Chapter 22

Diplomas — A Printed Record of Completed

Training

A printed diploma proves that a learner has successfully completed the requirements of
a learning activity (instructor-led and e-learning). The Academy makes diplomas
available to learners, and to administrators who have the appropriate permissions.

This chapter discusses how to create and print diplomas. The topics cover:

e Introducing the Diploma Template

e Locating and Viewing the Diploma

e Printing the Diploma

e Creating the Diploma Template (Academy administrators only)
e Uploading the Diploma Template (Academy administrators only)

Introducing the Diploma Template

When learners complete a learning activity successfully, the Academy makes a diploma
available for viewing and printing. The diploma template is associated with a domain. At
this time, only one diploma is available for all learning activities under a domain; that is,

both instructor-led and e-learning activities share the same diploma template.

Your Logo

Certificate of Completion

Your Training Team recognizes:
Souser_name%%o

fiar the successful completion of

Soactivity_name%o

aon %completion_dateds

Your Logo

Audience for this Guide
This guide was written for
Academy administrators and
training coordinators who are
experienced in creating
HTML Web sites with
Dreamweaver 8.

If you do not have
Dreamweaver, you may be
able to use another HTML
editor (MS FrontPage, etc.)

Figure 1: Example of the Global domain’s diploma template created by the Training Department.

Later in this document, you will find detailed instructions on how to create and upload a
diploma template to your business unit's domain.

Additional instructions published by Jenise Cook (10/2008).

10f 16
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Locating and Viewing the Diploma

Both learners and administrators can view the diploma for an activity that has been
successfully completed. Learners can view the diploma from Learner mode. In
Administrator mode, Academy administrators and training coordinators can view the
diploma from the completed activity’s Roster screen.

Locating and Viewing Diplomas from a Completed Activity (Learners)
To locate a completed activity’s diploma from the Transcript:

1. From the Learn menu, click Learning Activity Reports > Training Transcript.

2. Find the learning activity you want then click on the activity’s title to view the
Activity Details screen.

3. Click the diploma icon. The diploma opens in a new browser window.

= Progress Details
Below are the detail: sbout your registration and progress towands completing this activity .

@ eLearrung Courie: g Statms: Armended

This course will show you the fundamentals of Pacific Life - the kistory, the culture, and what

Qrisntation
Activity Description: "H

you can do i succeed i

Atte mpt History: o o
® Complated sa 9FL0VI00T Paised Grade: 100 Seore: 100 (via sthraby) SR bl

Figure 2: The diploma icon is on the right-hand side. The icon looks like a cetrtificate.

Locating and Viewing Diplomas from the Activity’s Roster (Administrators)
To locate a diploma for learners who completed an activity successfully:

1. From Administrator mode, go to Learning Activities and search for the activity
you need.

2. Click the activity’s Manage Roster icon. On the Activity Roster screen, you can
view the diploma by selecting each individual learner.

3. Select the check box to the left of the learner’'s name for whom you want to view
(and print) a diploma.

4. Under the Reports box on the left side of the screen, click Activity Completion
Diploma. The diploma opens in a new browser window.

Reports b
Activity Sign-in Sheet
Activity Completion.Diplams
Activity Mame Tent

Activity Evaluations

Figure 3: The Activity Completion Diploma link under Reports on the Activity Roster screen.
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Printing the Diploma

The instructions for printing a diploma are the same for both learners and administrators.
(Note: The learner must successfully complete the activity for the diploma to display

inside a new browser window.)

Preparing the Internet Explorer 6.x SP 2 Web Browser

Before printing the diploma, users may need to verify that their Internet Explorer browser
settings will print the background images used in the diploma template.

1. Open your browser and click the Tools menu item.

2. From the drop-down menu list, select Internet Options...

3. On the Internet Options dialog window, click the Advanced tab.

4. ScroII down aImost to the bottom of the scroll bar to reach the Printing section.

e AT = et =

Settlngs

Cﬁ Frinting

Print background colors and images
V3 Saachfromthedddessbar ..

5. Select the checkbox for Print background colors and images, then click OK.

These instructions are included in the FAQs on the Academy’s Learner, Manager, and

Administrator home pages.

Print the Diploma

With the diploma open in its own browser window:

6. At the top-right corner of the diploma, click the Print button.

7. A printer properties window will open. The orientation of the diploma template is
Portrait. Click the Preferences button and verify that your printer is set up to print
in Portrait (not Landscape) format.

LT 2ix|
General Igﬂm|
Select Prntes
ﬂ 7
P-&C1 on
cco-prt-01 _|
L |
Statur:  Heady Freferences
Location: -:".»..u )

Figure 4: One example of a printer Properties dialog window. Select the “Preferences” button.
8. Click OK, and then click the Print button to send the diploma to your printer.

9. Close the diploma’s browser window.
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Creating the Diploma Template

Introduction

A diploma template is an HTML file named index.htm (Note: it must be a *.htm
extension, not *.html). The template can be a group of HTML files, image files, and style
sheets. The group of files must be zipped together in a *.zip file for uploading to the
Academy. (See “Uploading the Diploma Template”.)

The Academy displays a learner’s name and other information in a diploma by inserting
values in data placeholders. The data placeholders listed below are used in the
Academy diploma template designed by the Training Department:

o %user _name%
e %activity_name%
o  %completion_date%

SumTotal Systems makes additional placeholders available. If you modify your domain’s
existing diploma template by adding or removing placeholders, you will modify it for all
learning activities in your domain, both instructor-led and e-learning. The additional
placeholders are:

e  %grade%
e  %score%
e  %today%

Additional instructions published by Jenise Cook (10/2007) 4 0f 16



Chapter 22: Diplomas — A Printed Record of Completed Training

Creating the Diploma Template (cont’d)

HTML File for the Diploma Template: Design View

The Training Department created its diploma template using Adobe (Macromedia)
Dreamweaver®. In Dreamweaver, you create or revise the diploma template in Design
View. The figure below shows the diploma’s GIF image set into the background of a
table. It measures 750 pixels by 580 pixles. The table’s rows contain the data
placeholders.

— |
i

| Cortificate of Cranpletion | Pac | [ f g I &3 | ™ E_ =N
X ]

Your Logo

Certificate of Completion

Your Training Team recognizes:

%user_name%

for the successful completion of

Yoactivity_name%e

on YoompleBon_date%

Your Logo

Figure 5: The data placeholders in the diploma template in Dreamweaver’s Design View. Global domain.
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Creating the Diploma Template (cont’d)

HTML File for the Diploma Template: Code View

You can verify the HTML code, the data placeholders, and the style sheet properties in
your HTML diploma template by switching to Dreamweaver’s Code View.

‘Iﬂl_._-dbﬁlg'll Titkex | Cortficate of Completon | P [, R N @i | O AL B
- CisTyled
s £/heads
s
(]
= <hodys
cable widrthe™750" height="560" berdear="0" alime"center™ backgroundes™cepeificars, gif” ide"border"™
iy
@ Ith="750" heighr="L00" align="lLlefc™ backgeoumd="2pl00, gif" acope="col™>Gnbap:
- td widthe"750" height="L00" align="Lleft” backgrounds"splll. git"»iebhep:
LE) £
Q ! drh="T50" height="1Z5" align="ceénter"><span classe"eaplanl">¥user namsy<pparo-</ ol
el h
u
|_?- td width="750" height="50" align="center™ claza-"eupName™><span cless=factivity >Racrivicy_ramet §apanis< td
af
. 2 dth="T80" height="45" slign=“center"><span classs"completelate">cf Scompletion dated £/ spars{/td
M s TT50" heighe="40" aligne="cencer” class-"accivicy -CnbEp
ridihe="T50" heilght="30" align="cenier”™ claza="completeDate ™ >Gnhep:
ah e
< /body>
< /heals

Figure 6: The data placeholders in this example are highlighted in yellow, in Dreamweaver’s Code View.

Managing the Template Site in Dreamweaver

Dreamweaver recommends that you create a “site” inside the program to manage all the
files that create the HTML template. The other files can include images and style sheets.

The images on the pages that follow show the properties for the diploma “site” the
Training Department used to create the template.
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Creating the Diploma Template (cont’d)

Managing the Template Site in Dreamweaver (cont’d)

ii * Files

NS

hesets | Snippeks

IEhDipII:umas j ILDE-3| wigw j E‘d Cc | o fH I Tk | 5

Ea Site - Diplomas : ADiplomas_Certificates)
EII non'ebltemshocs
ElEi\ ZipTheseFiles
@ certificate.gif

gl indeschim
i e @& sploo.gif
b C@ diploma. zip

The files used by the Training
Department. You may create
and use different files.

Figure 5: The Managed Site and Files directory in Dreamweaver for the Global domain’s diploma template.

Cascading Style Sheet Properties
The three style rules correspond to the data placeholders:

.empName Y%user_name%
.activity Y%activity name%
.completeDate | %completion_date%

B 4

i w595 =
' Cs5 Styles W oA
Al Current
All Rules
= ::_style::-
........ .El'l'II:INEIrI'IE

e aCkivEy
i completebate

Figure 6: The CSS Styles window inside Dreamweaver, and the three style rules for the diploma template.
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Creating the Diploma Template (cont’d)

Cascading Style Sheet Properties (cont’d)

B B
i wres is

=

235 Skyles

all Current

All Rules

E =style=

........ Iacti\-‘it‘:,-'
Hoe Icgmp|etEDatE

Properties for ".empMame"

calar B #ooooon

Fonk-Farmily Merdana, Arial, Helvetica, sans-serif
fonk-size ZEpK

Fonk-skyle ikalic

Fonk-vweight bold

Add Property

Figure 7: The properties for style rule .empName that format the data placeholder %user_name%.

B B
i wes =

=

55 Styles

All urrent

All Rules

=l «styvle=
e EmpMaMmE

i complebeDate

Properties For ".activity"

calar Bl #ooooo0

Fank-Farnily Werdana, Arial, Helvetica, sans-setif
fFonk-size 18px

Fonk-skyle italic

Fonk-weight bold

Add Property:

Figure 8: The properties for style rule .activity that format the data placeholder %activity_name%.
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Creating the Diploma Template (cont’d)

Cascading Style Sheet Properties (cont’d)

B i
i wss =

=

35 Skyles
all Current

All Rules

E astyle=
........ .empharme
o, activity

.completeDate

Properties for ".completeDate"

calar Bl #ooooo0
Fonk-Farnily Werdana, Arial, Helvetica, sans-setif
fonk-size 1dpi

add Properky

Figure 9: The properties for style rule .completeDate that format the data placeholder %completion_date%.

After you have created a *.htm file that defines the text and appearance of the Academy
diploma template, you can upload the template in Administrator mode.
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Uploading the Diploma Template

A diploma template is associated with a domain. For the Academy, the diploma template
is associated with the Global domain. This means one template for all learning activities.
When an administrator uploads a new/different diploma template, the original (or current)
template is overwritten and removed from all learning activities.

How to Upload a Diploma template
Before you begin, make sure you are in Administrator mode and in the Global domain.

1. Click the System menu, choose Domain Settings, and select Diploma
Template.

2. On the Add Activity Completion Diploma Template screen, click Browse.

Your Logo AR VR RO by

Feeirad By S e

Erp— Buein Lram Bevmwries Sy slem

Add Activity Completion Diploma Template

Thaa page alowe T B0 uplcad & ismg A8 whAn HEre) g advvly Splema. Bresss and koale & o Ale that andluden o e naemeed Tides R, Thees, clde

Uplamd
Fis
I |

Uplead Lance

Figure 10: Location of both the Browse and the Upload buttons.
3. Select the name of the *.zip file that contains the diploma template.
4. Click the Upload button.

If the *.* extension you used to name your template file is *.html, you will receive the
following error message. The correct file extension is *.htm:

Your Logo ARORPRROR T p—
o Favarnd iy G lakal
Hanage [ ITTE1Y I.\n Resourc ra System
3} The rip file does not contain am indes.htm file.

Add Activity Completion Diploma Template

Ther pagh albows v 1o wplosd & inmplyie Br wbs shen issurng bearming s0iviy dplimed, Browss s bacete 5 s Pis thet indhodes & e named "nden how', Thea, clidk
Upload

Erimere

Ihpload Camcel

Figure 11: Error message: “The zip file does not contain an index.htm file.”
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Uploading the Diploma Template (cont’d)

Verifying a Successful Upload

Once you have uploaded the diploma template, check to make sure it displays and prints
correctly. Go to any learning activity, then follow the instructions in this guide for locating

and printing a diploma template (see pages 2 and 3).

ity Cotah
* Catesve Dotals

1 'Wank Te #
* Bpoyter myjed
* Epgwier oifen
" Cancel seaniraian
" bl b Wvaine

B r-Lasrning Crunie

Statun: Regaborad

Activifly Destriplion:

Asamas Flan Learn
v .
Activity Details
Genersl Detail 1| (@) Pregress Getails
" Progrsss Carad Below ase e detadi about your Feguilralioh a8l progredd tomardd comaletng this etivty

= Thin asctieity Fubilly the daliowng sctivites

ECanduct

Attrmpt History:
= emplated oh &L

4 coagris o regrred and m

i B pnsdad and reipanad
A of th Cade of Bunararrs Condk:

st ba comphated

e araosted wih

Figure 12: The diploma icon in the lower-right area of a learning activity’s Details screen. (Learner Mode)
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Appendix A: Dreamweaver Site Definition for “Diploma”

Site Definition for Diplomas e
Basic I Advanced | f

ftacd £
Site Definition pE=1 - >

Editing Files Testing Files Shating Files

A site, in Macromedia Dreapweaver, is a collection of files and Folders that corresponds ko a
website on a server,

What would wou like bo name your sike?

Example: mysite

What is the HTTP Address (URL) of wour site?
[ bt/

Example; http: fhaas, myHosk, com/mySite

IF wou want o work, directhy on the server using FTP or RDS, wou should create an FTP or RDS
server connection, Working directly on the server does not allow vou to perform sitewide
opetations like link checking or site reparts,

.-h.\-"\\,\_hﬁ#-.-n-‘h. M‘._ -r M ."“"_"""‘""*“‘,-H“‘M'-"'""-'

Figure A1: Under the Basic setup, this is step 1. Complete only the top text field.

Site Definition For Diplomas

Basic | fdvanced I

Exe) E
Site Definition =ja -

Editing Files, Part 2 Testing Files Shating Files

Do pau want bo work, with & server technology such as CaldFusion, ASP.HET, ASF, JSP, or FHP?

% Mo, | do not want to use a server technology,
ez, | want to uze a server technology.

R I W T - - T e e I ol A e

Figure A2: This is step 2. Select the first (top) radio button.
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Site Definition for Diplomas

Basic | Sivanced I

L

k] E
Site Definition =)&) - >

Editing Files, Part 3 Testing Files Sharing Files

How do you want to work with wour files during development’?

{+ Edit local copies on my maching, then upload to server when ready [recommended]

" Edit directly on server using local netwark

i

|
)
J

gy NS N R VO S PSR ey LN

Figure A3: For step 3, select to top radio button and click the Folder icon to browse to your files.

Site Definition for Diplomas

Basic | Advanced I

;

Site Definition

Editing Files Testing Files Sharing Files

Haow do pou connect b paur remote server?

“What folder on pour zerver do yow want o zhore your files in?
Diplomas_Certficates | [0

|
¥ Riefresh remate file list autornatically ;
NPT U NP N L ST SRR L S

Figure A4: In step 4, connection is local, click the Folder to browse to your files, and select Refresh.
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Site Definition for Diplomas

Basic I Advanced I

Site Definition

Editing Files Testing Files Sharing Files, Part 2

Do wou want to enable checking in and checking out files, to ensure that you and your co-workers
cannot edit the zame file at the zame time?

" ‘Yes, enable check in and check out,

& Mo, do not enable check in and check out. }
- SRR S T v S S YR T W T TP SRS SR N

Figure AG6: For step 6, disable check in and check out.

Site Definition for Diplomas

Basic I Advanced I

Site Definition

Your zite haz the following settings:

Local info:
Site Mame: Diplomaz
Local Boot Falder: . o v v e cver v v vy sDIplomas_Certificatesh

Remote info:
Access: Local/Metwark,

Remaote Folder: ©° 2.0 202200 0 2L /Diplomaz_Certificates,
Check-indcheck-out: Dizabled.

Testing server:

4
Accezs: 'l zet thiz up later. ;
P 4

Tour zite can be further configured uzing the Advanced T ab.

RIS S T N PR W e

Figure A7: Step 7 shows the properties you selected. You are done!
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Appendix B: Diploma Template in Dreamweaver’s
Design View

I::blod-y = [<table#border =

- (%) Q [100% v|7eex4aav [2k [ 1 sec |
T ¥ Properties .v. =
EJE Table 1d Rows |? W |?50 Ipixels j CellPad | Align ICenter j Class INone j %
[border = | cols |1 H[seo |pizels =| celspace [  Border[n
@ ﬂ ﬂ Eq color I_Hi Erdr color Dli
E ﬂ M Bg Image | certificate, gif &% 1) "

Figure B1: The table has most of the diploma design in a background image: certificate.gif

Your Logo

Certificate of Completion

Your Training Team recognizes:

for the successful completion of

Your Logo

data placeholders you will use.

Figure B2: The background image, certificate.gif, and the diploma’s look-and-feel. You can create your own
background image, for your Division’s domain diploma template. Make sure you leave white space for the
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%user_name%|

—
==
L1y

for the successful completion of

—
AL
IRERENEET]

%activity_name%

—
==
il

on %completion_date%

: | =
<body> <tabledborder= <tr> <td= <span.empMame:= [T G [100% v ||786x 439w 2K [ 1 sec
0 I +

ii v Properties i=

Format [Hone s elampN-] == | (B2 | ink | i = %
Fort [ verdana, arid, v] size[26 ] [piels ¥ ﬂ|#uuuunn Target|_L,

:_,':I Cell Harz Im e W MNowrap [~ Bg | L 2

— g E Wert Im HIE Header [ Bq D| Brdr ul

Figure B3: The properties for the row containing the %user_name% data placeholder.

Bl el ot e T T R A
I ]
0 Ss
% activity_name%

E
e d

: on %completion_date% | | =l
<hody> <table#border= <tr> <td> <span.completelate = [ | O [100% ~|[786 x 439w [2K [ 1 sec

ii v Properties

=

EI Linkl FlaeD %

FormatINone j Stylel complete[)aj 55 | B | I | £ |§

Fant I werdana, Arial, j Sizel 14 j Ipixels j ﬂ| #000000 i=

|:g cell Harz lm ! ,ﬁ Mowrap [~ Bg | L 3 | Page Properties. .. I
I-I-I
| 3E|  wvert IDefauIt 'l H 45 Header T Bg [ _ | erdr [ |

s
El 1=
<hbody> <table#border > <tr> <td> <span.completeDate> 786 % 439 % [2K [ 1 e
-
ii * Properties =
Format |rane x| stvie| completeDa x| _cs5 | B|f|_ (=1 %
Fonk | Werdana, Arial,j Size | 14 jlpixelsj EHUUUUUU j
|=$ Call Harz ICenter 'l W | 750 Mowrap [T Bg | L Page Properties. .. I
I-I-I
g E Wert IDefauIt 'l H 45 Header [ Eg D| Erdr ul -

Figure B5: The properties for the row containing the %completion_date% data placeholder.
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