Leo User Guide

Faculty: Upload Event Materials

This screen is used to manage the materials for your Event. Materials, in this context,
consists of:

* Electronic document/s uploaded to the System (Multi File or Single)

« SCORM content (Surveys or quizzes made from Captivate, Articulate, Presenter or other
software)

« Links to external (or internal) web sites

Complete the walk-through tutorial below to learn how to upload materials to an event in Leo.
Click here to open the walk-through in a new window.

Faculty Uploading Materials

From the Event Screen, use either method to upload materials.

1. Manage Materials > Manage Uploads

Section: Cardiovascular Medicine  Event: Pathology: Endocarditis rheumatic fever

= Event: Pathology: Endocarditis rheumatic fever Materials [

Details

Documents and Materials for "Pathology: Endocarditis rheumatic fever:2021-04-12" in Cardiovascular
Assignments Medicine::SOM 2021/2022 (rl)
Discussions View =  Options - .‘,,, 9 9
Announcements

Viewing 1to 1 of 1 Search:

.
Name (Edit) & category 11

l Manage Uploads

@ StudyGroup | Mo Category Selected i 1 v O L] O O o
Assignments

Student Documents

Messages < 7
Show| 10 ~ entries Pravious Mext
{

Mapping

Assessments <
People <
Settings <

Material Management Screen

1. Use the Materials Management Screen Menu items to upload Event materials/content.
2. Use the Column headings links to further define your materials.

%
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1. NOTE: Hover your mouse over the menu links to read a fuller description of their
functions.

Documents and Materials for "Vascular Tissue 1::2020-08-09" in Medical Science 5::50M 2020/2021 (r1)

] —
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e
Viewing1to 7 o Multi File Upload parch:
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(1

) Content Menu

Multi File Upload: Upload multiple files at one time.
Add File: Upload an individual file
Add SCORM: Quiz creating software. Save the file to a SCORM 1.2 zip file for importing to
Leo.
+ For more detailed information, refer to Section Level: Materials

Add Web Link: Directly link URL's to your Event materials.

Deleted: Switches the view to deleted content records

Categories: Lets you create new categories or update categories that you authored
Import: Links to the Curriculum Link function that allows you to search and use content
from other Events/Courses within Leo.

Restricted: Show all possible restrictions to access, such as date, time, etc

Authors: A report detailing the authors and uploaders of the content with an option to
update the author and uploader

Close: Closes the screen.

(2) Content Column Headers

Name (Edit): Edit the document's name

Category: Group together related documents within the Event under a title or heading
Seq #: Defines the order in which a document will be displayed within a category. If two or
more documents have the same sequence then they will be sorted by their title.
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+ FO: Faculty Only documents, hidden from Students.

*+ View: Displays icon based on document format. Click on the icon to download the file. Hover
over the icon to see doc title.

+ Scores: Shows if there are scores returned by SCORM content

+ DEL: Delete a document

* Supp: Supplemental materials

+ Shared: Check here to share with a linked Event.

+ History: Click here to view a history of downloads, and to see which Students have not yet
viewed the content.

+ G&O: The number program objectives linked to the content record.

« Author: The number of authors assigned to the content.

+ Group: The number of access groups assigned. If no access groups are assigned then
normal access rules apply. If access groups are assigned then only users in the assigned
groups will have access to the content.

Multiple File Upload

Goals & Objectives | Clear Date and Time

Multi File Upload Settings

MSC5 - Vascular Tissue |

This screen lets you enter settings for all the files you are about to choose in the multi file upload window. The
settings you enter here will be applied to all of the files uploaded, but you can always change the settings on

an individual file at a later time

Please note that the upload system will lock to see if a file you are uploading is a newer version of an existing
file in the current list. If s0, your newer file will replace the older file and the version number automatically
added to the file name will be incremented.

You can on the Toggle Advanced Settings for more options

Warning: Multi-File upload does not support SCORM content. Use the SCORM upload option for SCORM

content.

Author:
(Type to search for an item, double-click or *** for all items. Press ESC to erase field)

[~ shared Document
File Password:

| Faculty Only:

The options in this section will let you specify date and/or time restrictions for student accass.

Mo Time Restrictions | Date Ra nge "l Event Time +/-

Continue to File Upload

+ Author: Begin typing the author's name (this field is optional)

+ Shared Document: Check the box to share with another Linked Event.

* File Password: Optional. This defines the password if required for this file.
+ Faculty Only: Check if this is a Faculty Only document

+ Check Box: Set Time Restrictions, Date Range and Event Time if applicable.
+ Continue to File Upload
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Browse for Files

Dotments Ar

- e -

Drag fi o this window or click "Browse"
Organize - E Open Share with = Print E-n
Mo files selected -

: MName
I Favorites

@& Creative Cloud Files Sowidemadditional Time Zonet

N Bl Desktop @ Cell Bic jogy Lab2 Overview She
S — i .
=1 & Downloads B=| Import | bf Exam scores
“-ﬂ - = Q.’tuu.; Mloveye=e | OF Sample pverview and mapping
e [ SandBe tOne
[+ Mc;c'-:.Libréries @5 Scores olumn for Scorm
= Documents = Scorm jjcreenshots
o' Music B Weighted value for exam quest
k=| Pictures
B2 videos

DuntimalasisOalls  SOMDMA9 - -

Upload has been completed

Click here to continue
Drag files to this wind
"Browse/Choose Files”

4 files selected.

Functional food cardiovascular disease ppix [385921 bytes]

Circulation Research.pptx [36796 bytes]

Circulation research.docx [12593 bytes]

Biomarkers Cardiovascular Disease.docx [12600 bytes]
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Define materials

Documents and Materials for "Vascular Tissue 1::2020-08-09" in Medical Science 5::S0M 2020/2021 (r1)

View ~  Options ~ & 8 &4 0 x

Search:

Viewing 1to Tof 7

Name (Edit) J& Category |1 Seg# 11 I1 IT Scores |1

& Biomarkers_Cardiovascular_Disease | Supplementary reading | |5 ~ O C] O

@ Circulation_research | IndependentStudy  w | |0 vl [ = ] ]

& Circulation_Research [Independent Study  w| [T vl [ = [] (]

&) Course_Syllabus | CourseInformation v |1 v| [J [ [] O

@ ECM regulation [ Grephics E ~ O [i] )] El —
4 [

The most commonly used columns are category and sequence #.

Single File or SCORM Upload

¢ Best Practices Tip: Since materials/documents are included in search results, it is a
good idea to preface the title of the document with a course-identifying abbreviation
(ex. GYNO-100 Student Manual). When search results are read, a user can immediately
know what Course the document is from.

Documents and Materials for "Vascular Tissue 1:2020-08-09" in Medical Science 5::50M 2020/2021 (r1)

View = | Options ~ A = &~ 0 X
Viewing 1to 7o Multi File Upload Search:

Add File y

Name (Edit) Category 1 View Scores
Add SCORM

@ Biomarker Add Web Link | supplementary reading ~ | [ 5 vl [ [ -
Deleted

° Circulatior | Independent Study A | ] L [ ] [ ] [ ]
Categories

a Circulatior Import | Independent Study W |'.' w O ] O ]
Restricted N B N

o Course_Sy | Course Information w | 1 w [ L] Il L
Authors

& ECM regulation [ Graphics ~| [ v ] fi] [] [] -

4 5

Click Add File or Add SCROM to add a single file or a SCORM file to the Event's Materials.
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Browse for File

—

. Select File: Browse for the File

2. Title: This will be displayed to Students in their materials list. NOTE: Adding a title will not
change the file name.

Save File

Shared Document: Place a check in the box li the file is to be shared with another Event
5. Advanced Options: See image below

W

Max File Size: 3700M

Leo File Upload

Healthcare ACAD YR 2018-2019 T R1 - Main Campus
Event: Test

Select a File: Mo file selected.

Choose 2 new file from your device. Or link to existing files
Current File:

Title:
Enter a title that will be displayed to the students

Save File

|—_| Shared document

Advanced Options

Advanced Options

This screen is used to control how, when, and whom this content will be displayed. If no options
are set, then the content is available to everyone who has access to the Event. If you wish to
control who can access the document and when they can access it, then you will need to set the
time and group restrictions for this document.

Faculty: Upload Event Materials Page 6



BBl Leo User Guide

Back ToMain | Clear Datesand Times |
Screen

File Mame:

Learning Event Upload (New Record)

Leaming Event: Test

Description:

Lead Author:

[Typa to saarch faran ltam, daubla-click or '™ for all Rams. Prass ESC bo ermsa flald)

The options in this section will let you specify date and/or time restrictions for student access.

Mo Time Restrictions D Date Range D Event Time +/-

Setting this option to YES will ensure that students cannot access this content

Faculty Only: | No -
Save File If 2 password is set, users cannot access the file without the password.
Password:

These options control how the content is ordered and whether or not it will be exported for mobile

devices.
Display Order: 1 -
Mo Tablet Export:  No -
Mark as Deleted: No -

Upload conformation

Your file has been uploaded.

Your upload was successful - Click here to Upload another
click to exit document

+ You can return to the Manage Uploads screen by clicking Your upload was successful -

click to exit.
+ Or choose to upload another file by selecting Click here to Upload another document.

Web Links

This option lets you create web link for use as content in your Event.
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© Note that the URL you enter has to be fully formed, which means that it must begin
with http:// or https://

Fill out the required fields (*), then click Save Record to continue.

URL (*): Enter the complete URL

Link Title (*): The title for this content that will be displayed in the Event screen
Description: This is where you can add a short description for your weblink

Lead Author: Lead author for this web page

No Time Restriction, Date Range, Event Time+/-: Define Student access

Faculty Only: Set this field to Yes if you would like this weblink to be available to faculty only
Password: You can password-protect this weblink. Students and faculty will be prompted to
input this password in order to click the weblink.

Display Order: This field determines where in the list this weblink will be displayed. The
smaller the number, the higher up on the list it will appear.

Overlay: If set to yes, then the link will be opened in overlay on top of the Event screen
rather than in a new window.

Save Record

Mark as Deleted: Setting this option to YES will remove the content from active use

Clear Dates and Times |

i g e
Healthcare ACAD YR 2018-2019 T R1 - Main Campus

Test
Web Link (New Record)

URL: | http:/f
Link Title:

Description:

Lead
Author:

Na Time Restrictions [ Date Ran g2 [CTEvent Time +/-

Faculty
Only:

-
Display
Order:
Overlay: No v

Save Record

Mark as
Deleted:

Link to Events within the system.

In the Event's Materials screen, you can create a weblink to another Event in the Course.
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Here's an example: an instructor wants to reference materials from another Event in the Course
to the current Event, They would need to use that Event's specific URL.

O X @

Web Resources Course Information

O % Course Websiste O [& Small Group

Assignments

O [A small Group Schedule

Manage Uploads
Documents for Students

First Find the Event URL

Path: Courses > [Select Course] > Section Level > Events > Manage Events > [Select Event]

Course Template  Campus Level | Seetion: Cardiovascular Medicine

Section: Cardiovascular Medicine | SOM 2021/2022

People < Begin Date: 20200701 [
End Date:  2021.02.05 [
School Year:  MED First Year
Campus:  Main Campus

E

View <
Your Role:  Admin
Manage Course Director: &5 Jane Faculty
Course Coordinator: &5 Ann Alexander
Add Staff: @5 Staff, Joe
Repealing Events
Long Events < DESCFiPtiDn

Linked Bents < Welcome To Cardiovascular Medicine

Medical Science 5 SOM 2020/2021'R1 - Virtuall .
View =  Options = £ = - 0 %
Viewing 1 to 10 of 160 Search:
Q) 2000052 11:00 AM 12:00 FM Skeletal Edit Lecture Large Group Conference Rt F. Dean
Muscle |
© | 2020080 020 AM 10:20 AM * Course Edit  Lecture McKimman Hall S. Bohlson
Introduction
~ - - -
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Right Click on Event

Medical Science 5 SOM 2020/2021 R1 - Virtuall

View +  Options - & = - 9 %
Viewing 1 to 10 of 160 Search:
From IT To IT  * IT Event I Event Type 11 Location 11 Instructor 11
Q@ 20200528 11:00 AM 12:00 PM Skeletal Edit  |Lecture Large Group Conference Rt F. Dean
Muscle |
Q@ | 20200802 09:20 AM 10:20 AM * Course Edit Lecture MeKimmaon Hall 5. Bohlson
Introduction
Cpen link in new tab
L an i vas a e tlndasn Cann rdis Cpen link in new window e N
4 [ 3

Cpen link in incognito window

Save link as...
Copy link address
() AdBlock »

Inspect Ctrl+Shift+I

* Right click on the Event's link
+ Copy Link Address (Location)

This is the URL to use when creating a weblink within the system.

¢ NOTE: The link will have the words LearningEventID within the URL

https://demolecmsplus.com/lems/index.php?action=redirect&class=L
EINFO&option=open& LearningEventID -223548&nohtml=1

@© NOTE: Do NOT use the URL at the top of the Event screen.
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@ @ httpsy//demo.lcmsplus.com/lems/index.php?DBNAME=Demodportal=https%3A%2F%2Fdemo.lemsplus.com%2F - @ %

H Calendar Courses Search

Course Template Campus Level Section: PALLIATIVE CARE Event: Opioid Dosage Calculation Workshop

Event: Opioid Dosage Calculation Workshop Materials ¥ Messages ¥ Mapping ¥
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