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16.5 Instructor Profile — Display view



1 Background

The National Training Center (NTC) serves as the national focal point for the development and delivery of motor
carrier safety training to enhance the capabilities of participating Federal, State, and local government officials.

The fundamental goal of the Federal Motor Carrier Safety Administration (FMCSA) is to reduce fatalities,
injuries, and commercial vehicle crashes. The mission of the NTC is to provide high quality motor carrier safety
and law enforcement training to its customers to assist the FMCSA in achieving its goal.

NTC course specialists are responsible for creating a standard set of courses. State Points of Contact (POCs)
then schedule classes with specific dates, times, and locations, and assign instructors to allow students to
register for and take a particular course.



2 Organization

This document is organized into sections that align with key functional areas of the NTC LMS. This user guide is
designed specifically for the role(s) identified, and is intended to walk the user step-by-step through each user
specific use case pertinent to the LMS.

Each section will also identify a permission matrix that indicates which user roles are able to view and edit
information. This is informational only, but allows a full scope picture of the LMS and how each role might use
information.



3 Roles

The LMS is a role based system that utilizes 9 different user roles to ensure a streamlined and secure learning
environment for all users. The user roles breakdown as follows:

e NTC
e NTC(l)
e NTC(Il)
e NTC(II)
o Note: Only NTC users will have the ability to create courses and edit instructor
information.
e State POC

o Note: State POCs will be able to approve or deny student registrations.
e |Instructors
e Master Instructor
e |Instructor
e Presenter
e (Candidates
e Students
o Note: Students will need to log in to register for classes.



4 Logging In

The LMS is a centralized training system that uses roles to separate system content and permissions. As such,
Federal users of the system will log in via the following URL:

http://fmcsa.lms.dot.gov/user

State users have a different url that validates their identity through login.gov. For NTC users, enter the above
noted url in your web browser and hit enter. You will be taken to the following login screen:

B o —

FIll User account

To enter the LMS, you will enter your email address as the username, followed by the provided password, then
click ‘login’.


http://fmcsa.lms.dot.gov/user

5 Workbench

The LMS has a central information hub known as the ‘Workbench’. This will be the first place a user sees when
they log into the LMS and gives the user content that requires review and approval as well as the latest content
entered.

Home » Administration o o o
o CLASSES NEEDING REVIEW MY DRAFTS

Classes Needing Review MY CLASSES MY CONTENT CREATE CONTENT MY SECTIONS NEEDS REVIEW

o You are now masquerading as ntc_1.

Course Class Start Date US State Sections
Start date ltamesipar page
~Any- ™| -Any - \v| USState 25 |v] Apply
-AK ~ o
Eg., 02/10/2019 location ﬂlli G
End date -AS
E.qg., 02/10/2019
is between
NUMBER OF INSTRUCTORS NUMBER OF
SECTION  CLASS DATE COURSE LOCATION NAME NID
NEEDED STUDENTS

1011 S.W. Klickitat
‘Way
3/22/19to Suite 103
WA North American Standard - Part A (Driver) 1 10 stan_ascher  Edit
3/26/19 Test Town, WA
98134
United States

15271

Needs Review
Content that has been submitted for Review and may require NTC review and approval.

Create Content
This tab allows users to create Courses, Classes, Instructor Profiles, Exams.

My Drafts
Content that the user has created but never finalized.

Needs Review
Content that requires NTC review and approval.
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6 Courses
Courses are predefined trainings that clearly layout a standard set of learning objectives across all States. Each
class is tied to a course.

6.1 Entering a Course: Part 1
NTC users and State POCs will be able to enter new courses into the LMS system. The steps below will walk you
through the process of entering a course.

41 ps | Content | Structure Appearance People Modules Configuration Opigno Administration Reports New Registrations Hello administrator Log out

United States Department of Transportation

€ FMCSA

Federal Motor Carrier Safety Administration

FMCSA National Training Center

People  Modules  Configuration  Opigno Adm Reports 2 s Log out

Home » Administration

Content CONTENT COMMENTS H5P LIBRARIES

+ Add content o

A course entity. This is the fundamental building bloc for Opigno. It can contain students, teachers, quizzes, files and many other ressources.

o Content

After logging into the LMS system, click on the ‘Content’ link on the toolbar along the top of the page.

Add Content
o You will be directed to the Content page. Select the “+ Add content” link towards the top of the

page.

o Course

You will be directed to the “Add content” page. Select “Course” to begin adding a course. The next page
is a guide that covers all the fields and steps for entering a course.
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6.2 Entering a Course: Part 2

After selecting “Course” on the Create Content page, you will arrive at the form pictured below. Use this form
to author your course content and save it as a draft. The Course content type is divided into three tabs. The
steps below will walk you through the process of entering content for each tab.

6.2.1 Summary Tab
The steps below will walk you through the process of entering content on the Summary tab.

Title
Enter the title for the course. This is a
required field.

oTitle"’
€ summary Tab
Course File and Exam Settings = Course Visibility settings * The first tab is the Summary tab.

Home » Add content

Create Course

o Course categories .
“None - v o Course Categories

. Select a category for the course from the
mage N

0 Choose File | No fil chosen Upload dropdown list. Only one category can be
E\‘I‘E:S'.'.-Z‘du?\tlfiyls::‘sﬁ; Zisfijgnjpeg. seleCted .

e Course Number * o Image

Upload an image for the course. The image
E Prerequisites for Artendance must be smaller than 256 MB. Not Required.

o Course Number
4 Enter the Course Number for the course. This
is a required field.

0 Prerequisites for Attendance
Enter the prerequisites for attendance for
the course. If there are none, type ‘None’.

arget Audience .
o e o Target Audience
Enter the target audience for your course.

4 o Course Length
Enter the Course Length.

Course Length

e Description

days
Description
Enter a description for the course. Text type
can be selected from the dropdown menu. If
using HTML text type, the user can insert
images, tables, format text, and include
- subtitles, subheads, and links that might be
A contained in the body of the content.

©
o

Text format Plain text v More information about text farmats
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@ Objective
Enter the objective(s) of the course. Text
type can be selected from the dropdown
menu. If using HTML text type, the user can
insert images, tables, format text, and
include subtitles, subheads, and links that
might be contained in the body of the
content.

Objective

Post Requirements

@ Post Requirements
Sponsor Enter any post-course requirements
associated with the course.

@ Sponsor

Enter any course sponsors.

Coordinator
- None - v

Coordinator
Select an NTC coordinator from the
dropdown list.



6.2.2 Course File and Exam Settings Tab
The steps below will walk you through the process of entering content on the Course File and Exam Settings

tab.

Home » Add content

Create Course

Title *

o Summary * ourse File and Exam Settings ) Course Visibility settings

LESSON REQUIRED FOR THE COURSE VALIDATION

+

Show rov

w weights

Defines a required quiz for this course. Users cannot finish the course without passing this quiz

Add another item

STUDENT FILES

Add a new file
Choose File | No file chosen Upload

Files must be less than 256 M.
Allowed file types: txe pdf doc docx.

INSTRUCTOR FILES

Add a new file
Choose File |No file chosen Uplead

Files must be less than 256 MB.
Allowed file types: txt pdf doc docx
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Course File and Exam Settings Tab
Click on the Course File and Exam Setting tab
to begin adding content to that tab.

Lesson Required for the course validation
Select the quiz required for the course.

Student Files

To add a Student File, click browse, locate
the file you would like to attach to the
course, and click ‘Upload’.

Instructor Files

To add Instructor File, click browse, locate
the file you would like to attach to the
course, and click ‘Upload’.



6.2.3 Course Visibility Tab
The steps below will walk you through the process of entering content on the Course Visibility tab.

o Summary * Course File and Exam Setting§ Course Visibility settings =
o NTC course feed id

Group visibility *
® Public (World-wide open, for example for demo courses)

Semi-public (registered users can subscribe to the course)

Private (users can only be subscribed by a course administrator or a teacher, the course is hidden

from course catalogue)

o Required Certifications to be an instructor for this course *
NAS B

TBTE

NESA

cMmv
CMVCI
CTFR
CECPS

CECEP

FE Status
GHM
IDC

EPR

EPI

ET
EMMT

BIT

o REQUIRED COURSE

.

Makes this course dependent on another one

Add another item

o Save

Show row weights
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Course Visibility Settings Tab
Click on the Course Visibility Settings tab to
begin content on that tab.

NTC course feed id
Enter the course feed id.

Group Visibility

Select the course’s visibility indicating who
can register for the course. This field is
required.

Required instructor certifications

Select all the certifications necessary for an
instructor to teach this course. This is a
required field.

Required Course

Search for/enter the title of a different
course for this course to be dependent on.
Click the “Add other item” if you would like
to add more than one course.

Save

Click the “Save” button to save any changes
you make. If you create or modify a course
but do not click Save, your changes are lost.
It is a good idea to save your work often.
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6.3 Viewing a Course

41 ’5 | Content = Structure Appearance People Modules Configuration Opigno Administration Reports New Registrations Hello administrator Log out

United States Department of Transportation

SHOW ONLY ITEMS WHERE

status any v Filter
language any v

# Apps $EEED) structure Appearance  People Modules Configuration Opigno Administration Reports New Registrations Hello tam_le  Log out
Home » Administration
Content CONTENT COMMENTS H5P LIBRARIES
+ Add content
SHOW ONLY ITEMS WHERE
» where type is Course
and where status any v MEfmE Undo Reset
language any v
UPDATE OPTIONS
Publish selected content v Update
TITLE o TYPE AUTHOR STATUS UPDATED v OPERATIONS
_ o o Anonymous (not 07/17/2018 - edit
Electronic Logging Devices (ELD) - Investigative Course - published
verified) 18:27 delete
- . Anonymous (not 07/13/2018 - edit
Cargo Tank Facility Review new Course . published
verified) 12:37 delete
X Anonymous (not 07/13/2018 - edit
Cargo Tank Inspection new Course . published
verified) 12:36 delete
. Anonymous (not 07/13/2018 - edit
Other Bulk Packaging new Course . published
verified) 12:34 delete
Content
. . . A BT .
After logging into the LMS system, click on the ‘Content’ link on the toolbar ribbon along the top of the
page.
Type

You will be directed to the Content page. Select “Course” from the dropdown on the “Type” filter, then
click the “Filter” button.

View

You will then see a list of all the courses in the system. You can click on the “Title” link to sort the
results by title. Once you’ve found the course you would like to view, click on the title of course. This
will take you to the Course page.



6.4 Approving a Course
As an NTC user, there is no approval process for a course. Saving a course will finalize the course.

16
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6.5 Editing a Course

After creating a Course, users will have the ability to edit their Courses. The steps below will walk you through
editing a Course.

@ FMCLOSA

Federal Motor Carrier Safety Administration

Home

Academy Course: Agency Industry
Orientation

Cg

Section: Course pages are not under access control

=] 3]

Coordinator:
Margie Mcqueen

Course categories: Safety Programs
Academy Manager:
Course Number: National Training
24362 Center

o After logging into the LMS system, navigate to the Course you would like to edit. Once you are on your
Course page, select the “Settings” tab to make edits to your content.

Home » Academy Course: Agency Industry Orientation

Edit Course Academy Course: Agency Industry Orientation

OEctwon: Course pages are not under access control

Tite *

Academy Course: Agency Industry Orientation

Summary * Course File and Exam Settings Course Visibility settings *

Course categories

Academy v

Image

ii;"eg,_ ] orientation_courselmage.jpg (198.12 KB} Remove

Course Number *
24362

o Selecting the “Settings” tab will take you to the edit mode for your Course.

o Save

o After the desired edits are made, scroll to the bottom of the page and click “Save.”
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6.6 Adding Course Files
NTC I, NTC Il and NTC Ill can add course-related files to their courses. To begin adding files to a course, navigate

to your course page. On the course page, you will see a “Edit” link on the top. Click on the “Edit” link to begin
adding files to your course. Follow the steps from step “6.2.2 Course File and Exam Settings Tab” to add course

files to your course.
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7 Course Catalog
The Course catalogue is publicly viewable without any logging credentials required.

0 F M CSA LOGOUT

Federal Motor Carrier Safety Administration

FMCSA National Training Center

The National Training Center (NTC) serves as the national focal point for the development and delivery of
motor carrier safety training to enhance the capabilities of participating Federal, State, and local government
officials. The fundamental goal of the Federal Motor Carrier Safety Administration is to reduce fatalities,
injuries, and commercial vehicle crashes. The mission of the NTC is to provide high quality motor carrier
safety and law enforcement training to its customers to assist us in achieving our goal

o To access the Course Catalog, select the last icon on the left rail.

e FMCSA Ej welcometam le  Q LOGOUT

Federal Mot amer Safety Administration

WY TRANNGS FMCSA National Training
Y ACHEVEMENTS Center

COURSE CATALOG

The National Training Center (NTC) serves as the national focal point for the
CALENDAR development and delivery of motor carrier safety training to enhance the
capabilities of participating Federal, State, and local government officials. The
fundamental goal of the Federal Motor Carrier Safety Administration is to reduce
fatalities, injuries, and commercial vehicle crashes. The mission of the NTC is to
provide high quality motor carrier safety and law enforcement training to its

This will expand the left rail with several navigation items. Select ‘Course Catalog’ from the left
navigation.
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Losout
Homa
Tl Course Catalog o
Al
BN Courss categary
- Any- v =

Electronic Lopging Deviees (ELD) - Investigative o 436155 Ripatsio: Courses
Mew Entrant Safety Audit Workshop 510023 AU & INVESIgatonE COurs2E
Commercial Enforcement and Consumer Protection (CECP) Supplemental TETTE3 AUNE & INVESIZALONE COUMS2E
Commercial Enforcement and Consumer Protection (CECF) TTES32E Audits & Invesigations Coursas
Academy Course: Personal Safety T3IT7E ACEDRTY

45537 AIDETy

Course Catalog
This will take you to the Course Catalog page. The Course Catalog is organized by Course Category and
lists all available courses, their Course Number, Course Image, and Course Name.

Filter
You can filter your results by course category by selecting a category from the drop down at thetop of
the page.

Title
You can view more details on a course by clicking on the title of your desired course.




7.1 Viewing a Course
After selecting a course on the Course Category page, you will be taken to the course page.

H

oime

@ Electronic Logging Devices (ELD) - Investigative

21

®

&6 (4 O (6

Section: Course pages gre nol under sccess controf

Course categories: @

Roadside Courses

Course Number:

486155

Prerequisites for Attendance:

Basic understanding of Hours of Service as it applies to Automatic Onboard Recording
and Electronic Logging Devices.

Target Audience:

Federal, State MCSAP or local law enforcement personnel respansible for conducting
compliance investigations andfor safety audite and roadside inzpections.

Courze Length:

3.00days

Description:

Review of recent regulatory changes in FMCSA policy as they apply to using Electronic
Logging Devices (ELD) during motor camier compliance investigations or safety audits.
Will cover Definitions, Applic ability, Exceptiong, Falsification, supporting documents,
and techniques to apply when determining compliance with the hours of service while
conducting a compliance investigation, safety audit or driver inzpection.

Objective:
Presentation iz designed to provide the student with a basic understanding of the ELD
and how to apply the fracking systems when determining carrer compliance.

Search by State

Mo classes to show at this time Search for other classes

Coordinator:
Margie Mcqueen
Safety Programs
Manager:

Mational Training Center
nic-state-

programsdDdot. gov

Phone: (202) 537-2827

Fax: (877) 551-1787

9:00am-5:00pm ET, M-F

Address:

1200 Mew Jersey
Avenue SE
Washington, DG 20350

Add an exam part
for this course
Add a clazss for
this courzs

O



0 0 ©6 6 06 0 © 06 6060 O O o

22

Course Name
The course name displays at the top of the course page. Course names can be used to find the
course in the Course Catalog, in the site search bar, and on the Registration page.

Home
The Home tab takes you to the public view for the course. This page is viewable to all users. It
displays all the course’s information.

Settings
The Settings tab takes you to the back-end user view for the course. Selecting this tab allows you to
make edits to the course page.

Users
This tab allows NTC to release grades to the students.

Manage display
The Manage Display tab is used by developers on the back end. Non-dev users don’t have accessto
this page.

Manage Registrations
The Manage Registrations tab allows certain users to accept or reject pending student registrations.

Files
The files field allows users to view and add files to the course. Files are grouped by folder — Student
Files, Instructor Files, and Archives.

Course categories
The course categories field displays the category for the course. Categories help organize the course
within the Course Catalog.

Course Number
The Course Number field displays the course number for the class. Course numbers can be usedto
find the course in the Course Catalog, in the site search bar, and on the Registration page.

Prerequisites for Attendance
The Prerequisite for Attendance field displays any courses that must be completed or knowledge
that must be acquired by a student before they can register for the course.

Target Audience
The Target Audience field displays the type of students the course is intended for.

Course Length
The Course Length field displays the duration of the course, in days.

Description
The Description field displays an overview of the course and any topics it covers.

Objective
The Objective field details the goals of the course.
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Search by state
Use this field to search for classes by state.

Course Image

On the right rail, a course image displays at the top for the course. This is the same image displayed
for the course in the Course Catalog.

Coordinator
The Coordinator field lists the name of the NTC coordinator associated with the course.

Add an exam
Use this selection to add exams to the course.

Add a class
Use this field to add classes to the course.
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7.2 Viewing Upcoming Classes

At the bottom of a course page, you will see a section titled “Upcoming Classes for this Course.” This section
lists classes in various states, with the most recent courses listed first. From this page you can view class names,
class dates, and class locations. Pagination at the bottom of the page allows you to click through to view more
classes. Clicking on a class date will take you to that specific class page. You can also search by for classes by

using the “Search by State” field.

UPCOMING CLASSES FOR THIS COURSE

Search by State

- Any - r m

Shows classes that have open registration

Morth American Standard - Part B in
Mendota Heights, Minnesota on 3/11/19

Morth American Standard - Part B in
Raleigh, Morth Caroling on 2/18/19

Mon, 03/11/2019 to

Fri, 031152019

ion, 02/15/2019
to Fn, 02/22/2019

1110 Centre
Pointe Curve
Mendota
Heights, MM
55120

United States

321
Chapanoke
Road
Raleigh, NC
27603

United States




25

8 Classes

The NTC LMS has been built to eliminate the need for the NTC Scheduler, which was previously used by State
POC’s to enter suggested classes for approval by NTC. In an effort to consolidate systems, reduce redundancies
and synch issues, while enhancing metrics, classes will be entered within the NTC LMS.

8.1 Adding a Class Part 1
State POCs are responsible for creating and maintaining class information in the system. Classes created are
subject to final review by Course Specialists before they are made available to the public site.

] ~5 Content Structure Appearance People Modules Configuration  Opigne Administration  Reports My Workbench  Evaluations  Instructor Records — Registrat]

1

e F MCSA IE welcome tam_le Q

Federal Motor Carrier Safety Administration

People  Modules  Configuration  Opign parts i ons el Log out

Home » Adrinistration

Content CONTENT COMMENTS H5P LIBRARIES

+ Add content o

Class o

A Class, og group collection of users, courses, and a teacher

Content
After logging into the LMS system, click on the ‘Content’ link on the toolbar along the top of the page.

Add Content
You will be directed to the Content page. Select the “+ Add content” link towards the top of the

page.

Class
You will be directed to the “Add content” page. Select “Class” to begin adding a class. The next page is a
guide that covers all the fields and steps for adding a class.
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8.2 Adding a Class: Part 2

After selecting “Class” on the Create Content page, you arrive at the form pictured below. Use this form to
author your class content and save it as a draft. The steps below will walk you through the process of adding a
class. The Class content type is divided into eight tabbed sections.

8.2.1 Class Information Tab
When adding a new class, you will first see the Class Information tab. The steps below will walk you through all
the fields on the Class Information tab.

Class Information * | Class Location * | Point of Contact * | Material Shipping Location *  Instructors = Notes Registration *
Course ™
- Select a value - r

The course material that will be taught during the class.

Number of Students *

- Selectavalue- ¥
How many slots for students are there in this class?
o SCHEDULING

CLASS DATE ™

Classes should be scheduled at least 45 days from today. This widget starts from that point. If you want to schedule a class w0
happen less than 45 days away, this class will be rejected and reviewed by NTC headquarters staff if it needs to be approved.

Date
03/18/2019
Eg. 01/31/2019

to: ¥

Date

Eg. 01/31/2019

Course Length

o Schedule Saturdays

Schedule Sundays
Schedule Helidays

gnore Holidays

Course
Select a category for the course from the dropdown list. Only one category can be selected. This isa
mandatory field.

Number of Students
Enter the max number of students for the class.

OScheduIing

Enter the class start and end date. Classes should be scheduled at least 45 days from today. If you
set for the class to start less than 45 days away, the class will be rejected.

Course Length in Days
Enter the length of the class in days. Eight hours is 1 day and 12 hours is 1.5 days.
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8.2.2 Class Location Tab
After completing the required fields on the Instructors tab, select the Class Location tab. The section below will
walk you through all the fields on the Class Location tab.

Class Information - Point of Contact © Material Shipping Location * | Instructors = Notes Registration -

Facility Name *

o LOCATION

Country
United States ¥

Address 1~

Address 2

City State ¥ ZIP code ™

- Select - v

Facility Name
Enter the facility name for the class location.

Location
Enter the address for the class location. This is a mandatory field.



8.2.3 Point of Contact Tab
After completing the required fields on the Material Shipping tab, select the Point of Contact tab.

Class Information * | Class Location ~ | Peint of Contact © | | Material Shipping Location * | Instructors |~ Motes Registration ~

o Title

First Name

Last Name

Emnail

Office Phone

Mobile Phone

ADDRESS

‘Country
United States ¥

Address 1~

Address 2

City ™ State ™ ZIP code ™

- Select -

State Points of contact

The first ane dizplayed will be the primary

Additional Email

Additional stakeholder, such as a contractor that needs to be notified about updates to this class

28
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Title
Enter the title of the POC for this entry. If you do not wish to display a title for the contact, you can
leave this blank. This field is optional.

First Name
Enter the first name of the POC for this entry as you want it to appear on the page. This is a
mandatory field.

Last name
Enter the first name of the POC as you want it to appear on the page. This is a mandatory field.

Email
Enter the email address for the POC. Note: this must be a valid email address. If you do not wish to
include an email address, you can leave this field blank. This is an optional field.

Office Phone

Enter the phone number for the POC, including the area code (e.g., 6174942000). Note: Enter phone
numbers without hyphens or parenthesis. The system will take care of the formatting. If you do not
wish to include an office phone number, you can leave this field blank. This is an optional field.

Mobile Phone

Enter the mobile phone number for POC, including the area code (e.g., 6174942000). Note: Enter
phone numbers without hyphens or parenthesis. The system will take care of the formatting. If you do
not wish to include a mobile phone number, you can leave this field blank. This is an optional field.

Address
Enter the mailing address for the POC. This field is mandatory.

State Points of contact
Enter the state points of contact here. Start typing and a drop-down selection will appear with all
the state POC emails in the system.

Additional Email
Enter additional emails for State POCs.
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8.2.4 Material Shipping Tab
After completing the required fields on the Class Location tab, select the Material Shipping tab.

Class Information = Class Location *  Point of Contact © |Mameria| Shipping Location - | Instructors  Notes Registration *

Material Shipping *
Same as point of contact address
Same as class location address

Alternate shipping address

o Material Shipping
Select whether materials for this class should be sent to the point of contact address listed, the

class location listed, or to an alternate shipping address. If ‘Alternate shipping address’ is selected, a
new field for “Alternate Shipping Address” will appear.
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8.2.5 Instructors Tab
After completing the required fields on the Registration tab, select the Instructors tab.

Class Information ~ | Class Location * | Point of Contact ©  Material Shipping Location ~ | Instructors| MNotes Registration ~

Number of Instructors Needed
o -MNone- ¥

\What is the estimated need of instructors to teach this class?

- Maona -
Tim White - 154, SPE

John Wemer - NAS B
Raymond Weiss - EMMT, MAS &, FE Status -

Number of Instructors
Select the number of instructors needed for the class.

Instructors
Select the names of instructors for the class. Click and hold “Ctrl” to add more names if more than one

instructor will teach the class.
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8.2.6 Notes Tab
After completing the required fields on the Point of Contact tab, select the Notes tab. The fields on this tab are
optional. The following section will walk you through all the fields on the Notes tab.

Class Information *  Class Location ~ | Point of Contact®  Material Shipping Location * | Instructors Registration *

If this class is mot in the State Training Flan andsor has not been approved by the FMCSA Division Office, please document this in the Notes
section priar to _-'u.":lm.l'rtfng.

Hotes
OB:usz

n
(T
(1)
SLI
1

= ™ E [ Source [l—:'l [E' T, Format - *—:

Notes
If this class is not in the State Training Plan and/or has not been approved by the FMCSA Division
Office, please document this in the Notes section prior to submitting
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8.2.7 Registration Tab
After completing the required fields on the Class Information tab, select the Registration tab. The steps below
will walk you through all the fields on the Registration tab.

Class Information * | Class Location * | Point of Contact * | Material Shipping Location * | Instructors = Motes Registration ~

Class Registration *

Mational Training Center Class ¥

Select what type of registrations should be enabled for this class. Depending on the display settings, it will appear as either string, registration link, or
form.

o Croup visibility

NiA
Public (Waorld-wide open, for example for demo courses)
Semi-public (registered users can subscribe to the course)

Private (users can only be subscribed by 3 course administrator or & teacher, the course is hidden from course catzlogue)

o Save

o Class Registration
Select what type of registrations should be enabled for this class. Depending on the display settings,
it will appear as either string, registration link, or form. This is a mandatory field.

© Group Visibility
Select the desired class visibility. This is an optional field.

Save
Click the “Save” button to save any changes you make to your class. If you create or modify aclass
but do not click Save, your changes are lost. It is a good idea to save your work often
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8.3 Submitting Class Entry for Editorial Review
After saving a class entry draft, you will see a preview of your class content.

Note: this draft does not represent the way the information formats once published, but provides you the
opportunity to review things such as the spelling and grammar before you submit it to an NTC level user for

final approval and publishing.

At the top of your draft, you see the below pictured toolbar, which allows you to view the current state of the
content, edit the draft, and submit your draft contact info to the editor.

Home

Electronic Logging Devices (ELD) - Investigative in Washington,
District of Columbia on 3/31/19

« Registraticn setftings have been saved.
o « Reqgistration gettings have been saved.
« Registration setftings have been saved.

o_,:l ass Elecironic Logging De Ir'."l.’,Eo-D.-' - Investigstive in Washington, District ﬁ-‘lmt ia on 3/31/19 has been updated.
View draft

Section: DC

Revision state: Draft

Mest recent revision: Yes

Q Siet moderstion state:  Submitted - Nesds Review ¥ m

o View Draft
The View Draft button shows you the current state of your draft and allows you to preview it before
you send it for approval.

Edit Draft

Clicking the Edit Draft button takes you back to a page that is very similar to the one you used while
creating the contact info. After you create a draft, you can use the Edit Draft button to go back and
make updates, changes, or corrections. Note that if you edit a published draft, the edited version must
go back through the editorial process (Draft Neegls Review Pubfished). In addition, if you are
editing a published contact, this button text says “New Draft” instead of “Edit Draft.”

o Set Moderation State

While in the “View Draft” view, you have access to the Set Moderation State drop-down menu. If
you have viewed your draft and are ready to send it on to be edited and published, you can select
“Needs Review” in this list and click “Apply.” When you do this, you are setting the state of the draft to
“Needs Review” and an NTC level user will be able to review and publish the draft.



Moderate

The Moderate button takes you to the content moderation interface, pictured below, which
provides a bit more in-depth view of the moderation and the state of the content. The Moderate page
allows you to see the revision number, the draft’s original author, and any authors who have revised it.
From here, you can also move content from “Draft” to “Needs Review” state.

Homs » Carge Tank Inspaction In WASHENGTON, District of Columblacn 3/21/1

History of Carge Tank lnspection in WASHINGTON, District of Columbia on 3/27/19

() Currently there is no published ravisicn of this noda.

Saction: DC

REWISION TITLE

Cargo Tank Inspaction in WASHINGTON, District of Columbiz on 2/21/18
23501 Craatad by tam_k.

Feavlssd by tm_ls

Cargo Tank Inspaction in WASHINGTON, District of Columbiz on 2/21/19
23496 Croated by tam_k.

After you send your contact entry to the “Needs Review” state, NTC-level users will be able to review,
edit, or publish the class content. Once the content is in this state, the content author’s role in creating

the class information is finished.
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WIEW DRAFT USERS [EDIT DRAFT MANAGE DISPLAY MODERATE REGISTRATIONS ‘SORT COURSES
DATE REVISION ACTIONS MODERATION ACTIONS
This is tha current revision. Tha current state is Oraft.
. B Submitted - Nesds Reviaw Apohy
01212018 - 1542 Viaw | Edit draft Set modaration state:  Submitted - Neads Review ¥ pp
* From Draft—-> Orafton 01/31/2019 - 18:42 by tam_|=
01/21/201% - 18:42 Wiaw | Ravart | Dalats * From Draft--> Drafton 01/31/2019 - 18:42by tam_la



8.4 Viewing a Class

You can navigate to your class page by going to the Content page on the backend and filtering your results by
Class type. See Viewing a Course for screenshots and detailed instructions. The section below will walk you
through all the front-end view of the class page.
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Hom:

I3

North American Standard - Part B in Mendota Heights, Minnesota on
3/11/19

te: Approved - Fublished
nt revision: Yes

COURSE TOOLS

Course Page:: North American Standard - Part B

o Summary Evaluations

o

Category:
Roadside Courses

Course Number:
510002

Course Length:
5.00days

Target Audience:

Federal, State MCSAP or local law enforcement
personnel responsible for conducting commercial
motar vehicle inspections

Prerequisites for Attendance:

Host Agencies shall provide students with (or require students to bring) the most current version of the Federal
Motor Carrier Safety Regulations with interpretations.

Description:

This course is designed to provide Federal. State MGSAP. and local law enforcement personnel with the basic
knowledge. skills. practices, and procedures necessary for performing vehicle inspections under the Motor
Camier Safety Assistance Program. Refered to as North American Standard Inspections, the course will focus
on understanding federsl regulations and spplying them during & safety inspection of commercial mator
vehicles.

Objective:

This course will instruct participants how fo conduct a complete North American Standard vehicle inspection in
accordance with the Federal Motor Camier Safety Regulstions and the Morth American Standard Inspection
Procedure, incorporating knowledge that was obtained during the MAS Part A course. Upen completion of the
course, participants will be sble to perform a thorough examination of & commercial motor vehicle.

Class Status:
Open

Want to register for this class?
Logged in users please confirm your eligibility and click on the button to register for this class
Prerequisite Confirmation *

- Safact 3 vslus - L
“You are registering: Myself

Class Date:
Manday, March 11, 2018 to
Friday, March 15, 2019

Location o
Mendota Corporate Center

1110 Centre Pointe Curve
Mendota Heights. MM 55120
Urited States

Point Of Contact

CWI Sgt Jay Sletten

(651) 350-2008

(651) 260-1623
izy.cletten@state mnus
1110 Centre Pointe Curve
Mendota Heights, MM 55120
United States

Coordinator

Margie Mcqueen

Safety Programs Manager:
Naticnal Training Center
nic-state-programs@dot. gov
Phone: (202) 657-2827
Fax: (877) 561-1787
#.00am-5:00pm ET, M-F
Address:

1200 Mew Jersey Avenue SE
‘Washington, DC 20530




© ©0 6 060 O

37

Course Title
The course title displays right below the navigation tab.

Navigation Tabs
At the top of the class page, you will see all the view tabs. You can click on different tabs to edit the
class, manage users, manage registrations and sort classes.

Course Tools
View course tools for the class, including exams and course files.

Evaluations
Click on the Evaluations tab to view evaluations for the class.

Course Image
The course image displays in the middle of the page.

Course Info
The course info displays below the course title. This is the same information that displays on the course

page.

Class Registration
At the bottom of the page, you will see a section for users to register for the class.

Class Info
The class details will display on the right rail.
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8.5 Approving a Class
NTC level users have the ability to approve and publish classes that are in the “Needs Review” state. The steps
below will walk you through viewing and approving classes.

# Onmcosc Wesding Review  Apps  Contemt  Structure  Appesrance  Pesple  Modules  Canfigurstion  Opigno Afministration 1 (FEEEEE) comwetions  Instructor Records  Registrabions  Acsigned Claszes
My Claszes Hefla tam_le Log out
Homa » Administration = My Workbanch 2
Needs review CLASSES NEEDING REVIEN MY CLASSES MY CONTENT CREATE CONTENT MY SECTIONS MY DRAFTS NEED)S REVIEW
Title Type Sections ttems per page
- Ay - ¥ US State = Apply
-AK
AL
- AR,
A5 hd
- _ - - e . LAST -
MODERATION STATE SET MODERATION STATE TTLE SECTION | TYPE | REVISED BY _
UPDATED
Submittad - Maads . : _ S
'” = Fara === . WA : w2, Class char 48 min ] sacago

Rewiaw
Viaw madsration histary

Omnn
L L

My Workbench
To begin, select “My Workbench” on the top ribbon navigation. From this screen, you can view content

recently added to the site, as well as content that you have recently created oredited.

Needs Review
Select the “Need Review” tab to view all content that are in the Needs Review state.

Title
Click on the title of the content you would like to review.

Draft View

After selecting the class you would like to review, you will be taken to the draft view for the class
below. From here, you can preview the draft, edit the draft, or change the moderation state.To
change the moderation state, use the drop down to select either Draft, Approved, or Rejected, then

click “Apply.”

Home

Commercial Enforcement and Consumer Protection (CECP) in Seattle,
WA, Washington on 3/26/19

Section: WA
Revision state: Submitfed - Needs Review
Most recent revision: Yes
Set moderation state:  Rejected v m o
[Tah 3
Appravad - Peblshad



8.6 Editing a Class
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After creating a class, users will have the ability to edit their class. The steps below will walk you through editing

a class.

Home

New Entrant Safety Audit Workshop in Ashburn, Vermont on 5/8/19

View published

Section: VT
Revision state: Approved - Published

Most recent revision: Yes
Summary Evaluations

=

N\,

—
—

\__:

Prerequisites for Attendance:

Category:
Audits & Investigations Courses

Course Number:
210023

Course Length:
3.00days

Target Audience:
Federal and State MCSAP personnel
responsible for conducting Safety Audits.

Successful completion of Investigative Safety Analysis, Morth American Standards Part A, Morth American
Standards Part B and General Hazardous Materials courzes. Working knowledge of computer
software/hardware. Host agencies ghall provide students with {or require studentz to bring) the most
current version of the Federal Motor Carrier Safety Regulations and Hazardous Materials Regulations.

Description:

The Mew Entrant Safety Audit workshop i a comprehensive 3-day course that focuzes on the audit
process and software programs specific to the Safety Audit program. The course is designed with the
assumpticon students have completed the Investigative Safety Analysis and roadside courses.

Objective:

To complete a quality safety audit in accordance with the FMCSR and HMR while applying the standards

of the Figld Operations Training Manual.

Class Status:
Open

o New Draft

Class Date:
‘Wednesday, May 8, 2015 fo
Tuesday, May 14, 2019

Location

Test

112 Main St
Ashbum, VT 11221
United States
Instructors:

Tim White:

Point Of Contact

1112
test, VT 11212
United States

Coordinator

Margie Mequeen

Safety Programs Manager:
Mational Training Center
nic-state-programsi@dot gov
Phone: (202) 6857-2827
Fax: (577) 5611787
8:00am-5:00pm ET, M-F
Address:

1200 MNew Jerzey Avenue SE
‘Washington, DC 20580

After logging into the LMS system, navigate to the class you would like to edit. Once you are onyour
class page, select the “New Draft” tab to make edits to your content. If the class has not been published
yet, this tab will be titled “Edit Draft.”



Homa » New Entrant Safcty Audit Workshop in Ashburn, Vermont on 5815
Edit Class New Entrant Safety Audit Workshep in Ashburn, Vermont on 5,-’8,9
e - ) e e el

Saction: VT
Stavus: Naw draft of fva comtant.

Chass Information * | Class Location®  Point of Contact© | Material Shipping Location ™ Instructors |~ Notes Registration *

Course ™
Mew Entrant Safety Audit Werkshop v

Tha courss matarial that will ba taught during tha class.

Mumber of Students *
25w

How many slots for studants ars thera in this dass?

SCHEDULING

CLASS DATE *
Classes should be scheduled at least 45 days from today. This widget starts from that peint. If you want to schedule a class to happen less than 45 days away, this dass will be
rejected and reviewed by NTC headquarters staff if it needs to be approved.

Date
05082019
Eg. 01/21/2019

412019
Eg. 01/21/2018

Schaduls Saturdays
Schaduls Sundays
Schaduls Holidays

Ignara Halidays

o Save

Edit Mode
Selecting the “New Draft” tab will take you to the edit mode for your course.

Save
After the desired edits are made, scroll to the bottom of the page and click “Save.”

40
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9 Registering for a Class

To register for a class, first navigate to your desired class. When you scroll towards the bottom of your class
page, you will see a “Register for this class” section. You can register for a class as a new user or as an existing
user. The following steps will walk you through the registration process.

9.1 Logged-in User
If you are a logged in user attempting to register for a class, you will see the below registration box.

Want to register for this class?

Logged in users please confirm your eligibility and click on the button to register for this class
o I meet the minimum requirements and prerequisites required to enrcll in or take this course *

You are registenng: Mysalf

O ==xrx=3

o Course Requirements
You must meet the minimum requirements and perquisites required to enroll in courses. If you don’t

check the “I meet the minimum requirements” box, you will get an error message and not be able to
register for the class.

Register
Once you have selected the requirements check box, click “Register for this class” to continue.
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9.2 Guest User

If you are a guest user not logged into the LMS system, you will see the below registration box.

Want to register for this class?

Are you a new or returning a user *

o - Select a value - EI

Email

[] | meet the minimum requirements and prerequisites required to enroll in or take this course *

Register for this dass

User Type
Select if you are a New User or a Returning User

e New Users
o If you selected “New User,” continue to New Users section.
e Returning Users
o If you selected “Existing User,” continue to the Existing Users section.
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9.2.1 New Users

A New user in the NTC LMS is defined as an individual who has never taken an NTC class through the NTC LMS.
When the LMS launches, all users will be treated as a new Registration. The LMS identifies users based on the
supplied email address. New users need not be logged into the site to register for a class.

If you select “New User” from the user type, you will arrive at the form below. The steps below will walk you
through the process of registering for a class as a new user.
o Email

Enter your email address
Want to register for this class?

Student Name
Enter your full name. This is a required field.

Are you a new or returning a user *

MNew User Izl

Email

Position Title
Enter your position title. This is a required
field.

Student Name *

Federal Funding
Select if your position received federal
funding. This is a required field.

Position Title *

Country
Enter your country of residence. This is a
required field.

Does your position receive Federal Funding for commercial motor
vehicle enforcement? *

- Select a value - IZI

© ©¢ 0 6 0 o090

Countre Company
ountry I . )
pe— Enter your company. This is an optional field.
Company Address 1
Enter your mailing address. This is a required
field.
Address 1*
Address 2
Address 2 Enter an alternative address if applicable.

| This is an optional field.

00 0606 60600 O



o -

Asperiores

State *

@ California IZI
ZIP code *

m 73651

@ Work Telephone Number *
9682646133

@ Work Email Address *

Supervisor Name *
Supervisor Telephone Number *

Supervisor Email Address *

] | meet the minimum requirements and prerequisites required to enroll in or
ake this course *

(14
®
®
@

Register for this dass

5

a4

e City

Enter your city. This is a required field.

State
Select your state from the dropdown list.
This is a required field.

Zip Code
Enter your zip code. This is a required field.

@ Work Telephone Number
Enter your work telephone number. This is a
required field.

Work Email Address
Enter your work email address. This is a
required field.

@ Supervisor Name
Enter your supervisor name. This is a
required field.

@ Supervisor Telephone Number
Enter your supervisor telephone number.
This is a required field.

@ Supervisor Email
Enter your supervisor’s email address. This is

a required field.

@ Course Requirements
You must meet the minimum requirements
and prequisites required to enroll in courses.
If you don’t check the “I meet the minimum
requirements” box, you will receive an error
message and not be able to register for the
class.

@ Register

Once you have selected the requirements
check box, click “Register for this class” to
continue.
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9.2.2 Returning Users

An returning user in the LMS is defined as a user who has previously been approved for a class within the NTC
LMS. Existing users are required to enter less information as it has previously been submitted. Existing users
however must be logged into the site to register for a class. The steps below will walk you through the process
of registering for a class as a returning user.

If you selected “Returning User,” you will be taken to the screen below.

Want to register for this class?

Are you a new or returning a user *

Returning User |E|

Email
@

[] | meet the minimum reguirements and prerequisites reguired to enroll in or
take this course *

Register for this dass

Email
Enter your email address.

Course Requirements

o You must meet the minimum requirements and prequisites required to enroll in courses. If you
don’t check the “I meet the minimum requirements” box, you will receive an error message and not
be able to register for the class.

Register
Once you have selected the requirements check box, click “Register for this class” to continue.

Note: Once you select “Register for this course,” you will be directed to the LMS login page. As a returning user,
you must be logged in to register for courses. Once logged in, you will be redirected to the class page to register
as a logged in user.
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10 Registration Queue

NTC level users as well as the State POC will have the ability to view all Registrations for all courses within the
LMS. The Registration Queue is designed to track all incoming registrations for all classes, prompting the State
POC to make an approval or Rejection decision based on submitted data.

#  Closses Needing Review  Apps  Content  Structure  Appearamce  Prople  Modules  Configurstion  Opigne Administration  Reports My Workbench  Evaluations  Instructor Records |JREEREGRE) ) Assigned Classzs My Classes

Hello ban_le  Log oul

Hema » Administration 1
Registrations for Open and Full classes o
Classes that have an open or full status. Click on the class name to go to class details
Registration Created Class Start Date State Location Course Registration Status
Start date Start date — =
American Samos - Any - ¥ | [Pending
Montn ¥ |[-Day ¥ | -vear ¥ -Month ¥ ||-Day ¥ || -vear ¥ Alabama Approved
Alas Rejects
End date End date Alaska ejectad
Arizons Wait list
Montn ¥ |[-Day ¥ | -vesr ¥ Month ¥|[-Day ¥ | -vear ¥ Arkanzas -
iz between 5 between registration email Class Status
—Any - v Apply Reset o
contains

New Entrant Safety Audit Workshop in Ashburn, Vermont on 5/8/19 status . Open

CREATED STUDENT NAME POSITION TITLE ORGAMIZATION USER TYPE RECISTRATION STATUS o

131018 Phalan Kinnay Eos exercitation val error quazrar ax culps et officia ips Cross Cutierrsz New Usar fejactad View Details
Trading

13119 Returning User Approved View Details

131018 Xanthz Herman Bariztur At Izbore minims qui quibusdam sequi 2=t qui sunt Ef“h and Hubbard | User fending View Details

173019 Returning User Pending View Details

North American Standard - Part A in Albany, New York on 11/5/18 status : Open

CREATED STUDENT NAME POSITION TITLE ORGAMIZATION USER TYPE RECISTRATION STATUS

10/23/18 John Test tast Hew User Pending View Detsils

North American Standard - Part A in Seattle, WA, Washington on 3/26/19 status : Open

CREATED STUDENT NAME POSITION TITLE ORGANIZATION USER TYFE REGISTRATION STATUS

130018 Returning User Fending View Details
1/25/19 Returning User Approved View Details
125015 Returning User Approved View Datails

North American Standard - Part B in Raleigh, North Carolina on 1/21/19 status : Open
CREATED STUDENT NAME POSITION TITLE ORGANIZATION USER TYPE REGISTRATION STATUS

12117/18 Jack White devalopar Allied MNew Usar Pending View Datails

o Registration Queue
To access the Registration Queue, select “Registration” from the top navigation bar.

o All Registrations
Clicking on the “Registration” link will take you to the “All Registrations” page. This page lists class
registrations of all statuses: Approved, Pending, and Rejected. Registrations are sorted by class.

Search Filters

Registrations can be filtered by Registration Created date, Class Start Date, State Location, Course
Name, registration email, Class Status, and Registration Status. Make your selection from the dropdown
lists and click “apply” to see your results. Click the “Reset” button to reset your search

filters.



o Student Registration
Each registration includes the student’s name, date registered, position title, organization, user
type, and registration status.

View
Selecting the “View Details” link from the registration queue page takes you to the student’s
registration information page.

a7
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11 Managing Class Registrations
NTC level users will have the ability to approve and reject student Registrations for all classes within the LMS.
The steps below will walk you through managing student registrations.

Home = Mew Entrant Safety Audit Workshop in Ashbum, Yermont on 5/8/1%

Registrations for New Entrant Safety Audit Workshop in Ashburn, Vermont on 5/8/19

VIEW PUELISHED USERS NEW DRAFT MANACE DISPLAY MODERATE RECETRATIONS SORT COURSES REVISIONS
9 Settings Email Registrants

3 used out of 25 slots

OPERATIONS
- Choose an operaticn - v Execute o

STUDENT NAME MNEW USER? REGISTRATION STATUS SLOTS CONSUMED
a + Returning user Pending 1 slot

=+ Xantha Herman MNew User Pending 1slot

+ Returning user Approved 1 slot

4= Phelan Kinney MNew Usar Rejactad 0 slot

0 Registration Tab
After navigating to a class you would like to manage registrations for, click on the “Registrations” tab
on top.

Registration Page
This will take you to a page with a list of student registrations for the class.

Student Registrations

Each student registration will display their name (if they are a returning user, you will need to click
the “+” to view student details), whether they are a returning student; their registration status, and
if they occupied a slot in the class.

Operations

To approve or reject a pending student registration, first select the checkbox next to the student
registration, then select the option from the operations dropdown and click “execute.” This will change
the pending student’s registration status.
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12 Exams

Exams can be added to any course within LMS. The steps below will walk you through the process of adding and
taking exams.

12.1 Adding an Exam: Part 1
There are two ways to add exams to a course. The steps below will walk you through the process of adding
exams.

12.1.1 Option 1
One way to add exams is by navigating to the content link on the top toolbar.

] 1 Content  Structure  Appearance  People  Modules  Configuration  Opigno Administration  Reports My Workbench  Evaluations  Instructor Records — Registrati

@ FMCSA —

Federal Motor Carrier Safety Administration

orts  New Registrations

Home » Administration

Content CONTENT 'COMMENTS. H5P LIBRARIES

p + Add content

Lesson

q Create interactive exam sections for site visitors

o Content

After logging into the LMS system, click on the ‘Content’ link on the toolbar along the top of the page.

Add Content
You will be directed to the Content page. Select the “+ Add content” link towards the top of the

page.

Lesson
You will be directed to the “Add content” page. Select “Lesson” to begin adding an Exam. The next
page is a guide that covers all the fields and steps for adding an exam.
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12.1.2 Option 2
Another way to add exams is by navigating to the course you would like to add an exam for.

New Entrant Safety Audit Workshop

View

Section: Course pages are not under access control

Coordinator:

Margie Mcqueen

Safety Programs Manager:
510023 Naticonal Training Center

Course categories:
Audits & Investigations Courses
Course Number:

nie-state programs@dot gov
Phone: (202) 657-2827

Fax: (877) 561-17T87
9:00am-5:00pm ET, M-F
Address:

1200 New Jersey Avenue SE
Washington, DC 20590

Prerequisites for Attendance:

Successful completion of Investigative Safety Analysis, North American Standards Part A, North
American Standards Part B and General Hazardous Materials courses. Working knowledge of computer
software/hardware. Host agencies shall provide students with (or require students to bring) the most
current version of the Federal Motor Carrier Safety Regulations and Hazardous Materials Regulations.
Target Audience:

Federal and State MCSAP personnel responsible for conducting Safety Audits.

Course Length: m « Add an exam part for

3 DDdgys. this course

Description: « Add a class for this
course

The Mew Entrant Safety Audit workshop is 2 comprehensive 3-day course that focuses on the audit
to the Safety Audit program. The course is designed with the

o After navigating to the course you would like to add an exam for, you will see an “add an exam for this
course” link on the right rail. Click this link to begin adding your exam.
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12.2 Adding an Exam: Part 2

After selecting one of the options from Adding an Exam Part 1, you will arrive at the Lesson content type below.
Each exam is broken out by lessons, or topics. Use this form to author your exam lesson and save it as a draft.
The steps below will walk you through the process of adding an exam lesson.

Home » Carge Tank Inspection » Exam Sections

Create Lesson

Q ¥ou are making your first Lesson. On this page you set the attributes, most of which you may tell the system to remember as

defaults for the future. On the next screen you can add questions

fif ¥ou must configure Workbench Access settings before editorial access control will be enforced.

Title ™

Remember my settings
I this box is checkad most of the quiz specific settings you have made will be remembered and will be your default settings next time you
craate 3 exam section

The name of the Lesson.

Paper size
Unchanged ¥

Choose the paper size of the gensrated POF.
Page orientation
Unchanged ¥

Choose the page arientation of the generated PDF

Introduction (Edit summary)

Text format| Plain text ¥ Mare information about text formats
No HTML tags allowed.

Web page add and e-mail addresses turn into links zutomatically.

Lines and paragraphs braak automatically

Lesson weight *

Sets the waight of this quiz for the final course assessment. Leave at 0 if this quiz should nat be taken into account for the final grada

Lesson type *
e Quiz ¥
Sets the type of this lesson. Can be theory(not shown in results by default), gquiz (zlways shown in results) and mix

GROUPS AUDIENCE

Your groups
Passenger Carner Vehicls Inspection (PCVI) =

Morth American Standard - Part B (“ehicle)
Morth American Standard - Part A (Driver)
Cargo Tank Inspection

Associate this content with groups you belong to.

Show row weights

'OTHER GROUPS.

0 =

As groups administrator, associate this content with groups you do Aot belong to.

Add another item

e Save
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Title

Enter the title for your exam lesson. You can follow the format of “Course Name + Baseline or
Alternate + version number + Topic Number + Topic (e.g. “NAS A Baseline v1.7 Topic 1: Introduction to
Level Ill Inspections”)

oRemember my settings
You can check this box if you would like to save your settings for the next time you create an exam
lesson.

o Introduction
Enter an introduction blurb for your exam. This is an optional field.

Lesson weight
Use the lesson weight field to set the weight of this exam lesson for the final course assessment.

eLesson Type
Select the lesson type. The default is set to “Quiz”

Groups Audience
If you went through Option 2 on Create an Exam Part 1 above, this section would be preselected. If
not, select the course you would like to link the exam to.

Other Groups
If there are more courses you would like to link the exam to, add them here.

Save
Once you are don’t adding details to your exam, click “Save” to continue.
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12.3 Adding an Exam: Part 3

After clicking “Save” in the step above, you will be taken to the Manage Questions tab of your exam. Here you
can create new exam questions or browse and select questions in the LMS system. The steps below will walk
you through the process of adding an exam question.

Homa = Morth Amarican Standard - Part & (Driver) = Exam Sactions = Tast Exam

Test Exam 0

VIEW EDIT MAMNAGE DISPLAY REGISTRATIONS TAKE MANAGE QUESTIONS RESULTS
o Multiple choice question test | has been created.

* Rules evaluation log —Open all-

o

Section: Unassigned
» CREATE NEW QUESTION

= QUESTIONS IN THIS LESSON (1)
Show row weights

e QUESTION TYPE ACTIONS UFPDATE MAX SCORE AUTO UPDATE MAX SCORE

test | Multiple choice question Edit Remove LUp to date 1

o * BROWSE FOR QUESTIONS TO ADD

Submit

Exam Tabs
You are currently on the “Manage Questions” tab. Navigate to other tabs if you would like to view

your exam, edit your exam, take your exam, or view exam results.

Create New Question
Select Create New Question if you would like to add a new question to your exam.

eLesson Questions
As you add questions to your exam lesson, you will see them displayed here. You can use this
section to edit, remove, or reorder questions.

Browse Questions
Select “Browse for Questions to add” if you would like to select a question that is already in the LMS

system.
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12.3.1 Create New Question: Part 1
The steps below will walk you through the process of creating a new exam question.

After selecting “Create New Question,” you will see a list of options to choose from for your question. Select the
type of question you would like to add.

~ CREATE NEW QUESTION

& Fill in the blanks question
Leng answer question
Matching
Multiple choice guestion
SCORM Package
TinCan Package
Fileupload question
Crrag and drop question with lines
Crag Drop question
HSP question
Scale question

Short answer guestion

True/fzlse question
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12.3.2 Create New Question: Part 2
After selecting the type of question you would like to add, you will arrive at the form pictured below. The steps
below will walk you through the process of adding details to your multiple choice exam question.

Homa » North Amarican Standard - Part A {Driver) » Exam Sections » Tast Exam » Manage quasticns

Create Multiple choice question

M, You must configure Workbench Access settings before editorial access control will be enforced.

Title

Add a title that will help distinguizh this guesticn from other questions. This will not be sean during the quiz.

Question (Edit summary)

o

Text format Plaintext ¥ More information about text formats
= Mo HTML tags allowss.

* Wak pags a
= Linas and paragraphs break autamatically.

rasses and e-mail addrassas turn inte links automatically.

~ ANSWER

e ~SETTINGS

Your settings will be remembered.
Multiple answers

Allow any number of answers(checkboxes are used). If this box is not checked, one, and only one answer is
allowed{radicbuttons are used).

Random ordar
Present alternatives in random crder when lesson is being taken.
Simple scoring

Give max score if everything is correct. Zero points otherwise.

0 Title

Enter the title for your question. This can help distinguish it from other questions. This will not be
visible during the quiz.

e Question

Enter your question here.

e Answer Settings
Select how your desired settings for your exam question.



o
o
o
o

~ALTERMATIVE 1

CORRECT ALTERMATIVE 1 ~

Alternative 1™ o
o A
Toxt format Flaintext ¥ Mors infarmation about taxt formats

+ No HTML tags allowsd.
+ Wik paga addresses and g-mail addresses. tum inta links automatically.
+ Linas and paragraphs brazk automatizally.

e » ADVANCED OFTIONS

~ALTERMATIVE 2

CORRECT ALTERNATIVE 2 ~
Altvernative 2 *
e
Toxt format Flzin text ¥ Mora information about taxt formats
tags allowad.

+ NoHTM
[ addresses and a-mail addrassss tum inta links automatically.
paragraphs braak automatically.

+ ADVANCED OFTIONS

0 Add more alternatives

Alternative
Enter your multiple choice answers in the alternative boxes.

Correct
Select the checkbox for the correct answer.

Advanced Options

56

Select “Advanced Options” if you would like to provide feedback for your if a student does or does not

select this answer.

Add more alternatives
Click this box to add more answer choices.
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GROUPS AUDIENCE

Your groups
Morth American Standard - Part A (Driver) "
Class
Mew Entrant Safety Audit Workshop in Ashburn, Viermaont on 5219
Cargo Tank Inspection in WASHIMGTOM, District of Columbia on 3/21/18

Associate this content with groups you belong to

Show row weights

omﬂm GROUPS

As groups sdministrator, associate this content with groups you do mot belong to

@ £&dd another item

LA
1]
2
m

Your Groups

The exam question will default to the course you are creating the question for. If this is not correct,
select the correct course here.

o Other Groups
If there are more than one course linked to this question, add it here.

Save
Once you have completed adding details to your exam question, click “Save” to continue.

Note: Once you save your question, you will be taken back to the “Manage Questions” tab for your exam. Your
new question will now display under the “Questions in this Lesson” section. You can continue to add more
questions to your exam.
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12.3.3 Browse for Questions to add
If there are already questions within LMS that you would like to add to your exam, you can select the “Browse
for Questions to Add” option.

~ EROWSE FOR QUESTIONS TO ADD

Mark all tha guestions you want to add. You can filter questions by using the textfields and salect boxes. You can
sort by pressing the table headers.

TITLE TYPE CHAMCED USERMAME
o Mo filter T Mo filter ¥
Part _________ of the NAS
Ot of Service Criteria 01 /30/2015 -
a "__ B E_ ' . = Multiple choice question _ dan.abernathy
(QO05C) pertains to the 15:24
vehicle

The requirements for the

Parts and Accessories of 2 01/30:/2019 -
' e e _I ~ Multipla choice question _ dan.abernathy
CMV are found in FMCSR 15:21

e Submit

Filter
You can search for questions within LMS by filtering them by title, question type, date edited, or
username of the person who created them.

Select
Once you have found your desired question, you can check the box next to the question to select it.
You can select more than one question to add.

Submit

Once you have made your question selections, click “Submit” to continue.

Note: After you submit your questions, you will be see your newly added questions display under
the “Questions in this Lesson” section.



13 Taking Exams

13.1 Partl
To take an exam for a course, first navigate to your desired course.

Home » North American Standard - Part B (Vehicle)

North American Standard - Part B (Vehicle)

Section: Course pages are not under access control

o

SUCCESSFUL
Average score: 0%
Progress: 0%

NORTH AMERICAN STANDARD
- PART B (VEHICLE) EXAM

e TOTAL

EXAM TOPICS SCORE TIME

NAS B Baseline v1.7
Topic 1: Introduction - -
to Level | Inspections

NAS B Baseline v1.7
Topic 2: Tractor - -
Inspection Foints

NAS B Baseline vi.7
Topic 3. Major
Systems and
Components

NAS B Baseline vi.7
Topic 4. Inspection
Report
Documentation

Tools
From the Course page, select Tools tab.

Files
From this page you can select “Files” to view all Course files.

Exam
On the left of the page you will be able to view all exam topics for the course. Select the topic title
for the exam topic you would like to take.
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13.2 Part2
After selecting the exam topic you would like to take, you will see the exam questions display on the
right. °
Section: Unassigned
SUCCESSFUL
Average score: 0%
Progress: 0% Question:
The requirements for the Inspection, Repair, and Maintenance of a
CMV are found in FMCSR Part:
NORTH AMERICAN STANDARD Choose one
- PART B (VEHICLE) EXAM o
396
TOTAL 382
EXAM TOPICS SCORE TIME 203 e
NAS B Baseling v1.7 | Leaveblank exi

a Topic 1: Introduction O i
to Level | Inspections

MAS B Baseline v1.7
Topic 2; Tractor - -
Inspection Points

MAS B Baseline v1.7
Topic 3. Major
Systems and
Components

MAS B Baseline v1.7
Topic 4. Inspection
Report
Documentation

Tabs
After selecting an exam topic, the top tabs will change. You will now be directed to the Take tab to take
the exam.

Selected Topic
You will see your selected exam topic highlighted on the right.

Take Exam
Begin taking your exam by selecting your answer and selecting Next.
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14 Releasing Grades

As an NTC user, you have the ability within the LMS to review student grades as they are submitted. The LMS
will not disclose the results of exams to the student at the time of submission, to release grades the NTC user
will authorize the release of the grades as described below by navigating to the class and selecting ‘user’ as
described below:

o

(1)

View published

Users
This tab has option for managing the course materials for the class such as opening exam, releasing
grades and cancellation of class.

Open course exam to students Q{elease Grades to Students Cancel this class

Open Exam for Students
This option is available to NTC users as a troubleshooting or help desk function. Instructors should open
the exam when they are ready to administer the exam.

Release Grades to Students
NTC will review grades and click this link when they are ready for students to view their certificates and
grades. A notification will be sent to students when grades are released.

Cancel This Class
Available to NTC users only. If needed the class can be cancelled from this screen. Notifications will be
generated to students and instructors and the class status will change in the ‘upcoming classes’ page.
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15 Evaluations

15.1 Completing an Evaluation

Once a course has ended, students, instructors and supervisors will receive emails with links to the specific
course’s evaluation. Click on the link to begin the course evaluation. All evaluations will be captured
anonymously.

Homis » Add cantent

Create Evaluation - Level 3 students for class

In regards to the course you completed about 3 month ago, pleasa identify the extent to which you agrae with each of the following statements. Please selact "N/A” for any
task activity your employee(s) DOES MOT perform on the job

Q00

1. | have noticed an improvement and understanding when using the Hazardous Materials Regulations
A

Strongly Cisagrac
Disagrea
Agraa

Strongly Agraa

o Additional feedback on hazmat regulation comprehansion

e Save

« Thank you for taking the time to fill out the evaluation.
o &) » Evsluation - Level 3 students for class Large Truck and Bus Traffic Enforcement In Sayre, Pennsylvania made an 0201/2019 - 01:10
has been created.

Evaluation Title
The evaluation level and title will display at the top of the page

Course
Each evaluation will be linked to a course, displayed below the title.

Questions
A response to every question is required

Additional Feedback
Provide additional feedback is optional.

Save
Once you have completed your evaluation, select Save

Confirmation
After saving your evaluation, you will see a confirmation message.

© 06 00 O
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15.2 Viewing Completed Evaluations
Completed course evaluations can be viewed on the All Evaluations page. The steps below will walk you
through the process of viewing completed course evaluations.

s Needing Review  Apps  Comtemt  Structure  Appearance  People  Modules  Configuration  Opkgno Administrstion  Reports My Workbench ([JENSIISHENE)) Instructor Records

Bsigned Classes My Ciastec o Helio tam_le  Lago

Homa » Administration
a All Evaluations  ay pvarusmons LEVEL 1 CLASS EVALUATIONS LEVEL 1 INSTRUCTOR EVALUATIONS LEVEL 2 STUDENT EVALUATIONS LEVEL 2 SUPERVISOR EVALUATIONS

TITLE POST DATE TYPE
Largs Truck and Bus Traffic Enfarcamant in Sayra, Pannsylvania mads on 02/01/201% - 01:28 02/01/201% - 01:23 Evaluation - Laval 2 for suparvizors azaut class

a Largs Truck and Bus Traffic Enforcamant in Sayra, Pannsylvania mads on 02/01/2015 - 01:23 02/01/201% - 01:23 Evaluation - Laval 2 students for class
Largs Truck and Bus Traffic Enfarcamant in Sayra, Pannsylvania mads on 02/01/201% - 01:28 02/01/201% - 01:23 Evaluation - Laval 1 for Class
Morth Amarican Standard - Part & in Awstin, Teccas on 12/3/18 mads on 02/01/201% - 01:28 02/01/201% - 01:23 Evaluation - Laval 2 for supervisors about class
Morth Amarican Standard - Part A in Awstin, Texas on 12/2/18 made on 02,01/201% - 01:28 0Z/01/201% - 01:23 Evaluation - Laval 2 students for class
Morth Amarican Standard - Part & in Awstin, Teccas on 12/3/18 mads on 02/01/201% - 01:28 02/01/201% - 01:23 Evaluation - Laval 1 for Class
Large Truck and Bus Traffic Enforcamant in Sayra, Pannsylvania mads on 02/01/2018 - 01:1 0Z/01/201% -01:10 Evaluation - Laval 2 students for class

o Evaluations

To begin viewing completed course evaluations, click on the “Evaluations” link from the top navigation
bar.

a All Evaluations
This will take you to the “All Evaluations” page, where you can view all evaluations completed. You can

select the other tabs to view the evaluations broken out by type.

a Evaluations

Each evaluation is listed with a title, postdate, and type. Select the title of the evaluation you would like
to view.
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16 Instructors Records

16.1 Instructor Certifications

Apps  Comtent  Structure  Appearance  Feoplz Maodules  Configuration Oplono Administration  Repoms My Workbench  Evaluations

*

Reglstrations

Homs » Administration
Instructor Certifications

Ciazces Neading Review

Hello tam_le

My Clnsses

Assigned Classes

INSTRUCTOR CERTIFCATIONS

Instructor Name State Employment Type Certification Type Certification Period Start  Cerfification End Period  Certification Level

Eg..02/01/201% Eg. 02/01,2015

Certification Stabus
Ay - v
App
o Kavin Adking
Emplayment Typa:
Stata:
CERTIFICATION TYPE CERTIFICATION PERICD CERTIFICATION LEVEL CERTIFICATICN STATUS NOTES
e NAS A 01/01/2018 t2 01/01/2018 Instructor Approvad
MAZE 01/01/2018 to 01/01,/2015 Instructor Approvad
FE Status 01/07/2018 1o 0170172015 Instructar Frocassing
‘William Andarson
Employmant Type:
Stata:
CERTIFICATION TYFE CERTIFICATION FERICD CERTIFICATION LEVEL CERTIFICATION STATUS NOTES
EIT 02/10/2016 to D2/10/201 7 Instructor Approved
154 02/10/2016 to D2/10/201 7 Instructor Approved
EFI 03/10,/2016 to 02/10/2077 Instructor Azproved

Instructor Records
To view Instructor Certifications, begin by selecting “Instructor Records.”

o Instructor Certifications
You will be directed to the Instructor Certifications page.

Filter
Here you can filter certifications by Instructor name, state, employment type, certification type,
certification period, certification level, or certification status.

Instructor Profile
You can click on an instructor’s name to view their profile.

Certification Details
The instructor certification page is organized by instructor name. Each instructor’s certification has
their certification period, level and status listed.



65

16.2 All Instructor Profiles

r

Registrations

Claze=s hesding Review  Apps Comtemt  Structure Appearance Feople Modules  Configuration Oplgno Administration Feporis My Workbench  Evaluations

Aszigned Classes My Claszes

Hams » Administraticn » Instructar Reccrds

e Instructor Profile Nodes INSTRUCTOR CERTIFCATIONS INSTRUCTOR PROFILES
Add Instructor Profile a
Mame State Approved Certifications Position Applied for Current User Role
- By - v - Ay - L - Any - v - Ay - v Apply
contains
OPERATIONS
- Choose an operation - v Execute

POSITION APPLIED

APPROVED CERTIFICATIONS STATE USER ACCOUNT o ROLES IN SYSTEM

Edit —_ - f i
Profil im Whits 154, 5PE MWew Hampshira tim.whita @dot.gov Instructor Instructor

rofils
Edit = 5
et Jahn Warnar NAS B Califarnia jwarnar@chp.ca gav Instructar Instructar

rofile
Edit . - - -
- Raymond Waiss EMWT, MAS A, FE Status Maw York Mastar Instructor

rofile

Instructor Records
To view instructor profiles, begin by clicking on the “Instructor Records” link on the top navigation.

6 Instructor Profiles Tab
Click on the Instructor Profiles tab on top.

e Instructor Profiles
This will take you to a page with a list of all instructor profiles within LMS.

Filter

You can filter your results by name, state, approver certification, position applied for, or current user
role.

Profile Details
6 Each instructor profile result will display their name, approve certifications, state, user account,
position applied for, and roles in the system.
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16.3 Add Instructor Profile: Part 1

Content EnacEure Opigno Adminimtration Reports My Workbenck  Evalustiors  Instroctor Records  Risgistrat

FMCSA E el b Q

Facias Coarrer Safely Adminiirafion

Content

COMTINT O N A

O—

Instructor Profile

contains refarences to various instructor records

Content
After logging into the LMS system, click on the ‘Content’ link on the toolbar along the top of the page.

Add Content
You will be directed to the Content page. Select the “+ Add content” link towards the top of the
page.

Instructor Profile

You will be directed to the “Add content” page. Select “Instructor Profile” to begin adding an Instructor
Profile. The next page is a guide that covers all the fields and steps for adding an Instructor Profile.
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16.4 Add Instructor Profile: Part 2

The Instructor Profile content type is broken up into three tabs — Instructor information tab, Supervisor
information tab, and Certification Information tab. The following steps will walk you through the filling out the
fields on each tab.

16.4.1 Instructor Information Tab
(Clreife (NS IEiT Pyl Instructor Information Tab
o The first tab is the Instructor Information
tab.

0 Instructor Information * | Supervisor Information - Certification Information

Instructor User Account

o o Instructor User Account

NSTRUCTOR INFORMATION Enter the Instructor User Account, if
First Name

a available.

— o Instructor Information

Rank Enter the Instructor’s name, email, address,
work phone, position applied for,

Email * employment type, and service center.

These are all required fields.

ADDRESS

Country
United States ¥

Address 1~
Address 2
City

State * ZIP code ™

- Select - hi
Work Phone *

Position Applied for *
- Selectavalue- ¥

Employment Type *
- Selecta value- ¥

Service Center *

- Select a value - hi



16.4.2 Supervisor Information Tab

Instructor Information = | Supervisor Information *©  Certification Information

o

SUPERVISOR INFORMATION

First Mame *

Last Mame *

Email

Phone *

Supervisor Information Tab
Click on the Supervisor Information tab to begin adding supervisor information. All fields on this tab
are required.

68
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16.4.3 Certification Information Tab

Instructor Information ©  Supervisor Information © | Certification Information

o

CERTIFICATION INFORMATION

o &dd new Instructor Record

0 Certification Information Tab
Select the Certification Information tab to begin entering certification information for your
instructor profile.

Add New Instructor Record
Select “Add new Instructor Record” to begin adding new certification details for your instructor
profile.

Save
Once you have completed entering information for your instructor profile, click save.



16.5 Instructor Profile — Display view
After creating your instructor profile, you will be directed to the front-end view of the profile page.

© llliana Daugherty

@ Instructor Profile llliana Daugherty has been updated.

2

Section: Instructor Profile pages are not under access control

Instructor Information = Supervisor Information ~ Certification Information =~ Evaluations

Address:

20 West Clarenden Avenue
orlando, FL 53127

United States

Email:
gigotugyw@mailinator.com
Employment Type:

State

First Name:

llliana

Last Name:

Daugherty

Position Applied for:
Master Instructor

Work Phone:

(252) 605-2472

Service Center:
Southern Service Center

o Instructor Name
The instructor Name will be displayed on the top of the page

View/Edit
The above display is the view page of the profile. You can click on edit to edit the profile.

Tabs
The instructor Information tab displays the entered instructor information. You can navigate to the
other tabs to view the instructor’s other profile details.
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