
                                                

 
Create and Publish your e-learning 

 
 

One of the benefits of joining Learning Pool is the immediate access you have to over 150 e-learning 
courses, the majority of which are available for you to repurpose. 
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This simple tutorial document gives three step by step guides to 
 

¶ downloading an e-learning module from the Learning Pool catalogue 

¶ repurposing and publishing that module using the Authoring tool 

¶ uploading your course into your Learning Pool DLE 
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Part 1: Downloading a course from the Learning Pool catalogue 
 
 

Step 1:  Go to www.learningpool.com and log in using your username and password.  
 

`     

 
 
 

 

Step 2:  Locate and choose the Courses tab  

 
 

Step 3:  On the right of the screen enter a keyword 
relating to your chosen subject in the search box. 
  
 

 
 
 

 
 

 

Remember:  you can only repurpose Quick Builds and 
Tailored courses.  You ŎŀƴΩǘ repurpose Commissioned 
courses. 
 
 
 
 

Step 4:  hƴŎŜ ȅƻǳΩǾŜ found the ŎƻǳǊǎŜ ȅƻǳΩǊŜ looking for select the Preview option so you can look through 
the course before downloading. 
 

 
 

Top TipΥ  LŦ ȅƻǳ ƘŀǾŜƴΩǘ Ǝƻǘ ŀ ǳǎŜǊƴŀƳŜ ƻǊ ȅƻǳΩǾŜ ŦƻǊƎƻǘǘŜƴ ȅƻǳǊ ǇŀǎǎǿƻǊŘ ǎƛƳǇƭȅ ŜƳŀƛƭ 
support@learningpool.com or call 0845 543 6033. 
 

Top Tip:  By typing 2009 in the Keyword window 
ȅƻǳΩƭƭ ǊŜǘǳǊƴ ŀƭƭ ǘƘŜ ƭŀǘŜǎǘ vǳƛŎƪ .ǳƛƭŘǎΦ 
 

Note:  you can also locate courses via the Category 
tab and leaf through the topics available. 
 

http://www.learningpool.com/
mailto:support@learningpool.com
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Step 5: Once you are happy with your choice click on Download and save the file to your computer or 
network system, remembering where you saved it. 
 
 
 
 
You will have downloaded a zip file which you now need to extract the files before you 
can begin repurposing. 
 
 
Step 6:  To extract the files simply right click on the folder and choose Extract All... 
 
 

 
 

 
 
 

Step 8:  From the next screen, check to make sure 
that the destination is acceptable. 
 
Click the Next button again.  
 

Step 7:  When the Extraction Wizard window 
appears click the Next button.  
 

Top tip:  {ƻƳŜ !ǳǘƘƻǊƛǘƛŜǎ ŘƻƴΩǘ ŀƭƭƻǿ ŘƻǿƴƭƻŀŘƛƴƎ ŀƴŘ ȅƻǳ Ƴŀȅ ƘŀǾŜ ǘƻ ƛƴǾƻƭǾŜ ȅƻǳǊ L¢ ǎǘŀŦŦ ŀǘ 
this stage. 
 



                                                

www.learningpool.com Page 4                                                                      Help desk| 0845 543 6033 

 

 
 

 
 
 

¢ƘŀǘΩǎ ƛǘ ŦƻǊ Part 1.  You will now have downloaded a course and extracted, it ready for use.   
 
LŦ ȅƻǳΩǾŜ ŜȄǇŜǊƛŜƴŎŜŘ ŀƴȅ ŘƛŦŦƛŎǳƭǘƛŜǎ ƻǊ ƘŀǾŜ ŀƴȅ ǉǳŜǎǘƛƻƴǎ ŀōƻǳǘ Ƙƻǿ ǘƻ ŘƻǿƴƭƻŀŘ ŀ ŎƻǳǊǎŜ ŦǊƻƳ ǘƘŜ 
Learning Pool catalogue please email support@learningpool.com or call 0845 543 6033 for help. 
 
Part 2 shows how to take your course into the Authoring Tool, make changes and then publish it 
appropriately. 

Step 9:  The extraction takes place and 
all the files that were in that zip folder 
are now unpacked into the folder that 
you just agreed to.  
 
The final screen of the Extraction 
Wizard allows you to show the 
ŜȄǘǊŀŎǘŜŘ ŦƛƭŜǎ ōǳǘ ȅƻǳ ŘƻƴΩǘ ƴŜŜŘ ǘƻ Řƻ 
this at this stage so click Cancel to 
finish.  
 

mailto:support@learningpool.com
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Part 2:  Repurposing your course with the Authoring Tool  
 
 
This section will take you through a couple of basic changes to a course and show you how to publish your 
work in the correct format to upload it to your DLE.  The following information assumes a little previous 
knowledge of the Authoring Tool.   
 
 

Step 1:  Start by opening the Authoring Tool. 
 
 
 
 
Step 2:  Then use File, Open Project and browse to where you extracted your files. Select the appropriate 
file and open it. 
 
You now have control of this piece of e-learning and you can do whatever you want with it. 
 
One of the most common things that members need to do is to re-brand a module so that it fits with their 
ƻǿƴ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ōǊŀƴŘƛƴƎ ŀƴŘ ǘƘŜ look and feel of the course sits nicely with their DLE branding. 
 
hŦǘŜƴ ȅƻǳ ǿƛƭƭ ǎŜŜ ŀƴƻǘƘŜǊ ǳǎŜǊΩǎ ƭƻƎƻ ƛƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ ƳƻŘǳƭŜ you downloaded, like this: 
 

 
 
 

To remove or replace the logo (if there is one) see Step 3 below. 
 

Step 3:  Look at the information on the right side of the edit window (if you have been clicking around 
simply select the project title from the very top of the folder list on the left). 
 
The writing and numbers in red indicate that there is a logo in place (you are seeing its dimensions) 
 

 

Top tip:  For more information about the Authoring tool, including how to download and register 
your version, please visit www.learningpool.com/create  

http://www.learningpool.com/create
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Step 4:  Click Reset to remove the current image and then Browse to locate your own image if you wish to 
insert it. 
 
Many of our customers have now dropped the small logo in favour of a customised background like these: 
 

   
 

 
 

LŦ ȅƻǳ ŀǊŜ ǳǎƛƴƎ ǘƘŜ !ǳǘƘƻǊƛƴƎ ¢ƻƻƭ ŀƴŘ ȅƻǳ ƘŀǾŜƴΩǘ Ǝƻǘ ŀ ŎǳǎǘƻƳƛǎŜŘ ōŀŎƪƎǊƻǳƴŘ Ƨǳǎǘ ŎƻƴǘŀŎǘ ȅƻǳǊ 
Account Manager or email support@learningpool.com to request one. 
 
If you already have a custom background the following steps show you how to use it. 
 
Step 5:  Again from the first edit screen (right hand side), look for and click the Design button.  
 

 
 

mailto:support@learningpool.com
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Step 6:  The window that appears now allows you to select the colour of your 
buttons, change your background design or add a fade between pages. 
 
 
Here I would like you to click the Change Backgrounds button. 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
Step 8:  Once you have located your three background sections, click OK and then Preview Project from 
the File menu. 
 
OK.  [ŜǘΩǎ ŀǎǎǳƳŜ ǘƘŀǘ ȅƻǳ ƘŀǾŜ ƳŀŘŜ ŀƭƭ ǘƘŜ ƻǘƘŜǊ ŎƘŀƴƎŜǎ ǘƘŀǘ ȅƻǳ ǿŀƴǘŜŘ ǘƻ ƳŀƪŜΣ ȅƻǳ ƘŀǾŜ ōŜŜƴ 
through the module and checked the spelling, added some new pages, inserted some links to your 
corporate policies and changed all the references to ensure they reflect your organisation. 
 
You are now ready to publish this module so you can get it on the DLE and have people using it. 
 

Top tip: The image for the middle section used may occasionally be given different names. It is 
sometimes called backgroundmiddle but can also be known as backgroundrepeat too. 
 

Step 7:  The project 
backgrounds window should 
be quite self explanatory. 
By using the three buttons 
Select Upper, Select Middle 
and Select Lower you can 
browse to where your 
background images are 
saved and add them one at a 
time 
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Step 9:  Make sure you have saved your work and the open the File menu and choose Publish Project. 
 
 
 
 
 
 
 
 
 
 
 
Step 10:  When the window appears you select your publish type 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Top tip:  If, at this point, you are asked for a registration code you need to go to 
www.learningpool.com/create  and select the Authoring Tool sub-page.  At the bottom of this page 
you will find registration details. 
 
Submit the requested details and you will immediately receive your registration code via email. 
 
To enter your registration code in the Authoring Tool go to Help and About and you will see the 
Register option. 
 

Good to know  
HTML:  This option publishes your module as straight forward web pages with no facility for 
monitoring its use. Mainly used for putting learning on an intranet or sharing it with colleagues for 
checking purposes. Not used for putting learning on the DLE. 
 
SCORM - Individual Section SCOs:  SCORM is the stuff that monitors and records usage but this format 
is the lesser used of the 2. This option takes apart your learning and creates SCORM objects for each 
chapter. This is only recommended if you have created a module that is so large it needs to be handled 
in smaller sections. 
 
SCORM ς Single Combined SCOs:  This is the best one. It takes your module and adds all the bits 
necessary to monitor your users and pass information to reporting system in the DLE.  Recommended. 
 
Learning Pool Upload Output:  This is the option you use to share your output with the rest of the 
Learning Pool community via the catalogue. It puts all the working files together so that anyone else 
can use them. 
 
To find out how to share your course for others to repurpose visit www.learningpool.com/share .  

http://www.learningpool.com/create
http://www.learningpool.com/share
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You will see information that tells you that a new folder has been created inside the one you were working 
in. 
 

 
 
 
 
 
 
 
 
 
 
 

 
 

That concludes this section.  In Part 3 we will see how you get your output into your DLE. 

Step 11:  Choose the SCORM ς Single 
Combined SCOs option. 
 
There are some simple choices here 
that are quite clear. 
 
aƻǎǘ ǇŜƻǇƭŜ ŘƻƴΩǘ ƴŜŜŘ ǘƻ ŀƭǘŜǊ ǘƘŜ 
defaults, just click OK to publish this 
module. 
 

The Publish folder will hold all the 
versions from each time you publish 
and each will be in a dated sub-
folder. 
 
This means you will know what has 
been published most recently 
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Part 3 - Uploading your e-learning module to your DLE 
 
 

You have published your module so now we need to get it in your DLE and ready to be used. 
 
You need to know where in your DLE you want to put your course so people can find it; this means 
identifying the right Category and Course. 
 
The early stages of this step by step guide will look at creating Categories and then creating a Course.  If 
ȅƻǳ ŘƻƴΩǘ ƴŜŜŘ ǘƻ ƪƴƻǿ ǘƘŀǘ ǘƘŜƴ Ƨǳǎǘ ǎƪƛǇ ƻƴ ǘƻ Step 10, Assign Roles, on page 13. 
 
 

 
 
  
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Step 1: From your DLE homepage locate the Site 
Administration block and select Courses, Add/edit courses. 
 

Step 2:  You will see 
the current categories 
displayed like this, see 
left. 
 


