HORTH CAROLINA

AHEC
Putting Course Materials in Place in Docebo

Log into Web Services
Click Sign In on the black bar at top of your webpage. If black bar isn’t in place on all pages, go to

https://www.arealahec.org/sign-in

T %
rrlet M1522n Cther bookmark

FAQ Create account Signin

Enter your MyAHEC login credentials in the sign-in form that displays. If you do not have a MyAHEC
account, click Create Account. If you click Forgot Password, a link to change your password will be sent
to the email you gave when you set up your account. You must use that emailed link within 24 hours or

it will expire.

Sign in

Complete the sign in form below using your MyAHEC login credentials. If you are uncertain
whether you have MyAHEC login credentials you may follow the "Forgot Password?" or
"Create Account” link below.

Email or cell phone number

sherry.stafford@gmail.com

Password
Forgot Password? Create account
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On the dashboard that displays, click the Courses and Events Catalog icon.

Dashboard Menu =

P\%P\ Courses and Events

—
=D aono
D | 000 T
_—m aoao -
About AHEC Course Courses and Events Catalog My Courses and Events

After Entering Your Course OR If Course was in CASCE Already

After saving your course/event, the following confirmation will display. Click Open to open the course in
Docebo. Use the open at the TOP of the page every time! Note: If you do NOT see the Open link, click
Edit and then click Save. Then you should see the Open link.

Courses and Events Menu =

Return to Courses and Events Catalog Add @ Edit / Open E3)

SOUTHERN REGIONAL AHEC
Sherry's Test Course
Workshop

for demo only

Objectives

Dates and Times

October 16, 2017 3:10 PM

READ MORE
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The page that displays will allow you to add training materials to the course. Click the button with three
dots at top right of the page.

FAQ Ashley Langley Sign out

Caroline Gates Coastal
Carolina NAON Chapter @ ADMIN VIEW
Conference

Folders Training material Q: +dit, ADD TRAINING MATERIAL v

B caroline Gates Coastal
Carolina NAON Chapter
Conference
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Click Training Material to add instructional content.

The drop-down Training Material list allows you to select the kind of content you want to add to your
course. Click on your selection. In this example, video is selected.

FAQ Sherry Stafford Sign out
m5 Sherry's Test Course
Folders Training material Mol .t ADD TRAINING MATERIAL A
_ Enable your users to watch video resources in their courses
B8 Sherry's Test Course (MP4) or embed a video from YouTube, Vimeo, or Wistia.

ORGANIZE i New folder
UPLOAD B scorm
H AICC
Wg TinCan
P Fie
8 Assignment
IMPORT B Central Repository
€ LT
CREATE B® Slides converter
! HTML page
= Survey

Test

=

Page 4 of 15
https://adminliveunc-

my.sharepoint.com/personal/alangley_ad_unc_edu/Documents/AHEC_Project_Docs/Generic set up
course.docx




HORTH CAROLINA

AHEG

In the page that displays, select the Video Source: Click the radio button at left of Upload file or the one

at left of Embed video URL. Docebo will allow you to embed only three types of video: YouTube, Vimeo,
or Wistia.

lraining material

Upload File
CE—

You
Video source (@) Upload file (O Embed video URL —
Additional info

Subtitles Select files UPLOAD FILE
Title

Description 3ol Formats «

B /7 U FontSizes ~ A~

= P m H- | o

ii
4
i
4
il
3

Allow users to move O No
through thevideoby @ Yes

dragging the playhead Q After completion

SAVE CHANGES CANCEL

Technical notes:

Docebo’s video player will take any video and either scale it down or up to fit within the window as best
it can. The size of our player window is approximately 1,110x624. It is recommended that you do not
upload any super small videos as scaling up could cause some pixelation. The 1,110x624 window size is a
16:9 aspect ratio just like 1920x1080 so it does scale down just fine. Publish in a size closer to the
1,110x624 so the end video file is smaller, which will help with load time and buffering.

The video formats Docebo supports are: 3GP, AAC, AVI, FLV, MP4, WMV and MPEG-2. If not already an
MP4, Docebo will automatically convert other file types to MP4.
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This example selects to upload a video.

Enter a Title for it.
Select to allow users to move the video playhead or not.
You can add a description for your own information if you wish.

e C(Click the green Upload File button.
e Your File Explorer will display. Navigate to the file you want to upload and select it:
€ Open
« v P > This PC » Downloads > Marvin Videos-GBO
Organize ~ New folder
Mame Date Type
3F Quick access
|& Duke AHEC Webina.. 9/6/2017 8:24 PM MP4 Fi
4. OneDrive & Duke AHEC Webina.. 9/7/2017 6:51 PM AP4 F
;:ﬂ ThiS PC _E' Duke AHEC Webina... AP4 F
& Desktop |=] Duke Mental Health... VP4 F
|=] Duke Mental Health... MP4 Fi
4 Nincnmente
e When the green progress bar indicates that your file is 100% uploaded, click the green Save
Changes button at bottom right of the page.
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If instead you select to Embed a video URL, you must enter the URL in the box provided. Click the green

Save Changes button at bottom right of the page.

) You -
Video source (0 Upload file @ Embed video URL v —

‘ https://www.youtube.com/watch?v=7Uuwjlu-554

Title

Description plolN < IR Y 4 Formats -

B J U FontSizes -

 — 1
o= W 5— -

Y
i

v
Il

|£@I@vl()

A -

[necmes | owea
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After adding this video as a Training Material, this page will display it, as shown below. You can add
more by selecting from the green drop-down Training Materials list.

— a3 m o /7
lraining material
FAQ Sherry Stafford Sign out
&5 Sherry's Test Course
Folders Training material WP .. ADD TRAINING MATERIAL v
i e + H TestVideo - Sherry o =~
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Obtaining Reports in Docebo

Reports

Docebo will deliver reports on the users and courses in your site. Course level reports give data on
course usage and training material activities in a specific course. On report pages text and date filters are
provided to help locate the element of interest.

Quick Summary Reports

& &

User personal summary

View a user summary report and
download it as a PDF

Course summary

View a course summary report and
download it as a PDF

Reports
NAME CREATEDBY  CREATION DATE FILTERS
% - Lo ublic: All users, groups and branches Q m
Users - Delay Public: All users, groups and branches aQ @

Course Level Reports
How to Access Course Level Reports

Log into Web Services. Enter your course by clicking Open. At the right click on the three lines to get to
Course Settings.

—
—
-

Then choose the Reports Menu.

When the Course Report page opens, it appears as shown below. A graphical summary of course use
displays in the top section of the page. In the lower section, three interactive tabs display additional
information: User Statistics, Training Material Statistics, and Learner Assignments. By default, User
Statistics information is displayed first. Note that status terms (/In progress, Not yet started) are color-
coded. Not shown here, Completed status is colored green.
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Sherry Staffordo

Course report

w46 131
Users that have completed . Enrolled users Days since launch
the course 17%
2 =3
To begin In progress

Statistics about course accesses:

Learner assignments

m Training material statistics

Exportas Excel i

USERNAME

SUBSCRIPTION DATE

FIRST ACCESS DATE COMPLETION DATE LAST ACCESS DATE PROGRESS

S2NINT

T 4:09:34 pm 75%

53:28 pr 11

0:14 pm 81072017 2:35:15 pm 7 95934 am 0%

ax=®ta Training material

1
w Completed

SESSION TIME STATUS

Not yet started  0.00

User Statistics. As shown in the preceding illustration, the User Statistics tab lists course users and a

summary of their course use.

Export. Use the “Export As” box to download this report. Select a file format and click the
download icon. Exported as an Excel file, the report appears as shown below.

| A B C D E F G H
1 |usend date_inscr date_first_: date_comg date_last_z Progress sessionTir status
2 |Sherry 8/29/2017 8/29/2017 - 11/7/2017 75% 13h 14m  In progres:
3 |brewster 8/10/2017 8/10/2017 8/10/2017 8/25/2017 0% 3h 36m  In progres:
4 | Andy (pow 8/23/2017 8/23/2017 - 8/23/2017 13% Oh 6m In progres:
5 634063  8/4/2017 1- - - 0% - Not yet sta
G |staffordo 8/25/2017 - - - 0% - Not yet sta
7 643069  8/25/2017 8/25/2017 8/28/2017 11/10/201788% 15h 57m  Completed

[
Score
100.00
100.00
0.00
0.00
0.00
0.00

Drill Down. Click on a username to display a detailed report of this user’s activities in the course

(illustration follows). The user’s status toward completion and score

relative to each training

material are shown. Note that the status graphics are color-coded, as they were on the user
summary page. Beware! Each status can be reset to “not yet started” by clicking the red “X,”
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and each score value can be edited. Click on a score to manually assign a value. (Because of
space constraints, a small Timeline section is not shown in this User Details page illustration.)

m User report for: Sherry
User report for:
Details
‘,' 8/29/2017 E 11/7/2017
Sherry Progress 1:53:04 4:09:34
Stafford
Sherry pm pm
Subscription Lasl access date
date
o 2. 6/8 ¢ 13h 14m
5% (1] [Nt .
s Chjects Session time
Statistics about course accesses:
2.5
20
os
oo
05
et 78 et 29 et 31 How 2 Mow 4 Moy & How B Herw 10
Progress
Export as Excel R Q
&
TITLE i) ol HiRs COMPLETION ¢RSION STATUS RESET SCORE
ATTEMPT  ATTEMPT  COMPLETION DATE
Tin Can - 824/2017  R242017  RA24/2017 A242017 @ % o000
1-Welcome 43212 pm 43322pm 43317 pm 4:33:17 pm Tl e s r
Ti iy 2102017 8102017 BA02017 8/10/2017
Zintroductionta o 25746 s )--'.r-.a: A s ® X oo
255; 257114 56:35 2:56:45
NE AHEC e E ¥
v B0 BAZ0TT
3-Graduate Medical _ _ ,L_ il x 000
A 25726 pm 2:58:13 pm
Educatian
Tin Can- 4NCAHEC &10v2017  RANZ017  &A02017 /02017 o) X o000
Library Services 25827 pm  259:34pm  2:59:34 pm 2:59:34 pm -’ e
Tin Can -
5-Continuing &MNO2017  RZ22017 &M0LMT aI2202017 ® X o000
Professional 25046 pm 5:0035pm 30828 pm 5:00:35 pm -
Development (CPD)
SCORM - 6-AHEC f24/2017 82477017 244501 8/24/3017
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When exported as an Excel file, this specific user report appears as shown below.

A B C D
1 |Title Status Time Average
2 [1-Welcome Completed Os 0.00
3 |2-Introduction to NC AHEC Completed Os 10000
4 |3-Graduate Medical Education In progres: Os 0.00
5 [4-NCAHEC Library Services Completed Os 0.00
6 |5-Continuing Professional Development |Completed Os 0.00
7 |6-AHEC Practice Support Completed Os
8 |AHEC Practice Support Completed Oh 13m 100.00
9 |7-Credits and Farewell In progres: 0s 0.00
10 |8-About AHEC Quiz Completed Oh 1m 100.00
11

Drill Down More. At this point, having selected a specific user report for a course, you can drill
down further by clicking on a training material in the list. For a quiz, the quiz page is displayed,
along with question scores and overall score for this user, as shown below. (Additional
information may display for SCORM objects, depending on the settings.)

8-About AHEC Quiz

@ Final score: %

Single Choice 1) AHEC continuing professional development programs serves these disciplines:

(O Nursing, pharmacy, dentistry
o ® Nursing, pharmacy, medicine, dentistry, allied health, public health, mental health, and others
(O Nursing, medicine, dentistry, and allied health

Score: 10

For an unscored material, an access log is displayed, as shown below.

Progress

L Back |
4-NCAHEC Library Services

2017-08-10T1E:58:34 - Sherry+Stafford Results Slide

2017-08-10mE:53:34 - Sherry+Stafford NCAHEC Library Services

z017-08-10miEse27 - Sherry+Stafford A bibliographic database of life science

2017-08-10miEse1e - Sherry+Stafford The legal right to be the only one to re

2017-08-10mE:52:10 - Sherry+Stafford A newspaper or magazine that deals wi

Sherry+Stafford A person who works professionally in 3
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Training Material Statistics. The Training Material Statistics tab displays a graphical summary of training
materials use, as shown in the following illustration. For each training material a bar graphic summarizes
user completions, and an average score is shown. A zero is displayed for unscored training materials.

Course report

- AL, s

Users that have completed
the course 1%

Statistics about course accesses:

User statistics Training material statistics Learner assignments

TITLE STATUS AVERAGE

Tim Can - 1-Welcome £ _|

Tim Can - 24ntreductizn to NC AHEC

Tin Can - 3-Graduate Medical Education L

Export. Use the “Export As” box to download this report. Select a file format and click the
download icon. An exported Excel file appears as shown below.

A B C D E F
1 |Title Completed In progres: To begin  Expected c Average
2 [1-Welcome 2 0 4 Os 0.00
3 |2-Introduction to NC AHEC 2 0 4 Os 100.00
4 |3-Graduate Medical Education 1 1 4 Os 100.00
5 |4-NCAHEC Library Services 2 0 4 Os 0.00
6 |5-Continuing Professional Development |2 0 4 Os 0.00
7 |6-AHEC Practice Support 3 0 3 Os
8 |AHEC Practice Support 3 0 3 Os 77.78
9 |7-Credits and Farewell 1 1 4 Os 0.00
10 |8-About AHEC Quiz 1 0 5 Os 100.00
11

Drill Down. Click a training material to display a report of its use. For most training materials,
each user is listed, along with their first/last use dates, completion dates, and their completion
status (illustration follows). When exported as an Excel file, the same information appears in a

spreadsheet.
USERNAME FIRST LAST FIRST LAST FIRST COMPLETION VERSION STATUS
NAME NAME ATTEMPT  ATTEMPT COMPLETION DATE
8/10/20017  8M10/20017  8/10/2017 8nosz207
Sherry Sherry  Stafford Completed
2:58:27 pm  2:59:34 pm  2:59:34 pm 2:59:34 pm
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However, for a quiz, the questions, question scores, and overall scores for all users are given, as
shown in the following illustration. Details are displayed in a row for each user, with a column
for each quiz question. When exported as an Excel file, the same information appearsin a

spreadsheet.
USERNAME FIRST LAST COMPLETION SCORE AHEC WHEN POSSIBLE WE IN WHAT MOST AHEC IS
NAME NAME DATE CONTINUING ~ PROVIDE ADDITION  PERCENTAGE AHECSIN  INSTRUMENTAL
PROFESSIONAL INTERPROFESSIONAL.. TO OF NC AHEC NC HAVE A IN ADVANCING
DEVELOPMENT CLASSROOM FAMILY RESIDENCY THE NUMBER
PROGRAMS ... FROGRAMS, PRACTICE.. PROGRAM. OF..
AHEC...
sherry Sherry Stafford 81072017 100% @ Nursing, © Working effectively @ Online @ 67% OTrue O True
3:09:14 pm pharmacy, as a healthcare team is  education

miedicine, key to high guality and

For a survey, a summary of responses is displayed. Likert scale responses and free-text
responses are shown in the following illustration.

Likert Seale 1)
Course Evaluation

5-Very Positi 4-Positi 3-Neutr 2-Negati 1-Very Negati
ve ve al ve ve

Exported as an Excel file, the survey response summary appears as shown below.

A B C D E F G
Question |Course Evaluatipn
5 - Very Positiv 4 - Positive 3 - Neutral 2 - Negativ 1- Very Negative
What was 10 20 4 1 0
How was y| 15 15 3 2 0
Did you gg 14 12 9 0 0
Was this ¢ 14 18 3 0 0
Question |What can we dej to improve this course?
getting so close

@~ ® o bR

On Frank
Smith's hospital
choices, |
believe
Southern
should have
been "nat.”
InPart4 Aa

should have
been
"themselves "
Mavha's shruld
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Learner Assignments. The third tab, Learning Assignments, displays an area where an instructor views
and grades assignments submitted by students, either in an email-type form or as an attachment. An
assignment is a training material that can be added to a course, just like a video or a quiz. Learner
Assignments is not within the scope of this documentation.

User statistics Training material statistics

@ All Q Waiting for evaluation () This has already been evaluated Q

USERNAME FIRST NAME LAST NAME ASSIGNMENT SUBMITTED ON STATUS SCORE VIEW/ EVALUATE

No results found.
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