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Checklist for a new project

David Berg - 2024-07-29 - Getting started

In this article, we will go through a checklist for creating a new project and things that can be helpful to know
before rolling out the course to your participants.

Note

Calendar invitations

Social Features

Automated Communication

e Expiration Days

Catalog

Publish your changes

Calendar invitations

Before rolling out your course, it is important to check your calendar invitations, which can be found under the
project's "Settings"
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Language
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Show progress
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Managed by team

Expiration (days) @
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Filters

The following fields are optional and won't impact the course settings nor visibility; instead, they're solely for assisting learners in filtering these values within the catalog.

If you have an event (please read more about events here) in your course, and the calendar invitations are
turned on, then the participants will receive calendar invitations for every event in the course.

It's essential to check if you want this function enabled or not.
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Social Features

(Can be read more about here). This function can be found under the project's settings.
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Filters

The following fields are optional and won't impact the course settings nor visibility; instead, they're solely for assisting learners in filtering these values within the catalog.

If you want to allow your participants to comment on different activities, then Social Features should be turned
on. If you don't want participants to comment on the activities, then it should be turned off.

NOTE: When Social Features are turned on, an email will be sent out with updates on the different comments to
the learners. With Discussion Notifications, you have the option to enable/disable the email notifications sent to
your participants.
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Therefore, it is important to consider whether you want this email update to be sent out to your participants or
not.

Automated Communication

(Can be read more about here).
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Before rolling out a course to your participants, it can be important to check if there is any Automated
Communication in your course. This can be found here:
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No communications have been added

This can, for example, occur if you have copied the course and the previous project had some automated
communications. Then it is important to check these and see if there is anything that you need.

If you have some automated communication that you want to use, it can be important to test the automated
communications, for example, by adding yourself as a test user.

Expiration Days

To ensure that participants do not have access to the course for too long, it can be important to use Expiration
days (read more about it here) to prevent an increase in too many active users. You can read more about active
users here and how to clear active users here.

The Expiration days function can be found under the project’s Settings:
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Filters

The following fields are optional and won't impact the course settings nor visibility; instead, they're solely for assisting learners i filtering these values within the catalog.
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Catalog

(Read more about the catalog builder here. Catalog is available from the price plan Professional): Before adding
participants to your project, it can be important to check if the project should be available in the catalog or not.

You can check this under the tab in the project menu named “Course Page”.
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When you enter the page, you will find information about whether the course should be visible or not in the
catalog builder. If you press the “Edit Course Page” button, you can receive information about the settings in the
course catalog. Please read more here about the course settings that can be found in the catalog builder.

Publish your changes

Before rolling out the course to your participants, it can be important to ensure that you have published the
changes you have made to the course. Publishing means that the changes will take effect immediately on your
project. You can read more about this function here. You can find the publish button below and in the course

builder:
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Add an award

Course templates

Settings
If you wish to reward learners who
complete a course with an award, go
to the Library to create a certificate or
diploma. Afterward, go to the
"Overview" tab in the project menu to
add it under "Awards".

Add an award
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Note: certificates are available from
the professional price plan. Diplomas
are available from the starter price
plan.

Video editor v
Find our integrated video editor

Start editing

\ + New Activity )

Awards

Knowledge Base article
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Introduction
Social features @

Chat

Automated communication
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Optional
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Publish Your Updated Course Design

Your updated course design will not be available to participants until you have clicked the button below and entered any required information.

ard changes to Course Design
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