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Follow these steps to quickly get up and running using Lectora Online

E Login
Log in to Lectora Online at www.lectoraonline.com. Enter your unique User ID and Password and click Log In. The Lectora
Online home page opens.

,..-—-'f” Lectora
ectora Online Accignments| | Hotificath
Online-
W Recent Titles . %
User ID | L Create New Assignment Assignment Reports
PaSSWDI"d 1D Status Created By %SSI;ﬂEﬂI_O L.SSIQI'\EG Date Description
18 New tanya_seidel tanya_seidel 08M1/2008 11:20:57 AM  Develop basic GUI
36 Accepted  lanya_seidel tanya_seidel 08912000 01:06:43PM Add Navigalion
Login 37 New tanya_seidel tanya_seidel  0BM0/2000 01:06:43PM Chapter 1 Conlent
= o 38 New tanya_seidel tanya_seidsl  0BMS/2009 D1.06:43PM Chapter 2 Content
Forgot your password? 0": ‘:E‘:"‘I " T 219 Complsted johnd tanya_seidel 1172412000 06:16:05 PM Delete intro page
R e 252 New tanya_seidel laura_michalow D128/2010 D15522PM dothis
Hanage Titles
Import Title
Export Title
E Create Your Team of Users Tite Reports

Organize Hedia

Set up your organization to control e

the tasks that users can complete. ::> Organization Settings
L. Manage Users

As an administrator, you can add

users and assign them roles to Marage Uae:a
control the tasks that are available vere
. . UserlD First Name LastName Role Active Expires LastLogin Login Count
to them. After Iogglng In as an tanya_seidel Tanya Seidel Adminisirator v 0200572010 02:28:48 PM 17
P . laura_michalow Laura Michalow Project Manager v o
administrator, click the Manage . o S e : —— :
Users link on the Lectora Online tom_logue Tom Logue Projectiansger 0
home page. Use the controls in the i : v
Site User Limit Current User Count 4
Manage Users window to create Organization User Limit 8 Available User Count 4
your team. Madify Organization Settings | Add Edit Delete Close | | Help |
= o o Lectora line Publishe
P Lectora E Begin a New Title SR
Online- . . .
Projects that you create with Lectora Online @ Lectora

Online-

are referred to as titles. Begin a new title by
clicking Create a New Title on the Lectora

¥ Recent Titles

OnlineCompanyDirectory . . .
WorkplaceSafety Online home page. Use the Title Wizard
Sample Tith .
ikl to step through the process of creating a
i title’s structure using one of the available S Standard Séhaded
; . . . lank Title  e-Learning order
e <:| interfaces. Choose to create a new title if Course  Presentation
Open an Existing Title
Manage Titles you want to start your project from scratch Fj E.I iy
Mapost TN or select from the hundreds of available — - PR P
Export Title ) Reflection  Platinu £ ok Togien o choprol
Title Reports templates that provide a pre-defined Album or page based title
e i . p— with 4 optional color
interface to which you can add your content. E E 1 themes and build
Import PowerPoint . . Lo . _ chapter name
Alternatively, import an existing PowerPoint Natural Pt
. . Wave ModuleX Aqua buttons.
presentation to create a new title and be able i
to add to it and edit it using Lectora Online.

Looking for more information

For more information about Lectora Online and its
features, visit www.trivantis.com. There you will find

[ OK ” Cancel ” Help ]

To learn more about Lectora Online,
go to lectoraonline.com or contact

tutorials, frequently asked questions, and other helpful

references. For detailed information, launch the help .
within Lectora Online by clicking the Help link at the top- Trivantis at 877.929.0188
right corner of the Lectora Online home page.
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E Share Your Title ctora
nine
Once you have created a title, you can share it with the members of your organization. This enables you and

your team members to access the title and work on it together. Lectora Online’s version control system enables ¥ recenttities

B Lo 8 multiple users to work on a title e o
T3 R Gl e - concurrently. To share your title, .
R ] Sample Title . . ¥ Tasl
. S h T Status click Manage Titles on the Lectora e
[ Dot ] OnlineCompanyDirectory Development i [ AddReviewer | ) ) {Jr : dr-. vl i i
Oiorigizcssototy| : ; Online home page, select the title :D a0 Do T
3 Available Users Team Members. . HManage Titles
Lt ) . %3 ibmgesk... | Developer -] you want to share, and click Share. Import Titl
T] o 32 tanya seidel .. | Primary Owner . . LR
] @ user2@n._| Developer Use the controls on the right side of Title Reports
5 l R 2 user3@w...| Developer . Organize Media
[LBeea ) & the window to create the team of Import PowerPaint
« | .
users that will be able to develop and
- review the title.
Help |
~Close | . .

E Create Assignments for Your Team
Now that your title is shared, Administrators and Project

News

Managers can begin delegating tasks for completin ¥ Recent Titles € CreateNew Assignment Assignment Reports

g g gating p g +

the title. Click the Create New Assignment button on Tt iD | Status | Created By Assigned To
OnlineCompa irectory 1 New tanva.: iLeom user2y com

the Assignments tab at the top of the Lectora Online
home page to create assignments. You can assign

tasks to the users with whom you have shared the title. Tite| Shirad Tl Workp boaSafely =
. ’ .. . . Created | 07/30/2009 05.00:45 PM|  Created By | tanya_seide! Status New ot
The assignment’s recipient will be able to m0d|fy the Assigned | 07/30/2009 05.:00.56 PM| Assigned By | tanya seidel@gmail.com Assigned To user?@whatevercom =
assignment’s status to indicate when he or she has S Croske Loarinteiizce
accepted and completed the task. Administrators and S e ] e

Project Managers can then modify the assignment’s
status to verify that the changes have been made. Add Comment
Administrators and Project Managers can additionally
run Assignment Reports to summarize assignments by
status, title, recipient, and more.

Create Create and Quit Close
r-._ . . Media Library 4
"Lectora Organize Your Media
_Online R i All_ : ¥| Images
Your media can be easily accessed | Keywerd search [ Search | g
¥ Recent Titles by you and your team members <::I D ¥| Documents (V| External HTML
OnlineC yDirectory . . . 3d Foldes = L My Media = i - . . 2
-- f in one convenient location - A— bb_fidr_gif bb_fidr_fav_gif bb_fidr_my_gi
within Lectora Online. Collect —— [~ L Flash B - o .
¥ Tasks . i . — 3 images 3
e the media you intend to insert & Gl animals Db, Jorwerd_ok ; bb_mallgif
Open an Existing Title . . P 2 L buildings bb_home_g
e into your title, zip it together s o e L & : -
:"'W'l‘:'l'lff‘ intoa le file, and Upload itinto Set Media 1 containers 4 r
g . . d decorations j
;1';::?_::“” <::I the Media Library. Launch the e gl Rl bo_music_gif
Import PawerPolnt Media Library in Lectora Online by #'(3 electronics 4 b
. N . . & L food
clicking Organize Media on the 9 (3 geography ' <
home page. Choose the location T loges bb_pckg_git bb_reload_gif bb_stop_ait
o L office - — »
within the My Media folder to which you want to (3 patterns -
upload your media and click Upload Zip. When i - . -
the zip file has been uploaded, Lectora Online will [ close | [ Help

automatically extract all of the files and place them
within your My Media folder.
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E Work with Version Control @ Lectora

Online

Lectora Online’s version control system enables multiple users to work on a single title simultaneously. Click
Open an Existing Title on the home page to select the title you want to edit. Titles that are shared are located R e

in the Shared Titles folder. Check out the portion of the title you want to edit to begin working on it. This will U‘;bci’rze’t
temporarily prevent others from editing that portion of the title. To check out a RS
: I portion of the title, select the object (for example, a chapter, section or V{Tth B
d version control NI . page) in the left-hand pane, right-click, and ffq:“‘ﬂ“'
B ¢ JAddatiote Check Out select Version Control > Check Out. When an Import Title
4 i]r:h: gf"’m"m’jem object has been successfully checked out, it will appear outlined in green ill:'::.l,'.
5 H _ within the left-hand pane. Objects outlined in red are objects that are R s
: ' checked out by other users.
5 A

E Develop Your Title

Now that you have checked out a portion of the title, you can begin editing it. Click the icons on the Insert tab to insert various
objects into your title. Use the text formatting controls on the Edit tab to work with your text, and click the icons on the Tools tab
to launch tools and wizards that can assist you with creating your content.

Insert Layout Tools

8| 113,@ =I§:EEES“I'.’-!E 1%

E Check In Your Changes Check In =
When you have completed making changes to the title, check in your work so WorkplaceSafety
Lectora Online can keep track of the changes. Once the object is checked back Comment:

. . . . . Created user interface
in, someone else on your team can begin working on that portion of the title.

Right-click on the object you have checked out and select Version Control >
Check In. Leave a comment to indicate the changes you are checking in. These

comments will become part of the title’s history, documenting the progress of | Keep Checked Out
the title as it is being developed.
[ OK ] I Cancel ]
: ;
E Publish Your Title

IOpiions FTP Options |

When you have finished developing your title, you can publish it for distribution |
\¥! Create ALT Tags for Images and Buttons

on the Web or in a Learning Management System. Click the Publish icon on [ Include Title Manager Frame
the File tab and select the format to which you want to publish. When the [7] Convert accented characters in page names to ASCII

publishing process has completed, you can preview your title within a Web [7] Generate short ASCII HTML page names
browser, download it to your computer, or FTP it directly to a Web server.

[T Use Web 2.0 Style Pop Ups
[7] Protect Published Content

Mame of First HTML File for Title:
ndex htm|

@ Debug Published Content

Publish to HTML

Publish to CourseMill

Publish to AICC [ ok | cancel | Help
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