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Log in: https://composer.gimletlms.com

Gimlet Composer

Eazy-to-use elearning authoring tool

Enter username
and password
and click “login”

You can choose a
language for the
user interface. This
choice will not affect
the language of the
course template

L
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Forgot password?

If you forget your password, you can easily recover it using the link on the log-in page.

Gimlet Composer

Easy-to-use elearning authanng tool

Please type your email address to the
field below to receive instructions for
username and password recovery.

Hiawswiord

F(

e R

You’ll receive an email from Enter new password
Gimlet Composer ”Reset
password”, clicking the link
in the email you are able to
open the page where you Confirm password
can set the password
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Overview of Gimlet Composer tool

Courses Mediabank Support User manual

Click on your
out. You can choose a
interface. PY

to edit your details or to log
for the user

Signed in as Silja Saviranta

o
When you log in, the system opens
the tab, where you can

create a new course or select an
existing course for editing.

Course list
— (SRS
Coearse categories T hHhers
Cabayary - Sl catayury - T
AW
My courses i -

To manage the course list and to
help you find courses you can create
and use course categories.

Edit profile

Logout

o Save all the media items used in

courses in and find
them easily.
Media items
Fadm catagnries T il
Fanrli bymen: Irronges =
Catmgery -- SHRct rwiegnny -- =
Erpranrd
Akl | b ;i ]

To manage the Mediabank and to
help you find different items you can
also create media categories

‘ Under the tab you can
view video demos on the various
functions of Gimlet Composer tool,
report a technical problem or
contact MPS Prewise’s experts to
subscribe to additional services.

Under the you’ll find

written instructions for the tool.

—

Chams Technical eTor Etyour service
I hnd cut Feos Wiowall lzok rio & Hoase Lsoopow heee ar sdoa,
ompaeer vea ks, watch s L o sifed it ey L riey o I

1o chrie widluers [EEETTH ol As ollar

il Do i RO e
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Use filters

You can sort the by the course name, date modified or date
created by clicking on the heading:

Marme - Medified Created

You can also search by course name by clicking on and using the

Keyword field. If the course has been associated with a category, you can
search for the course by selecting the category.

“My courses” option shows all the courses that have been created by the
username with which you are logged in to the tool.

can be sorted by item name, date modified, size and
properties by clicking on the heading:

Name Size Properties Modified -

You can also search by media item name by clicking on and
using the Keyword field. If the item has been associated with a category,
you can search for it by selecting the category. You can also search for
media items by media type.

“Added items” option shows all the items that have been added by the
username with which you are logged in to the tool.

Course list

Course categories

Media items

Madia catagaras

Course list

+ Create new course

T Fulbers

Category:

HKeyword

My o s
My COUTERG

HApply filter Clear

Media items

-- Select category -- *

- e

+ Add new media item

T Filbers
Media type
Category:
Keywrd

Addnd items:

fpply filter Clmar

Image -

-- Select category -- -
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Course list

Utilize categories

You can create categories to help you manage the course list and
Mediabank items.

Adding categories is not mandatory, but it is recommended as it makes it
easier to use the tool.

You can add a new category in the Courses tab under
and in the Mediabank tab under

The category must be created before you can add it for course / media
item. You can also add the category later.

Course categories

Course categores

It is recommended to add the category as soon as you import an image or
Create a course.

, You can do it by
selecting the course for editing and changing the category under the
Properties tab.

, you can do it in the
Mediabank under Media items by selecting the “Edit” under Commands.

Media items

Wedia Cavegori ¥ Fliers

Madia itams

Haime Siew Progsertic Ml cschilard = Comwrdnds
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Extra infos

Get quick guidance from extra info! You can find blue extra info
icons around the Gimlet Composer tool from where you can
quickly get more information about the function.

Just hover your mouse over the info icon to see the information
behind it.

+ fAdd mew o e T oy v

Apse Bl

B B s o Pt b e

B B

o Sove and presicw  Proviewpage (2 Duplicane Dz

Content page

Heading | & | 1o

. e i e Riey

Title: & | 1osus on perss ieho e
Comen: .
Liimiai Cnimg ¥ v nn
hildgpuoa’
FarshSased an wacka anlaks o ke @ shamyepaci sokd
sk zmpararap, [sidan el wsi es I minraliseca @
krmoksglisuana krssoiin
Fuwsasjaan fyucees D panti nrges o s yudyind a
komreeniyBlalg ko muakkacshan su eskasoon Kaolla w
Immge:

Tl D
il 1

TS o e B2
wnirils bz ik M LAY
wgrdks
Larpeart mxt on the i -
Irvasye seabe ool 1 Lt
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Create a new course

If you wish, you can add a
category for the course (not
mandatory). You can create
course categories under
“Course categories” tab.

Categories help you find
courses on the course list.

Select a course template and
click on “Create”.

Comrse name:

Category

Courss tamplate:

Create new course

-- Selagl calegory --

<= Salect template <=

2 YouTube

Watch demo

Click on “Create new course”.

A pop-up window appears, where

you give a name for the course.

You can edit the course name
afterwards in course properties tab.

© Copyright MPS Enterprises Ltd. 2018


https://youtu.be/jAgSsNHMKrU

Mediabank

The Mediabank is a storage for media items used'in tk

Images, documents and audios must be added in the Mediabank be
course, we recommend to stream videos from video servers
DreamBroker.



List view and thumbnail view in Mediabank

You can view the images in the Mediabank as a list by clicking on “Switch to list view” or as thumbnails by clicking on “Switch to thumbnails view™.

MioSa e

Miaa calegoris
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Add new media item

and then click

. You can add more than one image at a time. If
the added image is not the optimal size, the tool warns you, but you'll get
the item loaded if it is not over TIOMB.

Add a new item by clicking on

Size: 1159 KB 4
Type: image/png

Resolution: 200 x 178px

Recommendations:
= 1440 x 720px for large image
+ 720 x 720px for half page imags

Images are recommended to imported in the Mediabank in an optimal
size The recommended maximum file size for
images is around

The maximum single file size in the Mediabank is
You can choose the number of items displayed on a page.

Click on to return to the first page with a view of ten items.

Ml fierss

Kedly categaries

Media ibems

4 Ackd rera mmlis ik

g -

- Gabact cmbmgory - -

C e

2 YouTube’

Watch demo

Coomemandi

N Teg:
b @G
AAGE R
b
TG
AOE X
EAER
b TG
G

AEAGER
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https://youtu.be/D-QmFo__czM

Optimal image sizes

Optimal image sizes for different page layouts:
* half-page image
¢ full-page image
* longtitle

The recommended maximum file size for images is around

You can use half-page images also with page layout “Long title”, because the tool will fit
the image on the image area.

You can always check the optimal image size at “Edit image” which appears when you
have added an image to the page.

* You can see the size of the added image (image size), cropping tool size (crop size)
and optimal image size (required size).

* Ifthe image is bigger than the required size, the image can be updated to the optimal size
by selecting “update to required size”.

© Copyright MPS Enterprises Ltd. 2018
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Commands in Mediabank

Medis Heme
Macls cutngoria T Frlzes
You can use the tools under Commmands, available options are: show i
where the element is in use, download, edit, delete: G sl

ih ® G % s T @

Under “edit” you can change the image name and the categories, replace
the existing file with another one and crop the image. T

s

Hadia ibame

MadsHame
Mo acriogenia . Faw
Mo i T -
gy o= Subet BRIy - -
—— In the Media Bank's "Crop Image" tool, the original e
image can be zoomed with magnifying glasses. B v e
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When the lock is closed, it keeps the shape of the
original image and when the lock opens, the
cropping area can be freely changed. From the
arrows, you can restore the edits to the original
situation. To save your changes press "Update”.

¥R BF

RERER

FropaaL -

F1-F1

K F

wopah
40 1] L
o
Lorna e
"
ps
K
TG
s
i
O
o =

[r——
LEEE
LEDE
PUTES |
Blin®
D E =
O
U
W
LG R
o Icg ]

Fard

© Copyright MPS Enterprises Ltd. 2018



The Gimlet Compo
use. Some settin \
course's ov

you can
ct the




Tabs in course editing area

create and edit course content and structure.

pages deleted from a course are moved here, where you can
reactivate them or delete them permanently.

course properties that you can edit e.g. course name, title
and categories. Other functionalities, such as locking, duplicating or
deleting courses. Here you can also export a package for publication
(SCORM and Offline) or if you are a Gimlet LMS user, you can move the

course straight to Gimlet LMS. You can also export course texts to Word.

you can send the course to users who don’t have access to Gimlet

Composer tool for viewing and commenting.

see how the course looks. When you click this tab, the course
always starts from the beginning. The course preview opens in the new
tab, so if the preview doesn’t open, make sure that you have allow pop-
ups. In preview mode you can select in which device mode you want to
preview the course.

Content

Trash

Properties

Send

Praview

+ Add new page 4 Copy from

r

’

[ 3. Tekstisivu [oletus)
[N ket

[ 5. Tekstisiv

6. Hoko s

(Y7 Kok

5 Save a8 Save

Content page

Heading ﬂ Tekstisivu

Title B Tekstisivu
Content: Have you s
things you

ke working

n cur Gally
things thal

Image:
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23 YouTube
Course properties tab Watch demo lock course

Watch demo delete course

Watch demo duplicate course
Properties

Content

* who created the course Trash Course name: y

m

SIMERKKIKURSSI: Gimlet C

By default, the course title is the same as the

* who was the last person to edit the course o Couseiie: © E— name given to the course. If needed the title
Send ) displayed on the course template can be
Categories: 2. -- Select category --
® who downloaded the course B different than the course name.

. A Forced navigation: 30 &
* who published the course to Gimlet LMS

For example your course name may be "FI-
Courseowner @ 4, HEL Sales Orientation”, so the course is listed
in alphabetical order with the other FI-HEL
courses, but there is no need to show the start
Last name: Saviranta code on the course template, so the title is
only "Sales Orientation”.

* who locked the course

First mame: Silja

* who unlocked the course

Email: silja.saviranta@mps.fi
1. Edit the course name and title m
2. Add or remove course categories ; ©
. o
3. Determine whether or not the learners have to complete the course c 3
. . . . .. Download K ha
in the linear page order on their first visit STE—— ., 6 0 7
4. YOU can add an owner to your course. Course exported to SCORM on 184.2018 10.34 by Silja Saviranta Q
5 D load a fil K £ blicati ( | th the “i” 6 When the course is locked, a lock
. ownload a file package for publication (place the cursor on the “i Publish : is displayed in the front of the
to learn more about SCORM and Offline packages). You can also 9 course name on the course list.
. Course last published on 28.2.2018 10.53 by Silja Savirar i
export the course content to Word-document e.g. for translations. LIS ETl S IS A it
is showed: "This course is locked
6. Publish course to Gimlet LMS D by * username *. To unlock the
7. m @) course go to course properties”
7. Duplicate or delete the course
8. @lockeourse Anyone can lock/unlock, course
8. Lock | Unlock course but is will leave a notice next to

the feature.


https://youtu.be/V-fqc1qsTIE
https://youtu.be/J5csmoFTT6s
https://youtu.be/UyW7zdBg5TE

Add new pages

Courses > EXIMEREFIELURSSE: Gimlet Composerin...

2 YouTube "

Watch demo edit course structure

Watch demo copy from

Mediabank Support User manual

Content

Trash

Properties

Sand

Preview

& Addd new page h Eopy fram

Please choose new page type

— Yo B
=" v
a 0w
Contant page Yk No
— ooooDe
— Sopos
Open guestion Evaluate task

(16, Hotzpots fmo kuve tebstisleeen

Image:

El Save 2 Save and proview & Proview page | Ouplicate H Delote

You can add new content pages and task pages by
= B clicking on “+ Add new page”. The new page will appear
' in the course structure below the currently active page.

Multipla cholca Match palrs

E_ o
a

Set in order Cisir

hadvd- |a shubvwppe]a se%d
Isakomponcrticia. [Macn avulla vl tuosa minnahisuutia @
kerokselsuulla kurssshin

Kurssaja vl Byistis helpast myds timityona reddynldmald
kommentiydkalua joko muskiausilan tal eslkatseiun kautta
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https://youtu.be/NX4f1woCUnk
https://youtu.be/7PmC-ij7GX4

Copy pages from another course (copy from)

You can add new pages also by copying them from other courses in the
Gimlet Composer by clicking on

You then can choose the course you want to copy pages from. You can
choose all pages by clicking on the check box. Or you can
choose individual pages.

Finally, press "Copy Selected" or press "Cancel” to exit the page.

For example, if your organization has different visual course templates or
different language versions, you can use the “Copy from” feature to create
a new version of the existing course or a new language version. In this
case, you create a new course with the template/language version you
want to use and copy all the pages from the original course. Any
comments on the pages will not be transferred with the copying.

2 YouTube "

Watch demo copy from

Ciuri - ESMENHHEUREE: Cimbet Campairin.. Modubank Support L manual

+ Addd rw pasga

a1 IJFDODDDEIERIEELD -
= HHE -

Fi 7 &

Yhadom |

5 E

- F

&1 Ceaagry dnom

Copy from

B Savu

Cipes

W Servw and preveaw A Provwe pagu

FLIT saannind 3 -2 0= il minue 1l e e

£ Duplicats

ikannian on

R )
|tz fa

niamala
W kaiha

i Dwbaba
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https://youtu.be/7PmC-ij7GX4

Edit course structure

When you create a new course, you get a default course structure which
can be used as a template. Click on a page in the course structure to edit
it.

A black arrow in front of a page indicates that it has subpages. You can
open the subpages one at a time by clicking on an arrow or all at once by
clicking on You can close the subpages by clicking on the
black arrow again or clicking on

You can easily edit the course structure by dragging a page heading to
another place. You can create subpages by dragging a page onto a
heading.

You can create up to

1. Welcome
4 [42.Sectionl
4 [43. Section 1.1.
M4 Section111
5. Section 2

[ 6. Thank you!

Courses > ESIMERKKIKURSSI: Gimlet Composerin... Mediabank Support User manual

+ Add new page %) Copy from
Expand all | Collapse all

1. Joskus on parasta tehdi itse

r O
4 [48. Lisakomponen
»

eksti oikealla)

[ 21. Hotspots (iso kuva tekstialueen te

s (piilotettu)
[y 23. Hots

» (Y24 Kaytera

» [340. Testi (perus:

» [E41 Testi (kysymyspooli)
[y42. Kiitos!

[%43. Content page

arake (koko sivun kuva)

2 YouTube "

Watch demo edit course structure

Signed in as Silja Saviranta

Save @ Save and preview @ Preview page 2] Duplicate © Delete

Content page

Heading: o Joskus on parasta tehda itse
Title: o Joskus on parasta tehda itse

Content: Gimlet Composer-tyokalulla verkkokurssien tekeminen on

helppoa!

Kaytettavissa on useita erilaisia tehtava- ja sivutyyppeja seka
lisakomponentteja, joiden avulla voi tuoda toiminnallisuutta ja
kerroksellisuutta kursseinin.

Kursseja vol tydstaa helposti myds timityona hysdyntamaila
kommentiityokalua joko muokkaustilan tai esikatselun kautta

Image:

¥ Page settings

© Copyright MPS Enterprises Ltd. 2018
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https://youtu.be/NX4f1woCUnk

Default page settings (content and task pages)

On the , the page setting is on by
default, which means that the page must be opened for the page to
contribute to the course progress.

You can also change the page layout and the image scaling mode from
the page settings.

Layout Text on the left -

Image scale mode ﬂ Contain =

the Feedback/Thank you page is recommended to set so that they
do not affect the progress, especially if the course has a Quiz, as users
often close the course immediately when they have completed the Quiz so
the last page can be missed and the progress rate will stay under 100%.

Similarly, all the task pages that are not mandatory are recommended to
change so that they do not affect the progress.

On the the page settings and

are on by default. “Indicate correct answers” means that
after you have answered to the task all the correct options are shown in green
font and the incorrect ones in red. After each option there’s either X or V
depending on if the given answer is correct or not.

Other options available for task page vary depending on the task type.

You can also change the page layout and the image scaling mode from the
page settings.

£ “agc soitin & 2]
A A = @ B aects pragress @)
| | 1 Casemplotim raguira
omplet
B indicabe comect answe
] Indicate comrect answers
[ s il i
] Can be solved muitiple times
[ Aandamize oot
anyout Task an the laft = . R
mage scae mode: i Cartain = nage ialy made @ Corkain ~

© Copyright MPS Enterprises Ltd. 2018
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Content page layouts (desktop)

Select how the content page will be displayed in the course. You can change the layout in Page settings. Shown below are the layouts available

for content page.

Text on the left (default)

Large image

Text on the right

Long title

© Copyright MPS Enterprises Ltd. 2018
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Task page layouts (desktop)

Fvwr w w0l T Wik e AR 1 s ok e ba T

1. The default layout is so that the title, the Hairhi s
question and the task options are on the left side of the page, with
the right side reserved for an image and page components.

2. If the question or title is very long, you may wish to use the it ple chairs task
layout, in which the title and question are on the left e e B

and the task options on the right. In this way, the user may be - - M*
spared the inconvenience of having to scroll the page. o
3. Sometimes the choices may comprise long sentences; in that
case, you may wish to use the layout, in
which the choices fill the width of the page.

I‘:-;_.I.tiple Zraice Task

20 WY - B Al T A1 N A TR PR R
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Device preview

The course can be previewed either on page preview or by pressing the
Preview tab, when the course begins from the beginning regardless of the
page you are on when pressing the tab.

#Add new page 3 Copy Fram Eismw | Swerandpredes @ Prviewpage | GOupicite F Delete

Content page

Contam [ 1 Walcume
Heading: B Weicaw
- -
- LY o e
raperiies q Y e
T
A b M6 G Lot This. = lhe Tret page of the slucy rateral
Pruviam * T8 Facman ; nirmcucs e lopic briely 30d co o oot (e o=y lsamng nojsclises, You
[ 5 §54 e Al Al (HCaoR Akl A rnsns s wnll AR A R TEle line

In preview mode, the course can be viewed in either desktop, tablet
or mobile views. By default, the preview opens to the desktop view.

It's good to note that the browser's zoom% and the size of the
computer screen affect how the course is displayed.

So, you can have a desktop view selected, but depending on the =

browser's zoom% and/or the screen size of the device, the preview | Wit

may appear as in tablet view.
You should try changing the browser's zoom% to bigger or smaller
to see the affect.

-

Takstisivu (aletus)

SHCiaRcL BEU ATy b, e R e e ETaTe § aga e L fad
wyne ord ik w8 sters rez aae

= Lozwa ulidcdar rie i bl

A nwpevirs prwed

1T O WL TR T T, RN R AR R

anddcan bawrarael

A pran s veba gl S e g e e v, il
o poahey pad b proz Core paun reaklizis Teg e sekralar
vul pazarn! 2 bars | ob sl bk

¢ Emmm—— ESNERKKMURLSI 371 T

In preview mode
you can rotate the
device view when
using tablet or
mobile by clicking
“rotate”

© Copyright MPS Enterprises Ltd. 2018
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Add functionality with page components

You can choose one page component on page.

Courses > ESIMERKKIKURSSI: Gimlet Composerin... Mediabank Support User manual Signed in as Silja Saviranta

There can be several tab, accordion and hotspot items on one page, but

+ Add new page £ Copy from [l Save @ Save and preview @ Preview page ¥ Duplicate H Delete
notice that the number of the items are not limited, so always use preview T — ursej o 158 et mycs o oyt
ommentlityokalua joko muokkaustilian tai esikatselun kautia.
to see how the items fit on the page. As a guideline, you could consider s —————

sivunakymat

using up to 5 accordions and 3-4 tabs per page, of course depending on
the amount of text you use. When using hotspots, it's good to think about
which device your target audience is using. If the most common device is
a mobile, you should only use a few hotspots to make sure it’s easy to
users to click them open even on a small screen.

Image:

You can set components to be mandatory, so the user has to complete all
interactions before proceeding.

o)

N A
o Y i i S e iy i
REEBEGEBEIa nELRE 3

» 24 Kaytenava
[ 40. Testi (
B 41. Test
M4z K
[ 43. Content page

it o = Page components (0} W Comments (0]

£ Page settings

Video and hotspot components are such that they can be used also in full
screen. Select from the page settings page layout “Fullscreen component”.
If you try to add a full screen component layout to tabs, for example,
Gimlet Composer gives you a warning: "Confirmation! Are you sure you
want to change the page layout to “fullscreen component”? All
components except Video and Hotspot will be removed".
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You can add a title to

your video. The title will

°
show next to pla
Video o

H video Remember that

you find more

You can add videos as hyperlinks, but if you want the video to appear on the ———— e P
page directly as an icon, you can use the Video component. *i” icons.

Tikle Composer video

You can set the video to start automatically when the page is opened. By default,

Source file:
the video needs to be started by the user. —— b Tt i &
You can download the video as a file from the Mediabank (mp4), in which case Farmat | Youtube -
you should select “preload”, or you can stream the video for example from mp4
YouTube ke - i
Virnea
You can set a video component to be
;'““_'_""':""".'.'.L B U mandatory so the user has to complete
R the video before proceeding.
If you want to stream the Other settings [ autoplay
# Page settings video from YouTube, right- ] prelcad
click on the video and copy
Affects progress ayout:| Texton the left - the URL for the video. Insert
Text on the left the link in the reference field e — g

of the component and select

Text om the right
g YouTube as the format.

Select “Fullscreen component” in o
the Layout menu under Page Large image
settings if you wish to create a full- Fullscresn component

page video

NOTE! DreamBroker is not supported when using the video component, but videos can be
streamed by inserting

© Copyright MPS Enterprises Ltd. 2018

/get/normal.mp4

after the video link obtained from DreamBroker and choosing mp4 as the video format.

. . . . . 28
Hyperlinks to DreamBroker videos within text content do not require this code.




Audio

If you are using audio files on your course, it is good to tell the users
already on the Welcome page that the course contains audios, so the
users can be prepared to take the headphones if they are doing the course
at the open office, etc. where the noise can disturb others.

Audio files can be added via the media bank by clicking the icon next to
the file format field.

In the Title field, you can put some notes about the audio file.
The default volume of the audio can be adjusted.

The component can be set mandatory, which means that the audio file
must be listened through before user can move forward.

The audio file can be turned on automatically when using autoplay, by
default the audio file must be started by the user.

“Preload” speeds up uploading the file from the media bank.

Sound files can be used, for example, at the beginning of the course as
"Greetings from the CEO / Security Officer” or as an add-on to the task
e.g. "listen to the customer report and then answer the questions”.

o
he Audio x
3 Audio iterm: 1
Title

= ¥ u £ - i . 3 o ]
Sound file (mp3) Sleep Away mpd &
Volume
Component is (|
mandatory
Cther settings: [ autoplay

[ preload

(Rt

Ao

B L T T e o
arick kT H

W ondeond mandudik ar o e bl oy ke

ZIRLEREISLRLI) (2 T
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Tabs

Using the tab component, you can add a lot of text on the page, without
making the page too heavy.

New tabs can be added at the bottom of the page under
The number of tabs is not limited, but you should check through
the preview how the component fits on the page in different device views.

It is best to keep the headers as short as possible so they fit well in the
component. If the title is long, it will be on several lines.

You can set the tabs as mandatory by selecting the “component is
mandatory"”. When using this setting, all tabs must be clicked open before
the user can move forward.

When you click on the content field, a toolbar appears above the field:

b B JF ¥ hx¥ & =~-i2-F =

You can use bold, italic, underline, add lists (bullet and numbering), and
change indent. Hyperlinks can also be added to the text.

The tabs are always open on the course page, even if they contain only
few words of text.

@ Tabs

Component is

mandatory:
[ Tab item: 1
Title:
Content:

M Tab item: 2
Title:
Content:

M Tab item: 3
Title:
Content:

Add new e

Prein in dolor mauris consequat

Mauris sed libero. Suspendisse fa
laoreet, lorem velit accumsan velit
sem. Proin interdum maecenas ma
interdum non lobortis vitae massa

* Quisgue purus lectus, posy
sodales id arcu.

+ Vestibulum elit pede dictum
ligula.

« Nam molestie nec torter. Do

Prein in delor mauris consequat

Proin in dolor mauris conseqleswnwguurmrsems

‘alishds:

B N e

e

vestibulum ullamcorper venenatis augue. Aliguam tempus nisi

in auctor vulputate, erat felis pelle,
pellentesque lectus justo nec erat

Quisque sit amet dolor in just
condimentum. Lorem ipsum doli
adipiscing elit. Sed posuere interd
£ros ullamcorper quis, lacinia quis|
Mauris varius diam vitag arcu. Seq

Proin in dolor mauris consequat)

Maecenas erat aliguam erat voluty
turpis. Integer cursus scelerisgue

Sed nec mauris id quam bla
hendrerit vitae, dapibus et a|
elit. Mauris consectetuer odj

- wr
P e L Lk s

3 YouTube”

Watch demo add tabs
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https://youtu.be/N1Fe-qCLxKc

Accordion

Using the accordion component, you can add a lot of text on the page,
without making the page too heavy.

New accordions can be added at the bottom of the page under

There is no limit to the number of accordion boxes, but
it is advisable to check through the preview how the components fit on
the page in different device views.

Accordions can be set as mandatory by selecting the “component is
mandatory”. When using this setting, all accordions must be clicked open
before the user can move forward.

When you click on the content field, a toolbar appears above the field:

b B 7 ¥ [h ¥ & =~-I§-

You can use bold, italic, underline, add lists (bullet and numbering), and
change indent. Hyperlinks can also be added to the text.

Accordions are closed by default when entering on the page and must be
clicked open one by one.

2 YouTube

” Watch demo add accordions

= Accordion
Component is O
mandatory:
= Accordion item: 1 x
Title: iteml
= = A T -
Content: Mauris sed libel
lorem velit accu i
interdum maece Lizzliskshaal bl
lobortis vitae mi il e bl
imperdiet nec s
viverra non tinc
Open hyperlink
= Accordion item: 2
Title: item2 s - ey e

Content: Nam molestie n

Vestibulum id ju
consequat aliqu
venenatis augu
felis pellentesql
erat. Aliquam ef
condimentum.

Open attachme

Add new accordion item
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https://youtu.be/8eK_0KHGohI

Hotspots

Click on “Hotspots” in page components and select a
background image from the Mediabank.

@ Hotspots @ X
Backgrouns &
image

£} Page set

[+ Affects progress ayout Text on the left -

Text on the left

Select “Fullscreen component” in Text on the right

the Layout menu under Page Long title

settings if you wish to create a full-
page hotspot.

Large irmage

Fullscreen component

When the hotspot is rendered as a circle, it will

can be changed to a letter or number. When the

You can set hotspots to be [ oor——
mandatory so the user has to ue
complete all interactions before Comni
proceeding. !

By default hotspots are displayed
by hovering the cursor over it, but
this can be changed to “on click.” iy

Adjust the opacity of the hotspot
under “Item opacity”. The
adjustment affects all hotspots in
the image.

You can move the hotspot
around by dragging it. The size
can be adjusted either with the
cursor or using the slider.

By default, the hotspot is rendered as a
circle, but this can be changed into a
rectangle.

automatically receive a plus sign as its Area caption; this

hotspot is rendered as a rectangle, it will not receive any

Area caption automatically, but you can add any words.

onclck om hover

[, FaClandgla

Under “Image”, you

ipee s can insert an image

within a hotspot

Add new hotspot

items at the bottom
of the page
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Second column

With the second column component you can add text to two columns.

the text in the second column starts at the top, there’s
no white text area background available, that’s why it’s recommended to
use such images that the text is readable.

the text in the second column starts at the bottom and

there’s no white text area background available.

the text in the second column starts at the top, by default,
the text area background is shown by default. You can change this from
the page settings "Show text area background”.

text in the both columns starts from the same level. With this
page layout it’s not necessarily recommendable to use image.

When you click on the content field, a toolbar appears above the field:

4 B 7 U Ih ¥ &£ =~-E~ =

You can use bold, italic, underline, add lists (bullet and numbering), and
change indent. Hyperlinks can also be added to the text.

Lisékomponentit

Second column

stie nec tortor. Donec placerat leo sit amet velit. Vestibulum id
e massa. Proin in dolor mauris consequat aliquam. Donec
tibulum ullamcorper venenatis augue.

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Sed posuere
interdum sem. Quisque ligula eros ullamcorper quis, lacinia quis facisis.
sed sapien. Mauris varius diam vitae arcu. Sed arcu lectus auctor vitae,
consectetuer et venenatis eget velit. Sed augue orci lacinia eu tincidunt et
eleifend nec lacus. Donec ulticies nis ut felis, suspendisse potenti. Lorem
ipsum ligula ut hendrerit mollis, ipsum erat vehicula fisus, eu suscipit sem
libero nec erat. Aliquam erat volutpat. Sed congue augue vitae neque.
Nulla consectetuer portitor pede. Fusce purus morbi tortor magna
condimentum vel, placerat id blandit sit amet tortor.

Mauris sed libero. Suspendisse facilisis nulla in lacinia laoreet, lorem velit
‘accumsan velit vel mattis fibero nis! et sem. Proin interdum maecenas
massa turpis sagitts in, interdum non loborts vitae massa. Quisque purus
lectus, posuere eget imperdiet nec sodales id arcu. Vestibulum et pede
dictum eu, viverra non tincidunt eu ligula.

Text on the righ

Nam molestie nec tortor. Donec placerat leo sit amet velit. Vestibulum id
justo ut vitae massa. Proin in dolor mauris consequat aliquam. Donec
um, vestibulum uilamcorper venenatis augue.

Lisakomponentit Nam molestie nec tortor. Donec placerat leo sit amet velit. Vestibulum id

Second column justo ut vitae massa. Proin in dolor mauris consequat aliquam. Donec

ipsum, vestibulum ullamcorper venenatis augue.

Lorem ipsum ligula ut hendrerit mollis, ipsum erat vehicula fisus, eu
Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Sed posuere e A o) Al e e o o atao
interdum sem_ Quisque ligula eros ullamcorper quis, lacinia quis faclsis. Bt o oer orhce Dot e s Tacibl vk
sed sapien. Mauris varius diam vitae arcu. Sed arcu lectus auctor vitae, e EorArteriintVal piaceritid biandi st amet (orio?
consecteluer et venenalis eget velit. Sed augue orci, lacinia eu tincidunt et

eleifend nec lacus. Donec ultrcies nisl ut fels, suspendisse potenti. Lorem
ipsum ligula ut hendrerit molis, ipsum erat vehicula risus, eu suscipit sem
libero nec erat. Aliquam erat volulpat. Sed congue augue vitae neque.
Nulla consectetuer portitor pede. Fusce purus morbi tortor magna
condimentum vel, placerat id blandit sit amet tortor.

oy R

Mauris sed libero. Suspendisse facilisis nulla in lacinia lzoreet, lorem velit
‘accumsan velit vel matts libero nisl et sem. Proin interdum maecenas.
massa turpis sagitis in, inferdum non lobortis vitae massa. Quisque purus
lectus, posuere eget imperdiet nec sodales id arcu. Vestibulum elit pede
dictum eu, viverra non tincidunt eu ligula.

Lisakomponentit

Second column

Lorem ipsum dolor sit amet, consectetuer adipiscing eltt. Sed posuere
interdum sem. Quisque ligula eros ullamcorper quis, lacinia quis faciisis
‘sed sapien. Mauris varius diam vitae arcu. Sed arcu lectus auctor vitae,
consecteluer et venenalis eget velit. Sed augue orci, lacinia eu tincidunt et
eleifend nec lacus. Donec ultrcies nis! ut fels, suspendisse potenti. Lorem
ipsum ligula ut hendrerit mollis, ipsum erat vehicula fisus, eu suscipit sem
libero nec erat. Aliquam erat volutpat. Sed congue augue vitae neque.
Nulla consectetuer portitor pede. Fusce purus morbi tortor magna
‘condimentum vel, placerat id blandit sit amet tortor

Long title

Mauris sed libero. Suspendisse facilisis nulla in lacinia laoreet, lorem velit
‘accumsan velit vel matts libero nis! et sem. Proin interdum maecenas
massa turpis sagits in, interdum non loborts vitae massa. Quisque purus
lectus, posuere eget imperdiet nec sodales id arcu. Vestibulum elt pede
dictum eu, viverra non tincidunt eu ligula

Text on the left

Lisakomponentit

Second column

Lorem ipsum dolor sit amet, consectetuer adipiscing elt Sed posuere.
interdum sem. Quisque ligula er0s ullamcorper quis, lacinia quis faciisis
sed sapien. Mauris varius diam vitae arcu. Sed arcu lectus auctor viae,
consectetuer et venenatis eget velit. Sed augue orci, lacinia eu tincidunt et
eleifend nec lacus. Donec ulticies nis! ut fels, suspendisse potenti. Lorem
ipsum ligula ut hendrerit molis, ipsum erat vehicula fsus, ou suscpit som
fibero nec erat. Aliquam erat volutpat. Sed congue augue vitae neque.
Nulla consectetuer portitor pede. Fusce purus morbi fortor magna
condimentum vel, placerat id blandit sit amet fortor

Mauris sed libero. Suspendisse facilsis nulla in lacinia laoreet, lorern velit
accumsan velt vel matts Ibero nisl et sem. Proin interdum maecenas
massa turpis sagits in, nterdum non loborts vitae massa. Quisque purus
leclus, posuere egel imperdiet nec sodales id arcu. Vestibulum el pede
dictum eu, viverra non tincidunt eu ligula.

Large image

Nam molestie nec tortor. Donec placerat o sit amet velit. Vestibulum id
justo ut vitae massa. Proin in dolor mauris consequat aliquam. Donec
ipsum, vestibulum ullamcorper venenatis augue:

Lorem ipsum ligula ut hendrerit mollis, ipsum erat vehicula risus, eu
suscipit sem libero nec erat Aliquam erat volutpat. Sed congue augue
vitae neque. Nulla consectetuer portitor pede. Fusce purus morbi tortor
magna condimentum vel, placerat id blandit sit amet tortor.
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Slideshow

With slideshow component you can add image carousel.

and the images in the slideshow
are changed by “swiping"” or by clicking the navigation arrows under the
slideshow. If the option is turned off, the
navigation arrows below the component will be hidden and the course
navigation arrows will be used to navigate the slideshow. All the images in
the slideshow will then be showed before moving to the next page.

Images in the slideshow can be set to change automatically with the delay
you want, by adding the delay time in the

field. E.g. by adding number 2, slides change every two second. If
you don’t want to use the auto play just clear the field.

Add a default tooltip text for course navigation by selecting
. If you don’t want to use the default text, you can add your
own text in the “Edit tooltip text” field.

For each slide, it is possible to add a title (max. 100 characters).

B sSlideshow

Use component’s navigation: 6
Component is mandatory: 6 Il
Auto play, add slide delay time (s): € E 5
Show tooltip for navigation: 6

Edit tooltip text:

You can add several slides.

= Slide: 1

Heading:

Image:

= Slide: 2

Heading:

Image:

urn:gimlet:d05ebf24-eb24- 475f-ac3b-75842435b9726

Arvokasta
kasvua
jokaiselle.

urn:gimlet:05bd843e-01c2-4627-9418-e536354ccdd:
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Overview of the content page

+ Add e page () Capy fram B Sae * Save and preview ® Praview pirg 7 Duplicare
Content page

Heddirg Tekstishad jakeus
i G rading: @)
_-"‘. Telntinhag (olertum)

= Tille: 5
Praperies 4 1 -

When you click on the content field, a tool bar is
displayed above the field:

You can emphasize text (bold, italic, underline),
add lists (bullet and numbered lists), and indent
text. You can also add various hyperlinks to the
text. We will later discuss the use of links in more
detail.

[ron o [ o o I e

O Poge semings
[ an Aragr 4]

Laya Tas ain the luft =

B T ﬂ Cankain =

You can also add page

components to the page.

At the top of the page, you can save changes, preview (the course
preview opens in the new tab, so if the preview doesn’t open, make
sure that you have allowed pop-ups) and duplicate the page. When
you delete pages those are moved under the Trash tab, where you
can permanently delete the page or restore it by reactivating it for the
course.

The page has a heading field and a title field. The heading is visible in
the course structure/table of contents. The title is visible on the
course page. If you leave the title field empty, the tool copies the
heading onto the page. If you do not want to have a title on the
page, e.g. if you add a full-page image to the page, you can hide the
title by entering a hyphen (-) in the field

Select/unselect the “Affects progress” option to determine
whether or not the page affects the overall progress of the
course. By default it is selected, i.e. the page must be opened
(and any tasks on the page completed) for the page to
contribute to the course progress.

From the Layout drop-down menu you can choose the layout
for the page.

If the added image isn’t optimal size for the used page layout,
there’s two ways to scale your image. As default the mode is
“Contain” which means that the added image will scale inside
the image area and there will be blank areas around the image.
The other option is “Cover” which means that the added image
will fill the image area and something can be scaled out of the
image area.

© Copyright MPS Enterprises Ltd. 2018
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Toolbar 1n content area

When you click on the content field, a toolbar appears above the field. You
can emphasize text (bold, italic, underline), add lists (bullet and
numbering) and intent text. You can also add hyperlinks to the text, see
the page "Add hyperlinks and attachments” for more details.

Please note that listing options (bullet and numbering) has more than just
the default option, the options are displayed by clicking the arrow next to
the icon.

The toolbar in the content field is also available in the tabs and
accordions.

“ B 7 U Dh X &£ =~-£- 8 =
~
Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Sed
posuere interdum sem.
Quisque ligula eros ullamcorper guis, lacinia quis facilisis sed
sapien. Mauris varius diam vitae arcu.
+ Sed arcu lectus auctor vitae, consectetuer et venenatis eget velit.
Sed augue orci, lacinia eu tincidunt et eleifend nec lacus.
+ Donec ultricies nisl ut felis, suspendisse potenti.
« Lorem ipsum ligula ut hendrerit mollis, ipsum erat vehicula risus,
eu suscipit sem libero nec erat. o

il
i

B 7 U Mh ¥ & |&=-~|E=-~

My
Lorem ipsum dolor sit amet, consectetuer adipism

interdum sem. Quisque ligula eros ullamcorper

: ) . . . Circle
sed sapien. Mauris varius diam vitae arcu.
. Disc
Sed arcu lectus auctor vitae, consectetuer et ve
Square

« Sed augue orci, lacinia eu tincidunt et ele
ultricies nisl ut felis, suspendisse potenti.
e Lorem ipsum ligula ut hendrerit mollis, ipsum erat vehicula risus,
el suscipit sem libero nec erat.
» Aliguam erat volutpat. Sed congue augue vitae neque. Nulla w9

B 7 YU Ih ¥ &£ E=~|=-=E

Lorem ipsum dolor sit amet, consectetuer adipiscing eliim

interdum sem. Quisque ligula eros ullamcorper quis, lac
] . . ; ! Lower Alpha
sed sapien. Mauris varius diam vitae arcu.

. ) Lower Greek
Sed arcu lectus auctor vitae, consectetuer et venenatis

. - _— ) Lower Roman
+ Sed augue orci, lacinia eu tincidunt et eleifend ne

ultricies nisl ut felis, suspendisse potenti. Upper Alpha
+ Lorem ipsum ligula ut hendrerit mollis, ipsum erat
eu suscipit sem libero nec erat. Upper Roman
+ Aliguam erat volutpat. Sed congue augue Vitae Negue: oo -
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Add hyperlinks and attachments

If you want to display a text of
your choice instead of the
actual link, you can insert the
text here, e.g. “MPS website”

If you want to provide additional
information on the link, add a
title, such as “Learn more about
our services here”. This text will
become visible in the course
when the cursor is hovered over
the link.

B 7 YU h ¥ |&L|=~i=-

il
Al
if

Enter a link, such as http://www.mps.ﬁ

Insert link

Url | =

Text to display
Title

Target New window -

Choose whether the link opens on top of the course orin a
new tab. We recommend that you leave the default setting
on.

X

2 YouTube

Watch demo add hyperlink

Watch demo add attachment

Click on a folder to add
attachments to content from the

Mediabank (Media) or create links
to other course pages (Content) .

Media Content

+ Add new media item

Y Filters
Media type: Any -
Category: -- Select categol
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https://youtu.be/5lBJzyRC0P0
https://youtu.be/3zIq3pa93y0

Add image through content page

Content page

Heading: ﬂ Conbenl pege
Title: ﬂ Conbenl pege

Content: Lerem Ipsum delor sit amet, (onsecietuer adipiscing 1t Seg

posuere nierdum sem

l.'hrm:m.‘u_;wm SSRGS Qs IarvE QUi Taabss seard
Sypiev]. Mars variLe dam viise ancy.

= SEd arcy ledius suctor vilea, consectetuer €1 venonatls eget waii.

Sed augee oo, o eu imceand el ekiend nec Bos

« Donee ulircies mel ul felis, suspendisse polent

= Lorem ipsum ligula ut hendrerit molls, lpsum erat vehlcula risus,
U susCp s5cm libere nec crat

Image:

£F Page settings

Image can be added to the page, by clicking "Add
image" Mediabank opens from where you can
select image. If you use the list view in the

Medibank after the image reads "Select” or if you
use thumbnails view, next to the picture is an icon
that can be clicked to select the image.

When an image is added to the page, "Edit image”

and “Remove” appears under the image area.

Content page

Heading: | Correm page
Titla: ﬂ Cornunl pugwe

Content: Lorem Ipsum daler sit amat, censeciehier adpscing @i Sed

PSR MErdum Sem

RS ANT BIOS WNATGITDET QIS AIGTIS GuNs fECats s
ST IMAUTE WS T e ST

w Bed Aoy lechus auchor silas, consscleluer et venenals sg= el
Srad A orTl, Rl o Ancdunt et eicifend nes lacis

& Loner ulliowes ol ul ks, suspeidsss pobenb,

= | e g lgeda o hendrert modls | psom erab schioia rses
U S se e e el -

& Page settings

S U VU VAR Sy Y T ¥ R S S
[ kg e A21M mg
[EETTEN JAGa & pumbruny B

-- SHRE v

] mn = m

From "Edit image" you can see the size of the
added image (image size), cropping tool size (crop
size) and optimal image size (required size).

If the image is bigger than the required size, the image
can be updated to the optimal size by selecting
“update to required size”. For more details see the

page "Cropping images through content page”
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How images will appear in courses
(desktop) =

If the added image isn’t optimal size for the used page layout, there’s two
ways to scale the image.

As default the mode is which means that the added image will
scale inside the image area and there can be white blank areas around the
image.

The other option is which means that the added image will fill the

image area and something can be scaled out of the image area.

When you add the layout by default there is a white
background behind the title and the text. This ensures that the text is
clearly visible even if the added image is dark.

If you do not want to use the background, the setting can be turned off
under the page settings

Please note that "Show text area background® feature requires at least in June 2017
updated version of the course player. If you want to have this feature please contact a
your MPS Prewise contact person.

mege:

18]

Larycut Tast o0 Bw b =
Irreage scak mode: I Contadi =

Crwwmar

Contsin

=Start by doing mbads neoosseryy Bma oo ms s onssiBin; aed

suditeny Fuu ane dodng L impossibie.”

I B 0

iUl Lage rage -



Cropping images through
course pages

When you add an image to a page, you will see new options
and “Remove” under the image.

In the editing mode, you will see the image size information. When you
click on the crop tool will reflect the optimal
size for the page, if the image is large enough.

Click on to keep the aspect ratio of the cropped area

optimal for the page. If you open the lock, you can freely change the

aspect ratio. Use the cursor to move the cropped area around. From the
, You can restore the crop tool to the original situation.

The edited image is saved as new image by default, but you can also
replace the original image by removing the check mark from

If you crop an image, it is recommended to save it under a new
name. You can also edit the categories of the image.

If you do not want to make any changes to the image, leave the view by
clicking on

You can also crop
images in the Mediabank
by selecting images for
editing.

If you edit the image
through media bank this
will change the edited

image on every course
page the image has been
used.

If you decide that you do
not want to edit the
image after all, click on
“Back to items list”.
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Multiple choice

Can be used, for example, as a “wake-up” question at the beginning of a course section or as a

“summing-up” exercise at the end of a section. This task type can be used in a quiz. You may
choose to display the task as a basic multiple choice task (using checkboxes), so that, of
multiple choices provided, more than one may be correct. Alternatively, you may choose to
display the task using radio buttons or push buttons, so that there can be only one correct
answer, but you can provide feedback separately for each choice.

You can change the display mode from

Display as: () Radio buttons O Push buttons @ Checkbones

there may be more than one correct answers and you may include a
free text option, but there are only two feedback boxes for:

1) correct answer

2) incorrect answer.
You should take this into account when composing feedback.

only one of the choices is correct. You may also include a field for an open-
ended answer and provide feedback separately for each choice. The user may change his
choice before submitting it.

only one of the choices is correct. You may also provide feedback separately
for each choice. In this layout, you cannot use free text fields. The answer chosen cannot be
changed. This task type is convenient in a quiz.
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Match pairs task

The idea of the task is match the words/statements with the correct pair.
It is recommended to put the on.

Option pairs are combined by clicking the alternatives. The desktop view
shows all options at the same time and options can be clicked either from
the left or the right. If you are using a tablet or a phone, the other column’s
options are displayed one option at a time.

If you want to change the given answer, you can separate the pairs by
clicking on the line between the alternatives.

This task type is not available under the quiz.
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Open question task

Usually used for opinion surveys or to request short feedback at the end
of a course. The task type does not have correct answers, so the task can
not be used under the quiz.

If you want your users to answer the task, you should put “Completion
required” on, so the user is not be able to go forward before answering the
question.

If it doesn’t matter whether or not the task is done, then you should take
out the “Affects progress” option.

E i P r FEMEFLKHURLR L —

FRpalaall kit

Auvoin vastaus (foletus)

womn s dme ol b oan e ad wlsady ap s e s sl an ke,

e i

Free rreeee e ros Aoh e fals

[F PRSP R Y ATy

## Page settings
k] Affacts progress &
O Completion required
B Can be sohvad multipla times
| Multiple input fields
Layoul

Mage SCcale moae ﬂ

[ affects progress

O Cormpletion reguired
F Can be sohied multiphe times
B Muitiple input falds

wayaut

rmage scala mode ﬂ

Multiple input fields:

Feedback:

Task on the Left -

Contain -

You may also have questions
about several issues in the same

task by selecting “Multiple input
Fields"
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Evaluate task

Usually used for opinion surveys. Can not be used
under a quiz.

the task can be displayed in three different
ways, radio buttons (default), a slider rating, or a star
rating.

It is a good idea to keep the options short that they fit
on the page even on smaller screens. E.g. write options
open to the content area and give a number for the
each option.

When you have the slider rating
selected, you can also add “Free
text" option. The option can be

given a header and it is
presented as a radio button after
the slider rating.
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Set in order task

The options provided are arranged in the correct order by clicking. If you Items:

want to change your own answers before submitting it, you can clear your
answers by pressing "Clear”.

You should note that there is only one feedback box in the task, so the

same feedback will be displayed to the user whether (s)he answers

correctly or not.

This task type can be used in a quiz.
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ullamcorper venenatis augue.
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Quiz

Use the page type when you want to measure the user’s level of knowledge.

Edit the title of the page and provide instructions for the quiz. For example, in the
instructions, it is worth mentioning the required pass percentage and whether the
quiz can be solved multiple times or only once.

Choose the settings for the quiz under Page settings.

Write the feedback texts for passed and failed results.

Select “Randomize task order” to arrange the questions in a random order.

“Completion required” does not allow the user to move forward before completing
the Quiz successfully. After the quiz page, it is recommended to add some kind of
thank you page, which clearly states that the course has now been successfully
completed. Therefore, "Completion required” is good to put on so that the user can
not access the thank you page before (s)he has passed the quiz and actually
completed the whole course.

4 [F2. Quiz
Question
Question
Cluestion

[E Question

Pass

feedback:

Failure

feedback:

2 YouTube”

Study more and try again!

The feedback box code [[QUIZ_POINTS]]

automatically counts the user’s correct answers. You
can remove this if you wish.

Watch demo

£+ Page setling:

Passing threshold 60 =

Mumber of tasks to show: 4 =

] Affects PrOgress ﬂ

[ Randomize task crder

[ Mark as "Completed” despite results

[] Completion required

b Can be solved multiple times

mage scale mode: o Custom =

Great! You had [[QUIZ_POINTS]] correct answers and you passed the
ast! You Ccan now go forward on the course Or, if WO feel like i, WO Car
do the guiz again.
You had only [[QUIZ_POINTS]] comrect answers and didn't pass the guiz
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Quiz as a question pool

To set up question pool select the in quiz’s
page settings and add more questions under quiz than are displayed.

the quiz contains 8 questions, but only 4 questions are shown.

The questions shown are the first four questions.

If you also select “Randomize task order”, four of the eight questions will
be shown randomly.

Pass
feedback:

Failure
feedback:

2 YouTube’

Watch demo

ok

Passing threshold 60

Number of tasks to show

] Affects progress a

k¥ Randomize task order

[] Mark as “"Completed” despite results
[0 Completion required

] Can be solved multiple times

mage scale mode B Custom ~

Great! You had [[QUIZ_POINTS]] comect answers and you passed the
test! You can now go forward on the course Or, if you feel like it you can

GO TN QuiZ aga

You had only [[QUIZ_POINTS]] correct answers and didn't pass the quiz.

Study more and try again
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Comments tool

When building a course as a team, you can use the Gimlet Composer’s
comments tool, where comments are saved per page and are visible to all

content creators.

At the bottom of each page (next to the page components) there is a
tab.

Comments can be accompanied by attachments and classified as
General, Text, Visual or Technical. Use the “Technical” qualifier for
comments addressed to MPS Prewise’s experts.

A new thread of comments is created by clicking on
When a user has submitted a comment, others can respond
to it, creating a chain of comments. You can edit or delete your own

comments.

You can also submit comments in a preview mode.

Comments are not visible in a published or duplicated version of a

course/page.

Amach file

General || Text | Visual | Technical

T R
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Send course for commenting

A course Select the course
on the course list and go to the tab.
Lend
You may create users one by one or import multiple users W o o i s o o s St e s
from Excel When importing from EXCG', use the :jm.,. Pl R e er i e e Pl e
Excel template provided (Download Excel template). .. - T ———
Once you have added the recipients, set the validity of the link, max 30
days.
Enter a subject for you message (email subject). cennt e
You can edit the content of the message, but do not touch the words in o e i
square brackets [course name], [number] and [course_link], these are - i
automatically provided by the system.
Click on to send the message to the recipients. |

1= "Cnresar isr” lolze © ot kg han i e coaree
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Course publication options

You can publish a course by downloading a file package under the course
Properties tab.

Download options:

can be published in learning environments that
support the SCORM 1.2 standard.

is a stand-alone package that can be published on
websites. You do need an internet connection to use the course, the
offline name comes from the fact that this package doesn’t record any
user progress.

, You can export the
course directly to Gimlet LMS with "Publish to Gimlet LMS". This feature
requires the Gimlet LMS administrator user IDs.

Content

Trash

Properties

Send

Preview

Properties

Course name:

Course title: 3

Categories:
Ferced navigation:

Course owner 0

First name:

Last mame:

Email:

Download

Publish

Other

ESIMERKKIKURSSI: Gimlet Compeserin sivutyypit

ESIMERKKIKURSS!
-- Select category -- ~

Ue

Silja
Saviranta

silja.saviranta@mps.fi

Course created on 27.2.2018

Silja Saviranta

Course updated on 712 2018 13 ¢ Silja Saviranta

SCORM package 6 Offline package 6 0

Course exported to SCORM on 18.4.2018 10.34 by Siljg Saviranta

Publish to Gimtet LMS ['5]

Course last published on 28.2.2018 10.53 by Silja Savirpnta

Duplicate m

B Lock course e
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Publish course to Gimlet LMS

If you have the Gimlet LMS platform in use, you can export the course
from the Composer tool directly to the LMS system with "Publish to
Gimlet LMS".

1.  Go to Properties tab and click "Publish to Gimlet LMS*

2. A pop-up window opens, enter Gimlet LMS administrator user IDs, to
continue press “Continue”.

3.  Confirm that you want to export the course by pressing “Continue
once more. If the course has already been exported before, this
version will replace the version in Gimlet LMS.

4. The course has been exported to Gimlet LMS. You can now close the
popup window (Close) or go to the Gimlet LMS system from the link.

IF you have Gimlet sdmin cradentiels you can
Publish export the cowrse into Girnlet LMS systerr

Publish 1o Gimiet LMS (4]

Publish to Gimlet LMS

T publish dr oourse inos Ginet LME, phosss emes gour Smir admin war cnedent als and
praee “Pubish
Ulner nmms
Passwond:
m

Publish to Gimlet LMS

ioms ari gl L pabledy Uhi couse Exasde couse” Gis will ooarerits e old wasian in
il | ME Ay more o sort o camnne?
m

Publish to Gimlet LMS

ol cAn naE Slase S pOp- U O Sg-1n 03 Cimier LS g Uissirin g el soe
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What does responsiveness mean?

Composer tool uses HTML5 technology so courses created with the tool are
responsive.

In practice, responsiveness is achieved through technical solutions for making
the site better suited to fit the screen size.

Responsiveness does not mean that a site (or online course) looks exactly the
same on every device and in every browser. It means that the content is
designed for different screen sizes.

At its simplest, responsiveness means changing the font size so that the ratio of
text and empty space may vary considerably.

Ideally, the content presented will look as similar as possible on all devices of
the same size. In practice, however, we often encounter various external
technical challenges.

Such external challenges include e.g. different browsers and operating systems
and their different combinations.

Regardless of the screen size, the site may look different in Internet Explorer,
and Mozilla Firefox. Internet Explorer, for example, may make the font slightly
narrower. We cannot eliminate the technical/visual differences between
different browsers, but in most cases such differences are small.

Also the browser’s zoom% may effect how the course is displayed.

© Copyright MPS Enterprises Ltd. 2018
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Content creator, design your message carefully!

The easier the text is
to read and digest,
the more certain you
can be that the
message will be
embraced!

SRESEESEETE

However, do not
assume that the
subject matter is as
familiar to the reader
as it is to you. Often, it
is necessary to spell
things out..

You can’t have
everything: focus on
the important things

that should be

remembered two
days after the
message has been
seen and exercises
done.

© Copyright MPS Enterprises Ltd. 2018
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Learning content creation — Quick Guide

Focus on the learner 2. Keep it simple

Do your research: Who are they? Use language that your audience can understand.
Step into their shoes: What is going on in their lives on Whole sentences make more sense than bullet point
a Tuesday morning? lists - unless you are actually making a list of items.
Turn your message into key learning promises. Never assume that the audience knows what you do.
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Additional information and tips

When using videos, we recommend that you use an external video service. Streaming videos can be added to the text as hyperlinks or, if the videos are streamed
from YouTube or Vimeo, you can use the Video component. You may also use the Video component if the videos are stored in Gimlet Composer’s Mediabank.
DreamBroker is not straight supported when using the Video component, but videos can be streamed by inserting /get/normal.mp4 after the video link obtained
fromm DreamBroker and choosing mp4 as the video format.

You should only upload small video files (less than TIOMB) in the Mediabank. If you use a video from the Mediabank, it is recommended to select the “preload”
option.

The maximum file size of any single file uploaded in the Mediabank is TTOMB.

Images should be edited and cropped in a separate image editing program before adding them into Gimlet Composer’s Mediabank. Very large images may be slow
to download, which may disrupt the smooth flow of the course. Try to use image sizes suitable for the course template; the optimal image size for a half page is
720x720, for a full page, 1440x720, and for a long title, 500x400. The file size of the image should be around 200KB.

Always end your course with a summary or thank you page. Do this particularly if you have a quiz at the end of the course. On the last page is recommended to add
instruction e.g. "You have now completed this course! You can exit the course by closing the browser window.”

Composer cannot be run in IE9 or older browsers (or on tablets). We recommend that you use the latest versions of |IE, Firefox, Chrome or Safari browsers.

© Copyright MPS Enterprises Ltd. 2018
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FAQ

* Make sure that you have a page active, and that you have allowed
popup windows in your browser at https://composer.gimletims.com

* Make sure you have selected a “Quiz” page as the main level for the
test and you have dragged task pages under the main level.

* Make sure you have selected “Indicate correct answers” under the
Page settings for the task in question.

* Check if the missing page has been moved under another page. In
front of the page heading there is little arrow—click on it to display its
subpages, or open all subpages at once by clicking “Expand all”.

© Copyright MPS Enterprises Ltd. 2018
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MPS Prewise’s experts at your service

Get expert assistance from us for the implementation of your eLearning
courses:

o planning and scriptwriting

O graphic design

o video taping/editing

o technical implementation

* Send us a service request directly from Composer under the “Support”
section or email us at helpdesk(@prewise.fi, please confirm within your
organization that you are entitled to order extra work on your courses.

* MPS Prewise gives you a cost estimate and a timetable for
implementation before carrying out the job requests.

* Use the Comment tool in Composer to submit service requests.
Always use the “Technical” category for comments addressed to MPS
Prewise. This category should be reserved solely for service requests
sent to MPS Prewise.

© Copyright MPS Enterprises Ltd. 2018
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