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FOLLOW THESE STEPS TO QUICKLY GET UP
AND RUNNING IN LECTORA ONLINE.

Visit www.lectoraonline.com and select your
server from the Login drop down menu.

Lectere
Enter your unique User ID and Password Login v i
and click Log In to access the Lectora Online oS senver Language = English
home page. EU Server User ID  joe@mydomain.com

AU Server Password ~ seereses

Forgot your password?

2. CREATE YOUR USER TEAM

Add users and assign roles to control the Lectora
tasks available to team members. NLIT

Team Plan

After logging in as an Administrator, click
Manage Users on the Lectora Online home
page. Set up your team in the Manage Users
window.

Playfair Course Starter Slate Course Starter

To add a user, click Add then enter the user
details in the Create User window. Open Recent

2.2 2.21

Manage Users X

Create User X

Organization
eLB

eeeeeeeeeeeee
nnnnnnnnnnnnnnnnnnnnnnnnnn

Role No Authoring @
[ or v O

User ID
Employee1

First Name Last Name

‘ Sue ‘ ‘ Employee ‘
Description
‘ Will act as admin for others ‘

Force Password Change On Next Login

Send Email with Credentials

u
Disk Quota 168 UserCount 1 Active Expires

[Download CsV | [ Close | [ Help [ ae

Locale Preference

&5 English [
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www.lectoraonline.com

Role Options:

2.2.2
»  Administrator (admin): Manages users within Tt User x
your organization. Admins can also manage Organiztion
custom directories and media in the Media o ot ©
Library within their organization. g O
Project Manager
» Project Manager: Manages projects of teams B r .
within the organization. [sue | [Emooyee
» User: Manages their own projects and the
projects to which they are granted access. 223
Manage Users X
= User ID T First Name. LastName | Role Acive | Expires Created | Lastlogih | LogIn Count
Employee1 Sue Employee Administrator v 2020-09-03 0

3. BEGIN A NEW PROJECT

Click Create a New Title on the Lectora
Online home page to start a new project:

»  Select Themes then choose your desired
starting theme. Choose No Theme if you want to
start your project from scratch.

»  Select Templates to choose from available
templates that provide a predefined interface
and structure for your content.

c & us.lectoraonline.com

@ Ho@ao
_ﬂ Home  Design  Inset  Test&Survey  Tools View
E save
Select a Theme:
Themes
Save Options E
= Use one of several pre-designed themes as the framework for =
L yourcontent.
Recent Titles
Themes
™ Open Existing Title
3¢ close Title Templates CE—— =
@_,‘ Access the featured templates or templates you have saved
Create New Title and begin creating a new title using one of these templates.
Tempiates
Title Information
Import =
Export
= Print oo —
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Select Import PowerPoint to start a new 3.3
project using an existing PowerPoint
presentation, then edit and add to it using
Lectora Online.

4. SHARE YOUR PROJECT

The version control system in Lectora Online
enables multiple users to work on the same
project at the same time.

To share your project, select Manage Titles
on the Lectora Online home page.

Select your project, then click Share. Use the
controls on the right side of the window to
add and assign roles to your team members.
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5. CREATE ASSIGNMENTS FOR
YOUR TEAM

Administrators and Project Managers can
delegate tasks to team members assigned to
a shared project. (© cvatee s

On the Assignments tab at the top of the
Lectora Online home page, click Create New
Assignment to assign tasks to your team.

The assigned team member can indicate
when they have accepted and completed the
task.

Administrators and Project Managers can

verify requested changes have been made, 52

and modify the project status. They can also e *
run Assignment Reports to track assignments ;:ﬂ‘::?::j:‘*j:j:j:;: :;:::::;ﬁz:j:::i J‘ s
by status, project, recipient, and more. ecpion Creste e itocs |

Diavelop the user interdaca for the coursa.

Jadd Comment

Create | | Create and Quit | | Close
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6. ORGANIZE YOUR MEDIA

Uploading media assets to the Media
Library allows you and your team members
to conveniently access shared images,
characters, videos, audio, and other media
within Lectora Online.

Create a .zip file containing your desired
media assets, then click Organize Media on
the Lectora Online home page to launch the
Media Library.

Choose a location within the My Media
folder then select Upload Zip.

Lectora Online will automatically extract all
of the files and place them within your My
Media folder.

Media Library x
All Images
Keyword search | Search Animations IPIX
Audio Video
Documents HTML Extension
Add Folder | - 13 shared Media
Add Media [pnes
Upload Zip File — ~ [ status Indicators
File: i
ile . ‘ Delete Reef-lcons_Airpla Reef-lcons_Airpla Reef-lcons_Beach_
Choose File | lcons.zip ne_All States ne_All States All States
Proparties Dark.png Light.png Dark png
Import Get Media
774\ =
Update "\ == | 7 ﬂi‘ﬂ
ASY ;
/ — oy S P
S 0@
Add Source Reef-lcons_Beach_ | Reef-lcons_Camper =~ Reef-lcons_Camper
All States _All States _All States
Upload Zip Light.png Dark.png Light.png
2
I
-
e
® ac Close
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7. WORK WITH VERSION
CONTROL

The version control system in Lectora Online
enables multiple users to work safely on a
single project at the same time.

Select Manage Title on the Lectora home
page and open a shared project.

In the Title Explorer on the left of the screen,
select the objects you would like to edit.

Right-click, then select Version Control /
Check Out to temporarily prevent others
from working on the same section of the
project.

Checked out objects will appear outlined in
green. Objects outlined in red are checked
out by other users.

7.2 73

Title Explorer

BB &35

= [ 10415157 Saferi Course Starter
= (3 Shared Titles @ By IncludeTags

D siate course starter [E 5 Live Area

- [@ B Theme Elements
3 [l NAV
2 @] Leyouts

E: WELCOME LAYOUT
a .......... E G

e [2 Properties

5] Version Control

8 B] Interactior| = AddANete

g f8) Test 1 ||H SelectAll Objects
g Test 1 Pas| [G] Preview Page

] Test 1 Fail| @) New

o Cut

lgg 7 Copy

I’) Paste

[E| Paste 0sC

& Detete

#) Resst Overrides

9] CheckIn..
& Check Out
2] checkinan
&] Undo Al Check Outs

& save as Library Object
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8. DEVELOP YOUR PR

OJECT

After you've checked out a portion of the project, you're ready to begin editing. Get to know the
editing and formatting controls on the Lectora ribbon bars.

The Home, Design and View ribbons provide the most often used editing, styling, and course
building features you will need to develop your project.

e Howad®- | — |
ﬂ Home Design Insert Test & Survey Tools View Properties Style Position & Size
" - - - =
‘g{, Cut i Style Painter : I : Flalla Gne -| 48 - A A 4
] Copy t Sectin Add Obj ’l Taxt Col by 1
u Chapter Section bjact £ wxt Colar = b
[IZ] Paste 0SC - Style v <OB I UX X
Clipboard Add Structure Quick Insert Text Paragraph

The Insert ribbon is where you go to add objects such as media, buttons, and actions to

your project.

(] EI £) = ﬁ E T ,_|
EATE]
Insert Test & Survey Tools View Properties

Design

“ Hems

T @ Dale/Time + 3P Breaderumb H m E T Shapelline =

<)

g - YouTube

Gf Animation ™

W

~ Page Title o= Table -
Text  — - Image Character lcon Aualo vldeo Butten Action Table of
Block .27 page Number | =] Document - - Conlenls * i Progress Bar W
Add Text Add Image Add Media Add Navigation and Interaction

= Menu [

4 Slalus Indicator ~

-

Selecting the Tools ribbon reveals many powerful features to help you create new media,
manage resources, use custom variables, and review and publish your project.

@ u XrLE .
HEGE]
Home Design Insert Test & Survey onls View Properties
\:\ Q E ' v % Translations e — Accessibility Check]
-] VAR @ Library Objects - =l | 8 @ Error Check

Template Steck  BranchTrack  Pixlr ‘aast Text i Sereen Variables Resources Videos ‘awarPoint Notes Add

Library Assols Speech  Recorder % Page Layouts Slides Report  Note +

Create New Manage Impart Review

The Test and Survey ribbon contains the commands you need to create robust learning
checks, quizzes, and assessments.

8.4
N HDaE® -
PAGE]
“ Home Design Insert Test & Survey Tooks View Properties
El al =] i=| Radio Bulton Group | Al Entry Field / ) ~
o = G 6 =
Ok @) Radio Button = Drop-Deawn List i —
Cuestion Test ast Survey Form — Text Radio Check Import
- Section | Check Box j List Box Labal Buttons =~ Boxes Csv
Add Question Add Test or Survey Add Form Element Customize Controls CSW Question Fila Help
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9. CHECK IN YOUR CHANGES

When you are done editing, check in your
work so Lectora Online can keep track of
the changes.

Right-click on your checked out object(s)
then select Version Control / Check In.

Be sure to leave a comment describing the
changes you are checking in. Comments
become part of the project history,
documenting progress as the project is
developed.

Once your work is checked back in,
someone else on your team can check out
and work on that portion of the project.

91
Title Explorer

£ a@AuM

{I8¥: 10415157 safari Course Starter
E[li IncludeTags
~[EN @ Live Area
m % Theme Elements
= B NAv

ayouts

@} [§ Desi [ Properties
@ g 5] Version Control ‘:9] Check In...

- [ 1 5/ Add ANote %] Undo Check Out
= 1 V| [Ba Select All Objects % Chack In All
=g q @ Praview Page
g D) New
g T % cut

&] Undo All Check Ouls

— flg 7 Copy

— of [T Paste

= ([ Paste 0SC

g @ Delete

[} Pagq *7) Resel Overrides

"N Conf § save as Library Object
[ 5 Expand Al

1S Collapse Al

UOTE LAYOUT

= |5] SUMMARY LAYOUT
e !| Interactions

oo 3] Test 1

est 1 Pass

= [Z] Test 1 Fail

9.2

Check In b 4

WELCOME LAYOUT

Comment;

User Interface updated.|

[[] Keep Checked Out

Cancel Check In
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10. PUBLISH YOUR PROJECT

101
When you are ready, publish your project > HOCa&®
for distribution on the Web or in a Learning rome | 0@ HTML

. / cut = CourseMil — —
Management System (LMS). DR e e 55 N 2 1
. . Paste :_ - 9 SCORM Seclion  Page Add Object Sf;ll‘llfl Text
Select Publish from the quick access T e |E4 0 e o=
toolbar at the top of the screen, then select ~ |"etwborer L prems
. . o @ ]| @ ReviewLink™

the desired publish format. - sl =11 © Ulosd o Hoathstrean

a8 10415157 Safa

When publishing has completed, you can
preview your project within a Web browser, 4,
download it to your computer, or transfer it
directly to a Web server.

10.3
HTML x

HTML Options FTP Options

Visit the o |
Lectora Online — optons ST

Create ALT tags for images and buttons @ Variable reads

K n OWI e d g e B a S e [ Include Title Manager frame Variable writes

[CJ Convert page names to short ID-based names Actions triggered
HTTP communications

Use Lightbox pop ups

To learn more about Lectora O] Opimize pulished image sizes LMS comimenisetons
Online and its features’ Publish for Seamless Play @
o . . & HTMLS only {no Flash included)
visit the eLearning Brothers :
— Published Content

Lectora KnOWIedqe Base_ [_] Protect content (disables copying content)

. o . (] Disable browser resize of published content
There you WI” flnd tUtorIaIS’ Scale content to fill window
frequently asked questions, i eontentio v

[_J Scale content to fill mobile device view (RCD only)

and other helpful references.
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