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Quick guide: Getting started Manager/admin guide

This guide will help a new training manager get started using the Infuse 4.1 Learning
Management Console. The first step you should take would be to create a new community.

Creating a new community/registering for the first time:

1. To create a new account, go to https://ssl.xerceo.com, and press the

&8 Create a Private Community ption. Everyone registering gets one! You don't have to
use it but it's a great space to put all your training and even create something new
yourself and share with colleagues.
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2. Fill out the registration pop-up

Crevate your own privale communily

Liser 10; |
First Mama;

Last Mame:

Emal:

Corliern B
Passwnnd:

Confim Password
Commiurity Name

& Charge for eadh piece of traiming indwidually
Subscription Method
Purchase unlimited access per-ussr

Creatm Community

3. Akey option to decide on is whether you wish to “Charge for each piece of training
individually”, or “Purchase unlimited access per-user”. Please see Xerceo Pricing for
more details.

4. Once you've decided, fill out the rest of the form, and press the ‘0 Create Community
button.
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5. Confirm your choices in the confirm window.
6. Now press the link that's sent to your email to activate your account. Although tempting to
skip this step, you can’t sign in without doing this last step.
Once you have signed in you will see the Dashboard. This is where your clients or employees will
access content that you or others have created. To add users to the system or to create courses,
among many other things, you will need to go to the Administration Console. Just press the

m Administration button.

Administration Console

The Administration Console enables you to add users, create content, import content, assign
permissions, and much more.

Adding Users
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Importing Courses

Administrators can import Skillsoft and SCORM courses directly from the Administration Console.

To do this, first press the A Impert Course 1 hon. This will open the Skillsoft or SCORM import

wizard.
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1. The first step is the Import Content Package. Select a SCORM content package to import
or search for and select a SkillSoft course. You must import the course before moving on
to the next step. Browse for SCORM content from your computer and open it. When you

have finished press the "=t putton.

2. Step two is Describe Course. Here you must provide an informative title, description, and
tags to describe this course. These values help learners locate the course in the portal.
Default values are read from the Learning Object Metadata (LOMv1.0) in your content

package, if available. You can also add a Thumbnail Graphic here. Press the M=+t
button when you have finished.

3. In step three you can configure the display settings. Here you can fine tune how this
course will be displayed in the portal. You can adjust Launch Window dimensions,
position, properties, and frames, which include the Course outline, navigation toolbar,

and the certificate of completion. When you are done press the "=t/ putton.

4. This step allows you to determine which users of your system can access this online
course. Guest access allows non-authenticated users to take the course. Here you can
also select training catalog category you wish to store this course in. When you are

finished, press the "=t/ putton.

5. Publish Course, is the final step. Here you can set the cost of the course, assign the
course to specific Groups or a training automation rule, and choose whether or not to
store the course in the CMS. Select yes, to store this Course inside the CMS. Press the

Finish pytton to publish this course. After you select “I'm Done”, you will return to the
Administration Console

Creating Courses

To begin creating an online course with infuse, press the =5 New Course pution. Here you will
see the course designer. First, give your course a title, add a description, and Name the Activity.
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Course Designer ﬂ |

Course Properties Create New Activity

Title* |untitied Course LR AT Activity 1

Activity Type” !1 Column - Show Header Show Footer

Description |

Thanymv

]
ivities :ﬂ Load Templat,e\ E
@ New Activity ‘ ‘Lﬂ Mew Folder | 2 Remaove it

[ Activity 1

Select the action button. You can add
T original content with Edit Contents.

E?‘:te"ts\ You can upload many file types using

Sples e ] Upload File. You can search for

‘idktuiimg SR content for your course using Video

A and Image Web Search. Link to URL

|allows you to link a specific web page

e to your course. You can also create a

Resat Contents Quiz or Survey. To reset the contents
of this activity press Reset Contents

o

Here you can create
another activity or folder,
load a template, and
remove the activity entirely.
Select an activity below to
switch to it.

Create Quiz

HE® S GOE

Search For Media

| v @

Press this button to
publish the course.

Preview Actwltyi Publishi

In the Publish Settings you will want to select a course category, set the window settings if
desired, and set up security constraints. Press the Finish| b tton when you are finished.

Assigning Courses

Once you have created some courses you can assign them to Learners. Select a course from the

pivot list to view its details. Here you will see the course details. Press the I@ button.

. S§ Resums Course Q’. Edit Course  [ip Add to Faverites B Rapans - "y Administration x|

Pre/Post Test for 3 Objective SCO Course Qutling
Y Knonledge Check
Infuse template that provides a pre test, and content, followed by a post test to assess comprehens:on =
of salas 3 ([JiContent Cluster
JContent SCO for Lesrning Objective
|| Content SCO for Learning Objective
)| Content SCO for Learning Objective

o] Knowledge Assessment

Here you can invite existing users from the system to take this course, or invite a new user, who
will be sent an email with registration details.
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&% Invite Existing Users from the System
Press the button. Search for learner, and select them to
invite them to this course. If you are using the commerce engine, you can also purchase the

course for the users that you invite. Check the “Purchase for each user assigned” box. Now press
the OK button.
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Reports

To view a course’s reports, select a course from the course list and press the Reports button. You

will be able to view or save a report in PDF format or a variety of MS spreadsheets. You can also
build your own customized report.
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Managing Permissions for Roles in the Administration Console
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It is often necessary to grant some users access to certain features in the Administration
Console. You are able to tailor permissions to suit all users’ needs specifically.

Open the Wﬂj menu and select the |+ Manage Permissians button. This
will open a dialog that has a list of roles on the left, a tree of permissions on the right, and a list of
Users in the selected Role.

Xerceo Management Console

=l Manage Permissions ﬁ
Lonlie L:,'J Add Role Guest % Delete Role
L==1| Role - Role Permissions Users In Role (read-only)
Bu Guest e IJ # | Jackson, Bob (testbob)
=a subsitute U= TR O Shmo, Joe (testjioe)
Events Change User Permissions |:|
Manage Tags |:|
Assign Events |:|
Drop Events |:|
= Lesrnars Here you will see the
This is list of Roles that Find & View Detsils | users that are in the
have access to the Xerceo Assign Courses/Events O selected Role.
Management Console Creste & Edit
Delete
= I -
_E:ﬁg%s . This is a list of the
Find & View Details O permissions granted to
Creats & Edit O the selected Role.
Delete |:|
= Ohbjectives
Find & View Details |:|
Mrasta & Edib [ |
. -4 Add Role
You can add a new role by pressing the P button.
Here you can select a role from the list or create a new role.
Select Role
regicnalmanager b ;?,New Role

OK | Cancel

Select the “# New Rele pytton. Next, type in a Role ID and a description. To save, press the K
button. Once you have created a role you can check the actions you would like to grant to the
users in this role. Your selections will be saved automatically.
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| Manage Permissions

i5 Add Rels Guest
Role Role Permissions . | Users In Role (read-only)
Guest @ Bulletins { \CI Jackscon, Bob (testbob)
subsituts Find & View Details ’ Shmo, Joe (tastos)

% Delete Role

Delete

=) Courses

Find B View Details

Create & Edit

Delete

Here is a view of the Administration Console for a user granted limited access

'9; New Discussion

4@ Raturn to Dashboard A7

@

Look for |

> I

- OQSBarch

Learning Management Objacts

Notice how some buttons have been
disabled and others are enabled due to this

user's permissions.

That should get you started working with Xerceo Infuse.




