Process for Adding Content, Creating a course and Attaching Content

Please use the link bellow and follow along.

Exampleo Link:sabacloud.com/

ﬂ ME PEOFLE GROUPS ADMIN Browse I Learming Catalog =

Personaice Fo

My Plan | Completed Leaming | Onbne Desk Reference | Privacy Stalement Contact Us

= Announcements

Communications

Click on the “ADMIN” tab.



ﬂ ME PEOPLE OUPS ADMIN Browse ILeammgCatang -

Admin Home People HR  Social Instructor  Leaming  Marketplace  System

Welcome

° People Admin

® Manages user profiles, including viewing held skills and other activity

Goto » More actions «

Social Admin
Overall moderator for groups, blogs, ideas and all user generated confent.

Goto ~ More actions «

System Admin

Manages the configuration aspects of the system, integrations and OpenSocial
apps

Goto ~ More actions ~

Click on the “Learning Admin” button.

ME OFLE GROUPS ADMIN

Admin Home People HR  Social  Instructor Marketplace  System

Manage Leaming Catalog

Learning

Top Learning Activities

&-  Manage Learning Catalo
Manage Classes 1] g 9 ¢

Manage Categories

Learning Reguests Manage Classes

" Manage Content

New Player Template | New Content Vendor

= Registrar Desktop

Mew Order

Analytics

Analytics

»
®

Manage E-Commerce New Class

Manage Resources

B Manage E-Commerce

Continuing Education **" Configure Microsite

Manage Assessment . Manage Resources

Manage Content L) ) _ )

New Location | New Facility | New Classroom | More actions

Manage Content Completion

Monitor Content Communica... s Purchase Orders

Registrar Deskiop New Purchase Order

o

]

New Catalog ltem | Categories | New Audience Type | Mare actions

alv)

HR Admin

Manages core HR processes and defines organizations, skills, jobs and roles

Goto~ More actions =

Learning Admin
IManages the leaming setup and process. Includes registrar role.

Goto ~ More actions ~

Analytics Admin

Manages configuration of Analytics; authoring, execution and scheduling of
reports and dashboards.

Browse I Leaming Catalog - S

Click on “Manage Content” on the left hand side of the screen. Manage Content is highlighted



4 ME PEOPLE GROUPS ADMIN Browse Leaming Catalog =

Admin Home People HR Soclal Instructor Learning Marketplace System  Analytics

Leaming Homa e
TS PR Content Library !
Manage Classes
Manage Categories Browss Search
Leaming Requests

Manage E-Commarce

Manage Resources Production Repository 3 New Sub Folder

Purchase Orders % Edit Folder
Item Actions -

Continuing Education % Remove From interest List| My Interest List
= Production

Manage Assessment Contems

Manage Content 002019

ge No items found

m 255R3-2

Content Player

Content Vendors Assessments
Saba Publisher # DEVELOPMENT
Manage Content Completion
Monitor Conlent Communic. . & EVALLATIONS
Registrar Deskiop # FLI

* Assessments

+ CAPAC

= Capftivate Test

Create a folder for your content. First navigate to where you want your folder to be located. In the
example above, the “Captivate Test” folder is selected.



ﬂ ME PEOPLE GROUPS ADMIN

AgminHome  Pelple  HR Soclad  babucke  Leaming Maneipiace  Syslem Analyios

Learmng Home

Manage Leaming Caaog Content Library =]
Manage Classes
Manags Calegaries e 5
Lisaming Reguests
Manags E-Comemarte
Manage Resowrtes Producion Rupositony ) o But Foddur
Purchuse Crders T § EatFoler
Gontinuzng Edutaton - IAEBORS | o) A To nbanest List [ My intevess List
= Produston
Manage Assrkaman il Comipnis mpoIE
Manags Conlent 20N
35513 Hamg | Versicn | Format | Actions
ol Plaper ;
Conieni Vengory AnE S
H DEVELOPWENT
Manage Conlen Complaton
WManitor Contant Communic., # EVALLIATICRNG
Rugisrar Deskiog T

= Adsasymants
+ CAPAC

= Captvals Test x

Click on the “New Sub Folder” button.



New Content Folder

Name* |Captivate Testing 2017 Content 2|

Security Domain* “_

FParent Folder Captivate Test

Fill in the “Name” field. You can create the name you want..

In the example above, “Captivate Testing 2017 Content 2” was chosen for the folder name. Click on the
"Save” button.




# ME PEOPLE GROUPS ADMIN

AdminHome  People  HR  Social  Instrucior  Leaming  Markelplace  System
Laaming Homa .
Manage Leamng cao | CONtENt Library
Manage Classes
Manage Categories m— =
Leaming Requests
Manage E-Commarce
Manage Resources Production Repository
Purchase Ordérs
Confining Educaton Mem | Actions
= Production
Manage Assessment
Manage Content oozoia
el 255832
Content Flayer
Contant Vendors Assassmants
Saba Publisher H DEVELCPNERT
Manage Contant Complaton
Monitor Contenl Communic. £ EVALUATIONS
Registrar Deskiop § FLD

* Assetaments
¥ CAPAC

= Captivate Test x

Captivale Tesing 2017 Conlent 2

Leaming Catalog

Anatytics

o

_-*]NE-.M Sub Folder

% Edit Folger

% Add T Interest List| My Interest List

Contents import
Hamae Version | Format | Actions

Click on the “Captivate Testing 2017 Content 2” Folder.




ﬂ ME PEOPLE GROUPS ADMIN Browse Learning Catalog =

Admin Home Pegple HR  Seocial  Instructor  Leamning Marketplace  System  Analytics

Leamning Home .
ba J

Manage Learning Catalog Conte nt lerary

Manage Classes

Manage Categories s R

Learning Requests

Manage E-Commerce

Manage Resources Froduction Repository %) New Sub Folder
Purchase Orders [ +| Edit Folder
Continuing Education - AR | 3 Add To Interest List| My interest List
Manage Assessment Al Contents Import
Manage Content ---- 002019 i b
Content Player
Content Vendors Assassments

Saba Publisher # DEVELOPMENT

Manage Content Completion

Monitor Gontent Communic.. - EVALUATIONS

Regisirar Desktop

[#

FLD

‘# Agsessments

*

CAPAC

= Captivate Test

Captivate Testing 2017 Contant 2 x

Click on the “Import” button.



ff ME PEOPLE GROUPS ADMIN o

Admin Home Feople HR  Social  Instructor  Learning Ecommerce Markelplace Syslem  Analybics

Learning Home

Manage Learning Catalog |mp0I't Cﬂntent
Manage Classes

Manage Calegones 1.Content Details Y% 2import Comtent
Leaming Requesis

Manage Ecommerce MNama* Captwvate Deployed Testing Import Cor

Manage Resources Security Domain® &
Purchase Ondars
Continuing Education

Conlent Format® Deployed SCORM v

Manage Assessmen Player Templale’ &
Manage Content Mobile Device Compatbility Not Compatible

Content Type Leaming Objects v
Content Player YVarsion Number T

Content Viendors Expiration Date @
Saba Publisher

Manage Content Completion

FParent Folger Captivale Testing 2017 Content 2

Manitor Content Communica

Registrar Deskiop

Nexts> =

Fill in the:
e Name: Captivate Deployed Testing Import Content 2
e Security Domain:
e Content Format: Deployed SCORM
e Player Template: Captivate(S:1134x710) or FMCC Flash (S:1024x725)

e Content Type: Learning Objects

Click “Next” to continue.



Hi, Br:

ﬂ ME PEOPLE GROUPS ADMIN Browse l Learning Catalog +* Sea

AdminHome People HR  Social Instructor Learning Ecommerce Marketplace  System  Analytics

Learning Home

. Import Content: Captivate Deployed Testing Import Content 2 €0
IManage Learning Catalog
(Deployed SCORM)
Manage Classes
Manage Categories
Learning Requests requirea
1.Content Details 2.Import Content

Manage Ecommerce

Manage Resources

Purchase Orders Manifest File URL

Continuing Education Manifest Access URL http:f
Manage Assessment ® Browse Manifest File
Manage Content Browse Choose File | imsmanifestxml
Deployed SCORM
Content Player URLIhttp/https)
Content Vendors -
Saba Publisher ==Previcus | |'“ﬂ|

IManage Content Completion
Maonitor Content Communica...

Registrar Deskiop

Select the radio button “Browse Manifest File”
Browse for your imsmanifest.xml file and select it.

Enter your link into the Deployed SCORM URL (http/https) field:
This will only be used when you are creating courses in QA. You do not do this in Production. The files

for Proction will uploaded to the Ford SABA server.

Click “Import”



ool W & tax exemptions calculzat Imported From IE

ﬂ ME PEOPLE GROUPS ADMIN Browse l Learning Catalog = S

Admin Home People HR  Social Instructor Learning Ecommerce  Marketplace  System  Analytics

Learning Home

Nfinie b enkin Catog Import Content: Captivate Deployed Testing Import Content 2 x|
(Deployed SCORM)

IManage Classes

Manage Categories .

Learning Reguests requirea

s S The content has been imported successfully.
Manage Resources
Purchase Orders Preview Content

Continuing Education

Manage Assessment Name Captivate Deployed Testing Import Content 2
Manage Content Security Domain
Content Library Content Farmat Deployed SCORM
Content Player Content Provider
Content Viendors i i
et Not Compatible
Saba Publisher ompatibility
Manage Content Completion Content Farmat SCORM 1.2
Version
Monitor Content Communica... . i
Parent Folder Captivate Testing 2017 Content2

Registrar Desktop
Player Template

External Content ID
Use as survey,
evaluation, or multi-
rater assessment.

Manifest Access URL

Preview Content
“iew Content Communication Log

|E| | Return to Repository

Click “Preview Content”



Message from webpage

An error has occurred:
|

Error - unable to acquire LMS API, content may not play properly
and results may not be recorded. Please contact technical
support.

Press 'OK' to view debug information to send to technical suppart.

Cancel

Click on the “OK” button.

Ensure that your content is appropriate and it launches correctly. If not, review your course settings in

SABA to ensure your path and launch options are correct.

Performance Consultant 2.0

W sideTitle Lesson 1: Performance consulting process _al_‘_‘ld-w
k Introduction 2

Introduction
y Lesson 1

- - - - - o - *

Slide 22 ‘

Exit out of your preview.

()



ool

- & tax exemptions calculzt

Imported From IE

ﬂ ME PEOPLE GROUPS ADMIN Browse l Learning Catalog = <

Admin Home  People Social  Instructor  Learning Ecommerce  Marketplace  System  Analytics
| Learning Home g y
. Import Content: Captivate Deployed Testing Import Content 2 =
Manage Learning Catalog
(Deployed SCORM)

IManage Classes
Manage Categories
Learning Requests
Manage Ecommerce
Manage Resources
Purchase Crders
Continuing Education

Manage Assessment

Manage Content

* —

required

The content has been imported successfully.

Preview Content

Name
Security Domain

Content Format

Captivate Deployed Testing Import Content 2

Deployed SCORM

Content Player Content Provider
Content Viendors
Saba Publisher

Manage Content Completion

Mobile Device

Compatibility Mot Compatible

Content Format

: SCORM 1.2
Version

Monitor Content Communica...

Parent Folder Captivate Testing 2017 Content 2

Registrar Desktop
| Player Template
External Content ID
Use as survey,
evaluation, or multi-
rater assessment.

Manifest Access URL

Preview Content
“iew Content Communication Log

|E| | Return to Repository

Return to your original content import page, in this case “Content Inventory Details: Captivate Deployed
Testing Import Content 2 (Deployed SCORM)” page and click on the “Return to Repository” button.



ﬂ ME PEOPLE GROUPS ADMIN Browse I Learning Catalog -

Admin Home People HR
Learning Home

Manage Learning Catalog
Manage Classes

Manage Categories

Learning Requests

Manage Ecommerce

Manage Resources

Purchase Orders

Continuing Education

IManage Assessment

Manage Content
Content Library

Content Player
Content\Vendors
Saba Publisher
Manage Content Completion
Monitor Gontent Communica. .

Registrar Desktop

Social  Instructor  Learning Ecommerce  Marketplace
Content Library

Browse Search
Production Repository

ftem ‘Actionﬁ

= Production

£ it p02040

ERR Assessments
.. DEVELOPMENT
L EVALUATIONS

i@ FLD

L.[# Assessments
L. [# CAPAC
i..[= Captivate Test

P Captivate Testing 2017 Content 2

o

]

System  Analytics

1 |
5| Mew Sub Folder
| Edit Folder
5| Add To Interest List| My Interest List
Contents Import
| Name ‘Version Format ‘Actions
Captivate Deployed Deployed x
Testing Import SCORM

Content2

We have completed importing our content using the URL.




Next, we will add a new course.

Iz

ff ME PEOPLE GROUPS ADMIN Browse l‘ea'—'qlmaﬂ; *

My PMan | Completed Leaming | Onlne Desk Ref Privacy Statement

= Announcements

Commun

Click on the “ADMIN” button



alv)

ﬂ ME PEOPLE OUPS ADMIN Browse ILeamingCatang -

Admin Home People HR  Social Instructor Leaming  Marketplace  System  Analytics
Welcome
° People Admin o HR Admin
® Manages user profiles, including viewing held skills and other activity Manages core HR processes and defines organizations, skills, jobs and roles
Goto = More actions + Gotfo = More actions =
. Saocial Admin Learning Admin
L) Overall moderator for groups, blogs, ideas and all user generated content. i\I Manages the leaming sefup and process. Includes regisirar role.
Goto~ More actions + Gotfo~ More actions -
System Admin Analytics Admin
u Manages the configuration aspects of the system, integrations and OpenSocial |"" Manages configuration of Analytics; authoring, execution and scheduling of
apps reports and dashboards.
Goto ~ More actions -

Click on the “Learning Admin” button.

aflv

ME

OPLE GROUPS ADMIN Browse ILeammgCalalog -

Admin Home People HR  Social  Instructor  Learning Markefplace  System  Analytics

Top Learning Activities

Manage Leaming Catalog
- Manage Learning Catalog

Manage Classes 1]

T New Catalog ltem | Categories | New Audience Type | More actions

Learning Reguesis Manage Classes

Manage E-Commerce New Class
Manage Resources
EiEss AT Manage E-Commerce
Continuing Education Configure Microsite

Manage Assessment
Manage Resources

.
Manage Content L) ) _
New Location | New Facility | New Classroom | More actions
Manage Content Completion
Monitor Content Communica... s Purchase Orders
Registrar Deskiop New Purchase Order

- Manage Content

New Player Template | New Content Vendor

Registrar Desktop

Mew Order

Click on “Manage Learning Catalog” on the left hand side of the screen



ﬂ‘ ME PEOPLE GROUPS ADMIN Browse Leaming Catalog

AdminHome People HR Social Instructor Learning Marketplace System  Analytics

Leaming Home Learning Catalog o
Manage Learning Catalog

Leaming Catalog Title | Avaitable From <= [E——— M

Audience Types Discontinuad Erom »= |— @ Version |
Cortificates of Completion Ia | Leaming Event Type IAII_E

Delivery Types
Price Lists
Session Templates Configure | Save Search Query | Reset Saved Query Search_

You have a saved query

Tasks
Checklists Catalog Search New Catalog Item
Discontinued Course Emors
Manage Classes
Manage Categories
Learning Requests
Manage E-Commerce
Manage Resources
Purchase Orders
Continuing Education
Manage Assessment
Manage Content
Manage Content Completion
Monitor Content Communica. .,
Registrar Deskiop

Click on the “New Catalog Item” button.



ﬂ' ME PEOPLE GROUPS ADMIN

AdminHome People HR Social Instructor Learning Markeiplace
Learning Home New Catalog Item
Manage Learning Catalog
Quick...
u Onling Course | Blended Course | Others
Audience Types
Certificates of Compietion Advanced...
Delivery Types New Course
Price Lists
Session Templates Learning Path

= "
Checklists
Discontinued Course Errors
Manage Classes
Manage Categories
Learning Requests
Manage E-Commerce
Manage Resources
Purchase Orders
Continuing Education
Manage Assessment
Manage Content
Manage Content Completion
Manitor Content Communica
Registrar Desktop

Click on the “New Course” button.

Certifications | Curricula

System  Analytics

Browse

Learning Catalog ~



ﬂ ME PEOPFLE GROUPS ADMIN Browse ILeamingCatang * Seary

Admin Home  People HR  Social  Instructor  Learning

Learning Home New Course
Manage Learning Catalog

Leamning Catalog

Audience Types Course Image
Ceriificates of Completion

Delivery Types

Price Lists

Session Templates

Tasks
Checklists
Discontinued Course Emors Course Details
Manage Classes Title*
Manage Categories Course I0*
Learning Regquests Version
IManage E-Commerce )
Domain®
IManage Resources
NOT sh ol - Abstract
Purchase Orders Fields own to learner strac

Continuing Education
IMlanage Assessment
Who Should Enroll, Description
IManage Content and Objectives*®
IManage Content Completion
Moniter Content Communica...

Registrar Desktop Create group

Is Sensitive
Hide Score

Show Web 2.0 functions

Show custom fields during
registration

Show custom fields during

conecallation

Fill in the:
o Title
e CourselD
e Domain

Marketplace  System  Analytics

&3

* = reqguired

Browse. ..

|Captivate Testing 2017 Catalog 2

®

Character Limit : 1000

Who wants to learn how to put content
into SABA.

Character Limit : 5000
Remaining character count: 4952

O Selecting this option will not allow class level group creation.

O

Select this checkbox to hide the transcript score on course completion.

[ Select this checkbox to show the Web 2.0 functions. This will only work when the Web 2.0
functionality under the Catalog service is enabled.

[ Select this checkbox to show custom fields during registration. For learners and
managers, this field is applicable only if the corresponding setting under Orders service is
enabled by the system administrator. For administrators, the field is independent of the
setting.

Select this checkbox to show custom fields during cancellation. For learners and
mananers_this fisld is annlicable only if the coresnonding settinn under Orders service is

e  Who Should Enroll Description and Objectives: Could be HTML formatted?

Link to new Course ID number naming conventions



Scroll down the page

Show custom fields during
cancellation

Target Days

Expiration and Re-acquisition

setting.

¥ Select this checkbox to show custom fislds during cancellation. For learners and
managers, this field is applicable only if the corresponding setting under Crders service is
enabled by the system administrator.

(1]

o

Selectthis option ifthe course must expire after a specified duration and learners need to take the course again befare

expiration.

Note: This setting cannot be changed once the course is saved. Courses with expiry are not available in E-Commerce.

Pricing Information
Currency
Price

Multi-Currency Pricing

Availability Information

Awvailable From*
Discontinued From Date*
Display for Call Center
Display for Learner

Consumable only within
Cerification/Curriculum

\US Dollars |@
|0.00 |

@This Course is available only in the currency selected above.
‘This Course is available in the currency selected above and default currency, U3 Dollars.

' This Course is available in all the active currencies in the system. Note: Prices are only
calculated for currencies that have exchange rates defined in the system.

EMANQ(H T @
Fi1 -APR-2020 @

%

A

Selecting this option will prevent the ability for this course to be a recurring course. Also,
this will prevent the course from being available in search and assignmentiregistration of
this course will be blocked outside the certificate/curriculum.

Featured O
Fill in the:
e Available From
e Discontinued From Date
o Check the box for “Display for Learner”




Scroll

down the page

Registration information
Min Coun 0

Max Count® et

Waithist Max® 12

Vendor

Subject Maiier Expert

L&D Contact

Oiher information

Cumiculum Specialist CDSID* v

Owning Skill Team* i - 'r|_.r_-]

Supplier Price
Inst Payment Category Select One- v S

Cumiculum Support Specialist
CDSID

Instrucional Sysiem Designer
CDSID

Europe Contact CDSID

Sponsoring Organization

Product Code (required for Saba
Billing)

Operaiions Location (required for
Saba Billing)

Department Number (required
for Saba Billing)

:Eﬂvtl_md

Fill in

the:
Min Count*Min Count: (0)
Max Count*Max Count: (99999)
Waitlist Max: (2)
Curriculum Specialist CDSID*Curriculum Specialist CDSID
Owning Skill Team Let’s give them the options for the various global locations here

Click on the “Save” button.




Next, we will add a Delivery Type.

ﬂ ME PEOPLE GROUPS ADMIN Browse ILeamingCatalog -

Admin Home  FPeople HR  Social
Learning Home
Manage Learning Catalog

Leamning Catalog

Audience Types Main
Certificates of Completion
Delivery Types
Price Lists
Session Templates Course Image
Tasks
Checklists
Discontinued Course Emors
Manage Classes
Manage Categories
LpzTg FETOEE Course Details
Manage E-Commerce

Title*
Manage Resources Course ID*
Purchase Crders )
Version
Continuing Education
Domain*
Manage Assessment
Manage Content NOT shown to
learner -
Manage Content Completion Abstract Field
Monitor Content Communica...
. Wha Should
Reqgistrar Deskiop Enrall
Description and
Objectives*

Create group

Is Sensitive

Hide Score

Show Wah 7 0

Click on the “Delivery Types” tab.

Instructor

Course Details: Captivate Testing 2017 Catalog 2, = = &

Activities

Learning Marketplace  System  Analytics

@ B =

* = required

Related Info Policies Delivery Types Notifications

| Browse...

|Captivate Testing 2017 Catalog 2
|

Character Limit : 1000

Who wants to learn how to put content
into SABA.

Character Limit : 5000

O Selecting this option will not allow class level group creation.

O

[ Select this checkbaox to hide the transcript score on course completion.

M Selert this checkhax tn shaw the Wb 2 0 functinns This will anlv wark when the Weh 2 0 functionalitv



ﬂ- ME PEOFLE GROUPS ADMIN Browse Leaming Catalog = ©o

Admin Home People HR  Social Instructor  Learning Marketplace System  Analytics

Leaming Home Course Details: Captivate Testing 2017 Catalog 2, = w8« @ 1
Manage Learning Catalog * = reguired
Main Activities  Related Info  Policies Delivery Types Notific ations
Audience Types
Certificates of Completion
Delivery Types Delivery Types Add Delvery Type
Price Lists No items found
Session Templates
Tasks
Checklists
Discontinued Course Errors
Manage Classes
Manage Categorias
Leaming Requests
Manage E-Commence
Manage Resources
Purchase Orders
Continuing Education
Manage Assessment
Manage Content
Manage Content Completion
Monitor Content Communica
Registrar Deskltop

Click on the “Add Delivery Type” button.



-"é- Saba - Internet Explorer provided by Ford Motor Company — |EI|5|

I ':‘ https: //fordtest. sabadoud.com/Saba fWeb_wdk/SPCTNT4455ite Admin/learning learningoffering fofferingTemplate faddDeliveryTypes.rd \%I
Add Delivery Type: Captivate Testing 2017 Catalog 2, 0

[t L]

~

* _

required

1.5elect Delivery Type 2.Define Details

Oglended Learning
OEvent

Oinstructor Led Training
OResource (credit)
OResource (noncredit)
Oseif-Paced

OrTest

Owirtual Training
®\web Based Training

Select “Web Based Training” and click the “Next” button.



-"é-r Saba - Internet Explorer provided by Ford Motor Company — |EI|5|
':D https: //fordtest. sabadoud.com/Saba fWeb_wdk/SPCTNT4455ite Admin learning learningoffering/delivery /deliveryModeDetailPopup. rdf %

New Web Based TraininiDelivery Mode : Captivate Testing 0

fa)
2017 Catalog 2, v 0%
required
1.5elect Delivery Type 2.Define Details
Delivery Mode Information
Title Captivate Testing 2017 Catalog 2
10" |
Domain® Vet & -l @
Description Captivate Testing 2017 Catalog 2
Character Limit : 2565
Remaining character count: 223
Course Description Who wants to learn how to put content into SABA.
Duration (HH:MM)® |01:00 ®
W
Fill in the:
e |D
e Domain

e Duration

Scroll down the page




*’.7 Saba - Internet Explorer provided by Ford Motor Company = |EI|5|
https: //fordtest. sabadoud.com/Saba fWeb_wdk/SPCTNT4455ite Admin/learning learningoffering/delivery/deliveryModeDetailPopup. rdf

Pricing Information ~
Currency [US Dollars &

Base Price 0.00 ({Inherited from Course)

Delivery Price |

Multi-Currency Pricing @This Delivery Mode is available only in inherited currencies and

currency selected above.

OThis Delivery Mode is available in inherited currencies, the
currency selected above and default currency, US Dollars.

COThis Delivery Mode is available in all the active currencies in the
system. Note: Prices are only calculated for cumencies that have
gxchange rates defined in the system.

Registration Information

“Wendar |

@ ®

Customer Service Representative |

Scroll down the page



-"é- Saba - Internet Explorer provided by Ford Motor Company — |EI|5|

I':‘ https: //fordtest. sabadoud.com/Saba fWeb_wdk/SPCTNT4455ite Admin/learning learningoffering/delivery/deliveryModeDetailPopup. rdf %

~

Registration Information

‘endor |

LRCY

Customer Service Representative |

Availability Information

Available From Eu_JAN_Quﬂ @
Discontinued From ﬁ1-APR—2I]2ﬂ @

Display for Call Center [+

Display for Learner [+

[ Finish H Back to Course ]

Make sure your dates are correct. Let’s review the date guidelines in this area. Click on the “Finish”
button.



Next, we will add a New Class.

ﬂ ME PEOFLE GROUPS ADMIN Browse ILeamingCatalog * Se

Admin Home  People HR  Social Instructor  Learning Marketplace  System  Analytics

Learning Home Course Details: Captivate Testing 2017 Catalog 2, v % a3 @ [& =
Manage Learning Catalog * = required
Iain Activities Related Info Palicies Delivery Types Notifications

Audience Types

Certificates of Completion

Delivery Types Delivery Types Add Delivery Type | Print | Export

Price Lists Delivery Types New Class |

Session Templates Delivery Mode Details: Web Based Training Mew Web Based Training Class

Tasks

Checklists

Discontinued Course Ermors
Manage Classes
Manage Categories
Learning Reguests
Manage E-Commerce
Manage Resources
Purchase Crders
Continuing Education
Manage Assessment
Manage Content
Manage Content Completion
Monitor Content Communica...

Registrar Deskiop

When you create a delivery type you also need to create the class.
Click on the “New Web Based Training Class” button.



ﬂ ME PEOPLE GROUPS ADMIN Browse ILeamingCatang + Searc

Admin Home  People HR  Social  Instructor  Learning Marketplace  System  Analytics
Learning Home New Web-Based Class €3
Manage Learning Catalog * = required

Leamning Catalog 1.8elect Delivery Type 2.Define Course

Audience Types

Certificates of Completion

Delivery Types

Price Lists Class Details

Session Templates Name Captivate Testing 2017 Catalog 2

Tasks Course ID

Checklists Class ID

Discontinued Course Erors Domain® | @
Manage Classes
Manage Categories Description and Objectives
Learning Requests

Character Limit : 2000
Manage E-Commerce )
Create group for class [
Manage Resources
Purchase Crders
Continuing Education Course Description Who wants to learn how fo put content into SABA.
Manage Assessment Delivery Mode Description Captivate Testing 2017 Catalog 2
Manage Content
Manage Content Completion
Monitor Content Communica... i B
Scheduling Details
Registrar Desktoy F
< s Language* | @
Duration (HH:MM)* |o1:00
Pricing Information
Base Price 0.00 (Inherited from Course)
vl
Currency [0S Dollars &)

Fill in the “Language” field by clicking on the Language button on the right side next to the text box.



Saba - Internet Explorer provided by Ford Motor Company - | I:I|_|

I https: /fordtest, sabadoud. com/Szha Web wdeSP'CTNT%55|te.ﬁ.dm|r1ﬂearnlngﬂearnlngnﬁerlr -

Select Language

~
Name |
Configure | Save Search Query
Languages F'n'nt| Export | Modify Table
Select | Name |
] English
W

Select “English”



f ME PEOPLE GROUPS ADMIN Browse ILeamingCatang ~ Searc

Admin Home  People HR  Social Instructor Learning Markeiplace System  Analytics
Learning Home New Web-Based Class €3
Manage Learning Catalog * = required
Leamning Catalog 1.5elect Delivery Type 2.Define Course

Audience Types

Certificates of Completion

Delivery Types

Price Lists

Session Templates

Tasks

Checklists

Discontinued Course Ermors
IManage Classes
IManage Categories
Learning Reguesis
Manage E-Commerce
Manage Resources
Purchase Crders
Continuing Education
IManage Assessment
IManage Content
IManage Content Completion

Monitor Content Communica...

Reqgistrar Deskiop

Class Details
MName

Course ID
Class ID
Domain®

Description and Objectives

Create group for class

Course Description

Delivery Mode Description

Scheduling Details

Language*

Duration {(HH:MM)*

Pricing Information
Base Price

Currency

Fill in the Duration text box: 01:00

(Captivate Testing 2017 Catalog 2

Character Limit : 2000
O

‘“Who wants to learn how to put content into SABA.

Captivate Testing 2017 Catalog 2

(o
[English &
|o1:00
0.00 (Inherited from Course)
(|
[0S Dollars &)




selected above

selected above and default curmency, US Dollars.

Multi-Currency Pricing ®This Ciass is avalable only in inhented currencies and curmency
Orhis Ciass is available in inherited curencies, the currency

Dﬁmcmnmnammcmummmm
Note: Prices are only cakulaled for cumencies that have exchange

raies defined in the system

Registration Information

Aliow Drop @ves, this class can be dropped anybime after registration
ONo, this ciass cannot be dropped [~ | hours after regisiration
O, this class cannol be dropped after registration

Availability Information

Avalate Fromt mowmT— &

Oncontesed From pRmn &

Display for Call Center =]

Dispiay for Leamer )

Trigger after Order Date (days) |

Trigger afier Completion Date [

(gays)

Other Information

Fin. Product Code |

Curriculum Mgr. |

Make sure your dates are correct and click the “Finish” buttons




Nest, we will add and Activity.

ﬂ ME PEOPLE GROUPS ADMIN Leaming Catalog -

Admin Home People HR  Social Instructor Learning Marketplace  System  Analytics

| Leaming Home Web Based Training Class Details: Captivate Testing 2017 @ B E
Manage Leaming Catalog Catalog pE __ SRR R W
Manage Classes * = required

m Main Activities Expenses Related Info Policies Notifications

Manage Categories

Learning Requests

Manage E-Commerce Class Details

Manage Resources MName Captivate Testing 2017 Catalog 2

Purchase Crders Course ID 00121838

Continuing Education Class ID 00200457

Manage Assessment 1
9 Domain* r @

Manage Content

Description and Objectives
Manage Content Completion H A

Monitor Content Communica...
Character Limit : 2000
| Registrar Deskiop

Create group for class O
Course Description Who wants to leamn how to put content into SABA.
Delivery Mode Description Captivate Testing 2017 Catalog 2

(6]

Course Deeplink URL &

Class Deeplink URL @)

Registration Deeplink URL @

Owner Add Owner

No items found

This Deeplink is for you to provide to the client. This is so they can view the site. Give them the Class
Deeplink URL that displays in your Activities tab. Do not send them the link that you have when you use
the Deeplink because it will create a different URL address according to your CSID.

Click on the “Activities” tab.



@

ﬂ ME PEOFLE GROUPS ADMIN Browse ILeamingCatang 5

Admin Home  People HR  Social Instructor  Learning Marketplace  System  Analytics

Learning Home

Web Based Training Class Details: Captivate Testing 2017 Catalog
2,000 0 W e

Manage Leamning Catalog

Manage Classes

Manage Categories
g &l Main Activities Expenses Related Info Policies Notifications

Learning Requests

Manage E-Commerce
Manage Resources Activities
Purchase Orders Add activities that learners can use to complete this class. Learners must complete all required activities and the number of optional tasks specified below.

You can also suggest the sequence in which the activities must be completed.
Continuing Education

Manage Assessment Any changes made to activities are not made available to learner registrations and/for completed courses automatically. To make them available, you must
save and publish these changes after you are done.

LT BT Save and Publish

Manage Content Completion

Monitor Content Communica.... Optional Tasks to Complete [0

Registrar Deskiop
Activities Add Activities | Change Status
No items found

Activity Sequencing
MNOTE: Activity sequencing opfion is applicable for all existing and new registrations.

® Suggested - learner need not complete previous activity before attempting the next activity in the sequence.
O Enforced - leamer must complete (successfully or unsuccessfully) the previous ac efore attempting the next activity in the sequence.
QO Enforced with successul completion - learner must complete the previous activity successfully before attempting the next activity in the sequence.

Resources
Add persons required for this class.

Click on the “Add Activities” button.



AgrrHome  Fea HR Soool e Leaming MFkEDGOE  Balen Anaaad
Lo, e § " ¥
: . ';'!h Based Tﬂll‘liﬁ Class Details: Captivate Testing 2017 Catalog I:i
By LA z
¥ . M ApenEs Egermil Aessding Folces Halk o
LTIy e
[IRLESEY e Loty
Riarags Heacusey A=,
Frimana DL A acivien Fal amey Cam v T fompiets e coee. Learmer musd pomplets 0l wouned arivies 30d e mumie of opScra by, e Sed eiow
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Rollover the “Add Activities” and select “Attach Content”



lé Saba - Internet Explorer provided by Ford Motor Company _ ||:||5|

O - —— - 8
Add Activities: Attach Content =
1.Select Content Modules 2.Add Activity Details
®Farmal Content
Ovirtual Class Recording
Select content medules to add as activities to Caplivate Testing 2017 Catalog 2
Browse Search
Name | ersion Number
Content Format -Salect One- Content Type I—Select One-
Language I Author
Keywords | Folder Name Eaplivate Testing 201" x
Available From == | @’ Available From <= e @
Last Modified On = e [ Last Modified On <= —— &
Used as Survey, Evaluation, or Multi-Rater Assessment [ Owner l—@
Content Provider -Select One- Delivery Vendor -Select One-
| Search |
Contents.
| ciose |
W

In the “Fold Name” field type the name you used in the previous steps. In this case, we used “Captivate Testing

2017 Content 2”. Click on the “Search” button.




lorer provided by Ford Motor Company

. —

1.Select Content Modules ...

®Formal Content
Owirtual Class Recording

Select content modules to add as activities to Captivate Testing 2017 Catalog 2

Browse Search

Used as Survey, Evaluation, or Multi-Rater Assessment [

Content Provider -Select One- :

2.Add Activity Details

Mame l—
Content Format m

Language l—
Keywords l—
Available From == l— @ Available From == l— @
Last Modified On >= —— & wstvodedons ———— &

Version Number |

Content Type I-Select One- E

Author I
Folder Name |Captivate Testing 2017 C

Owner l— @
Delivery Vendor I-Select One- :

Contents
[ select [Name Version Number | Content Format | Folder Name |
[ Captivate Testing Import Content 2 URL Captivate Testing 2017 Content 2

Add Activity Details ][ Close ]

=101 x|

Check the “Captivate Testing Import Content 2” box



/& saba - Internet Explorer provided by Ford Motor Company

] — .

=101 x|

Add activities: Attach Content

1.Select Content Modules 2.Add activity details
Add activities for the selected modules.
Name ‘ Activity type | Required | Status ‘ Sign Off | Passing Score | Attempts on Content | Consider for overall score
_IC_::)ttii:;te |Training Content|v| |Required[| |Enabled | Not Required|v| [ Considerfor overall
l[é:mgm l— score

[] Use pre-test as post-test

Save | Back | Close |

>

Select the drop down arrow for “Sign off” and select “Not Required”. Click “Save”.



Next, we will add and Evaluation.

ﬂ ME FEOPLE GROUFPS ADMIN Browse ILeamingCatang -

HR  Social Instructor Learning Marketplace System  Analytics

Admin Home  People

Learning Home
Manage Leamning Catalog

Manage Classes

Manage Categories
Learning Reguests

Manage E-Commerce
Manage Resources
Purchase Orders

Continuing Education
Manage Assessment
Manage Content

Manage Content Completion

Monitor Content Communica...

Registrar Deskiop

Scroll Down

7]

Web Based Training Class Details: Captivate Testing 2017 Catalog
2,009 [0 Wi

Main Activities Expenses Related Info Paolicies Nefifications

Activities
Add activities that learners can use to complete this class. Leamers must complete all required activities and the number of optional tasks specified below.
‘You can also suggest the sequence in which the activities must be completed.

Any changes made to activities are not made available to leamer registrations and/or completed courses automatically. To make them available, you must
save and publish these changes after you are done
Save and Publish

Optional Tasks to Complete 0

Activities Add Activities | Change Status | Print | Export | Modify Table
‘ Up |Down |Module Name Activity Type ‘ Requirement ‘ Details Actions ‘
@ @  Captivate Testing Import Content 2 Training content  Required Attempts on Content Allowed: Unlimited Actions

Status: Enabled

Activity Sequencing
MNOTE: Activity sequencing option is applicable for all existing and new registrations.

® Suggested - learner need not complete previous activity before attempting the next activity in the sequence
Enforced - leamer must complete (successfully or unsuccessfully) the previous activity before attempting the next activity in the sequence.
O Enforced with successful completion - learner must complete the previous activity successiully before attempting the next activity in the sequence.




)P, e
ymmon/adminhome pjl&l @ ¢ Saba : = |_-

dsites » 2] Web Slice Gallery = | Help =[] L&D Shared Computers Cale... J -8 -
Activities Add Activities | Change Status | Print | Export | Modify Table
‘ Up ‘Duwn ‘Mudnle MName ‘Acﬁuity Type |Requirement |Details ‘Aclions ‘
@ @ Captivate Testing Import Content 2 Training content Required Attempts on Content Allowed: Unlimited Actions

Status: Enabled

Activity Sequencing
MNOTE: Activity sequencing option is applicable for all existing and new registrations.

@ Suggested - learner need not complete previous activity before attempting the next activity in the sequence.
O Enforced - leamer must complete (successiully or unsuccessiully) the previous aclivity before attempting the next activity in the sequence.
O Enforced with successful completion - learner must complete the previous activity successiully before attempting the next activity in the sequence.

Resources
Add persons required for this class.
Resources Add Resource

No items found

Evaluation
Add evaluations that learner/manager can submit after all activities are completed.

Evaluation Add Evaluation

No items found

Save and Publish

( powered by
# Saba Cloud
Version: Saba Cloud 36.0.0.32

Click on the “Add Evaluation” button.



-G Saba - Internet Explorer provided by Ford Motor Company - |EI|5|

[0 v —— - Y
Attach Evaluation: Captivate Testing 2017 Catalog 2 =

Browse Search

Mame | Version Number |

Content Format |—Select One- Content Type |—Se|ect One-
Language | Author |

Keywords Folder Name |Eivaluations x

Available From == [@ Awvailable From == |

|

| =
Last Modified On >= | @& Last Modified On <= | &

I @ Content Provider -Select One-

Owner

Delivery Vendor I-Select One-[v]

[ Search |
Contents

| Close |

In the “Folder Name” text field type in “Evaluations” and click on the “Search” button




-é Saba - Internet Explorer provided by Ford Motor Company i = |EI|5|
|¢ - —— 4
Attach Evaluation: Captivate Testing 2017 Catalog 2 e
Browse Search
Name | Version Number |
Content Format |-Select One- Content Type |-Select One-
Language | Author |
Keywords | Folder Mame |Evatuations
Available From == | @ Available From == | [@
Last Modified On >= | & Last Modifed On <= | &
Owner | @ Content Provider -Select One-
Delivery Vendor I-Select One-[v|
| Search |
Contents
| Select| Mame Version Number | Content Format | Folder Name
- -« - -
- -y e - - - - LS
- - - - - -
- e e
- - - e
(O] Web Based Training Level 1 Evaluation 2 Saba Survey EVALUATIONS
Mext== | Close |
v

Select radio button “Web Based Training Level 1 Evaluation” and click on the “Next” button.



u’; Saba - Internet Explorer provided by Ford Motor Company - |EI|5|

O — ——— . .

Attach Evaluation: Captivate Testing 2017 Catalog

Evaluation
Name Evaluation Statusl Evaluation Schedule | Expiration Schedule | Evaluation for
‘Web Based Training Level Published Launch Evaluation: Expire Evaluation; ®earner
1 Evaluation C'Manager

@Immediately on completion Omno Expiration

Oimmediately on class end (O] |3 days of

date After o ailability
% [ days of
Aller completion

Sawve | Close |

Select the “Immediately on completion” radio button. Select “After” radio button and type in 3 in the text box.
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ﬂ ME PEOPLE GROUPS ADMIN Browse IL&amingCatalog * Sea

Admin Home  People HR  Social Instructor Learning Marketplace  System  Analytics

Learning Home

Web Based Training Class Details: Captivate Testing 2017 Catalog
2,000 ;M ]

Manage Leaming Catalog

Manage Classes

Manage Categori
e Main  Activiies ~ Expenses  Relatedinfo  Policies  MNofifications

Learning Requests

Manage E-Commerce
Manage Resources Activities
Purchase Orders Add activities that learners can use to complete this class. Leamers must complete all reguired activities and the number of optional tasks specified below.

You can also suggest the sequence in which the activities must be completed.
Continuing Education

Manage Assessment Any changes made to activities are not made available to learner registrations and/or completed courses automatically. To make them available, you must
M Content save and publish these changes after you are done.
anage Conie Save and Publish
Manage Content Completion
Monitor Content Communica. Optional Tasks to Complete [0
Registrar Deskiop
Activities Add Activities | Change Status | Print | Export | Modify Table
‘ Up | Down ‘ Module Name Activity Type ‘ Requirement ‘ Details Actions ‘
@ CYJ Captivate Testing Import Content 2 Training content Required Atternpts on Content Allowed: Unlimited Actions

Status: Enabled

Activity Sequencing
MNOTE: Activity sequencing oplicn is applicable for all existing and new registrations.

® Suggested - learner need not complete previous activity before attempting the next activity in the sequence
O Enforced - leamer must complete (successfully or unsuccessiully) the previous activity before attempting the next activity in the sequence.
QO Enforced with successful completion - learner must complete the previous activity successfully before attempting the next activity in the sequence

Dnenurcos



Activity Sequencing

Resources
Add persons required for this class.

Resources

No items found

Evaluation

@ (@ Captivate Testing Import Content 2 Training content

NOTE: Activity sequencing option is applicable for all existing and new registrations.

Add evaluations that learner/manager can submit after all activities are completed.

Required

Attempts on Content Allowed: Unlimited Actions

Status: Enabled

O] Suggested - learner need not complete previous activity before attempfing the next activity in the sequence.
Enforced - leamer must complete (successfully or unsuccessiully) the previous activity before attempting the next activity in the sequence.
Enforced with successful completion - learner must complete the previous activity successfully before attempting the next activity in the sequence.

Add Resource

Evaluation Add Evaluation | Print | Export
Module Evaluation Status | Evaluation Schedule Expiration Schedule |Evaluation for | Actions
‘Web Based Training Level 1 Evaluation Published Immediately on After 3 days of Leamer Evaluation Result
completion availability Edit
Delete

Save and Publish

Click the “Save and Publish” button




ﬂ ME PEOPLE GROUPS ADMIN Browse ILeamingCatang 5

Admin Home  People HR  Social Instructor Learning Marketplace System  Analytics

Learning Home

Web Based Training Class Details: Captivate Testing 2017 Catalog
2,80 0 et

Manage Leaming Catalog

Manage Classes

L GRS .! Changes to activities and their sequence have been successfully published.
Learning Requests

Manage E-Commerce
e Main | Activiies =~ Expenses  Related Info  Policies  Nofifications
Purchase Orders

Continuing Education

Manage Assessment Activities
Add activities that learners can use to complete this class. Leamers must complete all required activities and the number of optional tasks specified below.

Nasoelconiant ‘You can also suggest the sequence in which the activities must be completed.

Manage Content Completion

Monitor Content Communica. .. Any changes made to activities are not made available to leamner registrations andfor completed courses automatically. To make them available, you must
_ save and publish these changes after you are done.

Registrar Deskiop Save and Publish

Cptional Tasks to Complete |0

Activities Add Activities | Change Siatus | Print | Export | Modify Table
‘ Up | Down | Module Name Activity Type ‘ Requirement ‘ Details Actions ‘
@ @) Captivate Testing Import Content 2 Training content Required Attempts on Content Allowed: Unlimited Actions

Status: Enabled

Activity Sequencing
NOTE: Activity sequencing option is applicable for all existing and new regisirations.

® Suggested - leamer need not complete previous activity before attempting the next activity in the sequence.
O Enforced - leamer must complete (successiully or unsuccessfully) the previous activity before attempting the next activity in the sequence.

You have completed importing content, creating a course and a class.

We should also add a section for Creating/Adding a Mastery Challenge, since that is part and parcel of what the
web courses will be.

Use the Deep link that was created earlier in the tutorial.



	Page 1
	Page 2
	Page 3
	Page 4
	Page 5
	Page 6
	Page 7
	Page 8
	Page 9
	Page 10
	Page 11
	Page 12
	Page 13
	Page 14
	Page 15
	Page 16
	Page 17
	Page 18
	Page 19
	Page 20
	Page 21
	Page 22
	Page 23
	Page 24
	Page 25
	Page 26
	Page 27
	Page 28
	Page 29
	Page 30
	Page 31
	Page 32
	Page 33
	Page 34
	Page 35
	Page 36
	Page 37
	Page 38
	Page 39
	Page 40
	Page 41
	Page 42
	Page 43
	Page 44
	Page 45

