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PART ONE 
 
 
 

INTRODUCTION TO MORRISANIA.com E-LEARNING 
Via our website’s E-Learning platform, MORRISANIA.c om provide free online courses to the 
residents in the neighborhood of Morrisania and the  website’s online community. 
 
MORRISANIA.com’s E-Learning platform is technically known as an LMS (Learning Management 
System) or CMS (Course Management System) or VLE (Virtual Learning Environment). 
 
The platform is intuitive and easy to use for all its users (teachers, trainers, students, continuing 
education providers, etc.).  It offers abundant scope for creating and organizing interactive multimedia 
training content and assessment in an engaging manner.  This includes assessment creation tools, 
collaboration tools, as well as sophisticated tracking and reporting tools for monitoring user activity and 
progress. 
 
The goal of this Quick Reference Guide  is to provide streamlined instructions on the main components 
of our E-Learning platform.  For detailed instructions on respective sections of the platform see the 
MORRISANIA.com E-Learning – Teacher’s Manual .  You can access the Manual by going to 
www.morrisania.com/elearning   
 
If you have questions, comments or concerns feel free to send an e-mail to elearning@morrisania.com. 
 
 
 
 

No Cost To Organizations 
In addition to providing our website members with free online courses via our E-Learning platform, we 
are allowing individuals, local organizations and local businesses to use our website to host their online 
courses, training sessions, etc.  
  
This service is being offered free of charge – as long as the respective organization/individual is not 
charging their students .  In other words, if an organization does not charge students for the course 
they are offering, we won’t charge them to host the course. 
 
If an individual or organization would like for us to host their online class and they are charging their 
students for the course, our fee is 30% of the gross from their student registration fees. 
 
For example: If an organization is charging students $10 to take their course, and 20 people registered 
for their class, their gross from the registration fees would be $200.  Our fee to the organization would be 
$60. 
 
On the other hand, if that same organization isn’t charging the students to take their course, our fee to 
the organization would be $0.
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FEATURES OVERVIEW 
This E-Learning platform is a learning suite that allows you create, organize, follow and coach learning 
activities.  Here is a quick preview.  
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Templates For Creating Online Content 
With great simplicity you can create and modify content for your courses directly online; the content 
templates offered have a pleasant appearance and are very readable. 
 
The content templates allow you to concentrate on what you want to convey rather than spending time 
and effort on the look and feel of the lessons. Additionally, you get a consistent looking flow of screens 
from one lesson to another. Here are some examples: 
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REGISTER YOUR COURSE 
Before an individual or organization can teach a course at MORRISANIA.com they must first Register  
their course with the website and the course must be approved by the website’s staff.  More or less, the 
Registration process ensures that your course does not violate our Terms of Service (no illegal or 
harmful subject matter, etc.).  To Register your course you simply fill out a quick online form.  Some of 
the basic questions include: 
 

····  Course Title 
····  Brief Course Description 
····  Full Course Description 
····  Course Content 

 
 
If you are not a member of the website, you would have to join (free of charge) before  you Register your 
course.  Your website Username is the same Username that you  will use to access the E-Learning 
platform .  To become a member of the website simply click the Login/Register button on the website’s 
Home Page (www.morrisania.com).    
 
To register your course, simply go to: www.morrisania.com/elearning and click the appropriate hyperlink. 
 
Once your course is Registered and approved you will be notified via email and granted access to the E-
Learning platform.  At which time you may begin creating your course. 
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ACCESS THE E-LEARNING PLATFORM  
MORRISANIA.com’s E-Learning platform is accessible via the Internet by going to: 
 
www.morrisania.com/elearning  
 
 
Upon going to the web address above, you will see a hyperlink/image that will take you to the E-Learning 
platform.  Once you access it, you will be prompted for your Username and Password.  This information 
is e-mailed to you by the Administrator or a Moderator of the website. 
 
If you need assistance with your Username, Password or have questions, comments or concerns feel 
free to post your message in the website’s Message Board (www.morrisania.com/forum).  The direct link 
to the appropriate Board is: 
 
http://www.morrisania.com/forum2/viewforum.php?f=16  
 
 
Alternatively, you can send an e-mail to elearning@morrisania.com. 
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PART TWO  

 
 
 

CREATING A COURSE 
Upon your course being Registered and approved, we will then add your course to the E-Learning 
platform.  At which time we’ll enter the course Title, Category, Code and a main default Course 
Description.  In addition, we will forward you your default password to access the E-Learning platform.  
After you Log-in you can change your password to your liking. 
 
 
 

Getting Started  
When you log-in, your initial screen is the «My Courses» tab.  The different pages of your course are 
quickly accessible from the navigation bar at the top of the screen: 
 

 
 
 
 
The tabs give convenient access to the Home Page of the platform, your list of courses, the reporting 
section and to Logout. 
 
If you are not already there, click the «My Courses» tab.  This screen displays all of your courses.  If this 
is your first course, you will only see 1 course listed.  You are now ready to use the instructional material 
you may have (text, images, flash, video, audio, etc.) to populate your course. 
 
To get started, click the «Title»  of your course to view its «Home Page».  
 

 
 
 
 
 

The Course Home Page 
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A course, as defined by our E-Learning platform, is a set of tools visible  to students. An invisible  tool is 
inaccessible to users (students) who do not have the status of course creator (teacher). 
 
The choice of tool visibility lies with the course creator (teacher/you).  Based on the teaching strategy 
they devise, course creators can hide or show certain tools to learners. 
 
The tools meant for students are classified into two groups: the Authoring  tools (used only by teachers), 
and the Interaction  tools (used by the teacher and students).  By default all the Authoring and 
Interaction tools are visible when a new course is created.  It is for you to decide, as per your teaching 
plan, which tools to show and which to hide.  Below is a brief description of each tool: 
 

 
 
 
 

Authoring Tools 
These tools are for the course creator (teacher).   The tools are used to create the course outline, 
content, etc. 
 

·   Description  – Add a description (Objectives, Topics, Methodology, Assessment process, etc) 
to your course.  Use this to give your students detailed course descriptions so they will get a clear 
idea of what to expect in the course. 

 
·   Learning Path  – Use this tool to create the course outline that students will use when taking 

your course.  This is the step-by-step guide that the students will follow. 
 

·   Tests  – These are the exams, quizzes, etc. that you will give the students 
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·   Documents  – This is where you place the files (word docs, spreadsheets, videos, etc.) that 
you will use for your course.  Files can be uploaded directly from your computer. 

 

·   Links  – Useful hyperlinks for the students.  For example, you may want to link to website that 
you want students to visit. 

 
 
 

Interaction Tools 
Use the Interaction tools to communicate with your students. 
 

·   Agenda  – This is a calendar tool that you can use to highlight important dates (scheduled 
exams, etc.). 

 

·   Forums  – The Forums tool provide the ability to interact with students using a Message 
Board.  You and the students can post/reply to messages that can be viewed by the other 
students. 

 

·   Users  – Use this tool to manage your students… subscribe/unsubscribe students to your 
course, etc. 

 

·   Chat  – Have live chat sessions with your students.  There is no software to download…  To 
access the Chat students simply click the icon.  You can schedule a Chat session to have live 
discussions with your students on your course material. 

 

·   Announcements  – Use this tool to inform students of important dates, notices etc. 
 

·   Drop  Box  – The Drop Box tools provides the ability for you to send files and messages to 
your students and vice-versa.  For example, a student may use this tool to forward you their 
homework, assignment, etc. 

 

·   Groups  – By default none of the students are in groups.  Use the Groups tool if you would 
like to separate your students into different categories, etc. 

 

·   Assignments  – Use the Assignments tool to provide/manage specific assignments for 
students to complete. 

 
 
 
 

Disable A Tool 
To disable a tool so it is not visible to the student click the eye icon  that is next to the respective tool. 
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Administration Tools 
The administration tool is used for emptying a course, deleting a course, copying all or part of a course to 
another course, saving or re-importing a course which is already saved... All these procedures can be 
performed very quickly. 
 
 

·  Deleting A Course  – Click on the link «Delete The Whole Course Area» to remove all traces of 
the course on the website. Given the irreversible character of this step, a warning will appear 
before the course vanishes! The delete function is to be used cautiously. 

 
·  Emptying A Course  – This tool empties the course of selected or of all the components it 

contains. It deletes documents, forums, links… This procedure can be put in practice at the end 
of a training program, or at the end of a school year. Of course, before emptying the course you 
should ensure that you have saved all that is necessary and recyclable! 

 
·  Copying  A Course  – On the Maintenance page, click on the link «Copy Course». The screen 

that appears allows the choice of a destination course to which the course or components of it 
have to be copied. In case there are certain components (files) that already exist in the 
destination course, you have the choice of not doing anything (skip same file name), renaming 
files or overwriting the files which are in the destination course. Finally click on the button «Copy 
Course». 

 
·  Creating A Backup  – As a security measure, as well as for record and reusability, it is safer to 

create a backup of the complete content of the course. This process is automated. It offers the 
choice between creating a backup of the entire course, or of components you have selected by a 
process similar to the one which allows the copying of components of one course to another 
course. This process has been described earlier. 

 
·  Importing  A Course Backup  – Each backup creates a date specific compressed file. This Zip 

file is stored on the server (in the folder «Archive»). You can also download it to your own 
workstation. If you create a new empty course, our E-Learning software lets you import the 
content of a backed-up course to the new empty course. 
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CONFIGURING COURSE SETTINGS 
While creating a course, information is filled in such as: Title and Code of the course, the Category to 
which it belongs, etc... All this information, and more, is accessible and modifiable through «Course 
Settings» . 
 
When preparing courses a wise decision would be to prevent access by anyone except course creators, 
(check the radio buttons «Completely Closed»  under Course Access and «This Function Is Only 
Available For Course Admins» under Subscription. See screenshot below).   
 
Now, course access is restricted to the course creator, and no registration is possible by students.  
Another option - you can allow registration to the course but not allow access (leave the radio button 
«Completely Closed»  under Course Access checked and check «Allowed»  under Subscription). In this 
case, students can enroll but can not access the course. 
 
Eventually you can close registrations and allow access only to registered participants (check the radio 
buttons «Private Access»  under Course access and «This Function Is Only Available For Course  
Admins» under Subscription). Then, if you need to, from the «Users List»  you can identify and 
unsubscribe intruders. 
 
When we add your course to the E-Learning platform, we will allow registration to the course but not 
allow access to students until you (the teacher) is ready for the class session to begin.  
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Videoconferencing  
The videoconferencing application has to be configured by the administrator of the platform before it is 
available in each course. 
 

Once configured, two new tools become available in the Home Page of every course:  «Virtual 

Meeting » and «Virtual Class» . These two tools point to the same videoconferencing environment. 
One of them is demonstrative (virtual class). The other is participative (virtual meeting) as it allows three 
learners to have exchanges with the professor. 
 

 
 
 
 
 

Preparing A Virtual Class 
When you launch a virtual class, our E-Learning software detects the video inputs in your system and 
also allows you to select them. 
 
You may then choose to upload a PowerPoint presentation to the server. Like Oogie , the 
videoconferencing tool converts the presentation slides into a succession of screens that can be 
accessed independently. Each screen is named «Slide» . Extra screens can be deleted before you start 
your show. 
 
Once the presentation is converted, your virtual class is ready to roll! 
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Conducting A Virtual Class 
Three tools are available to you for conducting a virtual class: «Chat», the presentation converter 
«Slides» , and «Members»  listing the attendees. 
 
The functioning of the «Chat» is as simple as using the standard E-Learning «Chat» tool. The 
presentation will be displayed slide by slide. You can start your lecture, as your webcam and your 
microphone have already been detected by the software. Using the whiteboard widgets you can also add 
annotations on each screen and underline important elements. 
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Please note that an optional setting allows the superimposition of screens, hence you can move the slide 
on top of the pile to make way for the slide below; also, you can highlight a particular point: practical isn't 
it? 
 
A little effort may be required to take control of the system, but once you are comfortable you will have a 
fan following among your learners, and you may become the subject of envious praise among your 
colleagues! 
 
 
 

Conducting A Virtual Meeting 
The principle of the virtual meeting is identical, but also allows three participants apart from you. It is 
possible that in a virtual meeting you will get to use the «Chat» tool more often than in a virtual class. 
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PART THREE  

 
 
 

LEARNING PATHS 
A Learning Path is a structured instructional sequence divided into chapters , which are then further 
divided into steps . In other words, the Learning Path is the step-by-step method in which the students 
will take your course.  We provided in depth instructions on the Learning Path in this Quick Reference 
Guide because your Learning Path is the heart of your course – from a student’s perspective. 
 
When creating your Learning Path you can combine lessons, tests, discussions (forums), etc. You have 
the flexibility of naming the chapters as Weeks, Topics , etc... the choice is yours. 
 
The learner's progress through a Learning Path’s sequence can be controlled by pre-requisites. This 
means that the learner has to complete certain steps before moving on to others. 
 
Your Learning Path sequence can be suggestive - you show the steps one after the other, and it is up to 
the learner to follow the sequence; or binding - the learner has to follow the steps in the order given. 
 
As mentioned earlier in this Teacher’s Guide, you can use our pre-created templates to create the steps 
in your Learning Path.  Doing so enables you to easily create your Learning Path without worrying about 
the Path’s appearance. 
 
 
 
 

Creating A Learning Path 
From your course Home Page, click on the link «Learning Path» , then on the link «Add A Learning 
Path» on the next screen. Give a name to the path, then click on the button «OK». The Path is created, 
and although empty, appears in the navigation list. 
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Important Point : A Learning Path tracks the learner's progress. Thus, a learner signing 
out of the application at stage 3 of the path will land at that stage (stages 1, 2 and 3 
completed, other stages incomplete) on his next visit. 

 
 
 
 

Adding The First Chapter 
Once the empty Path is created, you can create the first chapter. Click on «New Chapter»  Give it a 
name in the «Title»  field and then click on the button «OK». 
 
 

 
 
 
 
 

Adding A Step To The Chapter 
After the chapter, create the first step in it by clicking on «New Step» . You then reach a page listing all 
the resources that can be integrated in a path. 
 
 

Important: Please note that if you are not going to use one of the templates in the 
software, and instead is going to use one of your files, the file have to be uploaded to the 
website before  you can add it to a Learning Path.  Simply use the «Documents»  tool to 
upload the file.  

 
 
Select a resource from the right side of the screen to include it. Each integrated resource constitutes a 
step that the learner can access freely, or has to go through to get to the next step (you decide by setting 
the pre-requisites). 
 
Click on the button «OK» to continue building the Learning Path. At this stage, you can add other steps 
to the first chapter, or add other chapters. 
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Changing The Names Of The Steps 
When you add a document (file) as a step, it retains its file name as the step's title. This is hardly 
satisfying: the names of the files may not be meaningful in the new context. 
 
Click on the step title you wish to change (on the left side) to select it, then click on the icon «Edit»  on 
top right-side to edit the title of the step. Change the «Title»  in the input field to make it more contextual. 
Click on the button «OK» to save the changes. 
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Reordering Chapters And Steps 
Click on the link «Organize»  on the top-left of your Learning Path navigation to see the table with the 
chapters and the steps in the order that you have placed them. To reorder the path, use the arrow icons 
«Up»  and «Down»   to position the chapters and steps exactly where you want them to be. 
 

 
 
 
 
 

Defining Pre-Requisites 
By defining pre-requisites you can control access between steps. For example, you may want the 
learners to go through a knowledge resource before they access a case-study resource. You can define 
the knowledge resource as a pre-requisite for the case-study resource. 
 
First select the step which needs to have a prerequisite, then click «Prerequisites»  on top right. 
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Then choose the step that has to be the prerequisite. Of course, only the earlier steps appear in the list. 
 

 
 
 
 
 

Adding Narration (Audio) To A Step 
To reinforce the impact of your Learning Path, our E-Learning software offers you the possibility of 
adding sound to each of your Learning Path steps. 
 
When your microphone is connected, click on the record button (red circle) of the «Audio Recorder»  
and record your narration. Each step will display to the learners a lecture zone on top left of the Learning 
Path. You can imagine the benefits! 
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Testing The Path 
Click on the link «Display»  (on the top left of the screen, above the path navigation) to see how the 
Learning Path appears to a learner. 
 

 
 
 
 
 

The Learning Path Display Area 
A Learning Path has: 
 

·  A navigation and feedback zone on the left 
·  A display zone for resources and documents on the right 

 

 
 
 
 
 

The Navigation And Feedback Zone 
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OOGIE : POWERPOINT CONVERSION  
Oogie is a tool that converts PowerPoint or Impress presentations to Learning Path. Each screen of your 
presentation becomes a Learning Path screen (animation and effects of the presentation are not 
converted). 
 
Apart from simple conversion, Oogie lets you : 

·  record narration for each screen 
·  insert tests or other resources between screens 
·  track student activity and progress just as in a normal Learning Path 

 
 
 
 

Converting A Presentation To A Learning Path 
You import your presentations from the learning path home page. Click on the link «PowerPoint 

Conversion» , browse  your hard disk or network to locate and select the file to convert, then click on 

the button «Convert To Learning Path» . 
 
Depending on the size of your file, the conversion may take some time. A little patience may be required! 
Once converted, each screen of the presentation becomes a learning path screen to which you can add 
narration by using the procedure described in chapter 1 of this section – Creating a Learning Path 
(Adding sound to a step). 
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Now that you have a Learning Path, take advantage of its possibilities. Insert diverse elements to make 
your presentation sequence interactive and engaging. For example, just as you can insert documents by 
adding new steps, you can also insert tests in the beginning, at the end or in any part of your Path! 
�
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PART FOUR 
 
 
 

IS YOUR COURSE COMPLETE? 
To ensure that your course is complete, you should be able to answer, “Yes”, to the following questions: 
 
 

��� �  Do you have a detailed course Description? 
 
��� �  Did you disable the Interaction Tools that you’re not going to use for your course? 

 
��� �  Did you complete your Learning Path? 

 
��� �  Does your Learning Path reflect the Description(s) of your course?  In other words, are the 

students going to get what they expect from your course per your course Description(s)? 
 

��� �  If applicable, did you create the exams (tests, quizzes, etc.) for your students in your Learning 
Path? 

 
 
If you answered “Yes” to all of the questions above contact the E-Learning staff and inform them that 
your course is complete (send an email to elearning@morrisania.com) or use the contact information 
provided to you when you Registered your course.  
 
Upon us receiving confirmation that your course is complete we will enable it per your scheduled start 
date. 
 
If you need assistance with your course or have questions, comments or concerns feel free to post your 
message in the website’s Message Board (www.morrisania.com/forum).  The direct link to the 
appropriate Board is: 
 
http://www.morrisania.com/forum2/viewforum.php?f=16  
 
 
Alternatively, you can send an e-mail to elearning@morrisania.com.   
 
 


