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Creating a New Trackable Document Asset 
This reference guide describes how to create a New Trackable Document Asset. 

 

Step 1: Go to the hamburger menu (top right hand 
corner of the screen) and select Manage Learning. 
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Step 2: Select Manage Learning Assets. 
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Step 3: Select Add Learning Asset button. 
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Step 4: Select New Trackable Document 
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Step 5: Type the Asset name in the Name dialogue 
box. 

The Identifier will be auto generated. 

 

Step 6: Give a brief description and outline of this 
Asset in the Description text field. 

 

Step 7:  Browse and select the document to upload 
by clicking Select file e.g. PDF document, audio, 
video. 

Alternatively, select External URL to add applicable 
web link to a web page or You Tube. 
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Step 8: Enter Page Counter if appropriate. 

Step 9: Enter Duration e.g. estimated reading time. 

You can add a verification step where the 
learner must access the document then click a 
checkbox declaring they have read and 
understood it.  To do so, click and select 
Verification Checkbox from the drop down 
menu. 

Step 10: Enter the document Author. 

Step 11: Select Save Trackable Document. 
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Select Add it now if you would like to add this 
asset to a Catalogue otherwise continue 
creating additional assets that will comprise 
your Course. 

 

 


