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Courses: Creatin module(s)

eLearning modules can be created in the Intranet at any time by users with the 'Add module’ permission given by administrators on the admin side of the
Courses application.

Modules can be created in two ways:

1. Within a course, using the buttons available for this

2. Independently using the facility on the front end of the Courses application

Once created, modules are assigned to a Course using the 'Manage modules' tab within each to select which modules are included.

This guide will explain this process.
Creating a module

- Within an established Course

This is the most common way to create a module, as it's likely you will create the Course first and then add the modules to it shortly after.
1. Navigate to the Course you want to create a module for on the front end of Courses and click into it

2. Click on the '"Manage modules' tab

3. Click 'New module’

4. On the next screen, fill out the fields in the 'details’ tab:
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* Learning > Courses > Modules > Create © O
€ Tutors /> Permission @ Advanced
Title *
Type @® Module O Assessment
Description * & B I U F X X EMAL G9 [SOURCE]
Upload icon &3 Upload image
Notes/Reference
z

Duration
Module Length 0 minutes
Learning Material
Type @FileUpload OURL OQuiz O SCORM 1.2 package (zip) O Embed Code O Inner File
Upload file * Choose file or select from pre-uploaded...

6 Message to display for Users with view rights but no access rights
Status @ Draft O Live O Archived

Title: The name of the module.

Type: Mark the content as a module or an assessment

Description: A short description/overview of the module.

Upload icon: An image for the module.

Note/Reference: A body of text that will be seen in the preview of the module

Duration: Estimated length of module material (i.e. if it's going to be a training video)

Module Length: Estimated time that will be needed to complete the module

Type: The asset type of the module content, most likely SCORM to utilise automatic completion tracking, but can be other file types to fit your
needs. More information is here

e Status: The current status of the module. Users will only be able to access and interact with modules that are set to 'Live'.

5. Click into the permissions tab, enter the users/roles/groups you want to interact with the module and give the appropriate abilities.

If default permissions have been set by administrators on the admin side of the Courses application, those permissions will be pre-populated and can be
further edited:

* Learning > Courses > People Application Course > Create o O

Q] Details @ Tutors /2 Permission £83 Advanced

Module Owner Select user ~  Browse
Permission Start typing to add... Browse
All registered

Role: Administrators

View Only

(0 Can Complete
([ Review Draft
[J View Statistics
O Edit

[ Delete

e View Only: Can access the module and view its contents
e Can Complete: A checkbox will appear in the module allowing the user to mark their completion (needed for certainasset types, not necessary
for SCORM content)
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Q Learning > Courses > Documents Application Course > Module 012 - Compliance ° @

uﬂllﬂ

Module 012 - Compliance @

Q

@ Module information =3 View in full screen © Sample Document 10.pdf
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1 LOREM IPSUM

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Nunc pretium euismod varius. Nulla eleifend,
dolor eget sodales ornare, ligula erat elementum eros, et accumsan odio nunc sed dolor. Curabitur
malesuada sit amet lectus at euismod. Nullam lacus ante, pellentesque vel ipsum ut, vulputate aliquet
erat. Praesent bibendum ac justo a porta. Quisque ullamcorper neque enim, blandit cursus turpis
egestas vitae. Vestibulum tortor sapien, scelerisque in odio ut, blandit euismod augue. Proin id
pharetra lectus. Morbi pellentesque rhoncus iaculis. Proin cursus ante ac mollis viverra, Pellentesque
habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Sed dolor purus,
pulvinar ac dolor id, semper bibendum erat. Phasellus vel turpis quis enim congue laoreet at sit amet

lacus. Aliquam ultrices commodo sapien sed feugiat.
1Al LOREM IPSUM

Praesent hendrerit pharetra erat id vulputate. Donec ultrices malesuada ante in consectetur. Nunc
Vitae urna ac purus consectetur congue eget ac est. Aenean pretium ultricies leo, ut ornare ligula
viverra sit amet. Sed accumsan eros massa, eu porttitor tellus blandit sed. Integer nibh ante,
fermentum et facilisis nec, blandit sit amet est. Nullam vestibulum, arcu a sollicitudin tempus, orci
lacus convallis enim, et elementum lorem leo a dolor. Aliquam mollis purus quis posuere sollicitudin.

Aenean id tempus libero. Nullam elementum purus ut dignissim tincidunt. Sed sollicitudin enim

ipsum, ac ultricies lectus feugiat ut. Cras luctus mi lacinia neque congue bibendum. Maecenas justo

augue, aliquam at ipsum in, condimentum porttitor est.

Phasellus vitae adipiscing magna. Maecenas pretium erat nibh, egestas dictum dolor euismod et.
Quisque accumsan metus malesuada, hendrerit ipsum sit amet, porta est. Maecenas interdum sit

amet quam sed egestas. Fusce at pulvinar erat. Nullam feugiat nisl et luctus pharetra. Phasellus vitae

augue malesuada purus scelerisque viverra id in dui. Nullam non imperdiet nulla. In hac habitasse

(J Mark as completed

@ Info

Available in Documents Application Course

Likely for administrators/responsible users only:

e Review Draft: Users can access modules in draft status
e View Statistics: Users can view the 'Audit' tab

e Edit: User can edit the module

e Delete: User can delete the module

5. Click into the 'Tutors' tab and consider entering these.

Entered tutors will appear in the module for users to identify who to contact about the content or receive help.



& Learning > Courses > Onboarding Training > Policy Manager (+] ®

Policy Manager @ G2 @

@® Module information &3 View in full screen

claromentis

DIGITAL WORKPLACE Introduction to Policy Manager

Policy Manager
Application (v10)

Creating and Updating Policies

YOU COMPLETED 0% ° I

Not passed yet

‘Welcome to the Policy Manager Application course!

In this course, you'll learn how to set up and manage the Policy > DETAILS

Manager application.

‘We'll walk through creating, storing, and distributing policies | Viewing And Accepting Policies
across your organisation, configuring categories, and tracking

user acknowledgements. 9 I

By the end, you'll be able to create, maintain, and manage Not passed yet
policies to ensure compliance and consistency over time. S
@ Info € Tutors
Available in Onboarding Training , Policy Manager application Q Abigail Clark
Owner Claromentis Administrator
Date created 08-05-2026 12:36

6. Click into the 'Advanced' tab and change the settings if needed.

None of these options are mandatory, and a module will function perfectly without them set.

* Learning > Courses > Onboarding Training > Policy Manager > Edit o O

] Details @ Tutors P Permission €§3 Advanced

Email Reminder

Send a reminder email if user(s) has not yet completed module within

7 Days

Set to 0 to turn off reminders

Module Validity
User(s) will be required to re-take this module after a certain time

Completion of this module is only valid for...
] Year(s) ~

Advanced Rule

Users must have completed at least one module in each module group in order to access this module.

Select modules Search for a module

+ Add module group

o Email Reminder: A reminder email will be triggered for users who are 'in progress' in a module but have not yet completed it. ('0" will prevent
reminders)

e Module Validity: How long user completion remains in place before the system resets it (leave as '0' to set no validity timeframe)

e Advanced Rule: Prerequisite module(s) user(s) must complete prior to starting the module.

7. Click 'Submit' to save and create your module in the chosen status.

The page will reload, and the module will now appear in the Course. It will be greyed out as it cannot be taken until the user enrols on the Course.
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cloromentis (Cromns  ew © 8 & @

Home  Company ¥  Meetthe Team  Department v  Dashboards v  E-Form Examples v  Learning  Projects  Book a Demo Module has been
V successfully modified

- Learning > Courses > Policy Manager application

i= Modules ] Manage modules I||| Audit

R CGLTE  Select modules

{4 EditModule €2
Policy Manager application (poLicy1)

Draft

A course about setting up and managing the Policy
Manager application

Expected
duration 9]
Category Claromentis

8. Add more modules to the Course (if appropriate) by using the 'select module' button in the 'manage modules' tab:

®  Learning > Courses > Policy Manager application Qo O

Modules [0J Manage modules il Audit

Rl U\ GLTTEM  Select modules
)

Mark as completed [4 Edit Module ()

Policy Manager application (poLicyn)

Draft

A course about setting up and managing the Policy
Manager application

Expected
duration o]

Check the box against all modules you want to add, scroll down and click '‘Done' to apply.
The modules will now appear in the Course.

Once all modules have been added, users are ready to complete the Course.

@ Learning > Courses > Policy Manager application Qo O
Modules [0J Manage modules ||||| Audit
ey
ID Name Type Created By Last Modified Status
@y B Add numbers in Excel 2013 Module Claromentis 15-04-2015
Administrator 16:01
O | 13 Apply and change a theme Module Claromentis 06-07-2017
= Administrator 12:50
®
O § 14 Apply transitions between slides Module Claromentis 15-04-2015
Administrator 16:02
Policy Manager application (poLicy1)
Draft Ofz2 Basic math in Excel Module Claromentis 15-04-2015
Administrator 16:01
A course about setting up and managing the Policy
Manager application [ Create a chart Module Claromentis 15-04-2015
Administrator 16:06
Expected E’J
duration O § 15  Create speaker notes Module Claromentis 15-04-2015
Administrator 16:08
Category Claromentis
- . Ofa Create your first Excel 2013 Module Claromentis 15-04-2015
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- Independently

If you haven't created a Course to house a module yet, modules can still be created using the 'Add module' facility on the front end of the application and
assigned to appear in a Course later on.

1. Open the front end of the Course application and click 'Add new".

®  Learning Learning > Courses % @
FILTER BY n Sort by: A-Z Z-A Recently Added
I All Courses 5
-
Mandatory 0
Enrolled 1 T \ X N
In Progress 4
Completed 0
Basic Claromentis Training Basic Excel Training Documents Application ... Onboarding Training
Draft 1 Two overview modules and a As we have migrated away An e-learning course to An e-learning course to
b fro... guid... guid...
Archive 0
CATEGORIES

| Al Categories

Claromentis

Franchisee Training

People Application Course

2. In the pop-up that appears, click 'New module”:

Add to Learning

Course Module
Add new learning course Add a new learning module

New course New module

3. Fill out the 4 tabs as necessary - Module details, tutors, permissions & advanced.

More information about each is detailed above.

4. Click 'Submit' once ready to create the module.

5. The module can be found by those with permissions, but it has not been used in a Course yet.
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Cloromenhs ¢ Askanything 1229 € 3 de @

Home ‘Company v Meet the Team Department v Dashboards v E-Form Examples v Learning Projects Book a Demo

31 Learning > Courses > Modules > Onboarding training

Onboarding training &

@ Module information

This module has not been assigned to any courses or you may not have permission

@ Info € Tutors

Available in Claromentis Administrator
Module author

Owner Claromentis Administrator

Date created 08-05-2026 12:29

Last modified 08-05-2026 12:29 by Claromentis Administrator

6. Once it is ready to be added, a user with'Edit course' permissions can navigate to the Course in question, open its 'Manage module' tab and select it
from the list using the browsing option:

Q Learning > Courses > People Application Course [+ ®

= Modules 07 Manage modules il Audit
Rl G LITTEN | Select modules

People Application Course

[ I} T

.‘ We'll cover 4 key elements of the People application. Each section will take approximately 8
minutes to complete. The whole module should take around 30 minutes to
complete. However, we recommend that you pause the module when you need to, and take
the time to apply the steps you have learnt. After each section is a short quiz.

People Application Course Length: 30 minutes

An e-learning course to guide you through the
People application, adding users and maintaining
user information correctly.

Mark as completed 4 Edit Module ~ CD

Qiartad S 2 A_AG. 20201007

Once all modules have been added, users are ready to complete the Course.

Created on 8 May 2026 by Hannah Door. Last modified on 28 May 2026
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