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Getting Started
About This Guide
What’s the purpose of this guide?
This Facilitator Guide provides a master reference document to help you
prepare for and deliver the Course Development course.
What will I find in the guide?
This Facilitator Guide is a comprehensive package that contains:
 Workshop delivery sequence
 Checklists of necessary materials and equipment
 Presentation scripts and key points to cover
 Instructions for managing exercises, case studies, and other instructional
activities
How is this guide organized?
This section, “Getting Started,” contains all of the preparation information for the
Course Development course, such as learning objectives, pre-work, required
materials, and virtual classroom set-up.
The program itself is divided into modules, each of which is comprised of one or
more lessons. A module is a self-contained portion of the program, usually
lasting anywhere from 15 minutes to 2 hours, while a lesson is a shorter
(typically 5-30 minute) topic area. Each module begins with a one-page
summary showing the Goal, Time, Overview, and Materials for the module. Use
these summary pages to get an overview of the module that follows.
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About This Guide, continued
How is the text laid out in this guide?
Every action in this course is described in this guide by a text block like this one,
with a margin icon, a title line, and the actual text. The icons are designed to
help catch your eye and draw quick attention to “what to do and how to do it.”
For example, the icon to the left indicates that you, the instructor, say something
next. The title line gives a brief description of what to do, and is followed by the
actual script, instruction set, key points, etc. that are needed to complete the
action.
A complete list of the margin icons that may be used in this guide is provided on
the following page.
Text in italics designates reminders, paraphrasing, or anticipated answers.
Text in blue font designates steps performed by the Facilitator during a
demonstration.
IMPORTANT NOTE
You may also occasionally find important notes such as this one in the text of
this guide. These shaded boxes provide particularly important information in an
attention-getting format.
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Graphic Cues
The following module and lesson blocks may be used throughout the course.
Module Blocks
Goal

Time

Overview

Materials

Break

Assessment

Audio

Capture

Case Study

Check

Computer

Flipchart

Activity

Handouts

Highlight

Producer
Activity

Key Points

Lab

Objective

Picture

Process

Project

Q&A

Role Play

Say This

Speaker

Time

Tools

Transition

Video

Workbook

Reflection

Connection

Impact Map

Discuss

Reminder

Learning Map

Slide Activity

Chat Activity

Producer

Lesson Blocks

Poll Question
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The Course in Perspective
Why a Course Development course?
The purpose of this course is to teach and provide hands-on practice for the
processes and steps involved with creating courses within HealthStream.
Learning Objectives
After completing this program, participants will be able to:
 Understand the naming conventions and standard information
 Recognize the course properties form
 Complete the required form
 Add learning activities
 Publish a course
Program Timing
2 hours
Number of Participants
Up to eight participants per session.
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Course Preparation
Pre-Work
Participants should review the assigned HealthStream Show Me How Modules
prior to attending this class.
Required Materials
 Participant Guide
 Facilitator Guide
 PowerPoint slide deck
 WebEx session
 Hands-on lab technology
 Telephone with mute button and hands-free headset
Room Set-Up
Virtual Classroom Training (VCT) delivered via WebEx Training Center
HealthStream training database link:
www.healthstream.com/hlc/trinityhealthtraining

IMPORTANT NOTE to Facilitators and Producers
As you prepare to deliver this course, you should to review the HealthStream
Learning Center Administrator Help section in HealthStream. From just about
every HealthStream page, in the top right section of the page, click Help. Search
on key words to find the most current videos and job aids.
You will find this feature helpful for sections that are more difficult to understand.
In addition to Facilitators and Producers preparing to deliver the class,
Participants are also encouraged to use the Help feature. The Show Me How
Modules, also available in Help, are the videos participants are required to view
as pre-work to the virtual courses.
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IMPORTANT NOTE for Those with Single Sign-On Functionality Enabled
When the HealthStream training database link is opened, the HealthStream
training database Sign In page will display. Those with Single Sign-On
functionality enabled will have their personal User ID and Password populated.
In this case, participants need to replace their personal User ID and Password
with their assigned training User ID and Password, and then click Login.
The system may attempt to (unsuccessfully) log in with the participant's personal
User ID and Password (acting as if the system clicked Login). When this
happens, the only option available is to click the Login link. This returns the
participant to the Sign In page where they can manually type the assigned
training User ID and Password, and then click Login.
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Course Preparation
Instructor Responsibilities:
 Prepare by reviewing the Facilitator Guide, Participant Guide,
PowerPoint slide deck, pre-work, and other required materials.
 Schedule and complete a class rehearsal with your Producer.
 Verify that all cleanup work has been done (all courses from prior
classes as well as from prior rehearsals should be retired).
 Reserve a private room to avoid distractions and possible interruptions
during the live class.
 If you have not worked with the registered students in previous
courses, talk with a previous Facilitator who has and debrief the
experience of the participants so you are prepared for the group.
 Based on the naming conventions, the course will be named with the
site of each registered participant, refer to the Appendix of this
Facilitator Guide to determine their Institution ID. This will be used
when they name their groups.
45 Minutes Prior to the Beginning of Class
 Sign in to the WebEx session.
 Have all links and user IDs and passwords ready to share with
participants, as necessary.
 Conduct an audio and technology check with the Producer.
During class, assume you are being heard and that the participants can
see the slides or shared screen. Minimize the use of "tech talk" during
class. Use the pre-class time to ensure the audio and technology are
working properly.
 Prepare for demonstrations by closing all unnecessary applications.
 Prepare for demonstrations by logging in to HealthStream.
During the Session
 Create a warm and welcoming environment with the class and the
Producer.
 Follow the Facilitator Guide for the session.
 Manage the slides for the session.
 Clear the Annotation toolbar after questions or activities.
Following the Session
 Delete all groups and assignments created during the class.
Producer Responsibilities (shaded in gray):
 Prepare by reviewing the Facilitator Guide, Participant Guide, and
other course materials.
 Complete a class rehearsal with your Facilitator.
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Course Preparation
 Reserve a private room to avoid distractions and possible interruptions
during the live class.
 Have all links, user IDs, and passwords ready to share.
60 minutes prior to the beginning to class:
 Start the WebEx session.
 Call in and start the conference line.
 Set up WebEx functionality and materials:
 Load the PowerPoint slide deck.
 Assign participant privileges for markup tools and open chat to all.
 Manage panels.
 Load polls, if applicable.
 When all setup needs are complete, pass ball to Facilitator.
 Complete Hands-on Lab (HOL) setup needs.
 Conduct an audio and technology check with the Facilitator.
During class, assume you are being heard and that the participants can
see the slides or shared screen. Minimize the use of "tech talk" during
class. Use the pre-class time to ensure the audio and technology are
working properly.
As participants join and class begins:
 Create a warm and welcoming environment.
 Ensure they have all necessary materials.
 If they arrive prior to the start of class, conduct an audio check for each
participant as they arrive.
 Help participants synchronize their phones, as needed.
 Take attendance.
 Monitor Chat to address technical issues.
 Operate polls, if applicable.
 Type questions in Chat as the Facilitator asks them.
 Communicate with the Facilitator via private Chat (or verbally if urgent).
 If somebody puts their line on hold, quickly mute their line.
 Make the Facilitator look good!
Following class:
 Remind the Facilitator to complete post-class cleanup work.
 Send the attendance sheet to Program Delivery immediately following
the session.
 Follow up with any needs that arise during class.
Copyright © 2016 Trinity Health | Classification: Internal
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Introduction to Course Development
Goal
The purpose of this lesson is to complete introductions and share the reflection,
class norms, course objectives, and agenda.
Time
15 Minutes

Overview
In this section, we will complete introductions and share the reflection, class
norms, course objectives, and agenda.
Materials Needed
 Facilitator Guide
 PowerPoint slide deck
 Participant Guide
 Link for the Participant Guide (to share with participants, as needed)
 Hands-on lab materials or links
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Course Review
Slide 1

Producer's portions of the Facilitator Guide are shaded in gray.
As participants arrive:
 Welcome the participants.
 Inform participants that they will manage their own audio and should
use the mute button on their phone. Ask them if they know how to do
this; give instructions, if necessary. If they do not have a mute button,
give them the WebEx instructions for muting.
 Ask if they have the Participant Guide printed for the session (they
should have downloaded and printed it from HealthStream).
 Assist participants with synchronizing their phones, as needed.
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When class begins, say
Welcome to Course Development.

Slide 2

Say
My name is [your name, title, and location]. I will be your Producer today.
Our Facilitator is [Facilitator name, title, and location].
Introduce the HealthStream Administrator Subject Matter Expert.
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Slide 3

Say
The longer I live, the more I realize the impact of attitude on life. Attitude, to me,
is more important than facts. It is more important than the past, the education,
the money, than circumstances, than failure, than successes, Than what other
people think or say or do. It is more important than appearance, giftedness or
skill. It will make or break a company… a church… a home. The remarkable
thing is we have a choice everyday regarding the attitude we will embrace for
that day.
We cannot change our past… we cannot change the fact that people will act in a
certain way. We cannot change the inevitable. The only thing we can do is play
on the one string we have and that is our attitude. I am convinced that life is 10%
what happens to me and 90% of how I react to it. And so it is with you… we are
in charge of our attitudes.
Charles R Swindoll
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Slide 4

Producer Say
Let's go over today's class norms.
 Be fully present: Please close any other programs, including email.
Put your cell phone out of reach. This will keep you from getting
distracted during class.
 Be engaged: This class requires a lot of engagement from you. In
addition to the hands-on practice, you'll be asked to unmute and speak,
use your WebEx tools (such as raise your hand, green checks, and
markups), and use Chat. These are the tools you practiced using
during the Overview meeting.
A key to being both fully present and engaged is the completion of the
pre-class eLearning. The pre-work eLearning is the foundation of today's
course and is what sets all participants to an equal knowledge level.
Ask
 Is there anything else you would like to add to our class norms?
 What questions do you have before we continue?
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Slide 5

Say
Everybody should have their user name and password for the HealthStream
training database. Please raise your hand if you do not have yours.
Provide the assigned user name and password to any participant who needs it.
The facilitator will now facilitate the course.
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Slide 6

Refer Participants to PAGE 1 of the Participant Guide.

Say
Review course objectives
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Slide 7

Facilitator Note: Slide is animated.
Refer Participants to PAGE 2 of the Participant Guide.

Say
This is the HealthStream Administrator curriculum. The top circle, titled Prework, includes everything that you've completed up to this point. Those are:
1. The Orientation information, where you learned the course expectations
and practiced how to use the learning environment.
2. An eLearning course, Introduction to HealthStream, which is an
introduction to HealthStream as the student sees and uses it.
3. A second eLearning course that describes the different HealthStream
Administrator Roles.
4. Also as part of this pre-work section, we include the eLearning
prerequisite work that goes with each course of this curriculum.
Facilitator Note: Click to reveal the callout around the course name.
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Course Development is what we will be concentrating on today.
Slide 8

Say
There are three main sections in this course, Developing a Course, Adding
Learning Activities and Publishing a Course.
Review the agenda listed on the slide.
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Developing a Course
Goal
The purpose of this section is to introduce and define the key information
involved in course development. Students will practice creating a course.
Time
30 minutes (1/2 hour)

Overview
The session will define HealthStream Learning Center (HLC) courses, naming
standards and quick references. Students will practice creating a course in HLC.
Materials Needed
 Facilitator Guide
 Participant Guide
 PowerPoint slide deck
 Course Request Form

Page 10

Course Development

Facilitator Guide

Course Properties
Slide 9

Say
We will start by highlighting the course development planning administrators
complete prior to creating a new course in HealthStream. The standards are
important to understand because when you create a course, there is no way to
simply delete the course if you make a mistake.
Direct participants to Page 3 in the Participant Guide.
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Slie 10

Say
When you develop a course in HealthStream , you need to know the name of
the course, if there are any learning activities you will include in your course, and
what type of course it will be. We will explore these items today. We'll also look
at the forms and documents you'll use as part of the course planning process.
The first is the Course Request or Metadata Form. Let's take a look.

Refer Participants to PAGE 4 of the Participant Guide.
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Slide 11

This slide has animation
Say
Your first step is to review the course request form. These are also called
metadata forms. Here are two examples. Your Ministry may have its own
version.
Check locally for forms used in the past.
The forms will guide you in developing the course. Let's look at the common
properties of a course. Course properties are fields all courses use to define the
learning outcomes and products that are required to host a course in
HealthStream.
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Slie 12

Say
Before we create a course let's look at the first screen of the Add a Course
properties form. You will find a copy of this on page 5 of your Participant
Guide.
This is where we enter the information to create the course. The fields with an
orange asterisk must be filled in. We will highlight fields required by Trinity
Health. These fields are not denoted with the orange asterisk but are highlighted
in the authoring standards that will be provided to you when you are granted
authoring capabilities.
Refer to the Quick Authoring Course Property standards you printed prior to this
class.
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Course Request
Facilitator

Notes

Refer Participants to PAGE 6 of the Participant Guide.

Slide 13
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Course Request
Facilitator

Notes

Say
Scenario:
Throughout this class I will demonstrate the actions discussed and you will have
the time to practice following the demonstration. For todays class we will create
a course using the following scenario
You have been approached by a business owner to create a course on EKG
Basic Anatomy. The business owner has filled out a course request form for you
to create the new course.
The example is in your Participant Guide on pages 7 & 8. As we create the
course today, we will use the example form found in your Participant Guide.
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Add Course Properties Exercise
Facilitator

Notes

Refer Participants to PAGES 7 and 8 of the Participant Guide.

Say
The information found in the example course request form is the information you
will use to create the course.
Notice, there is an approval sign off section at the bottom of the sample form on
page 8 of your Participant Guide. Most Ministries have an approval process
that is followed before the courses are presented to the administrator for
development and publishing.

Slide 14
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Add Course Properties Exercise
Facilitator

Notes

Say
Now, I'll demonstrate how to create a course and then you will create one as
well.
Ask
Before we begin, what questions do you have?

Producer:
Help the Facilitator answer questions.
Prepare the students to log in to the HealthStream training database.
Log in to the HealthStream Training Database
[Demonstration of how to enter the basic Course Properties.]
SHARE DESKTOP
 Click the Manage Courses tab > Add a Course. The Add a Course
page will display.
Say
The course name is TH – EKG Basic Anatomy, which follows the Trinity Health
naming conventions. Since we are creating the same course in the training
database today, let's add our initials at the beginning to differentiate the courses
from each other.
Facilitator Note: Double-check that no participants share the same first and last
name initials. If they do, ask them to include their middle initial.
 Course Name: <your initials>space hyphen space <your site's
institution ID>space hyphen space<course name>
Facilitator Note: An example of a good name for this course is:
JH – TH – EKG Basic Anatomy. JH are the initials of the HealthStream
Administrator, TH is the institution ID for Trinity Health, and EKG Basic Anatomy
is the name of the course. This course is used throughout this module as well as
in the Course Management course.

Say
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Next we'll fill in the Course Description. This is a brief description of what the
student can expect to learn.
 Course Description: type The course is designed to update the
student's basic anatomy knowledge.
Say
Learning objectives are what students be able to do once the course is
completed. The field starts out with the statement "At the conclusion, participants
should be able to:"
 Learning Objectives: type:
 1. Identify the human anatomy for EKG.
 2. Illustrate how to attach the leads for an EKG.
 3. Summarize how to print out the EKG report.
Say
Now, we'll add categories to Default Categories. You must select two
categories from Trinity Health Required Categories. Categories are added to
help organize course subjects, improve search results, and help HealthStream
generate custom reports. Trinity Health has a large list of categories already in
the system. You will choose from the list provided. If you need a new category
added, contact the Manager of HealthStream at the enterprise level.
Facilitator Note: You may see more options in your site than are currently listed
in the training database.
 Default Categories:
 Click Select Course Categories, you are required to select two from
the Trinity Health Required Categories
 Expand the Trinity Health (Required Categories)
 Select Authored
 Select Education Clinical Practice
Say
The Default Certificate is printed by the student to prove they have completed
the course. The Default Certificate is commonly used. You can customize
certificates for continuing education courses, However during this learning
session, we will not review those steps.
 Default Certificate Leave this field as the default certificate for today's
class.
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Facilitator

Notes

Say
The Development Status field is not changed until the course is published..
 Development Status Leave this status in development.
Say
The last field on this section directs the learning activities. To control the order in
which students complete learning activities leave the selection checked.
 Learning Activities completed sequentially: leave this selected if
you want the activities to be completed sequentially.
Say
Save the work complete so far.
 Click Save.
Say
Now it's your turn. You will use the Hands-on Lab to create a course.
Refer to pages 9 and 10 in your Participant Guide to assist you in filling in the
fields.
Briefly review Hands-on Lab use and assist participants as needed.
You may need to assist participants with Single Sign-on functionality (see
Course Preparation section for details).
When you are finished, return to this WebEx session and click your green check.
Give students 10 minutes to complete the exercise.
END DESKTOP SHARE
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Enter Additional Properties Exercise
Facilitator

Notes

Say
We have just finished setting up the course structure, but there is more to do.
We will now work on the additional properties.
Slide 15

Say
I will demonstrate the steps to add additional properties to the new course; you
will then have a chance to add the additional properties to your course.
Ask
Before you begin, what questions do you have?
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Enter Additional Properties Exercise
Facilitator

Notes

Producer:
Help the Facilitator answer questions.
Prepare the students to log in to the HealthStream training database.
Log in to the HealthStream Training Database
[Demonstration of how to enter the Additional Properties.]
SHARE DESKTOP
 From the Course Builder page click Manage Course Properties. The
Common Properties page will display.
 Click the Show Additional Properties link >The Additional
Properties page will display.
Say
The Course Identifier is a field that can be used to help identify the course. The
course identifier does not have to be unique.
 Course Identifier: (we are not going to use).
Say
You will not use any of the fee boxes. You must have a PayPal account, which
we do not have. If you use these the student will be charged and asked to enter
credit card information.
 Course Fee, No Show Fee and Cancel Fee: You will not use any of
the Fee boxes.
Say
The Next Review Date is one year from the course creation date. This date
serves as a reminder of when the course should be reviewed. This is not a
required field.
 Next Review Date: Enter the date one year out.
Say
Set the inactivation date for a date when the course will not be active.
Inactivation date is a required field per Trinity Health Standards. This field
appears on reports to remind the administrator to contact the course owner for a
Page 22
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Notes

review of the materials. As registered students get close to the date, if they have
not completed the course they, will receive a notification to complete. If they do
not complete the course they will not be able to after the inactivation date is met.
 Inactivation Date: Select the date one year from today for the inactive
date.
Say
You must enter at least one word for Keywords. Enter the words students and
administrators would use to search for the course. Do not use any of the words
present in the course name. Separate each word with a comma.
 Keywords: Type leads, electrocardiogram.
Say
The Author field identifies information to the Administrators. For all courses that
do not have classroom activities, you will enter Course Author, Business Owner,
Developer, and Publisher. For courses with classroom activities enter Instructor,
Business Owner, and Publisher.
 Author type Course Author: Talent Development
Business Owner: ED Manager
Developer: Talent Development
Publisher: Your Name
Say
The Author Biography field is not used as intended. At Trinity Health we use the
field when the course has been reviewed and updated (at least annually). We
will not enter this information today as this is a new course. Refer to the Trinity
Health Property standards quick reference when needed.
 Author Biography This field will be filled in when the course has been
reviewed.
Say
The Course Outline field is where you enter course information.
 Course Outline No entry for today.
Say
Next, we'll save. Make sure you save often as you develop a course.
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Facilitator

Notes

 Click Save.
Say
Now it's your turn. You will use the Hands-on Lab to create a course.
Refer to pages 11 and 12 in your Participant Guide to assist you in filling in the
fields.
Briefly review Hands-on Lab use and assist participants as needed.
You may need to assist participants with Single Sign-on functionality (see
Course Preparation section for details).
When you are finished, return to this WebEx session and click your green check.
Give students 7 minutes to complete the exercise.
END DESKTOP SHARE

Say
You are well on your way to creating a full course in HealthStream. What
questions do you have?
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Sli 16

Make the following key points:
When you create a course make sure you:
 Adhere to the Trinity Health Authoring Standards.
 Plan out the course.
 Fill in all required fields.
 Trinity Health Required Categories.
 Inactivation Date.
 Save the course often.
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Slide 17

Say
In this lesson, you learned that course requests are presented to you as the
HealthStream Institution Administrator; there are standards to follow while
creating courses. Remember, the standards are important to understand
because when you create a course, there is no way to simply delete the course
if you make a mistake. We will talk later about publishing and the status of
courses.
You have just created the course shell. It is simply the beginning of course
creation; we will now discuss adding learning activities.
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Adding Learning Activities
Goal
The purpose of this section is to introduce and define the key information
involved in adding learning activities while developing a course. Students
practice adding learning activities.
Time
70 min

Overview
The section defines HealthStream Learning Center courses, naming standards
and quick references. Students will add learning activities to the requested
course in the HealthStream Learning Center
Materials Needed
 Facilitator Guide
 Participant Guide
 PowerPoint Deck
 Course Request Form
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Add Learning Activities
Facilitator

Notes

Slide 18

Say
We have added the basic course shell, now we're ready to add learning
activities. Learning activities are the various tasks the students need to complete
in the learning process of the course..

Refer Participants to PAGE 14 of the Participant Guide.
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Say
Once you save the course, the Course Builder screen will display.
Here, you will see there are a number of learning activities you can add to a
course to assist in the learning experience. Let's take a minute to review them.
Then, we'll add the learning activities for this course one at a time.




Add an Authoring Center™ Activity – Self developed online content HTML learning objects
Add an Authored SCORM Activity – Shareable Content Object Reference Model (SCORM)
standards and specifications for eLearning.
Add a Test – Pre or post-test activities



Add an Evaluation – Courses should have evaluations, courses with CE credits must have
evaluations.



Add a Classroom Template – Courses which will have Instructor Led classes must have a
classroom template.



Add a Course Attachment – Files or attachments to enhance the learning experience.
PowerPoints, student manuals, or practice files for examples.

The course request form for EKG Basic Anatomy indicates there are four
learning activities: The PowerPoint, a classroom activity, a post-test, and the
evaluation. Before adding the activities it helps to know which learning activities
you want the students to complete..
Refer participants to page 15 in the Participant Guide.
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Adding a Course Attachment
Facilitator

Notes

Slide 20

Say
A course attachment could be a number of items for instance a job aid, a
PowerPoint presentation, or even a course Participant Guide.
I will start by demonstrating adding a learning activity; you will then have a
chance to work on a course as well.
Ask
Before we begin, what questions do you have?

Producer:
Help the Facilitator answer questions.
Prepare the students to log in to the HealthStream training database.
Log in to the HealthStream Training Database
[Demonstration of how to enter the Course Attachment.]
SHARE DESKTOP
 From the Course Builder page.
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Adding a Course Attachment
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Notes

Say
Using the course created in the previous lesson we will continue to add learning
activities.
First up is a course attachment. I will attach a PowerPoint.
Note: Many Ministries rely on PowerPoint as eLearning. This is not a
recommended style of eLearning. It is recommended using an approved
program to create interactive eLearning such as Captivate, Lectora or
Storyboard, to name a few.
 Click Add a Course Attachment.
Say
Click Add a Course Attachment. The attachment needs a name. Remember,
all fields with the orange asterisk must be filled in. The name is EKG Basic
Anatomy PowerPoint.
 Type EKG Basic Anatomy PowerPoint.
Say
The next area is the completion mode; this field is created to ensure the
students complete the learning activity. In this instance we want to make sure to
leave the completion required. The students are then forced to open the
PowerPoint before they move to the next learning activity.
 Leave Completion Required selected.
Description contains information to help you recognize what the course
attachment contains. This is not a required field.
You must fill in the information on the completion time. The program will not
allow you to leave a field blank in the Estimated Completion Time.
 Select 0 for hours; Select 30 for the minutes.
Say
These are the common properties of the course attachment for the learning
activities.


Click Save.

All learning activities have the first page of the common properties.
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Adding a Course Attachment
Facilitator

Notes

Say
The next step is to enter the instructions for the participants. The instructions
field is information for the students. For the PowerPoint activity we will ask the
students to view the PowerPoint.
 For Instructions: type Open the PowerPoint.
Say
The next decision you have is to determine if the file you will be supplying is
hosted on a web page or is a file within your system. For today's purpose you
will be attaching the file on our desktops.
 Click File. Type EKG Basic Anatomy PowerPoint.
If the document is hosted on a web page, you would select URL
Say
The title of the document is required. Attach the file by selecting the Browse
button on the screen.
 Click Browse. The browser page will display, select the file to attach
located on the network drive.
 Select EKG Basic Anatomy.pptx from your desktop.
 Click Open.
 Click Save
Say
Now it's your turn. You will use the Hands-on Lab to create a course.
Refer to pages 16 and 17 in your Participant Guide to assist you while filling in
the fields.
Briefly review Hands-on Lab use and assist participants as needed.
You may need to assist participants with Single Sign-on functionality (see
Course Preparation section for details).
When you are finished, return to this WebEx session and click your green check.
Give students 10 minutes to complete the exercise.
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Adding a Course Attachment
Facilitator

Notes

END DESKTOP SHARE

Say
Ok now we are back, how are you feeling? You may talk or type in chat.
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Adding a Classroom Activity
Facilitator

Notes

Slide 21

Say
We have added one learning activity. Now we'll add the second learning activity,
a classroom template. A Classroom Template is an attachment that is used to
schedule classes, , set the classroom minimum and maximum number of
students and provide the students instructions for class participation..

Say
I will now demonstrate adding a learning activity; you will then have a chance to
work on a course as well.
Ask
Before I begin, what questions do you have?

Producer:
Help the Facilitator answer questions.
Prepare the students to log in to the HealthStream training database.
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Adding a Classroom Activity
Facilitator

Notes

Log in to the HealthStream Training Database
[Demonstration of how to enter the Classroom Template.]
SHARE DESKTOP
 On Course Builder page.
Say
The common properties will look familiar.
 Click Add a Classroom Template.
Say
I will name the classroom template attachment. Remember all fields with the
orange asterisk must be filled in.
 Type EKG Basic Anatomy Class.
Say
The next area is the completion mode; you have the choice to allow the students
ensure completion of the learning activity occurs. In this instance we want to
make sure to leave the completion required. The students are then forced to
schedule a class to attend before they move on.
 Leave Completion Required.
The description area is filled in with information that will help you recognize what
the course attachment contains. For demonstration purposes we are going to
leave this blank.
The class should take one hour so I will enter 1 for hours and 0 for minutes.
 Select 1 for hours; Select 0 for the minutes.
The class will not be part of the graded activity so we will leave the minimum
passing score, score percent weight and the meeting minimum passing score
will immediately complete the course choices alone.
Say
These are the common properties of the classroom template for the course; It is
time to save.
 Click Save.
Say
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Notes

The minimum size and maximum size box are used to indicate the amount of
students required to run the class and the maximum number of students
attending the class.
 Minimum Size enter 3 and Maximum Size enter 12.boxes are used to
indicate the amount of students required to run the class.
Say
The class comments, class material, class material contact and class material
location are areas you use to fill in the desired information, we will leave them
blank for today
The add instructors area is a space for you to enter the instructor names. For
today's purposes we are going to leave that area blank.
Before we go on to any other work with this course, we are going to save the
classroom template learning activity.
 Click Save
Say
Now it's your turn. You will use the Hands-on Lab to create a course.
Refer to pages 18 and 19 in your Participant Guide to assist you while filling in
the fields.
Briefly review Hands-on Lab use and assist participants as needed.
You may need to assist participants with Single Sign-on functionality (see
Course Preparation section for details).
When you are finished, return to this WebEx session and click your green check.
Give students 10 minutes to complete the exercise.
END DESKTOP SHARE

Say
Ok welcome back, would you like to share a key point you found from that
exercise?
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Break
Take a 10-minute break.

Note the return time in chat.

Time
10 minutes

Page 38

Course Development

Facilitator Guide

Adding Learning Activities (Cont.)
Adding a Test
Facilitator

Notes

Say
The next learning activity, for this course is a test activity.
Tests may be placed anywhere in the course.
For the course we have been creating we will create a post-test.
Say
I will demonstrate the steps to add the post-test learning activity; you will then
have a chance to work on a course as well.
Ask
Before we begin, what questions do you have?

Producer:
Help the Facilitator answer questions.
Prepare the students to log in to the HealthStream training database.
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Adding a Test
Facilitator

Notes

Log in to the HealthStream Training Database
[Demonstration of how to enter the Classroom Template.]
SHARE DESKTOP
 From the Course Builder page.
Say
Name the post-test activity.
 Click Add a Test.
Say
You will name the post-test. Remember all fields with the orange asterisk must
be filled in.
 Type EKG Basic Anatomy Post-test.
Say
The next area is the completion mode; you have the choice to allow the students
ensure completion of the learning activity occurs. In this instance we want to
make sure to leave the completion required. The students are then forced to
take the test and pass before they can move on to the evaluation.
 Leave Completion Required.
Say
The description area is filled in with information that will help you recognize what
the course attachment contains. For demonstration purposes we are going to
leave this blank.
As with all learning activities we must put in the approximate time it will take to
complete the test. For this test we will enter 0 hours and 10 minutes.
 Select 0 for hours; Select 15 for the minutes.
Say
The minimum passing score field we will use to set the score for passing. The
students will need to pass the test in order to move on to the next learning
activity or to obtain the certificate of completion. For this example we only have
one gradable test so the score percent weight will be 100.
 For Minimum Passing Score type 80.
 For Score Percent Weight type 100.
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Adding a Test
Facilitator

Notes

Say
We will leave the Meeting minimum pass score will immediately complete
the course and allow Learning Activity to be overridden choices alone as
this is close to the end of the learning. These are the common properties of the
test activity for the course.
 Click Save.
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Add a True/False Question
Facilitator

Notes

Say
You must add test questions to groups. For this demonstration you will add the
questions to the default group.
 Click Default Group.
Say
There are a variety of question types HealthStream offers when you add
questions. You may add multiple choice, true false, multiple select, matching or
drop down choice questions.
We are going to add one true false question and one multiple choice question.
For the first question
 Click Add Question.
 For Select a Question Type, select True False.
 Click Continue.
 For Question Name, type Question 1.
Now we will enter the question and the feedback. These will be provided by the
course author.
 Question Text: type An EKG represents the pumping of the heart.
You have entered the question, you must select the correct answer and enter
the feedback for the question.
 Click Edit for the True answer.
 Un-Check This answer is correct; this answer is incorrect so we will
remove the check.
 For Feedback, type Incorrect, the EKG represents the electrical
impulses of the heart.
 Click Continue.
 Click Edit for the False answer.
 Check This answer is correct; this answer is the correct answer.
 For Feedback, type Correct, the EKG represents the electrical
pulses of the heart.
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Add a True/False Question
Facilitator

Notes

 Click Continue.
 Click Save & Add Another.

Say
Now it's your turn. You will use the Hands-on Lab to create a course.
Refer to page 21 thru 23 in your Participant Guide to assist you while filling in
the fields.
Briefly review Hands-on Lab use and assist participants as needed.
You may need to assist participants with Single Sign-on functionality (see
Course Preparation section for details).
When you are finished, return to this WebEx session and click your green check.
Give students 6 minutes to complete the exercise.
Say
I will demonstrate the steps to add the second question to the post-test learning
activity. Then you'll have a chance to add a question as well.
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Add a Multiple Choice Question
Facilitator

Notes

For the second question we will enter an example of a multiple choice question.
Notice the selections for questions include multiple choice and multiple
selection. Multiple choice allows for one correct answer and multiple selection
indicates more than one correct answer must be selected.
 Click Add Question.
 For Select a Question Type, choose Multiple Choice.
 Click Continue.
 For Question Name, type Question 2.
Now we will enter the question and the feedback.
 Question text, type Choose the best answer to this statement: A
line between waveforms is called __________.
 Click Add New Answer.
 Leave check box for This answer is correct empty.
 In Answer Text type Wave form.
 In Feedback type Try again, this is not the line between
waveforms.
 Click Continue & Add Another.
 Leave check box for This answer is correct empty.
 For Answer Text type Interval.
 In Feedback type Sorry try again.
 Click Continue & Add Another.
 Check the box for This answer is correct.
 In Answer Text type Segment.
 In Feedback type Correct the lines between waveforms is called a
segment.
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Add a Multiple Choice Question
Facilitator

Notes

 Click Continue & Add Another.
 Leave the check box for This answer is correct empty.
 For Answer Text type Complex.
 For Feedback type Sorry, Complex is not the line between wave
forms.
 Click Continue.
 Locate the check box in front of Question 2, click Mandatory.
You must have at least one question marked as Mandatory.
 Click Save

Say
Now it's your turn. You will use the Hands-on Lab to create a course.
Refer to page 24 in your Participant Guide to assist you while filling in the
fields.
Briefly review Hands-on Lab use and assist participants as needed.
You may need to assist participants with Single Sign-on functionality (see
Course Preparation section for details).
When you are finished, return to this WebEx session and click your green check.
Give students 10 minutes to complete the exercise.
END DESKTOP SHARE

Say
Ok we are back, before we move to Evaluations, what questions do you have?

Copyright © 2016 Trinity Health | Classification: Internal
Revised 03/10/2017

Talent Development | Page 45

Adding Learning Activities

Facilitator Guide

Adding an Evaluation
Facilitator

Notes

Say
We are now ready to add our final learning activity; an evaluation. The
evaluation is the last activity the student must complete in order to obtain a
certificate of completion.
Evaluations are created to ensure the learning is meeting the needs of the
students. HealthStream collects and reports student evaluation information.
The evaluation today is a simple one question evaluation.
Ask
Before we begin, what questions do you have?

Producer:
Help the Facilitator answer questions.
Prepare the students to log in to the HealthStream training database.
Log in to the HealthStream Training Database
[Demonstration of how to enter the Classroom Template.]
SHARE DESKTOP
 From the Course Builder page.
Say
Enter the Evaluation common properties. We will start by naming the activity
 Click Add an Evaluation
Say
You will name the Evaluation. Remember all fields with the orange asterisk
must be filled in.
 Type EKG Basic Anatomy Evaluation.
Say
The Completion Mode field must remain Completion Required.
 Leave Completion Required.
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Adding an Evaluation
Facilitator

Notes

As with all learning activities we need to add in the approximate time it will take
to complete the test. For this test we will enter 0 hours and 15 minutes.
 Select 0 for hours; Select 15 for the minutes.
Notice in the minimum passing score and score percent weight the boxes are
greyed out. We cannot enter information in those boxes.
Say
These are the common properties of the evaluation activity for the course.
 Click Save.
Say
The first page of common properties has been completed; we will now complete
the information for the evaluation activity. This activity also has a default group
to add questions to. For this demonstration, we will add one question to the
evaluation.
 Click Default Group.
Say
The questions are placed in groups; there are a variety of question types
HealthStream offers when you add questions.
 Click Add Question.
Say
For this question, I will choose the Likert Scale which allows the students to
respond on a scale of agreement.
 From Select a question type, select Likert Scale.
 Click Continue.
Say
We'll add both the question and the responses. The first step is to name the
question. We will then enter the statement to be rated and finally enter the
ratings.
 For Question Name, type Question 1.
 For Question Text, type The course met the stated objectives.
 Click Add New Answer.
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Adding an Evaluation
Facilitator

Notes

 For Answer Text, type Strongly Disagree.
 Click Continue & Add Another.
 For Answer Text, type Disagree.
 Click Continue & Add Another.
 For Answer Text, type Neutral.
 Click Continue & Add Another.
 For Answer Text, type Agree.
 Click Continue & Add Another.
 For Answer Text, type Strongly Agree.
Say
We are ready to save the evaluation.
 Click Save.
Say
Before we leave the Evaluation, we are going to put some text in the
Introduction area. This is an area you would type instructions for the
students.
 Click Edit Settings.
 In the Introduction Text area, type You must complete the
evaluation in order to receive full credit for the course. The
evaluation provides us with valuable feedback to improve future
courses.
 Click Save
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Adding an Evaluation
Facilitator

Notes

Say
Now it's your turn. You will use the Hands-on Lab to create a course.
Refer to pages 26 thru 28 in your Participant Guide to assist you while filling in
the fields.
Briefly review Hands-on Lab use and assist participants as needed.
You may need to assist participants with Single Sign-on functionality (see
Course Preparation section for details).
When you are finished, return to this WebEx session and click your green check.
Give students 6 minutes to complete the exercise.
END DESKTOP SHARE

Say
Great welcome back, remember these key points as you begin working with
creating courses.
Slie 22
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Adding an Evaluation
Facilitator

Notes

Make the following key points:
Tips


Before you create a course, make sure you have the learning activities
organized in the order in which they will be completed in the course..



If the course contains only one scored learning activity, and you want to have
the score for that activity appear on the student transcript, enter a score
percent weight of 100% for that activity. You would otherwise weigh the other
gradable activities in the course.



At least one question must be marked as Mandatory.

Slide 23
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Adding an Evaluation
Facilitator

Notes

Say
You have now entered the course properties, a course attachment in the form of
a PowerPoint, a classroom template so the course may be offered in a
classroom setting, a post-test and an evaluation. Remember there are other
types of attachments you may add. Today we have completed the course and
are now ready to publish it.
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Publishing a Course
Goal
The purpose of this section is to publish the course. Publishing a course allows
for the course to be used by the HealthStream Administrators as well as the
students.
Time
15 minutes

Overview
This section you will publish the course you have created.

Materials Needed
 Facilitator Guide
 Participant Guide
 PowerPoint slide deck
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Publishing a Course
Slide 24

Say
When you are creating a course no one else can see it. But once you publish it,
it can be viewed by other HealthStream Administrators and any students who
have been assigned to the course..
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Publishing a Course
Slide 25

Say
You have created the course and are now ready to publish. Publishing will make
the course available for assignments and searchable in the catalog. We will
explore the choices you have when publishing your course.
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Publishing a Course
Slide 26

Ask
Before we begin, what questions do you have?

Producer:
Help the Facilitator answer questions.
Prepare the students to log in to the HealthStream training database.
Log in to the HealthStream Training Database
[Demonstration of how to enter the Classroom Template.]
SHARE DESKTOP
 Open the course to be published EKG Basic Anatomy>The Course
Builder page will display.
Note: Open the course to publish, you may have to open the course
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Publishing a Course
management tab and search for the course
Click Courses> Click Manage Courses> Type EKG> Click Search> Select
your course
Say
The course is ready to be published because all of the learning activities have
been added.
 Click Publish the publish selection page will display.
Say
Preview the course prior to publishing. In the upper right hand corner click the
publish button to review how the course will look when it is published..
The first step when publishing the course is to change the Course Development
status from In Development to Approved.
 Select Approved from the Course Development Status drop-down.
Say
Focus on the Quick Publish area of the publish selection page. Many of the
items we will not change from the default. Please refer to Page 28 & 29 for
further information of the listed items.
 Leave the This course can be used by subsidiary affiliations check
box.
If you want the course to be able for use by administrators in subsidiary
affiliations with access to course building or assignments features.
 Leave the This course can be used for enrollment (assignment
and/or class registration) check box.

Note: Classroom activities will not be shared.
If you want the course to be available for administrator delivery to students via
group or individual assignments or by class registration.
 Leave the This course can be used with learning events check box.
If you want the course completion to be satisfied by a learning event, however
this is not recommended for mandatory courses.
 Leave the This course can be used in reports check box.
If you want the course available for inclusion in reports.
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Publishing a Course
 Leave the Students may self-enroll from the Catalog tab check box.
If you want the course available to be taken as an elective.
 Leave the This version is the active version of this course at the
selected affiliation(s) check box.
If you want the course to be active in the system.
 Do not select the Un-enroll and re-enroll students that are currently
enrolled but have not completed any version of this course check
box.
We will cover this choice in more detail in the Course Management course.
 Do not select the Add this course to the Courseware Exchange
 Click Quick Publish. A warning page will display.
 Click Confirm. A course publish request is submitted.
 To view the status of your publish request, click Go to Request
Manager.
Note: Request Manager displays the status of requests and scheduled tasks.
Say
The Advanced Publishing option is used by Regional Health Ministries that
share courses with their subsidiaries..
Say
Now it's your turn. You will use the Hands-on Lab to create a course.
Refer to pages 30 and 31 in your Participant Guide to assist you while filling in
the fields.
Briefly review Hands-on Lab use and assist participants as needed.
You may need to assist participants with Single Sign-on functionality (see
Course Preparation section for details).
When you are finished, return to this WebEx session and click your green check.
Give students 6 minutes to complete the exercise.
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Publishing a Course
END DESKTOP SHARE

Refer the participants to pages 30 and 31 for more information on the
topics we highlighted.

Say
Great job, you have created and published a course in the training database. We
will not be publishing any courses using the Advanced Publish selection today.

Slie 27
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Say
Quick Publish allows the course to be published to the entire institution using a
common set of publishing properties.
Advanced Publish allows publishing properties to be customized for specific
subsidiary affiliations.

Make the following key points:
Things to remember when publishing a course:


Change the Course Development Status.



Preview Courses before publishing to ensure the activities are complete
and the course layout is correct.



Publishing makes a course available for assignment, or, if desired, to be
elected by students from the Catalog tab.



If you are publishing a course that includes a test, you must specify the
number of questions to include from at least one question group. If you do
not, the course publishing request will fail.
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Summary
Goal
The purpose of this section is to summarize today's session.

Time
10 minutes

Overview
This section summarizes course content and activities.: Course Development
topics included: naming standards, course development requests.
Learning Activity topics included: adding course attachments, classroom
templates, post-test and evaluation learning activities.
Publishing topics included: quick publishing and advanced publishing.
Hands on Lab included, creating a course, adding learning activities, and
publishing the course.
Materials Needed
 n/a
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Summary
Slide 28

Say
Today we explored the process for adding courses to HealthStream. All courses
start with the course shell and most courses include learning activities. We
demonstrated adding a course attachment, a classroom template, a post-test
and an evaluation. Finally we published the course to put the course in
circulation.
Thank you for your time and attention during today's session!
Ask
Are there any questions before we continue?
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Summary
Slide 29

Direct Participants to PAGE 34 of the Participant Guide.
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Summary
Say
Following today's class:
 Remember to take the course evaluation and post-test in HealthStream
to get full credit for this course.
 The next session in the HealthStream Administrator Curriculum will be
Course Development and Course Management.
 I will send you a link in chat for System Office HealthStream support:
http://nexus.trinity-health.org/education/hs_about.shtml
 If you have any questions, please stay on the line. If not, please feel
free to disconnect.
Enjoy the rest of your day.
IMPORTANT NOTE FOR FACILITATOR AND PRODUCER
Complete post-class cleanup work at this time.
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Trinity Health New Course Properties Standards
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Course
Creation
Course
Post-Test
HealthStream
Administrator
Curriculum
Course Development and
Publishing – Course
Facilitator
Post-Test

Notes

Overview
Learners must pass the assessment with a score of 80% or better.

1. Using the Trinity Health naming standards for a course at the Enterprise level, select the approved
name of a course from the list below
a.
b.
c.
d.

TH – Word 2016 Beginner Course
TH Word 2016 – Beginner Course
Word 2016 – Beginner Course
Beginner Course – TH – Word 2016

2. Veronica just set up a course that will be delivered to the students in person. What is the learning
activity that she needs to attach to the course in order to accomplish this?
a.
b.
c.
d.

SCORM learning activity
Pre-test activity
Evaluation activity
Classroom activity

3. When publishing a course it is important to click on _____________, to ensure the course published
successfully.(Choose the best fit)
a.
b.
c.
d.

Confirm
Go to Request Manager
Save
Continue

4. It is up to the administrator to indicate what inactivation date the course should have. What is the correct
time frame the administrator should choose?
a.
b.
c.
d.

One Year
Three years
Two years
Five years

5. All of the items below are learning activities except: (select the correct answer)
a. Post-test
b. Evaluation
c. Notes page
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d. Classroom
e. eLearning
6. Sarah has called you because she is getting an error message that the course is expired when she tries
to work on an assignment in HealthStream. You ask her the name of the course, you go to the course
properties sheet and look to ensure ____________ (fill in the blank) is current
a.
b.
c.
d.

Published date
Inactivation date
Review date
Birthdate
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