2008 v[ Assign l

Figure 39: Assign Category to Student screen
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The Assign Category to Student screen lists the category you are assigning, along with the
courses within that category. Below this is the listing of students available for you to assign the
category to. This list is composed of all of the users in your Intranet system that have an email
address listed in their Intranet profile.

To assign the category to a student, set the date that you wish the course to be assigned in the
Assign/Re-Assign column, then click the Assign button.

6 Reports

The Reports section of the OTM Admin Module allows you to run various score reports to track
your students’ progress.

To access the Reports section of the OTM, click the Reports navigation button from any screen
in the OTM. This will bring you to the Reports Main Page (Figure 40).

Franchisee

iPPY support
UbE " System

ONLINE TRAINING MODULE

| Reports || Courses || Categories |

AVAILABLE REPORTS

Assignment Report Builder
Tests Taken

Figure 40: Reports Main Page

The Reports Main Page has two reporting links available for you to access:

 Assignment Report Builder — allows you to build a custom report on students, tests
taken, date range, etc.

» Tests Taken — displays an overview of all tests taken and scores received
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6.1 Assignment Report Builder

Clicking the Assignment Report Builder link on the Reports Main Page will bring you to the
Assignment Report Builder screen (Figure 41).
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| Reports || Courses || Categories |

ASSIGNMENT REPORT BUILDER

Return All Rows where:
User: | All -
and Course: All M|

and/or Category: Al -

and/or Result: [Both
and/or Taken/Not Taken Both -
From this day: =0
Ending at: ' =, ®
Execute Report

Report Result

Figure 41: Assignment Report Builder screen

The Assignment Report Builder screen consists of various drop-down lists that allow you to
select different variables to include in your report, in any combination you wish. If you wish to
create a custom report, select any combination of criteria from the available drop-down list
options, which are:

e User —filters the report for an individual user
e Course —filters the report for an individual course

» Result —filters the report for a result; either courses that have been Passed, Failed, or
Both

» Taken/Not Taken —filters the report for status; either courses that have been Taken,
Not Taken, or Both

 From this day/Ending at — filters the report by date range

If you wish to bring up a list of all users and tests taken, do not select any options, and then click
the Execute Report link, which will display the report in the Report Result section (Figure 42).
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and Course: AN -
and/or Category: Al -
and/or Result: Both «|
and/or Taken/Not Taken Both =
From this day: = Q
Ending at: = O
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Figure 42: Assignment Report Builder Results Example

To return to the Reports Main Menu, click the Reports button at the top of the screen.

6.2 Tests Taken Report

The Tests Taken link on the Reports Main Page will bring you to the Tests Taken screen
(Figure 43).
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ONLINE TRAINING MODULE

| Reports “ Courses “ Categories |

TEST TAKEN
“ -t Started - Ended PaSS/ Fa“ m
Description
2007/02/05 2007/02/28 —_ o
Dan Martin Test Course 17:20:34 10:15:04 asse 66%
s 2007/02/05 2007/02/05 . 5
Dan Martin Test Course 17:23:52 17:25:59 Passed 33%
] 2007/02/06 2007/02/06 o o
Dan Martin Test Course 15:39:55 15:45:37 Passed 33%

Figure 43: Tests Taken Report Example
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To return to the Reports Main Menu, click the Reports button at the top of the screen.

7 IFX Support

If you have any questions please contact an IFX Online support staff member at:
E-mail: support@ifxonline.com

Phone: 858-724-1024
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Appendix A: Test Taker Module

Overview

The Test Taker Module is included with your standard OTM (standard = the OTM Admin and
OTM User Modules). The Test Taker Module enables you to allow your franchisees to assign
courses that you have created to their employees via the Test Taker Admin Module, and the
employees to take the courses via the Test Taker User Module.

Thus, the OTM consists of four levels:

Level 1. OTM Administrator Module
This is the overall administrator module, which allows you to do the following:
¢ Create courses

» Assign courses to franchisees and/or corporate staff (i.e., anyone with a regular
Intranet account in the parent-org or in a sub-org)

» View an create score reports for users to track their progress

Level 2: OTM User Module

This is the user module that franchisees and/or corporate staff access in order to take the
courses you have assigned to them using the OTM Admin Module. In other words, this is
the link that anyone with a regular Intranet account in the parent-org or in a sub-org will use
to take OTM courses.

Level 3: OTM Test Taker Admin Module

This is where the franchisee can assign courses to their employees, as well as create
temporary “test taker” accounts for their employees. (NOTE: The franchisee has no ability
to create courses via this module; course creation is only possible via the OTM Admin
Module (Level 1)).

Level 4: OTM Test Taker User Module

Allows franchisee’s employees to take courses assigned to them by the franchisee via the
Test Taker Admin Module.

Test Taker Admin Module: Setup and Preparation

As outlined above, the OTM Test Taker Admin Module works in conjunction with the OTM Test
Taker User Module, which allows the employee to access their courses.

However, because the franchisee’s employees will need to access the Intranet in order to
access the Test Taker User Module, an Intranet administrator will need to create a secondary
“store” login for each franchisee. This is necessary because in order for the franchisee to create
a test taker account for an employee the franchisee will need to associate the test taker account
with an Intranet login, and provide that login to the employee along with his/her test taker login.
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Thus, when the employee logs in, they will first login to the Intranet using the store login, then
access the OTM Test Taker link, then login there using their OTM Test Taker login.

Thus, the recommended admin setup that should be utilized before allowing franchisees access
to the OTM Test Taker Admin Module is as follows:

1. Create a “Training Library” and new mailing list called “All OTM Store Logins.”
a. Create a new library called “Training Library.”

i. Go into the red icon list called “Can Access Training Library” and click Edit
Membership, then add the accounts of the individual OTM administrators.

b. Create a new white icon mailing list called “All OTM Store Logins.”

i. Add the red icon list called “Can Access Training Library” to the All OTM Store
Logins” list.

Re-create all four OTM web links in the Training Library.
d. Hide the OTM Admin and User links accordingly:

i. OTM Admin link should be made viewable only to individuals who are OTM
administrators

ii. OTM User link should be made viewable to the “All Franchisees” and “All HQ
(Corporate Staff)” white icon lists

iii. OTM Test Taker Admin link should be made viewable only to the “All
Franchisees” white icon list and the individual OTM administrators

iv. OTM Test Taker link should be made viewable only to the “All OTM Store Logins”
and “All Franchisees” white icon lists, and to the individual OTM administrators

2. Create OTM Store Login accounts for all of your franchisees.
a. Gointo each franchisee’s sub-org and create a store login account.

b. When creating the store login accounts, follow a common naming convention. For
example, in the Edit Basic Info section, the First Name on the account could be the
store/unit location, and the Last Name could be the words “StoreLogin.” Then the actual
login name could be store location + “OTM.” (For example, you could have an account
named “Hollywood Store Login,” for which the login name would be “OTMHollywood.”)

c. After creating all of the store login accounts, add all of the new store logins to the white
icon list called “All OTM Store Logins.”

3. When ready to train the franchisees, give them access to the Training Library.

a. Do this by going into the “All Franchisees” white icon list, then Edit What Lists this is a
member of, and then add the red icon list called “Can Access Training Library.”

4. Train your franchisees on the Test Taker Admin Module
a. Instruct your franchisees on the following:
i. How to add test taker accounts and associate them with their store login
ii. How to add courses and categories to test takers
iii. How to run score reports

iv. How to double-check their test taker accounts by accessing the Test Taker User
Module




